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TRINITY LUTHERAN SCHOOL

Trinity Lutheran School is one in a system of over 2500 schools with 290,000 students operated
by congregations of The Lutheran Church-Missouri Synod. Our church body says, “The most
effective agency for education available to the church for the Christian training of the young is
the full-time parochial school.” Trinity Lutheran Church agrees with this view of the value of
the Lutheran elementary school.

The Lutheran School system is coordinated by The Lutheran Church-Missouri Synod and its
various offices of education. Our church and school is a member of the synod’s Missouri
District. Coordination is achieved through official principals’ and teachers’ conferences, and
regular communication and visits with the district office.

Being conscious of its responsibility to train its children physically, mentally, socially, and
spiritually, Trinity Lutheran Congregation maintains a Christian preschool and elementary school
in which Christian teachers teach God’s Word and a course of study based on Christian
principles, leading to entrance into high school.

MISSION STATEMENT
OF

TRINITY LUTHERAN CHURCH AND SCHOOL
ALMA, MISSOURI

Trinity Lutheran School provides a Christ-centered education lasting more than a life time.

VISION STATEMENT
OF

TRINITY LUTHERAN CHURCH AND SCHOOL
ALMA, MISSOURI

Trinity Lutheran School is dedicated to nurturing each student, providing academic excellence
and creating strong, faithful, compassionate leaders who inspire and serve others in their journey

with Jesus Christ.
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PHILOSOPHY
● We believe that the Bible is God’s Word.  (2 Peter 1:21)

● We believe that people come into a right relationship with God by grace through faith in
Jesus.  (John 3:16; Romans 3:28, 5:1)

● We believe that the Christian school exists to fulfill the commission that Jesus gave His
church to go into all the world and make disciples in the name of the Father, Son and
Holy Spirit and to teach them to obey everything He commanded.  (Matthew 28:18-20)

● We believe that a child’s education is predominantly influenced by the family and that the
Christian church and school exist to support, compliment, and enhance the parental
obligation to “Train up a child in the way he should go and when he is old he will not
turn from it.”  (Proverbs 22:6)

● We believe the Lord provides opportunities for each child to serve Him by using his/her
gifts to better the world.   (2 Timothy 3:16-17)

● We believe the Lord challenges each child to live in this world but not be of this world.
(Romans 12:2)

GOALS
1. Trinity Lutheran School provides an education that is centered on spiritual values, which

give eternal meaning and purpose to the development of the social, emotional, mental,
and physical aspects of man’s life.

2. Trinity Lutheran School provides professional teachers who are committed Christians.
3. Trinity Lutheran School combines instruction in God’s Word with active daily practice in

living a life of discipleship.
4. Trinity Lutheran School teaches the common school subjects within a Christian

framework.
5. Trinity Lutheran School strengthens the local congregation and the church at large by

helping to provide a well-educated and Bible-literate laity.
6. Trinity Lutheran School helps to prepare young people for special service in the church.
7. Trinity Lutheran School seeks to instill in the child God-pleasing attitudes toward the

home, community, and country. The school also strives to help each child become a
thoughtful, self-disciplined Christian, responsive and sensitive to the needs of others.

8. Trinity Lutheran School strives to use the evangelism potential of the school to bring new
members into the body of Christ.
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THE OBJECTIVES OF CHRISTIAN EDUCATION

The objective of Christian education is that the Christian praises and glorifies God and loves,
serves, and witnesses to those around Him. To help guide us in working toward this objective
we identify the following objectives.

The Child in the School
--Knows, accepts, and trusts in Jesus as his Savior.
--Accepts the Scriptures as God’s Word and applies it to his own life.
--Develops the ability and desire to worship God more fully.
--Sees his place as an active baptized member of Christ’s church on earth.
--Looks upon himself as a witness for Christ.
--Recognizes how much God has forgiven him and responds in his willingness to forgive others.
--Regularly uses the privilege of prayer, both private and corporate in his own and his fellow

man’s behalf.
--Realizes that his talents and abilities come from God and uses them to their fullest to glorify

God and serve mankind.
--Develops social and emotional skills to aid him in dealing with others.
--Develops knowledge, attitudes, skills, and conduct that help him to live more fully in this life

and to prepare for eternal life.

Other Children in the Community
--Will see the advantages of the Christian life in the lives of the school’s students and alumni.
--Will think of the school as an agency concerned about them as well as the pupils who attend it.

Families of the School
--Will accept Christ as the head of their households.
--Will support the mission of the church at large by their prayers, offerings, and witness.
--Will develop regular and meaningful patterns of worship in the family circle and as a part of

the worshipping “communion of saints”.
--Will involve themselves in the continual task of Christian education before, during, and after

the formal school years.
--Will support Christian educators in carrying out the school’s objectives.

The Local Congregation
--Will see its responsibility for providing always-improved opportunities for Christian education.
--Will see the school as one arm of its mission to itself and to others.
--Will encourage and aid (through encouragement and scholarship funds) all parents in Alma and

in neighboring communities to give their children the benefits of daily Christian education.
--Will support Christian educators in carrying out the school’s objectives.

The Neighborhood and Community
--Will see the value of Christians as good citizens.
--Will recognize the school as a place interested in them and their problems.
--Will call upon the school for help in community projects.
--Will cooperate with the school to give help and guidance in civic, professional, health, and

Government areas.
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ADMINISTRATION AND CURRICULUM
CONTROL OF SCHOOL
Trinity Lutheran School is owned and operated by all the members of the congregation. Final
authority for major decisions of policy and property is vested in the voter’s assembly. The affairs
of the school are administered by the Board of Education. This board meets monthly and holds
additional meetings as needed.

FINANCIAL SUPPORT
Since Trinity Lutheran School is a vital part of the overall ministry of Trinity Lutheran Church,
Alma, Missouri, the support of the school is looked upon as the responsibility of the entire
congregation. The school is largely dependent upon the congregation for its support, and a large
portion of the congregational budget is designated for the school. We also welcome and
encourage families who are not members of the above congregations to enroll their children in
the school. Zion, Blackburn, Our Redeemer, Marshall, Holy Cross, Emma, and Immanuel,
Sweet Springs also supports the school through a financial support system for its students.

The actual cost per pupil for calendar year 2020 was $9,863.00. Since we wish to make a
Christian education in our school available to those who desire it, financial assistance may be
available to all families. The financial assistance allows students, regardless of financial means,
to attend the school.
*The 2021-2022 tuition for non-members is $4,250.00 for the first child, $2,150 for the second child,
and $1,100 for the third, fourth, etc.

*The first Trinity member child is $1,850 and the second Trinity member child is $1,450, the
third/fourth Trinity member is $870.

*Preschool options, ranging from $96 - $250 per month, depending on the number of days/hours the
student attends.

All families who desire reduced tuition rates must show just reason for not being able to pay the
full-tuition amount. Tiger Aid is also available to those families who apply for the LESA Tuition
Assistance program. These current families will be required to meet the Spring LESA application
deadline. New Families enrolling after the deadline will be given an exemption from this
requirement.  All aid will be approved by the Principal and Pastor.

REGISTRATION FEE
A non-refundable registration fee of $300.00 for grades K-8 will be assessed for each child who
attends Trinity Lutheran School to cover the cost of textbooks, workbooks, religion, music and
art materials, and must be paid prior to the start of the current school year. Failure of parents to
pay registration fees by the beginning of school, may result in the student not being allowed to
attend school. *Early registration discounts for the next school year, set by the Board of
Education in early spring, can only be applied to families whose balances are up to date
and in good standing.

PAYMENT OF TUITION & FEES
Registration Fee, Athletic and Technology security deposit are to be paid by the beginning of the
school year.  The Technology deposit will be refunded at the end of the school year, if the
student’s Chromebook is returned undamaged.  Tuition (if set up on a monthly payment basis),
Monthly Band and Bus fees due to the school must be paid by the 5th of each month, or paid in
full in advance.   A monthly email will sent to families, informing the parents of their balance.
Delinquent accounts at the end of the school year, may result in the report cards (grades) being
withheld.  Student transcripts/records will not be released to other schools until the family
account is paid in full.  If a family has unusual circumstances, which prevent the payment of
fees/tuition, they should contact School Administration to make arrangements.

5 | Page



K – 8th GRADE ENROLLMENT
All children of school age have the privilege of enrolling in our school. The Kindergarten has a
limit of 14, 1st through 8th grade classes have a limit of 20 students, unless Student Academic
Needs warrant a Teacher Aide, or a Part Time Teacher. Children entering kindergarten must
have reached the age of five years prior to August 1st, in order to be eligible to attend school.

Preschool Enrollment Policy
Students can be enrolled into our three year old preschool program if they are the age of three
before August 1 and potty-trained, with no exceptions. Students can be enrolled into our four
year old preschool program if they are the age of four before August 1 and potty-trained,
with no exceptions. Trinity congregation members will have first opportunity to enroll into the
preschool program by December 31 of the current school calendar year.  After January 1 of the
current school calendar year, enrollment will be opened up to all other non-member children
With combining 3 and 4 year Preschool, if the number of students exceeds the student/teacher
ratio, as recommended by Board of Education, a Teacher Aide will be hired.

SPECIAL NEEDS
An in-school Resource Teacher is available on a limited basis for students who need academic
assistance. Referrals for testing can be made by the student’s parents or teacher and should be
made to the school principal. Upon acceptance into the program, a time will be scheduled within
the school day for instruction under the special needs teacher.

Our school may not be able to adequately meet the needs of some children who are exceptionally
unique and provide for their fullest academic and social development. Individual referrals may
be made to more appropriate and specialized agencies. We also participate in the
Foster-Grandparent Program and Title I Program.

DUAL ENROLLMENT
In rare circumstances, Trinity students may be simultaneously enrolled in both Trinity and in
another school.  This unique situation will be dealt with on an individual basis.

NONDISCRIMINATORY POLICY
Trinity Lutheran School, Alma, Missouri, admits students of any race, color, national and ethnic
origin 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, and athletic and other
school administered programs.

THE SCHOOL PROGRAM
Course of Study. The Board of Education and teaching staff provide a distinctively Lutheran
and Christian course of study in keeping with the objectives and philosophy of the school and
with the requirements of the State Department of Education. Children graduating from our
school are eligible to enter state accredited high schools in the State of Missouri.

Christian Training. A definite program of training in Christian living is maintained during
the entire school day in all areas of learning. Children and parents are urged to attend church and
Sunday School regularly.  Special programs of mission training are planned and carried out.
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Textbooks and Workbooks. All secular textbooks are owned by the school and are provided
for the children. A registration fee helps to pay for these learning materials. Bibles and
Catechism are usually purchased by the pupil.  Prices are kept as low as possible.

Grading Policy
The grading system is based primarily on the A, B, C, D, and F system.  For some classes a +,  /,
-, or Percentage base may be used.  In some instances a 12 point scale is used.

Letter Percentage 12 point scale +. / .  -
A 92-100 12 = A+  98-100

11 = A    95-  97
10 = A-  92-  94

B 83-91 9 = B+  89-  91 +
8 = B    86-  88
7 = B-   83-  85 _____________

C 74-82 6 = C+  80-  82
5 = C    77-  79 /
4 = C-   74-  76 _____________

D 65-73 3 = D+  71-  73
2 = D    68-  70 -
1 = D-   65-  67 _____________

F 0-64 0 =  F-     0-  64

Honor Roll
Students in grades 5-8 are eligible to be recognized for their academic achievement by being
named to one of three honor rolls. The first level of recognition is reserved for those students
whose grade point average is 2.6-3.0 (Honor Roll), 3.1-3.5 (Academic Honor Roll), or 3.6-4.0
(Principal’s Honor Roll).

TESTING
Each child is given an achievement test in the spring of the year to determine his progress as well
as scholastic strengths or weaknesses.  We administer NWEA Assessments.

RETENTION/PROMOTION
Retention is usually based on one or more of the following: 1) immaturity, 2) lack of effort, 3)
lack of basic skills, or 4) a student has missed more than the required number of days/hours. The
teacher will consult with the Principal prior to making a final decision on retention. When
retention of a student is being considered, parents, teacher and principal will meet together for
consultation in this matter no later than the end of the third quarter.

WORSHIP SERVICES
A special chapel service is held for the children of our school each Wednesday in the church.
Parents and members are also invited to attend these services.  The purpose of the service is to
stimulate children to a desire for proper worship and to afford the children frequent opportunity
to worship the Triune God.  The children will have the opportunity to present their offerings to
Jesus at these services.  Each quarter a new organization will be designated to receive the chapel
offering that is selected by the Staff.  The worship services are led by the pastors, teachers and
special guests who may be available.
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MUSIC

Choirs
Two school choirs, one comprised of voices in the upper grades, and the other of voices in the
primary grades, provide children with an opportunity to perform publicly a number of times
throughout the year, as well as providing them with choral training. Trinity’s children are
given an opportunity and encouraged to sing for divine services during the school year. If your
child is not able to attend a performance, the choir director must be notified stating the reason
for the absence.

Band & Strings (Pending the hiring of a Band &/or Strings Teacher)
There are two bands, the beginning band and the advanced band, and a strings class at Trinity.
Students in grades 5-8 may choose to participate and learn to play an instrument. Each band
and Strings class will rehearse twice a week and performs about two to three times a year in
public. Other events may offer additional opportunities for the students to play. There is a
one-time $10 maintenance fee, and an additional fee of $30 a month for band and $30 for
strings. If you are more than 30 days delinquent on your band/strings bill, your child will
not be allowed to participate until your account is up-to-date. Students in grades 6-8, not
in band, will be involved with a classroom music appreciation while their classmates are at
band.

FIELD TRIPS
Classes may occasionally take field trips to enrich the educational experiences of the classroom.
Parents will be notified in advance of each trip. Some may require an additional fee. Some may
require the rental of a bus; others may have transportation provided by volunteers. In each case,
rules and regulations may be imposed by the teacher(s) for the safety and welfare of the students
and to ensure that the greatest benefit possible is derived from the experience. Please cooperate
with the teacher(s) and support their decisions.

7 & 8th GRADE CLASS TRIPS

It has become a tradition for the 7 & 8th grade to travel to Washington DC every other year.
Some students are 7th graders when they go, and some go as an 8th grader.  The fundraising for
this trip is significant.  Because of this, the Board of Education has put into policy that a two
year period will be utilized to raise money and prepare for this trip.  Therefore, on the off
years when there is no DC trip, the class trip will be limited to a day or weekend trip, to be
determined by the group at that time.  The families will be responsible for funding this trip.
No school fundraising will be allowed for this trip.
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HOME AND SCHOOL COMMUNICATION

THE PRINCIPAL’S PEN
The school’s weekly newsletter called “The Principal’s Pen” will be emailed each Wednesday
during the school year, unless a hard copy is specifically asked for. This newsletter keeps
families informed of the activities of the school.

PARENT TEACHER LEAGUE
All parents who have children enrolled in Trinity Lutheran School are members of our Parent
Teacher League. Meetings are held four times during the school year. This organization
encourages communication between the parents and the teachers and allows for parents to have
more involvement in the Trinity Lutheran School family.

2020-2021 P.T.L. OFFICERS
Ashley Lovercamp, President

VACANT, Vice-President
VACANT, Secretary

Martha Schreiman, Treasurer

COMMUNICATIONS WITH PARENTS

FAST DIRECT COMMUNICATIONS
In order to improve communication between the school and the home, Trinity has subscribed to
an online school information system. To access information, go to www.fastdir.com/trinity.
Teachers will post information about their respective classrooms and what activities are taking
place there. There is also a school calendar that you can access as well as a classroom calendar.
Each child’s grades will be posted periodically so that you can see how well your child is doing
or if he/she has missed any assignments. The bulletin boards and calendars will be posted for
anyone to view, but only the parents can access an individual child’s records. Parents will need
to supply the school with their e-mail address and we will supply you with an activation code.
Many of you have already done this once, so if you have, it is not needed again. If you have any
questions about this website, feel free to call the School Secretary, and they will gladly walk you
through it.

TRINITY LUTHERAN SCHOOL APP
This is one place where parents can locate news, events, and important information all from their
smartphone. They may download our app from Google Play or Apple Store. School and athletic
events are easy to find, along with directions and game times. Families can also find the school
lunch menu posted weekly. The weekly Pen will be available, along with other notifications.

TEXT-CASTER COMMUNICATIONS
This is one of our communication systems for our school. Trinity Alerts is a free service. If you
sign up you will receive important messages from school (school closings, event reminders, etc.).
You will need to call the school office to get signed up to receive these.
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COMMUNICATIONS
Teachers request communication from parents either written or by phone for any unusual
situations involving their child. This includes such matters as the desire to be excused from
participation in a school activity such as physical education, leaving school early for any reason,
arriving at an unusual time of day, a change in eating lunch or drinking milk, unusual health
problems, etc. Should a situation arise when it is known in advance that a pupil will be absent
from school because of an unusual opportunity for an educational experience not available at
another time, we ask that the parents notify the teacher well in advance of the proposed absence
so that all class work might be completed prior to the absence if at all possible.

REPORTS AND CONFERENCES
Report cards are posted four times during the school year on Fast Direct, generally within a few
days of the end of each respective quarter. (The first quarter is shared within the framework of a
formal parent-teacher conference.) Other parent-teacher conferences can be requested at any
time during the school year.

Mid-quarter reports are also posted four times during the school year on Fast Direct.

Frequent communication between the parents and teachers is encouraged to promote a close
working relationship. These communications can be in the form of texts, phone calls, and/or
actual visits, and are most effective in afternoons and evenings.

Parents, students, and teachers will find a tremendous amount of joy in their relationships with
each other if communications remain frequent, open, and within the great framework of Matthew
18:15-20 as given to us by Jesus Himself.

CHURCH ATTENDANCE
In line with the philosophy and objectives of Christian education as followed in Trinity School,
regular church attendance on the part of both children and parents is expected. Not only should
the Third commandment with its implications be taught, but above all, should be diligently
practiced. A record of Church and Sunday School attendance is kept by all teachers and is
indicated on the report cards.

TELEPHONE
Pupils are to use the telephone ONLY in case of emergency. Emergency calls will be received at
any time, but non-emergency calls should be placed at a time when the individual is “free” -
before 8:15 a.m. and after 3:15 p.m. Calls during the school day take valuable time from the
classroom. Students must have permission to use the telephone in any circumstance. Student
use of cell phones during the day is not permissible.

CELL PHONES/ELECTRONIC DEVICES
If Cell phones or other electronic devices need to be brought to school, they will be collected
as students enter the classroom and will get them back at the end of the day. Any student
using a cell phone or any other electronic devices during the school day will have their cell
phone or electronic device confiscated. Cell phones and electronic devices are not to be used
until you have left the school building. Parents will be notified by student or their teacher and
parents will need to pick up the cell phone or electronic devices from the office.

10 | Page



SERVICES
SCHOOL LUNCH
The lunch program at Trinity Lutheran is run in connection with the Department of Elementary
& Secondary Education Lunch Programs. Because of this arrangement, we are required to
follow rules concerning the type of lunch served, food served, milk served, records, finances, etc.

Students may refuse one item on the lunch menu according to the federal “Offer Vs. Serve”
policy. This means that a student may decide not to take one of the food items offered, but he
must take the rest of the items. This gives the student some choice in the foods he eats, but at the
same time it assures that he will get a balanced meal. Students who have eaten all the food on
their tray are allowed certain "seconds".

It is necessary that records, collection of money, paying of bills, and filing of reports with the
State Department be done correctly, efficiently, and simply. In order to help all concerned to do
their share easily and correctly, the following procedures will be followed regarding payment for
lunches of children.

Meals will be provided for free during the 2021-2022 school year. There will be charges for
extra, seconds, and morning milks. Meals will be paid for in advance. All cash payments will be
given a receipt in return.

There is an assistance program for parents who qualify that would enable their children to
receive free or reduced meals. This program is extremely beneficial to our hot lunch
program, and our school. Reduced price meals are $.40 per lunch, $.30 per breakfast.
Please note that no one will see your children’s free or reduced status other then the two
people that process the paperwork.

At the present time extra 2% white or chocolate milk will be available in the morning. The cost
of extra morning milk for the month is .35, and will be prepaid with the student’s lunch account.

The price for meals for the school year will be $3.50 per meal for students. The price for
seconds is $1.20 for entrée, and $.30-.50 for each side dish. Visitor’s lunches will be: Adults
$5.00 and children $3.50. The price of extra milk will be $.35 per half pint. Breakfast will also
be served between 7:30 and 8:15 a.m. The price for breakfast will be $2.85 per meal. Adults
may also purchase a breakfast for $4.35. The price for seconds is $1.20 for entrée, and $.30-.50
for each side.  These prices may need to be revised during the school year depending upon cost.

ACCELERATED READER PROGRAM
All students in grades K-8 are eligible to participate in the Accelerated Reader Program. This
nationally recognized reading incentive program allows students to read books from a select list
and to take comprehension tests from computer disks. Students earn points that are redeemed for
a variety of prizes at various times throughout the year.

LIBRARY
An adequate library is maintained for every child in the school. Teachers of every class regularly
present opportunities during the week for students to browse and choose their favorites from the
shelves.

✞ All books may be checked out for a period of two weeks. If necessary, renewal may be
made.  Encyclopedias and magazines may be checked out with permission from the librarian.

✞ Students make their own selections and take the responsibility of returning the books on
time. Overdue slips will be sent home to remind those students who fail to return their
books.
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✞ Students checking out books assume full responsibility for them and should pay for loss or
damage.

✞ Using the library is a privilege and only those who comply with the rules and regulations will
be allowed to borrow books. When books are consistently not returned, the library privilege
may be canceled.

✞ The library is an indispensable service unit in the total education program of the school, and
is closely integrated with the curriculum.  Its influence is felt by both teachers and pupils.

BUSSING
The Bus Service here at Trinity Lutheran School is a service that the school provides for the
students. The administration will try its best to provide another bus if our current bus should
break down, or need to be serviced. At times that there is no service, or there is no bus driver for
the day, or if the bus breaks down on the side of the road, parents will be notified immediately.
Parents will need to come pick their child(ren) up, unless another bus is available for Trinity to
use. Families will be notified by text, and by email, as soon as administration is aware of no bus
service. If there is no service on any given day, it is the responsibility of the parents to get their
child(ren) to school.

EXTRA - CURRICULAR

ATHLETIC PROGRAM
Trinity Lutheran School offers a complete interscholastic program for its students in the upper
grades. Included in this program are soccer and volleyball in the fall, basketball and
cheerleading in the winter and track and field in the spring. There is a one-time $15 fee, for
those students who are participating in any sport.

ATHLETIC ELIGIBILITY
Students participating in athletics at Trinity are Christian students first and athletes second.
Guidelines have been established to insure that all students keep academic and behavioral
responsibilities as their first priority.  The following will be adhered to:

1. An athlete must maintain a minimum of a C- in all subjects at the end of each quarter.

2. An athlete must view athletic participation as a privilege, with the understanding that his
or her behavior, both positive and negative, will have a direct impact on his or her
eligibility. Therefore, an athlete must show a willing effort to follow school rules and
classroom rules, and treat fellow students and teachers with respect and kindness.

Those students unable to adhere to the two points of eligibility will be suspended from all aspects
of that sport in which they are participating for a 2-week period. At the end of the 2-week period,
the student’s progress will be reviewed. Any student/athlete who is suspended from a sport more
than once in a given season will be removed from the sport in which (s) he is participating for the
remainder of the season.

Waiving of an athletic suspension may occur after a meeting is conducted between the parent,
principal, teacher, and athletic director, and a majority vote in favor of waiving occurs.

Evaluation of academic eligibility will be conducted by the athletic director in consultation with
all appropriate teachers each two-week period during the season, from the initial practice through
to the final contest of the season.
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All students participating in interschool sports are required to have a physical examination in
order to participate in the sport. Free examinations will be conducted. Students are encouraged
to shower daily to promote good hygiene.

ATHLETIC FUND
Each child who participates in any athletics at Trinity Lutheran School is asked to pay $15.00 fee
to the Athletic Department at the beginning of the school year. This fund contributes necessary
money for uniforms, athletic equipment, referees and coaching expenses.

POLICIES

BACKGROUND CHECKS
Trinity Lutheran School conducts background checks on all full-time, part-time, temporary
faculty and staff employees, and volunteers that are alone with students in our building. Trinity
Lutheran School may also use a third party administrator to conduct background checks. The
background check will be done using the Personal Identifier (name-based) search from the
Missouri Highway Patrol.  The type of information that can be collected by this agency includes,
but is not limited to, a criminal background check, education, employment history, credit, and
professional and personal references. This process is conducted to verify the accuracy of the
information provided by the candidate and determine his/her suitability for employment or
volunteerism.  Each individual listed above will have a check done on a three year cycle.

SEXUAL HARASSMENT POLICY
It is the policy of Trinity Lutheran School of Alma, Missouri, to strictly prohibit any conduct that
constitutes sexual harassment by an employee (worker) or student by another employee or a
non-employee (e.g. parent, vendor, and visitor) or student will not be tolerated. Employees of
students who believe that they have been or are being sexually harassed will inform the harasser
that the behavior must stop immediately and, if continued, will be reported to the school/church
authorities. Any employee (worker) or student who believes that he or she has been subjected to
repeated or abusive sexual harassment shall report the conduct to the school administrator (or
pastor) who will thoroughly investigate the incident and will present the investigated incident to
the Board of Education. The board will decide the appropriate action the situation warrants.
This could include termination of employment, contract, or enrollment. It is the responsibility of
each employee (worker) or student to respect the rights of other employees, non-employees, and
students.

ANTI-BULLYING POLICY

Our school mission is “Trinity Lutheran School provides a Christ-centered education,
lasting more than a lifetime.” The Vision of Trinity Lutheran School is to nurture each student,
provide academic excellence and create strong, faithful, compassionate leaders who inspire and
serve others in their journey with Jesus Christ.”
.

In accordance with and in support of the Mission and Vision statements, Trinity Lutheran
School believes that individuals have the right to learn, and to be safe and secure at school. We
endeavor to build a safe, caring, and supportive environment for all members of our school
community. We do not tolerate bullying or harassment in any form. Bullying and violent
physical acts are not acceptable in this school and any incidences will be dealt with seriously and
appropriately.
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Purpose of this Policy: To provide guidelines for all staff and the school community
ensuring that there is a clear definition of bullying, and to outline clear procedures for reporting
and responding to bullying.

DEFINITION OF BULLYING: The National Safe Schools Framework defines bullying as
repeated verbal, physical, social, or psychological behavior that is harmful and involves the
misuse of power by an individual or group towards one or more persons.

The definition of bullying has three critical aspects - a repeated action, the misuse of
power within relationships, and behavior which causes harm; all three aspects need to be present
in order for behavior to be called bullying. Both conflicts and fights between equals and single
incidents are not defined as bullying. Bullying of any form or for any reason can have long-term
effects on those involved, including bystanders.

For use with younger students: Bullying is when someone keeps targeting another
child again and again, and tries to make them feel bad. They say or do many mean and hurtful
things, make fun of them a lot, try to stop them from joining in or make others not like them.

Although it isn’t nice if someone says or does something mean to someone else, we don’t
necessarily call that bullying.  It also isn’t bullying if children have an argument or disagreement.

For use with older students: Bullying is when one student (or a group) keeps targeting
another student again and again to upset or hurt them. They might hurt them physically, try to
socially isolate them, or to say and do many mean or humiliating things to them.

Although it’s neither respectful nor acceptable if someone behaves in a mean or
aggressive way on one occasion, that isn’t bullying. A fight or disagreement between students of
equal power isn’t bullying.

PREVENTION

The best way to prevent bullying is to create an atmosphere of good behavior where
pupils treat each other and staff members with respect, and to teach children about the

Practical Ways for building a positive school culture and climate:

● Model respectful behavior to all members of the school community at all times.
● Explicitly teach pupils what respectful language and respectful behavior looks like, acts

like, sounds like, and feels like in class and around the school.
● Display key respect messages in classrooms, in assembly areas, and around the school.

Involve pupils in the development of these messages.
● Catch them being good — notice and acknowledge desired respectful behavior by

providing positive attention.
● Consistently tackle the use of discriminatory and derogatory language in the school —

this includes racist language and language that is belittling of pupils with a disability or
social/emotional need.

● Give constructive feedback to pupils when respectful behavior and respectful language
are absent.

● Have a system of encouragement and rewards to promote desired behavior and
compliance with the school rules and routines.
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● Explicitly teach pupils about the appropriate use of social media.
● Positively encourage pupils to comply with the school rules on mobile phone and internet

use.  Follow up with pupils who ignore the rules.
● Actively involve parents in awareness raising around social media.
● Highlight and explicitly teach school rules in pupil friendly language in the classroom

and in common areas.
● All staff should actively watch for signs of bullying behavior.
● Ensure there is adequate playground/school yard/outdoor supervision.

WHOLE SCHOOL COMMUNITY RESPONSIBILITY

We believe the whole school community has a responsibility to be proactive in preventing
bullying and harassment. This policy outlines the responsibilities of school staff, students and
parents.

The School Has a Responsibility to:

● Provide professional learning to ensure that all staff have a thorough understanding of
bullying and harassment and are able to apply the policy according to its intentions.

● Be proactive in preventing bullying and harassment and supporting students by:
embedding discussion and activities in the curriculum in order to promote awareness and
understanding.

● Apply the policy consistently and consulting with the school community in order to
review the effectiveness of the policy.

● Actively work with the school community to promote a culture that will not tolerate
bullying and harassment and where students feel safe talking about their needs.

● Set the standard of mutual praise and support, so making bullying less likely.
● Empower students with appropriate strategies to deal with incidents.

The Role of School Principal and Staff

● Take prompt action when incidents of bullying and harassment are witnessed or reported.
This means intervening to prevent such incidents.

● Apply the school policy in a consistent manner, both within a classroom setting and on
the school grounds.

● Treat seriously claims of bullying
● Monitor those who have been bullied or harassed and those who have instigated the

bullying and harassment.
● Maintain communication with parents in relation to issues of bullying/harassment.
● Explicitly teach students that research indicates that “bullying stops within 10 seconds of

peer intervention.”  (Hawkins et al., 2001)
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The Role of the Principal:

● Document each incident
● Discuss with students involved (at teacher’s discretion)
● Contact parents/care-providers.
● Contact/meet with all parties concerned
● Implement/initiate consequences.
● Initiate interagency meetings as needed.
● Continue to monitor.

The Role of Teachers and Support Staff

● All staff take all forms of bullying seriously and intervene to prevent incidents from
taking place. Classroom teachers will investigate and attempt to resolve the problem. If
an incident is not resolved it is then passed onto the principal.

● Classroom teachers are responsible for informing other staff of any children with
potential difficulties, and situations that have arisen.

● Document each incident.
● Discuss with students involved.
● Familiarize and collate all information to aid knowledge of reasons behind bullying.
● Inform parents.
● Teach explicit skills/strategies that empower students.
● Establish a classroom environment where:

Students feel safe
Expectations are clearly defined
and consequences are applied for inappropriate behavior.

The Role of the Student:

● Students must understand the definition of what bullying and harassment is and is not.
● Report incidents of bullying/harassment immediately to their teacher.
● Be proactive in preventing bullying/harassment behaviors in their peers.
● Allow others to be safe at school.
● Accept consequences when involved in bullying and harassment.
● Take part in conferences and mediations in order to resolve issues.
● Support other students who may be subject to bullying and harassment.

The Role of the Parents:

● Parents have a responsibility to support the school’s Anti-Bullying Policy and to actively
encourage their child to be a positive member of the school.

● Understand the definition of what bullying and harassment is and is not.
● Resolve social media issues involving their child that occur outside the school
● Support the school in resolving incidents of bullying.
● Make it clear to their children that bullying and harassment are not acceptable.
● Support the consequences supplied by the school.
● To set an example of how to appropriately solve and resolve differences if they occur.
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Responding to Bullying
When an incident of bullying comes to the attention of a teacher or other staff members, the steps
listed below will be taken. The teacher that the incident is reported to is responsible for starting
the process listed below, involving other staff members as needed.

PERPETRATOR/S VICTIM/S

Gather information from whoever presents to report incident/situation.

Check immediately to ensure health of both victim and perpetrator are taken care of

Meet with both perpetrator/s and victim/s, separate if more than one as soon as possible to speak
with them separately.

Discuss series of events Discuss series of events

Encourage acknowledgement of the Inform or reassure them of their rights
situation and their contribution to the Encourage them to report any future
incidents
incidents

Develop constructive responses that the Provide feedback on how incident is being
perpetrator may need to do or have or will be addressed and resolved

Reflect on what has occurred by filling out
a Reflection Form

Develop a plan to change behavior –
an action plan that sets out goals and
timelines and shows what is going to take
place to ‘Help make things right’

Contact Parents via the Reflection Form Contact Parents & involve them at whatever
or for more serious cases, a phone call. level necessary while the issue is in the

process of being resolved.

Maintain regular contact throughout Meet regularly with victim to check and
the resolution process to monitor attitude review progress until issue is resolved.
and behavioral changes.

INFORMATION GATHERING GUIDE

In gathering information it is recommended that the staff understand:
● The past - What happened?
● The present - Who is affected? What can be done about it?
● The Future - What changes can be made to prevent it happening again?
● The procedure focuses on the following five questions:
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What happened?
What were you thinking at the time?

Who has been affected by what you have done?  In what way?
What do you think you need to do to make things right?
What will you agree to do next time?

Throughout the information gathering process we strive to:

● Empower individuals to deal appropriately with unacceptable behavior
● Create a safe and supportive environment
● Develop active relationships among all members of the community
● Focus on the behavior of concern and repairing the harm
● Develop a community that shares responsibility for the rights of others

BULLYING - PROCEDURES POLICY
Trinity will practice zero bullying tolerance as the standard of behavior.  Teachers will actively
and consistently teach positive behavior, dissuading aggressive or harassing behavior, and use
Jesus as the model of behavior.

Students who are caught in the act of bullying will be subject to the discipline process as
summarized below:

Warning - When a minor incident occurs, the teacher will take the opportunity to help students
define bullying and to express the inappropriateness of bullying, referencing Jesus’ example of
reaching out in love and kindness, and practicing the blessings of the Holy Spirit:  love, joy,
peace, patience, kindness, goodness, gentleness, faithfulness, self-control (Galatians:  5:22-23)

I. Inform parents - After a second incident, teachers will inform parents of their child’s
actions.

II. Inform Principal - The principal is involved after the second warning has occurred.

III. Confer with parents and principal - After a third incident, gather invested staff persons
and discuss the situation.

IV. Law enforcement will be notified when criminal intent is obvious.

Possible Options for Action (Need not be done in order:to be determined by severity of actions)

A. Refer student to counseling or therapy

B. Consult with Pastor

C. Assign school or community service project

D. Draw up a behavioral contract

E. Visit to principal’s office - Confer with teachers and parents
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F. Time-out in principal’s office - Student may need to spend 30 minutes to one hour
sitting in the principal’s office.  Student may be asked to write a report related to
the topic of bullying behavior (according to appropriate age level).

G. Suspension from School - from one to three days. After consultation with the
parents, teacher, and input from the principal, the student may receive a three day
suspension.  The student may be asked to develop his own positive behavioral
plan.

H. Suspension of longer duration - After a three day suspension, the principal, after
consultation with the parents, teacher, and the Board, may suspend for up to a
semester.

I. Expulsion - When every effort to correct the inappropriate behavior has been
exhausted, and after consultation with parents, teachers, Pastor and the Board of
education, the Principal may expel the student.

Approved by the Board of Education:  November 15, 2018

~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~

PHILOSOPHY OF DISCIPLINE
Trinity Lutheran School holds the philosophy that “therefore, as God’s chosen people, holy and
dearly loved, clothe yourselves with compassion, kindness, humility, gentleness and patience.
Bear with each other and forgive whatever grievances you may have against one another.
Forgive as the Lord forgave you.”  (Col.3:12-13)

Trinity Lutheran School further believes that parents enrolling their children in our school are, in
effect, asking us to share and help them fulfill their God given responsibility to bring up their
children in the discipline and instruction of the Lord. We believe that our role in this relationship
includes teaching and maintaining a standard of behavior consistent with discipline and
instruction. Therefore, all students of Trinity Lutheran School are expected to make every effort
to conduct themselves in a God-pleasing manner at all times, and to set an example as “living
sacrifices” according to the principles set forth in Romans 12. Beyond this, students, parents,
indeed, all of us are reminded to submit ourselves to the governing authorities, “for there is no
authority except that which God has established. (Romans 13:1)

Trinity Lutheran School recognizes all children and adults are created by God and redeemed by
our Lord Jesus Christ. Unfortunately, even the redeemed fall back into sin and do not always
conform to the will of God in Scripture. According to Scripture, during those times it becomes
necessary for those in authority to administer discipline in an attempt to restore the fallen to a
proper relationship with God as well as with fellow peers. The whole purpose of discipline,
then, is to show a child of God his/her erring ways that he/she may repent and then to administer
the Gospel of God’s forgiving grace through Christ Jesus. The Gospel is the motivation for
changing the lifestyle of the student.
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DISCIPLINE RATIONALE
The Bible teaches that we are all responsible for our own actions. Those actions are based upon
choices or decisions that we make that may be either good or bad. In either case, we must live
with the consequences of those choices. Children need to be taught that basic premise and to
develop responsibility for their actions. To help develop that responsibility we intend to help
students:

✞ Boost their self-concept by allowing them to solve their own problems in their own way
within set limits.

✞ Make decisions with which they will have to live.

✞ Face consequences, making a strong connection between the consequences and their
actions or choices instead of punishment, if at all possible.

✞ Develop respect for each other.

✞ Make choices and have healthy control within set limits.

✞ Learn from adults who are in a counselor role rather than in a judging or punishing role.

✞ View problems as opportunities for personal growth rather that as bad things that should
never happen.

GUIDELINES FOR DISCIPLINE
We believe that, as all children are different and all actions and reactions very personal in nature,
effective discipline involves a few overriding tenets rather than a long list of specific rules.
Situations are dealt with as they arise with the focus on enabling the child to grow and learn from
his or her actions. No child will be allowed to keep a teacher from teaching or another child
from learning. Unkind words and actions will not be tolerated. To ensure that those guidelines
are adhered to, we will operate under the following principles:

✞ We will react without anger or haste to problem situations.

✞ We will provide consequences that are not punitive but that allow the child to experience
the results of a poor choice, enabling him or her to make better choices in the future.

✞ We will proceed in all situations with the best interest of the whole child foremost in
mind:  academics, social and emotional well-being will be fostered.

✞ We will guide students toward personal responsibility and the decision-making skills they
will need to function in the real world.

✞ We will arrange consequences for problem situations in such a way that the child will not
be humiliated or demeaned.

✞ Equal is not always fair. Consequences will be designed to fit the problems of
individual students, and they may be different, even when problems appear to be the
same.

✞ We will make every effort to ensure that, in each situation, the students involved
understand we will make every effort to ensure that, the students involved understand
why they are involved in consequences.
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✞ If we act or react in a way that a child truly feels is unjust, that student need only say to
us, “I’m not sure that’s fair.” We will arrange a private conference during which the
student can express why he or she feels our actions were not fair. This may or may not
change the course of action. We are always open to calm, rational discussion of any
manner.

Separation and Detention Policy
To show concern for all students of Trinity, the following procedures will be observed in dealing with
students 1) who have consistently resisted initial efforts to correct their misbehaviors or 2) who have
misbehaved in such a severe manner that immediate action is necessary:

● A note will be sent home with the student at the close of the day informing the parents that
the student was separated from his or her classmates (classroom, library, gym, lunchroom,
etc.) or that a detention will need to be served, on the date listed on the note. (Detentions
begin when school dismisses, and lasts until 4:00 pm.)

● The note needs to be returned to the teacher, signed by a parent or guardian, at the beginning
of the next school day. If the note is not returned, signed, the teacher will notify the parent of
the misbehavior, the separation and/or the coming detention.

● Teachers will not always be aware of all the misbehaviors that occur in their respective
classrooms, but every effort will be made to be as consistent as possible in confronting and
correcting behaviors.

● Two separations from classmates will be the final warning. In the case of a third separation, a
detention must be served.

● The detention period will be a constructive period. Essays may be written, chalkboards may
be cleaned, bookshelves may be rearranged, or a variety of other tasks will be asked of the
detained student.

● Two detentions throughout the year will result in a loss of eligibility for extra-curricular
activities that include, but are not limited to: athletic contests, field trips, class trips, academic
clubs or contests, theatrical productions, seasonal programs, musical programs, and the like.
This loss of eligibility will last for two weeks, at which time the classroom teacher, parent,
and principal will decide whether or not to restore eligibility.

● Three detentions throughout the year will result in a three-day suspension and a conference
with the parent(s) or guardian(s), appropriate teacher(s), and principal prior to readmission.
During this suspension, all work required by those students in attendance is also required of
the student under suspension. Upon the student’s return, all assigned work is due with no
additional time granted.

● Four detentions throughout the year will result in a four-day suspension. The principal will
decide whether or not the student will be readmitted.

● Bringing any weapon (gun, any form of knife, etc.) will result in immediate expulsion
from Trinity Lutheran School.

Misbehavior will be defined as including the following:
1.  Disrespect to authority figure.
2.  Repeated annoyance of classmates.
3.  Physically harming another student.
4.  Being rude or discourteous
5.  Repeated inattention to guideline
6.  Repeated talking or being loud.
7.  Using vulgar or obscene language
9.  Damaging or defacing personal or public
8.  Cheating, copying, using another
10.  Possession of illegal substances
11.  Possession of unauthorized items.
12.  Repeated misuse of school property or supplies.
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ABUSE OR NEGLECT POLICY It is the policy of Trinity Lutheran School to report
any signs of abuse or neglect to the Missouri Division of Family Services. This would include
any signs of physical abuse or signs of educational neglect.

LABELING PERSONAL PROPERTY Because many personal items are brought to
school by the children and left in various rooms, it becomes necessary that such items as towels,
gym clothes, art materials, etc., be labeled before being brought to school. This should reduce
confusion over “Lost and Found” articles. Any “Lost and Found” articles not claimed by the last
day of school will be donated to a charity.

TARDINESS Students are requested to be at school no later than 8:10 a.m. and be at their
desks ready to go at 8:15 a.m. Tardiness begins at 8:15 a.m. with the second bell. Students will
be considered tardy up to 9:15 a.m., after which they will be counted absent. For repeated
tardies, five tardies occurring in a given quarter will constitute one absence when determining
retention.

ABSENTEEISM Regular and punctual attendance is extremely important to a child’s success
at school. The time missed in the classroom can never really be made up even though the
student does the required homework. Thus, the progress of the student becomes more difficult.
Extra time is also required of the teacher to make explanations and check homework
assignments.

Therefore, in order to promote good attendance, the school has adopted the following policies:

1. If you know in advance that your child will be tardy or absent, please notify the teacher so
that arrangements may be made. This gives the teacher time to make last minute adjustments
in the school day, if necessary. Please call the school (674-2444) and inform office personnel
and/or teacher of a student absence before 8:30 a.m. on the day of the absence.

2. Students are expected to make up any missed homework. Initiative for doing makeup work
lies with the student and is regulated by the teacher. Parents are expected to pick up missed
assignments and books after school unless arrangements have been previously made with the
teacher.

3. Excused absences will be granted for injury, sickness, dental and doctor appointments, or
death in the family. All other excuses must be approved by the teacher and principal in
consultation with the parents before they will be considered excused. Unexcused absences
will be dealt with in the following manners: teachers may record a “zero” or an “F” in their
grade books for each assignment missed, detain the student after school or during recess, or
assign extra work.

4. Students absent from school for:
a) 1 hour or less is considered a tardy, up to 2 hours per school year, still qualifies

for Perfect Attendance. Circumstances beyond the students control, will be taken
in consideration.

b) Up to 2 hours will be counted ¼ of a day absent.
c) From 2-4 hours will be counted ½ of a day absent.
d) From 4-6 hours will be counted ¾ of a day absent.
e) For 6 or more hours will be counted as 1 day absent.

5. Students are allowed one school day for each day missed, plus one extra day to make up
missed assignments. For example: if a child is absent two days he/she has three days to
complete all assignments missed while absent.
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DAILY SCHEDULE Classes are normally scheduled as follows: 8:10 a.m. to 3:15 p.m.
Classrooms will be open at 8:00 a.m. for study. All doors will open at 7:30 a.m. Breakfast will
begin at 7:30am. If not eating breakfast, all students are expected to remain in the gymnasium
until classrooms open at 8:00 a.m.

ALL SCHOOL DOORS WILL BE LOCKED AT 8:15 a.m. You will have to enter in thru the
office doors. Pupils are expected to leave the school premises promptly after school is dismissed
at 3:15 p.m. unless they have permission to remain longer.

EMERGENCY SCHOOL CLOSING In most cases, we follow the same schedule as the
Santa Fe R-X School District. The following will be the procedure used by the Santa Fe R-10
School District concerning closing of school. If it becomes necessary to dismiss school early or
to dismiss school for the entire day because of undesirable weather, or other emergency
situations, announcements will be made on radio station KMMO 1300 AM, 102.9 FM
(Marshall), Channel 5 News, Text-caster communications, Fast Direct Communications.

The Principal, or in his/her absence the Chairman of the Board of Education, may authorize the
temporary closing of school for reasons of weather, epidemic, or other public calamity.
If such a closing occurs while there are students at the school, the staff shall remain and provide
supervision until all children have been picked up.

HEALTH
Present school law requires the following immunizations: poliomyelitis; diphtheria, pertussis,
tetanus; measles, mumps, rubella; varicella (chicken pox), and three (3) doses of Hepatitis B.
Various screenings are conducted periodically throughout the year, which include, but are not
limited to:  scoliosis, hearing, vision, and speech.

ILLNESS POLICY
A child having a temperature of 100.4 or above or that has just vomited, or has diarrhea, should
not be sent back to school for at least 48 hours or proof of wellness from a doctor after
temperature/symptoms have returned to normal.

COMMUNICABLE DISEASE/HIV POSITIVE POLICY
In keeping with the spirit and intent of the Center for Disease Control (CDC) recommendations
and the obligation of the Board of Education to adopt policies, rules and regulations which relate
to safety and welfare of all students and staff of the school, when an employee or student is
medically diagnosed as having a communicable disease, including but not limited to contagious
skin diseases (ie infantigo, scabies, etc) the following procedure will be followed.

1.   Each case will be looked at individually and involve the careful weighing of health and
environmental factors by a team of professionals.

2.   The team will include a physician, public health director, or his designee, school official(s),
and a representative of the student/employee.

3.   Confidentiality of the student/employee shall be maintained by the team and the School.  The
School shall take all appropriate steps to preserve the rights of the student/employee.

4.   The team will present their data, recommendations and options to the Principal, Pastor, and
Board for a decision on enrollment or employment of the individual.
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Note: Since we do not have an RN or LPN on staff there must be a signed
medication form by both a physician and parent. This is necessary for us to
administer both over the counter drugs and prescriptions.

MEDICATION POLICY
It is generally recognized that some students may require medication for chronic or short-term
illness during the school day to enable them to remain in school and participate in their
education, however, prescribers should be encouraged to write prescriptions for medications to
be given outside of school hours whenever possible. The school will provide administration of
medication for any student if the parent/guardian is willing to comply with requests for
documentation of need, provision of medicine and physician orders.

Prescription Medication
● The students authorized prescriber shall provide a written request that the student be

given medication during school hours. The request shall state the name of the
student, name of drug, dosage, frequency of administration, route of administration,
any adverse effects, any applicable emergency instructions and the prescriber’s
name.  All prescriber’s orders must be renewed each school year.

● A parent/guardian will provide a written request that the school comply with the
authorized prescriber’s request to give medication. This permission must be
renewed annually. The school will not administer the first dose of any medication,
nor may the student return to school until one/half hour has elapsed after the first
dose has been administered.

● The parent/guardian will supply the medication in a properly labeled container from
the pharmacy with only those doses to be given at school, and with instructions for
any special storage, i.e., refrigeration. Medication supplies should not exceed a
30-day supply.

● Documentation records of medication administration should include the student’s
name, drug, dose, date, time administered and name of the person administering the
medication. Individual medication records will be filed in the student’s health record
when completed, at the end of the school year, or when the student transfers or
withdraws from the school.  All documentation will be completed in black ink.

● School staff will refuse to give any medication in which the prescriber’s order does
not fall within the realm of the usual prescriptive recommendations of the
medication, either in dosage or condition for which it is prescribed until further
investigation has been made and the Missouri District School Health Consultant
contacted.

Over the Counter Medication
● A written order for the administration of over the counter medications (i.e.,

Acetaminophen, cough/cold medications, topical ointments, etc.) in school must be
secured from an authorized prescriber. The prescriber’s written order must include
the name of the drug, time intervals for administration, dosage, route, specific
indications for administering the medication, and any contraindications for
administering the medication. No medical judgment is to be required by the school
staff to determine when the medication is to be administered. The parents’ written
permission to give the medication must accompany these.

● The medication must be furnished in the original marked container. If possible, the
parent/guardian will be notified, in advance, when over the counter medications are
administered. A record, documenting in ink, the student’s name, date, time, name of
the medication, reason for administration, dosage administered, effects of medication,
and signature of the individual who administered the over-the-counter medication
must be maintained.
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Emergency Medication
● If a student, with a life-threatening condition, e.g. bee-sting, diabetes, severe asthma,

etc., is enrolled in the school, every effort will be made to have the parent/guardian
furnish additional medication to be administered at school, if necessary. Such
emergency medications require orders from an authorized prescriber (with detailed
instruction as listed in the over-the counter medication section). A parent/guardian
permission to give should also be on file. Duplicate copies of these forms should be
kept with the emergency medication that is locked in a secure location but accessible
to qualified designated personnel.

Self-Administration of Medication
Self-administration of medication means that the student is able to consume or apply medication
in the manner directed by an authorized prescriber without additional assistance or direction. A
health professional licensed to prescribe by a state regulatory body may recommend that an
individual student with a chronic health condition assume responsibility for their own medication
as part of learning self-care, e.g. inhalers used for asthma, insulin for diabetics, etc. Students
may be responsible for taking their own medication after the school staff has determined that the
following requirements are met:

● The student, the school staff and the parents agree to the conditions under which the
medication is to be administered.

● The authorized prescriber and parental requests for him/her to self-administer are on
file.

● The student’s status and abilities have been evaluated by the school staff that deems
self-administration safe and appropriate. As necessary, school staff has been in
serviced in the administration of the medication. The school staff shall observe the
initial self-administration of the medication.

● The school staff is reasonably assured the student is able to identify the appropriate
medication, knows the reason for administration, the frequency and time of day for
which the medication is ordered.

● The student is capable of and follows a procedure for documentation of
self-administration of the medication. The school staff establishes a policy for
storage of the medication in a safe location, providing accessibility for the student
when needed. A back-up supply of the medication shall be kept in the usual
medication storage area or a second readily available location.

● The school staff will monitor the student’s manner of taking the medication. This
may include observing the student taking the medication, reminding the student to
take the medication, communicating with the authorized prescriber regarding any side
effects, and notifying the parent/guardian of any problems including student’s refusal
or failure to take the medication or to take it in the prescribed manner.

Handling, Storage and Disposal of Medications
● A parent/guardian or other responsible adult shall deliver all medication to be

administered at school to the designated school staff. The medication must be in
a pharmacy or manufacturer labeled container.

● The school shall provide secure, locked storage for medication to prevent
diversion, misuse, or ingestion by another individual. The designated school
personnel shall inventory upon receipt, any controlled substances, including
Ritalin, at least weekly. Any count discrepancies are to be reported to the school
principal for further investigation. (The Bureau of Narcotics and Dangerous
Drugs (573-751-6321) will be contacted as a resource if assistance is needed,
regarding record keeping, storage, etc., of controlled substances.)

● Expiration dates on stock medications must be checked on a routine basis.
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● Access to stored medicines will be limited to persons authorized and trained to
administer medications and to self-medicating students. Access to keys shall be
restricted to no more than three designated persons. Students who are
self-medicating shall not have access to other students’ medicines.

● Parents/guardian may retrieve the medication from the school at any time; school
staff will document this occurrence.

● When possible, all unused, discontinued or outdated medication shall be returned
to the parent/guardian and the return appropriately documented. With parents
consent or in the event parent/guardian has received at least three notices and has
not retrieved the medication, medications may be destroyed by the school staff,
witnessed by another individual and documented appropriately. All medication
will be returned/destroyed at the end of the school year.

Role of a Nurse in Medication Administration
The administration of medications, including over the counter medications, are nursing activities
and, according to the Missouri State Board of Nursing License, must be performed by a
registered professional nurse or a trained licensed practical nurse. A registered professional
nurse may delegate, train and supervise the administration of medication by unlicensed personnel
who are qualified by education, knowledge and skill to administer medications. A registered
nurse should provide and document the requisite education, training and competency
verification.

Administration of Medication
When a child must take medication during school hours, the school must have two written
requests on file. These requests must come from the parent or guardian, and from the medication
prescriber (which, in most instances, is a physician). These two requests, this form as well as
the prescriber’s order, must be on file at Trinity prior to any medication being dispensed. The
medication that is to be dispensed must be packaged in an original container from the
pharmacist, with a printout that details any possible side effects that are known to be caused
by the medication. (Most pharmacies are happy to provide an additional container and
side-effect printout when they are notified that it will be for school use). The school must be
notified, in writing from the parent or guardian, and from the medication prescriber, of any
change in medication, whether that is a change in dosage, method, or time to be taken.
Additionally, this form needs to be renewed at the beginning of each school year if the need for
medication persists.
The Form you will need is the School Medication Request Form. These forms are available
upon request, and are made available at School Registration Night, in the school office, or in the
packet that your child’s teacher brought to you.

PARENTAL CONCERNS
When a parent or guardian has a question or concern about the school’s programs or activities
(either inside or outside the classroom) in which their child has participated or been involved, it
becomes very important to initiate communication with the staff person most likely to have
direct knowledge of the situation that may have created the question or concern. In nearly all
cases, that individual will be the child’s classroom teacher, but it is also possible that a coach or
adult volunteer might also be the right person to communicate with.

Matthew 18:15-20 is our Lord’s model for communication that brings joy, peace, and satisfaction
in our interpersonal relationships. It is the most complete way to effectively answer our
questions and concerns with each other. The following sequence is absolutely necessary to
follow if we are to have our concerns and questions addressed in a way that shows authentic
concern for our relationships:
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Step1: Jesus said to first go to the person with whom you have a concern. Please contact
the person directly involved. Discuss your concerns and work through your questions.
Most of the time a clarification is all that is needed. It is important that we seek factual
information by asking questions before forming a conclusion. (Do not contact other
parents or students.)

Step 2: If the problem has not been solved by going to the person, Jesus said then get a
responsible person to help solve the problem. Contact the person who most directly
supervises the person you have first contacted. (The Principal supervises the teaching
staff, cooks, and volunteers; the Athletic Director supervises the coaching staff; the
Board of Education supervises the principal.) Discuss your concerns and work through
your questions in the audience of the first person you contacted and their supervisor. If
a resolution has not been reached, and the principal has not been part of the process, the
principal should now be contacted.

Step 3: If the first two steps have not resulted in a successful resolution, Jesus directed
Christians to then go to a group of responsible people. At Trinity Lutheran School
that group is the Board of Education. Your concerns and questions should be
submitted, in writing, to the chairperson of the Board of Education. A hearing will then
be convened with all participants in the process to attempt resolution of the concerns.

STUDENT SUPERVISION
Students are expected to attend and participate in all appropriate functions sponsored by the
school.  As such, the following policy is in effect:

1.  All students are expected to come to school prepared to go outside for recess.  Parents
must submit a written note if they wish their child to remain in the school building
during recess or P.E.

2.  Any student not able to participate in P.E. class for physical reasons must present a
written excuse to the teacher.

3.  Once a student has entered the school grounds for the school day, he may not leave the
school grounds with anyone other than his parent/guardian unless written permission
from his parents/guardian is presented to the teacher.  A student who has left the school
grounds, is no longer under school supervision.

4.  Students shall quietly leave the school building from designated dismissal doors at
3:15 p.m. unless they have permission from a teacher or are participating in a sponsored
school activity or an activity approved by the Board of Education or Principal which is
supervised by an adult.  After school (3:15 p.m.) is not a supervised play period and those
who are providing transportation are expected to pick up students between 3:15 and 3:30
p.m.  If not picked up by 3:30, the student will be sent to After Care, at the expense of the
parent.

5.  Once a student has left the school grounds for the day, he may not return to the school
grounds unless he is participating in a school/church sponsored activity or is brought by a
parent or supervising adult.
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6.  At the end of the school day, students who are riding the bus are to exit the school
through the designated doors.  Please park along the east side of the school (Waverly
Street) to pick up your child. This is a DIFFERENT pick up location than in the past, so
please take note. The intersection of Waverly Street and Third Street will be blocked
daily while buses are loading and unloading.

DRESS CODE
As Christians our role as "ambassadors for Christ" should be to reflect the values and teachings
of Christ to the community. We can be in the world, but should not be of the world. We trust
that parents share our desire to foster high standards in every area of our school program,
including dress and personal appearance. Research shows that there is a correlation between
student dress and student behavior and learning. Consequently, our Board of Education and our
faculty insist that each student be dressed in a way that will not hinder the educational process,
that will promote a positive image among our students, and which will provide a positive
Christian witness to the community.   The following guidelines have been established:

All students are asked to wear clothing and have a hairstyle that is appropriate for our Christian
day school setting. Appropriate clothing can include neat jeans, shirts, T-shirts, dresses, blouses,
skirts, and sweaters.

Hats are to be removed before entering the building.

Recognizing the fact that the tolerance for outdoor temperatures varies among children, it is
expected that the parent/guardian will dictate and supervise the needs and desires of their child as
to their attire for the day including suitable shorts. (Suitable shorts and skirts are defined as
longer-legged than the bottom of the student’s finger tips, when their arms are at rest.)
Also at variance is the physical maturity of children. What may seem to be appropriate attire for
the chronological age of a student may actually be inappropriate due to a student’s advanced
physical maturation. It is imperative that we be sensitive to the subjectivity of this aspect of
what constitutes proper attire.

Any type of visible clothing bearing words and/or pictures associated with liquor, drugs, foul
language, satanic groups, or any other non-Christian subject matter will not be tolerated.
Clothing NOT to be worn includes spaghetti straps, halter-tops, off the shoulders, short shorts,
cut-off Jean shorts, clothing with holes, and undershirts. Midriffs and undergarments should not
be showing.

Hair should be neat and clean. Extreme styles (unusual, faddish, overly long on boys, unnatural
hair dyeing) are not permitted.

Styles change. No policy can cover every present or future possibility. So, the school
administration has authority to make decisions with respect to attire in keeping with the values of
this school. It is best to direct questions to the school administration before the purchase of
questionable clothing.

No required dress code can satisfy every person affected by those requirements. Parents are
encouraged to help their children see that successful living and working with others takes
accommodations to the expectations of others so long as the ways of God are not involved. This
is an important life skill related to family, marriage, friendships and employment.
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ASBESTOS
On October 22, 1986, President Reagan signed into law the Asbestos Hazard Emergency
Response Act (AHERA, Public Law 99-519). The law required EPA to develop regulations,
which provide a comprehensive framework for addressing asbestos problems in public and
private elementary and secondary schools. On October 30, 1987, EPA published the
Asbestos-Containing Materials in Schools Rule (40 CFR Part 763 Subpart E). This New Rule
requires all public and private elementary and secondary schools to inspect for friable and
non-friable asbestos, develop asbestos management plans that address asbestos hazards in school
buildings, and implement response actions in a timely fashion. This rule became effective
December 14, 1987.

Trinity Lutheran School conducted a complete inspection of its facilities in 1988, utilizing the
services of Larron Laboratories. The results of this inspection have been included in a
management plan. This management plan is available in the administrative offices of this school
during normal business hours, without cost or restriction, for inspection by representatives of the
EPA and the State, the public, including teachers, other school personnel and their
representatives, and parents. The school may charge a reasonable cost to make copies of
management plans.

Periodic surveillance is required every six (6) months, and was conducted recently on 6/9/01. A
re-inspection of our facilities is required every three (3) years. Any fiber release episodes and
any activities involving the disturbance of the ACM are also recorded in the management plan.

You, as a parent, are encouraged to examine the management plan that affects your child(ren).

The purpose of the Federal and State regulations is to protect the health and well being of all
persons entering the school building for any reason. This school takes very seriously the
recommendations made in the management plan.
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RULES AND REGULATIONS

Various rules and regulations are necessary to provide for the effective operation of our school.
Each pupil is bound by those rules, which are provided for the entire school, and also those that
each teacher finds necessary to make to insure the smooth and efficient running of his or her
classroom. Below are listed those rules which apply to the entire school. This list is not
all-inclusive. The twelve misbehaviors listed in the Separation and Detention Program section
also apply.

1.  Playing is not permitted before the start of the school day.

2.  Children coming to and from school on bicycles are to park them on the Southwest side of
the school building by the cafeteria.

3.  Bicycle riding is not permitted during the school day.

4. Classrooms are to be used for study and rest. Playing is to be done outside or in the gym.

5.  No chewing gum during classes.  Gum chewing is prohibited on the premises during the
school day.

6. No pop is allowed with lunches or snacks.

7. Before leaving school at the end of the school day, desktops and floors are to be cleared of
all books, pencils, etc.

8. The playground equipment is for the use of all pupils of our school under the supervision of
their teachers.

9.  Throwing snowballs/snow/ice is prohibited on school or church grounds

10. Children are to stay out of classrooms other than their own except when directed by another
teacher to do otherwise.

11.  All children using equipment are responsible for this equipment and must return it to the
proper place.

12.  Grade school children wanting to use the gymnasium must have adult supervision.

13.  Food and drinks are not allowed in the gymnasium.

14.  Persons playing on the gymnasium floor must wear gym shoes.

15.  The use and/or possession of tobacco or alcohol in any form on school property will not be
tolerated.

16. Toys and electronic devices will not be allowed in school without proper authorization.

17.  After 3:15 p.m. students shall not re-enter the school building without staff permission.

18.  Students will adhere to school rules and regulations at all extra-curricular activities.
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