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HOLY TRINITY CATHOLIC  
ELEMENTARY SCHOOL 

 
Dear Families, 
 We, at Holy Trinity School consider it a privilege to work with parents in the 
education of children because we believe parents are the primary educators of their 
children.  Therefore, it is your right and your duty to become the primary role models 
for the development of your child’s life – physically, mentally, spiritually, emotionally, 
and psychologically.  Your choice of Holy Trinity School involves a commitment and 
exhibits a concern for helping your child to recognize God as the greatest good in 
his/her life. 
 Good example is the strongest teacher.  Your personal relationship with God, 
with each other, and with the Church community will affect the way your child relates to 
God and others.  Ideals taught in school are not well rooted in the child unless these 
are nurtured by the example of good Catholic/Christian morality and by an honest 
personal relationship with God in your family life. 
 Once you have chosen to enter into a partnership with us at Holy Trinity School, 
we trust you will be loyal to this commitment.  During these formative years (Preschool-
8), your child needs constant support from both parents and faculty in order to develop 
his/her moral, intellectual, social, cultural, and physical endowment.  Neither parents 
nor teachers can afford to doubt the sincerity of the efforts of their educational partner 
in the quest of challenging, yet nourishing, the student to reach his/her potential.  It is 
vital that both parents and teachers remember that allowing oneself to be caught 
between the student and the other partner will never have positive results.  To divide 
authority between school and home or within the home will only teach disrespect of all 
authority.  If there is an incident at school, you as parents must make investigation of 
the complete story your first step.  Evidence of mutual respect between parents and 
teachers will model good mature behavior and relationships. 
 Students are naturally eager to grow and learn.  However, sometimes in the 
process of maturation new interests may cause them to lose focus.  As this natural 
process occurs, the student needs both understanding and discipline.  At times, your 
child may perceive discipline as restrictive.  However, it is boundaries and limits which 
provide a young person with both guidance and security. 
 It is essential that a child take responsibility for grades he/she has earned and be 
accountable for homework, long-term assignments, major tests, service projects, and 
all other assignments.  This responsibility also extends to times of absence. 
 Together, let us begin this year with a commitment to partnership as we support 
one another in helping your child to become the best person he/she is capable of 
becoming.  

Sincerely, 
 
 
Miss Arlene Ashby 
HTS Principal 
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HOLY TRINITY SCHOOL 
MISSION STATEMENT 

 
 

Holy Trinity School is a Catholic community, which promotes 
Christian ideals in a safe, nurturing environment.  Students are 
given the opportunity to achieve academic success and to 
develop responsibility and self-confidence.  

 
 
Adopted and Affirmed by Faculty, 2007 
 
 

SCHOOL CLIMATE POLICY 
 

In keeping with the spirit of the Holy Trinity School mission 
statement, this policy was developed in order to create a safe, 
nurturing environment for all the members of the school 
community. This will be accomplished through the education of 
the children, faculty, staff and families. An attitude of respect, 
tolerance, friendship, empathy and cooperation will be fostered 
through our belief that all are members of God’s family 
required to love one another. Holy Trinity School is considered 
a Bully-Free Zone. Prevention strategies and interventions, as 
well as tools for children at age appropriate levels, will be 
implemented. Students will participate in activities to develop 
responsibility and self-confidence, which reflect our Christian 
values of love of God, self and neighbor. Parents are invited to 
join and support the school in this important mission. 
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HOLY TRINITY SCHOOL 
FACULTY & STAFF  

2008-2009 
 

PRINCIPAL Miss Arlene Ashby 
BUSINESS OFFICE Mrs. Marcie Zimmerman 

CUSTODIAL Mr. Alan Cavanaugh 
Mr. Todd Jarvis 

DEVELOPMENT Mrs. Monica McCarthy 
NURSE Mrs. Leticia Kennedy 
PRESCHOOL Mrs. Nancy Lapean 
PRESCHOOL AIDE Mrs. Sue Perry-Young 
KINDERGARTEN Mrs. Joanne Streeter  
GRADE1 Mrs. Melissa Wright 
GRADE 2 Miss Laurie Tilton 
GRADE 3/4/5 Mrs. Mary McGinn 
GRADE 3/4/5  
GRADE 6/7/8 Miss Melissa Scherman  
GRADE 6/7/8 Miss Jessica Pelc 
COMPUTER/READING Mrs. Nancy Staelens 
MUSIC/CHOIR/BAND Mrs. Gina Glover 
ART Mrs. Jackie Kinsey 
PHYSICAL EDUCATION Mrs. Lisa Moore 
LIBRARIAN Mrs. Chrissy Graves 
AFTERSCHOOl PROGRAM Mrs. Chrissy Graves 
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ADMISSIONS 
 

Nondiscriminatory Policy 
 Holy Trinity School admits students of any race, color, national 
or ethnic origin to all the rights, privileges, programs, and activities 
generally accorded or made available to students of the school.  It 
does not discriminate on the basis of race, color, national or ethnic 
origin in the administration of its educational policies, or athletic and 
other school-administered programs. 
 
PRIORITIES FOR ACCEPTANCE ARE AS FOLLOWS: 
 
1. Children having siblings in our school. 
2. Children of practicing and supporting Catholic families from 

parishes in Franklin County. 
3. Children of other faiths. 
 
Acceptance of a student is contingent upon: 

1. Cooperation of families in the school service policy. 
2. Adherence to all requirements as stated in the Student/Parent 

Handbook. 
3. Meeting financial obligation for tuition. 
4. Review of prior academic records, recommendations, and 

placement testing.  All records are reviewed by the principal 
and formal notification of acceptance, by mail, is made by the 
principal. 

5. Children entering preschool must be three (3) years of age by 
December 31st. 

6. Children entering Kindergarten must be five (5) years of age by 
August 31st. 

7. Students will be conditionally accepted into Kindergarten with 
full acceptance contingent on displayed readiness on the 
Kindergarten entrance test. 
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REGISTRATION 
 

·  Re-registration for currently enrolled students begins the last 
week of January. 

·  Registration for new families begins in February. 
 
Once registration becomes public, Holy Trinity School cannot 
guarantee placement in any class. 
·  ALL students enrolled at Holy Trinity School MUST have medical 

insurance.  This is Diocesan Policy. 
·  ALL students enrolled at Holy Trinity School MUST have a birth 

certificate and current immunization records on file. 
 
 

FINANCIAL POLICIES 
 
Tuition Rates  
Tuition rates are set following the re-registration period. 

 
a) Parents with children in kindergarten through grade 8 are eligible 

to apply for Parish Sponsorship under the following conditions: 
 

�  You must be registered in a Catholic parish and supporting 
the parish financially. 

�  You must be attending mass regularly. 
�  Your HTS volunteer obligation must be completed. 

 
b) Registration fee is $50.00 per student and due at time of 

registration. Late registration fee is $75.00. Commitment fee for 
returning families is $100.00 and due at time of re-registration. 
New Families  are required to pay a $200.00 Commitment fee 
within 7 days of acceptance to HTS. 



 - 7 -

 
c) Registration fees and commitment fees are non-refundable. 
 
d) Tuition payments are made either as a one-time payment due by 

May 1st, or through FACTS Tuition Management automatic bank 
drafts. 

e) Families utilizing FACTS Tuition Management must remain 
current.  Any family falling in arrears 60 days will be subject to 
suspension and/or termination of enrollment.  This may include 
withholding of grades and/or transcript. 

 
Note: FACTS payments will begin in May.  The tuitio n 
payments through FACTS will be for a period of twel ve 
months. 

 
f) No student will be permitted to register or begin classes at Holy 

Trinity School for a new school year if financial or School 
Volunteer* obligations have not been met. 

 
*See page 21 for School Volunteer Policies. See also Volunteer   
Handbook. 
 
g) Checks returned for any reason (insufficient funds, account 

closed, etc.) will carry a returned check fee of $25.00 above the 
bank handling charge. 

 
Limited Financial Aid is available through the Diocese of Springfield 
for qualifying families of children in grades K-8. Please apply on the 
financial aid through the FACTS Management website. 
www.factstuitionaid.com . Applications must be received in the 
Diocesan Office Schools Office by the deadline date specified on 
the form.   
 
Catholic families applying for Diocesan Financial Aid must be in 
good standing at their local parish. 
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Families applying for either parish sponsorship or diocesan 
financial aid will be notified by either their parish or the diocese of 
acceptance or denial.   
 
The school will not forward records for students wi thdrawn 
with an outstanding balance. This includes but is n ot limited to  
tuition, volunteer hours, band, etc. 
 
 

CURRICULUM 
 

Teaching faculty work in teams: Primary, Preschool-2; 
Intermediate, 3-5; and Middle School, 6-8.  Teachers share 
responsibility for teaching specified subject areas in their team 
level. 
 
Holy Trinity School offers a solid core academic curriculum as 
established by the Diocese of Springfield.  Curriculum areas are 
reviewed by the Diocese to ensure that minimum Massachusetts 
framework guidelines are met. 
 
Instruction is provided in Religion, Reading, Language Arts, 
Mathematics, Spelling, Handwriting/Penmanship, Science, and 
Social Studies.  In addition, part-time faculty members offer weekly 
classes in Art, Music, Physical Education, Computer Science, and 
Library skills.  Extra support in reading and math are available 
during school for qualifying students. 
 
Religion is integral to the school’s total instructional program and is 
taught daily on each grade level.  Participation in all religious 
services, classes, and celebrations is mandatory for all students. 
 



 - 9 -

The Faculty of Holy Trinity School maintain appropriate 
Commonwealth of Massachusetts teacher certification or 
equivalent. 
 

 
 
 
 
 
 
 
 

ACADEMICS 
 

·  Grading: 
 
Students are formally evaluated on all grade levels, using the 
grading system and report cards established by the Diocesan 
Schools Office. 
 
Kindergarten students receive report cards three times per year, 
with the first quarter assessment given by means of a 
Parent/Teacher Conference.  A numerical system is utilized at this 
level. 
 
Students in grades 1 through 8 are issued report cards on a 
quarterly basis, using a letter-grade system in core subject areas 
and a ‘Satisfactory’, ‘Unsatisfactory’, ‘Needs Improvement’ grade in 
other specials subject areas and in the areas of social development 
and responsibility. 
 
Progress Reports are issued mid-term during each of the four 
academic quarters to students in grades K through 8.  Additional 
progress reports may be issued at the teacher’s discretion. 
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All report cards and progress reports are to be reviewed by parents, 
signed and returned to school within 5 school days. 
 
Report cards and progress reports are distributed to students in 
grades K-5.  Report cards and progress reports are mailed to 
families of students in grades 6-8. 
 
Promotion to the next grade depends on successful completion of 
all subject areas. The Administration may recommend the repetition 
of a grade, tutoring, or summer school classes as a requirement for 
promotion when, after conferences with the teacher and 
parents/guardians, it is believed that such action will better prepare 
the student academically or emotionally for the next grade. 
 
Students who do not meet academic requirements for promotion 
may be TRANSFERRED to the next grade.  
 
A student who is transferred to another grade will not be allowed to 
continue as a student at Holy Trinity School. 
 
 

·  Homework: 
 
All homework assignments are considered to be extensions of 
classroom learning experiences.  It is expected that all assignments 
are completed by the student and returned to the teacher by the 
established deadline for grading.  Homework assignments are to be 
recorded by students in assignment books purchased from the 
school (gr. 1-8), signed by parents when work is completed, and 
returned daily to classroom teachers.  
 
Homework Policies as set forth in this handbook are in accordance 
with Diocesan guidelines. 
Homework levels should fall within the following time frames: 
                                 Primary (K-3) - 30 minutes 
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                                 Intermediate (4-6) – 45-60 minutes 
                                 Middle School (7-8) – 90 minutes – 2 hours 
 
Homework may be assigned to students Monday through 
Thursday.  Homework will not  be assigned to students on Friday 
evening.  No tests or quizzes will be given on Mondays.  No 
projects will be due on Monday.  
 
From time to time an assignment may be more extensive and will 
be assigned to be completed over a longer period of time, such as 
a report or project. 
 
Parents should make arrangements to meet with a teacher if your 
child is experiencing difficulties with homework. 
 

Homework Policy due to illness 
 
In cases of absence from school, all work shall be sent home 
following the student’s return to school  and must be completed 
by the date established by the teacher. 
 
When a student is absent for three or more days , a parent may 
call the school office before 9:30 a.m. to arrange for homework 
assignments.  Homework assignments may be picked up at the 
school office between 3:00 p.m. – 3:30 p.m. 
 
For short absences,  students should make arrangements with 
classmates regarding assignments.  Students, may also, receive 
missed assignments from their teacher when they return to school. 
 
Assignments will NOT be given in advance of an absence from 
school. 
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Textbooks are NOT permitted to be taken on vacations.  This 
particularly refers to vacations beyond those regularly scheduled by 
our school. 
 
Teachers are not required to give make-up tests or 
assignments for absences due to vacation.  
No assignments will be given in anticipation of the  vacation.  
 

 
 

SCHEDULE AND ATTENDANCE 
 

·  Arrival Times 
Preschool – Grade 5 – 8:20 a.m. 
Grades 6-8  7:45 a.m. 

 
·  Dismissal Times 

Preschool – Grade 8 – 2:50 p.m. 
Early dismissal – 11:30 a.m. – all grades 
 

Students in grades preschool – 5 may be dropped off at 8:00 a.m. 
provided there is a staff person present on the school campus. 
Before School Care begins at 7:30 a.m. and ends at 8:00 a.m. The 
cost is $2.00 per day.  Students enter the main entrance of the 
school. 
 
Any student arriving at school after 8:20 a.m. is to report to the 
Business Office for a tardy slip prior to reporting to their classroom.  
Parents who bring a tardy student to school are not permitted to 
accompany the student to the classroom.  Please call the office 
when you know that your child will be absent or tardy.  Children 
who are tardy may be required to stay after school to make up the 
missed time. 
 
*Middle school students report directly to the classroom at  
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7:45 a.m. 
 Students may proceed to the classroom at 7:35 a.m. but must be             
present in the classroom at 7:45  a.m. Middle School students 
may not arrive before 7:35 a.m.  
A written excuse is required for tardiness and is to be presented 
upon arrival at school.  Tardy arrivals will be considered unexcused 
until receipt of a written excuse and will be recorded as such in the 
student’s permanent records. 
 
Excessive or chronic tardiness or unexcused absences may result 
in withholding of grades and/or dismissal of the student from Holy 
Trinity School.  As required by law, excessive absences or tardies 
must be reported to the local Police Dept. truancy officer. 
 
Drop off and Pick up takes place in the Blessed Sacrament parking 
lot for all students in grades K-8.  Park on the church side of the 
orange cones.  Do not park on Beacon St., North St. or the upper 
parking lot to drop off or pick up students. Exception:   Preschool 
children should use North St. for both drop off and pick up unless 
using before and/or afterschool.  Parents of students in grades K-3 
must meet their child at the gates.  Students in grades 4-8 may 
walk to their parent’s car.  Older siblings may escort younger 
siblings.  Use extreme caution when entering and exiting the 
parking lot! 
 
Students not picked up by 2:55 p.m. (11:35 on early release days) 
will return to the Business Office.  You will need to come into the 
school to pick them up. 
 

·  A Late Pick-Up Fee of $1.00 per minute will be charged if your 
child is picked up after 2:55 p.m. (11:35 a.m. on early dismissal 
days).  An additional surcharge of $10.00 will be added if you 
are late picking up your child more than 3 times within 30 days. 

 
Absence From School 
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Regular daily school attendance is expected and vital to academic 
success.  When your child is to be absent from school, you are 
asked to call the Business Office before 8:00 a.m.  A message can 
be left on the school’s answering machine.  Upon his or her return 
to school, a written excuse is to be submitted to the teacher.  An 
absence will be considered unexcused until receipt of a written 
excuse.  All requests for absence must be made in writing. 
 
When it is necessary to dismiss your child early from school, a 
written notice is required.  Children must be signed-out by an 
authorized adult at the time of dismissal.   
 
Excessive or chronic unexcused absences are reported to the 
Truancy Officer of the local Police Department. 
 
The school calendar provides for extended weekends and 
vacations throughout the school year.  Parents are encouraged to 
schedule trips or family outings during these times so as to 
eliminate the need to interrupt a child’s learning process.  Missed 
assignments are the student’s responsibility. 
 
Teachers are not required to give make-up tests or 
assignments for absences due to vacations. No assig nments 
will be given in anticipation of the vacation. 
 
Transportation Changes 
 
Any change in your child’s manner of transportation is to be made 
in writing to the school’s Business Office.  A fax does not take the 
place of an original signature. Your child will be dismissed only to 
an adult authorized by you in writing to the Business Office. 
 
School Cancellation/Delayed Opening 
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School closing/delay announcements are made on WHAI radio and 
WWLP, Channel 22, TV.  A ConnectEd call will be made to your 
home, also. 
 
 
In extremely rare cases, school may be dismissed early for severe 
weather conditions.  Announcements will be made through the 
ConnectEd calling system. 
 
 
Field Trips 
 

·  Field trips are designed to correlate with teaching units and to 
achieve curricular goals. 

·  All grades do not always have the same number of field trips. 
·  Field trips are permissible for all grades when advanced 

planning, location, and the experience insure a successful 
learning opportunity. 

·  Individual teachers, in consultation with the Principal, reserve 
the right to restrict or deny student participation on any field trip 
due to, but not limited to, poor academic performance and/or 
poor conduct. 

·  A written official permission slip , signed by the parent, is 
required before a child will be permitted to attend a field trip 
activity.  A fax does not take the place of an original signature. 
Verbal permission cannot  be accepted.  A telephone call will 
not  be accepted in lieu of the proper field trip permission slip. 

·  Parents may refuse to permit their child from participating in a 
field trip in writing. 

·  Students who are participating in the field trip must ride the bus 
to and from the field trip with their class.  Students not on the 
bus may not participate in the field trip and will be counted 
absent for the day. 

·  All monies collected for the field trip are non-refundable.  
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·  Uniforms are required unless otherwise specified. 
·  Cell phones and other electronic devices  are not allowed  

on field trips unless otherwise directed by the teacher/Principal. 
 

COMMUNICATIONS 
 

Conferences with Teachers 
 
Teachers are not available to speak with parents during the school 
day.  This includes mornings before school and immediately after 
dismissal unless previously scheduled.  Any parent wishing to have 
a conference may make arrangements by calling the Business 
Office or by sending a note to that teacher.  The teacher will contact 
the family at the first available opportunity. 
 
Please do not ‘drop-in’ for an unscheduled conference, as teachers 
have before and after-school duties and other commitments.  Any 
teacher or staff member will be happy to arrange a mutually 
convenient time for a meeting. 
 
Conferences with the Principal 
 
Please call the school to schedule an appointment so that your 
needs may be properly served.  The principal is available from 7:45  
a.m. until 4:00 p.m.. 
 
Telephone Calls 
 
Please do not call the school to leave messages for your child, 
except in case of an emergency. 
 
Students are not permitted to leave class for telephone calls, nor 
are they permitted to call home for forgotten items. 
 
Cell Phones 
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Cell phones are not to be used by students while at school. Phones 
are to be turned off at all times. Parents should call the office with 
urgent messages for their child. 
 
Visitors 
 
Visitors to Holy Trinity School (volunteers, parents, etc) must report 
to the Business Office, sign-in and receive a ‘Visitor’s Pass’. 
Visitors are required to state the reason for the visit and to wear the 
Visitor’s Pass. ONLY pre-arranged and/or special events visits will 
be allowed to ensure the safety of all students and school 
personnel.  At the conclusion of the visit, the visitor must sign out. 
 
Students being dismissed from school will meet an authorized adult 
in the Business Office to be signed-out.  Authorized school 
personnel, only, are allowed to go to the classrooms for dismissals. 
Students returning from appointments must be signed in by an 
authorized adult. 
 
 
 
 
Notes and Calendars  
 
 Weekly notices, monthly newsletters, permissions slips, and 
calendars are available to each family on the Holy Trinity School 
website 
www.holytrinityschool-gfld.org . These communications contain 
information concerning important school activities and dates to 
remember for the upcoming month.  
Other notices and memoranda will be posted as needed or 
required.  
Fundraising campaign information will be posted on the website 
and sent home. 
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An academic year calendar is sent home before the start of school. 
 
 
 
Parents As Partners  
As partners in the educational process at Holy Trinity School, we 
ask parents: 
To set rules, times, and limits so that your child: 

·  Gets to bed early on school nights 
·  Arrives at school on time and is picked up on time at the end of 

the day; 
·  Is dressed according to the school uniform policy; 
·  Completes assignments on time 
·  Has lunch each day. 

To actively participate in school activities such as Parent/Teacher 
Conferences; 
To see that the student pays for any damage to school books or 
property due to carelessness or neglect on the part of the student; 
To notify the school with a written note when the student has been 
absent or tardy; 
To notify the school office of any changes of address or important 
phone numbers; 
To meet all financial obligations to the school; 
To inform the school of any special situation regarding the student’s 
well-being, safety, and health; 
To complete and return to school any requested information 
promptly; 
To read school notes and newsletters and to show interest in the 
student’s total education; 
To support the religious and educational goals of the school; 
To support and cooperate with the discipline policy of the school; 
To treat teachers with respect and courtesy in discussing student 
problems. 
Connect-ED  
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HTS utilizes the Connect-ED System to communicate information 
with our families. Connect-Ed is a mass notification system which 
allows the school to simultaneously call every HTS family with 
important information such as school closings, emergency 
notifications and/or general information.  Occasionally, the Parent 
Association and School Board may also use the system. 
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UNIFORM DRESS CODE POLICY 

*Ordered through Blakes School Uniform Company 
(413) 782-4123 

 
 

 
K – 5 th GIRLS** 6th-7th-8th Girls  
Plaid Split Front Jumper* 
Plaid Yoke Front Tunic*  
Plaid Pleated Wrap Kilt* (4-6 only, 
Jumpers & Tunics may be worn until they 
no longer fit) 
Peter Pan Collar Blouses: short or 
long sleeves, white 
Polo Shirts* (with HTS logo): short or 
long sleeves, white or navy blue 
Turtle Necks* (with HTS logo): short 
or long sleeves, white or navy blue 
Slacks*:  navy blue 
Walking Shorts*:  navy blue 
Sweaters* (with HTS logo): cardigan, 
pullover or vest, navy 
Sweatshirts* (with HTS logo):  gray 
Shoes: Sneakers or dress shoes 
may be worn.*  Strap or backless 
sandals, flip-flops or clogs are not 
allowed. 
Socks: ankle socks, knee socks or 
tights, white or navy 
Navy or black leggings:  may be 
worn under jumpers from November 
1st to May 1st.   
 
Excessive jewelry, large dangling 
or loopy earrings are not allowed.  
 

Khaki Kilt Skirt* 
Khaki 2 Panel Skort* 
Button Down Collar Blouse: short or 
long sleeves, white 
Slacks*: khaki 
Sweaters* (with HTS logo): cardigan, 
pullover or vest, navy 
Sweatshirts* (with HTS logo):  gray 
Shoes: black or brown shoes, not 
athletic type(sneakers may be worn 
on gym days only) 
Socks: ankle socks, knee socks or 
tights, white or navy 
 
 
Girls’ skirts should reach at least 
to the middle of the knee. 
 
Excessive jewelry, large dangling 
or loopy earrings are not allowed.  
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�  BELTS:  brown or black, must be worn with shorts and slacks for Gr. 2-8. 
*   Grade 6 students must wear brown or black shoes (not sneakers) 
beginning Fall 2008. 
**  Beginning with the 2009/2010 school year, all students in grade 6 must 
wear the Middle School uniform. 
�  Blakes School Uniform walking shorts may be worn from the 1st day of 

school until November 1st only.  They may be worn again after May 1st 
until the last day of school. Shorts cannot be worn on Mass days.  

 
* MUST Be Ordered from Blakes School Uniform  

 
K – 5 th Boys  6th-7th- 8th Boys  
Polo Shirts* (with HTS logo): 
short or long sleeves, white or 
navy blue 
Turtle Necks* (with HTS logo): 
short or long sleeves, white or 
navy blue 
Slacks*:  navy blue 
Walking Shorts*:  navy blue 
Sweaters* (with HTS logo): 
cardigan, pullover or vest, navy 
Sweatshirts* (with HTS logo):  
gray 
Shoes: Sneakers or dress 
shoes may be worn*.  Sandals, 
flip-flops or backless shoes are 
not allowed. 
 

Button Down Collar Shirt: short or long 
sleeves, white 
Striped Tie* (from Blakes) 
Slacks*: khaki 
Walking Shorts*: khaki 
Belt: black or brown 
Sweaters* (with HTS logo): cardigan, 
pullover or vest, navy  
Sweatshirts* (with HTS logo):  gray 
Shoes: black or brown not athletic 
type(sneakers may be worn on gym days 
only) 

·  Socks: white or navy 
*   Grade 6 students must wear brown or black shoes (not sneakers) 
beginning Fall 2008. 
**  Beginning with the 2009/2010 school year, all students in grade 6 must 
wear the Middle School uniform. 
 

·  BELTS:  brown or black, must be worn with shorts and slacks for Gr. 2-
8 
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·  Blakes walking shorts may be worn from the 1st day of school until 
November 1st only.  They may be worn again after May 1st until the last 
day of school. Shorts cannot be worn on Mass days.  

 
* MUST Be Ordered from Blakes School Uniform  

 
Gym Uniform – All Students  

 
·  T-shirts* (with HTS logo): gray  
·  Sweatshirts* (with HTS logo): gray 
·  Shorts* (with HTS logo): gray cotton  
·  Sweatpants: plain gray 
·  Jeans: plain blue, NO oversized or ripped/torn/frayed jeans  
 
**Striped and/or nylon running pants and shorts are not allowed.  

 
Policies 
 

a) It is the responsibility of the parent/guardian to check their 
child’s uniform to ensure that it complies with the uniform 
policy. 

b) Blakes School Uniform Company shorts may be worn from the 
first day of school until November 1st.  They may be worn 
again from May 1st until the last day of school. 

c) Students may choose to wear dress shoes or sneakers.  
Grade 6-8 students must wear brown or black shoes with the 
regular uniform. (not sneakers or athletic shoes)  Backless 
shoes (i.e.: clogs, Crocs,etc.) and sandals are not allowed.  
Socks must be worn at all times.  

 
Holy Trinity School occasionally has ‘No Uniform’ or ‘Dress-Down’ 
days.  Children may have a dress down day on their birthday. 
Those students who have a birthday in late June, July or August 
may celebrate their half-year birthday in late January, February or 
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March respectively. On these special days, the following policies 
must be adhered to. 
 
Note:  ½ days are NOT Dress-Down days. 
 
The following clothing items are not appropriate and may not be 
worn: 
 

a) Tank tops or sundresses 
b) T-shirts promoting violence, guns or drugs 
c) Hot-pants, short-shorts or mini skirts/dresses , skirts 
may not be shorter than below the knee. 
d) Cropped shirts exposing a student’s midriff 
e) Clothing that is excessively tight or excessively loose 
f) Hats may not be worn in school 
g) Bleached or color-treated hair is not permitted 

        h)   Large, loopy, dangling earrings and excessive jewelry is                     
               not permitted. 

i) Flip-flops, sandals, crocs. 
 
 

 
NOTE: Regular uniforms (no shorts or gym uniforms ) are 
required on days when the school attends Mass. 
 
Parents may be contacted to bring a change of clothing if the 
Principal deems the student’s attire inappropriate. 
 
Failure to adhere to the Uniform Dress Code Policies as stated 
above will result in ‘Uniform Policy Infraction Tickets’ to be given to 
your child. If your child receives 2 Infraction Tickets, the student will 
be denied participation in the next dress down day or may serve a 
detention. Students who are out of uniform for a legitimate reason 
must bring a note from the parent/guardian. Students who are out 
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of uniform without this excuse will be sent to the office and the 
parent will be called to bring proper clothing. 
 
Heelies: Wheels are to be removed and plugs inserte d while on 
school or church property and during all school spo nsored 
events.  
 

 
 

SCHOOL SERVICE  POLICY 
 

In recognition of the fact that no family actually pays a “full” tuition 
rate ($6,800) for their children, Holy Trinity maintains a ‘School 
Service’ policy to ensure adequate support for the many activities 
and fundraisers which subsidize the cost of educating our students.  
All families must support and maintain the school service policy. 
 
For the current academic year, each family is required to render a 
minimum of 20 hours of service time. 
Any volunteer who will have direct contact with students, such as 
recess duty, field trip groups, will need to fill out a CORI form prior 
to participation. 
 
The following activities are required of all families and are applied 
to the service hours obligation details 

1)  Baking for Candy Cane Carnival :* check Volunteer handbook for details 
2)  Participation in the Candy Cane Carnival 
3)  Open House Brunch (during Catholic Schools Week) 

 
$35,000.00+ in fundraising revenues comes from events and sales 
sponsored by the Holy Trinity School Parent’s Association.  Raffle 
Calendar sales have the potential to raise $10,000 to $20,000.  All 
families are required to sell or buy 10 raffle calendars for a total of 
$250.  Unsold calendars will be billed to the family at a cost of $25 
each. 
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Families will have until the last day of school to fulfill their required 
service hours.    Service hour log forms are available in the 
Business Office.  All  service hours are recorded.  Each family is 
responsible for reporting their volunteer hours to the Business 
Office.  
 
Unfulfilled service hours will be billed as a tuition surcharge at a 
rate of $35.00 per unfulfilled hour and shall be subject to penalties 
of unpaid tuition if not paid in full by the date allowed. 
 
Likewise, any children of families not paying any unfulfilled service 
hours fees will also be dismissed from school. 
 
Arrangements must be made with the principal to fulfill any and all 
service hours and/or financial obligations, before the child will be 
allowed to attend HTS. (See page 6 & 7 for Financial Obligations) 

 
 

HEALTH AND SAFETY 
 

Physical Examinations / Immunizations: 
 
Comprehensive health records are required by the state of 
Massachusetts to be kept on file at Holy Trinity School.  Physicals 
are required in grades K, 4 and 7.  Proof of current immunizations 
must be submitted to the school before the child will be allowed to 
enter HTS. 
 
Student Illness 
 
In the event your child becomes ill at school, the school nurse shall 
follow the information you provide on your child’s Emergency 
Contact form.  Please be sure that these cards are as exact and 
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complete as possible.  Remember to update your child’s 
Emergency Contact card when changes occur. 
 
Medications 
 
Should your child require short-term medication (antibiotics, cough 
syrups, etc.), a note from the Doctor must be submitted to the 
school nurse along with the medication.  Only the school nurse will 
be allowed to administer medications. In the absence of the 
school  nurse if your child requires medication, parents wi ll 
need to make  arrangements to come to the school and 
administer the  medication.  Students are not allowed to keep any 
form of medication with them, nor are they allowed to self-
administer any medications.  Exception: Inhalers, Glucagon and 
Epipens.   
 
 
Communicable Illness 
 
When there is a question of a communicable illness, we ask that 
parents NOT send children to school until a physician has been 
consulted.  Students with a fever, vomiting, etc. must be symptom 
free for 24 hours before being re-admitted to class.  
 
Conditions such as head lice*, chicken pox, flu, etc. can spread 
rapidly in the classroom.  It is an injustice to both the sick child and 
the other students to have him or her in school. 
 
*HTS will perform periodic head lice checks. If your child is 
suspected of having head lice, you will be confidentially called to 
come pick up your child immediately.  The school nurse will check 
to verify that all nits are removed before your child is re-admitted to 
school.   
 



 - 27 - 

Students who are referred to the office for questionable illnesses 
shall be sent home for medical evaluation. 
 
In particular cases, a doctor’s note may be required prior to the 
student’s return to school. 
 

 
 
 

STUDENT SERVICES 
 

Recognizing that students have a variety of needs, both within and 
outside the classroom, Holy Trinity School provides students and 
their families access to various services designed to meet the 
student’s needs and to further the school’s mission of Catholic 
education.   Special Education services are NOT available. 
 
 
Guidance: 
 
At this time, Holy Trinity School does not have the services of a 
Guidance Counselor for academic and/or personal counseling.  
  
Diagnostic and Psychological Services: 
 
Students experiencing academic and social-emotional problems 
may be referred for specialized testing through the Special 
Education Department of the local public school.  Such referrals 
may be initiated by the school or by the parents. 
 
Franklin Medical Center’s Development Evaluation Team also 
provides testing and follow-up services.  Referrals to the DET must 
be made by parents through their pediatricians for insurance 
purposes. 
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Holy Trinity School’s administration and staff work closely with both 
agencies in the identification and remediation of particular students 
needs. 
 
Learning Disabilities 
 
Due to a lack of resources and Federal restrictions, Holy Trinity 
School may not be able to adequately meet the needs of some 
learning disabled students.  The school in conjunction with the 
Special Education Dept. of the local public schools, may be 
successful in providing limited individualized instruction to students 
with particular learning difficulties.  These are handled on a case-
by-case basis, with placement in Holy Trinity School given only to 
those whose needs can readily be accommodated given our 
program and resources. 
 
School Insurance 
 
School Insurance is available to all students.  A packet will be 
available for each student during the first week of school.  ALL 
students enrolled at Holy Trinity School MUST be insured. This is 
Diocesan policy.  
 
 

BEHAVIOR CODE 
 
·  Students are expected to exhibit politeness, courtesy and respect 

at all times to each other, as well as to faculty, staff and visitors.  
No one is permitted to behave in any fashion that contradicts 
Gospel values of Charity, Justice and Peace. 

 
·  Students should be properly prepared for each school day; 

including completed assignments and necessary supplies. 
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·  Teachers do have specific behavior policies that apply in the 
classroom and which support general school policies.   

 
·  Gum chewing and candy  on school property are not allowed. 
 
·  Items such as, but not limited to, knives, guns, matches, 

cigarettes, radios, trading cards, pagers, laser lights, CD’s & 
players, electronic games, iPods or other mp3 players, or 
anything that will detract from a learning situation or safety are 
not allowed at school at any time. Cell phones are to be turned 
off, put away and not used during the school day. Cell phones 
are not allowed on field trips. Items found in the possession of 
the student will be confiscated and returned to the 
parent/guardian. 

 
·  Any damage to school and/or church property shall be the 

financial responsibility of the parents.  This includes, but is not 
limited to, loss or damage of textbooks, library books, furniture, 
and/or damage to the physical plant.  Disciplinary action may 
include detention, suspension and/or expulsion. 

 
·  Silence is observed when children are in-line and when passing 

in the hallways. 
 
·  Students riding school busses are to observe all safety and 

behavior policies as established by the Greenfield Public School 
System* and the bus company.  The discipline policies 
established for bus students are not under the jurisdiction of Holy 
Trinity School, however, the Holy Trinity School principal is 
obligated to support and to implement such disciplinary actions. 

 
*The Greenfield Public School System, through the contracted 
transportation provider, retains the right to revoke bus 
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transportation privileges for chronic and/or serious behavior 
problems. 
 
·  Students who choose to become involved in fighting and/or other 

physical contact will be disciplined at the discretion of the 
principal.  The principal is obligated to report violations of the law 
(ie: drugs, alcohol, weapons, etc.) to the Greenfield Police 
Department for follow-up by that Department. 

 
 
 
 
 

DISCIPLINE CODE 
 

General disciplinary policies and procedures in effect at Holy Trinity 
School have, as their intent, the goal of instilling accountability for 
one’s actions, while being sensitive to justice and to the human 
dignity possessed by each person. 
 
·  ALL referrals for disciplinary action on an administrative level are 

recorded by the principal. 
 
·  The normal sequence of disciplinary actions would be as follows: 
 
1. First Offense – Verbal Warning to Student 
2. Second Offense – Verbal Notice to Parent(s) followed by written 

notice as confirmation 
3. Third Offense – Parent/Principal Conference 
 
·  This sequence assumes a series of minor infractions or a 

particular behavior found to be chronic.  If deemed appropriate, 
the principal may alter this in terms of the process. 
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·  Behavior that would be considered major infractions would be 
disposed in a different sequence, normally involving an 
immediate conference between the principal and parent(s).  
Consequences imposed are in relation to the particular nature of 
the offense. 

 
·  Such offenses might include, but would not be limited to; any 

incident of serious fighting; intent to injure; intent to damage 
property; blatant lack of respect for a faculty or staff member; any 
account which deliberately had undermined the learning process 
in a classroom. 

 
·  Consequences for inappropriate behavior and infractions of the 

Holy Trinity School Behavior Code for minor infractions may 
include the loss of recess privileges for a period of time, loss of 
school privileges, or after school detention. 

 
·  Consequences for chronic and/or increasing misbehaviors, as 

well as for major infractions may result in the following; 
 

*Counseling Referral 
*Suspension 
*Expulsion 
 

*Established policies concerning Suspension and Expulsion are 
based upon those of the Diocese of Springfield. 

 
 

BODILY THREATS 
 

·  In the case of threats (verbal and physical) of bodily harm, 
students will be removed immediately from the classroom.  The 
Principal after investigation of the threat, will contact the 
parent(s) for a meeting at that time.  Threats of bodily harm 
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require a period of suspension according to the school safety 
policy.  Requirements for readmission will be set forth by the 
Principal at the time of suspension.  All threats are taken 
seriously and will be acted upon immediately.  The age and 
development of the child is taken into consideration. 

 
 
 
 

SUSPENSION 
 
The principal of Holy Trinity School maintains the jurisdiction in the 
assignment of suspension as a consequence for major disciplinary 
infractions.  For such purposes, out of school suspension is 
regarded as the temporary removal of attendance privileges.  In 
school suspension requires that the student attend school but will 
not be allowed to participate in classroom activities.   
 
Suspension, an action that is rarely taken, may be invoked for 
sufficient cause and notice shall be given to the parent(s) of the 
student involved. 
 
At his or her discretion, the principal may assign the suspension to 
be carried out at home or in school.  In the latter case, the student 
is placed in a location other than his or her classroom, is 
responsible for all schoolwork for the prescribed time period and, is 
not permitted to interact with other students.  Supervision is 
provided by a substitute hired for that purpose at a cost of $75 
charged to the child’s family. 
 
Suspension shall not exceed a three (3) school day period.  A 
conference with parents will be required prior to the student being 
permitted re-admittance to class. 
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EXPULSION 
 
Expulsion of a student from school is a grave punishment, viewed 
as the last resort in a process of attempting to correct 
serious/maladjustive behaviors. 
 
Cases in which expulsion might be considered would include, but 
not be limited to the following; 
 
�  Delinquency or immorality which constitute a menace to other 

students 
�  Chronic and incorrigible behavior which undermines classroom 

discipline and impedes the learning process of the class 
�  Acts of violent behaviors that might pose a safety threat for other 

students and staff. 
If the principal after a conference with parents, recommends 
expulsion for a student, the recommendation shall be brought to a 
Consulting Board, consisting of Administration, a faculty member 
and the Superintendent of Schools (or his or her designee) for the 
Diocese of Springfield. 
 
The Diocese of Springfield makes provision for an appeals process, 
the results of which are binding on all parties. 
 
Note: Parents/legal guardians are held to the same stan dard as 
students with regards to respect for teachers.  Enr ollment of 
the child in the school implies a partnership betwe en the 
school and the parents/legal guardian/child.  If th e partnership 
breaks down, parents/legal guardians can be require d to 
withdraw the child from the school. 

 
 

RIGHTS OF DIVORCED & SEPARATED PARENTS 
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In the case of a pending or actual divorce or separation, the 
following policy and procedures will apply; 
 
A natural parent who is separated or divorced from the parent with 
custody of their child will have the same rights as custodial parents 
in the following areas: 

·  Access to their child’s records 
·  Visitation in school in accordance with the school’s visiting 

policy 
·  Conference with the teacher to discuss their child’s educational 

process 
UNLESS RIGHTS HAVE BEEN LIMITED  

BY COURT ACTIONS 
 
Custodial parents who request limitation of the above rights must 
provide the school with a copy of the relevant court document. 
Non-custodial parents DO NOT have the right to : 

·  Meet privately with their child in school 
·  Take the child away from school 

 
The only exceptions to the above will be in the case of specific 
instructions in writing from the custodial parent or a relevant court 
document. 
 

Prior to the awarding of legal custody by the court , the 
school will assume that BOTH parents retain equal r ights in 
all of the above areas, unless a legal temporary re straining 
order is presented to the school. 
 

PARENTS SHOULD ALWAYS CONTACT THE PRINCIPAL WHEN IN DOUBT AND 
SHOULD KEEP THE SCHOOL INFORMED AS TO THE ABOVE ISSUES. 

HTS REQUIRES THE SUBMISSION OF LEGAL DOCUMENTATION IN SUCH 
CASES INVOLVING CHILD RESTRICTIONS. 

The policies stated above comply with Diocesan Policies concerning custody. 
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MISCELLANEOUS 
 

BOOKS 
·  All school textbooks are to be covered at all times.  Students 

are to have a book bag of some type to carry books between 
home and school. 

·  Books are distributed to students on a loan basis and are 
collected at the close of the school year. 

·  If a book is lost or damaged, parents shall be assessed full 
purchase/replacement price. 

·  These policies also refer to lost or damaged library books. 
·  Textbooks and library books may NEVER be taken on 

vacation. 
 
 
 
EARLY RELEASE DAYS  

·  Holy Trinity School has one to two early release days per 
month for faculty meetings and in-service programs.  Please 
consult the academic calendar and/or monthly calendar for 
specific dates. 

·  Dismissal on early release days is 11:30 a.m. PK-8  
 

LITURGICAL CELEBRATIONS  
 

·  Students participate in monthly liturgical celebrations, as well 
as special prayer experiences.  These are intended to foster a 
closer relationship with God and to form a worshipping 
community of faith among students. 

·  School liturgies are celebrated for Holy Days and other 
Church feasts or particular themes.  The dates of these 
celebrations are indicated on monthly calendars.  Students 
will attend Mass on the 1st Friday of every month.  We always 
welcome parents and friends to worship with us. 
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SCHOOL GROUNDS & LIABILITY  
 

·  Supervision in the schoolyard is provided beginning at 8:00 
a.m.  Students should NOT be dropped off before this time 
unless they are attending the Before School Program. 

·  Supervision is provided at dismissal.  Parents who provide 
their own transportation must be prompt in being at school for 
dismissal.  Please refer to page 13 of this handbook for our 
Late-Fee Policy & Procedure. 

 
PARTY INVITATIONS 
 

·  Invitations to parties, birthday, etc., are NOT to be distributed 
on school property, regardless of manner or time.  Please 
send any and all invitations through the mail. 

 
AFTER SCHOOL PROGRAM  

·  Holy Trinity School provides after school care for students in 
PK through grade 8 from 2:50 until 5:30 p.m. each day. 

·  Students must be registered to participate in this program.  
Fees associated with this program are in addition to regular 
tuition. 

 
BEFORE SCHOOL PROGRAM  
 

·  Holy Trinity School provides before school care for students in 
PK through grade 8 from 7:30 am until 8:00am each day. 

·  The cost is $2.00 per day registration is not  required. 
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RIGHT TO AMEND 
 

The Administration of Holy Trinity School 
retains the right to amend the Handbook. 

 
Parents shall be notified in writing of changes 

when they occur. 
 
 
 

Holy Trinity School is a diocesan school and  
 functions under the auspices 

of the Diocese of Springfield School System. 
 

In addition to school policies, 
 we are also required to follow 
any and all policies established 
by the Diocese of Springfield. 

 
 
 
 
 
 
 
 


