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A higher standard of learning



THE MISSION STATEMENT OF HOLY TRINITY SCHOOL

Holy Trinity School is committed to educational excellence,
as measured by readiness for university entrance,
and to the development of the character and individual abilities of our
students within the con text of Christian values and personal integrity.

FIl owing from our school 6s mission statement i s

THE MISSION STATEMENT

OF THE FACULTY AND STAFF OF HOLY TRINITY SCHOOL

Every day , in a Christian setting, we strive to foster and advance the
intellectual, social, spiritual, moral and physical well being of our
students, that they may exhibit integrity and excellence of character as
they take their positions in the world.
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GENERAL INFORMATION

This handbook has been produced to inform parents of school routines and requirements. While an
attempt has been made to be as complete as possible, you may still have questions that have not
been answered by this document. If this is the case, please do not hesitate to contact the school
at any time.

The Board establishes the mission and |l ong range plans ¢
from the School, the Board guides, directs and works with the Head of School and ultimately the

faculty and staff, to fulfill the mission and plans set out through the operation of the academic and
non-academic programmes of the School.

The Parents' Guild is a support group of women and men who assist the school in several areas
ranging from fundraising to field trips. This is an important aspect of the HTS family. We could not
survive without this kind support and encouragement. Interested persons should contact the
President.

The Mission Statement of the Parentsodé6 Guild is:

The Parentsd Guild exists to enhance the soci al
while fostering community spirit among students, staff and friends of the school.

, physical

8:15 am Attendance in homeforms
8:17 am National Anthem

8:25 am Chapel or Assemblies
8:45 am Classes begin

Recesses and book breaks vary by school division

Lunch times Lower 12:05am i 1:05 pm
Middle 11:25 am i 12:25 pm
Senior 12:55 pm - 1:45 pm

3:05 pm Classes end

3:20 pm Co-curriculars begin

4:20 pm Most co-curriculars end

4:20 pm Late practices begin

4:30 pm Buses depart

5:20 pm Late practices end

5:30 pm Late bus departs

There are no regularly scheduled co-curricular activities on Friday when all students are dismissed
at 3:05 pm. Early dismissals for long weekends are indicated on the calendar that is posted on the
school 6s website.

8:00am - 5:00pm Monday to Thursday
8:00am - 4:00pm Friday



Parents are required to advise the school if a student is absent. Please call as early as possible and

leave a message at 905-737-1114, ext. 1 00 . Pl ease state the studentds

reason for the absence. This will help us to determine if all students are safely in school.

Your children's education is a serious business that requires, in the very least, their attendance in
class every day. The quality of their learning is, in large measure, a function of attendance. We
are generous with our holiday time so when planning and booking vacations, please ensure your
children will not miss class or examination time. Any exempti on is solely at

If your child misses a scheduled test or examination for this reason, or for any regular, non-
emergency medical or dental appointments, a mark of zero may be awarded. An assignment may
be submitted early without penalty.

Regular class attendance is vital to the learning process. Students who habitually miss classes also
suffer during evaluation as their participation and achievement cannot be assessed properly. Their
peers will also suffer if the assigned work has been designed for co-operative group learning.

It is each student's responsibility to make up all work missed because of absence, whether that
absence is on account of illness, medical or other appointments, sports commitments or school-
authorized field trips or Co-curricular activities. In most cases assignments are posted in
Blackboard, so there is no reason to fall behind, even during extended absences.

In addition to any effect on a student's mark, the consequence of persistent absence may be as
follows:

After 5 absences (7% of a course) in any term in any one course, the teacher mentor, homeform
or subject teacher will call home and the student may be required to attend Study Hall to make up
the work missed.

If 10 absences (13% of a course) occur before the March Break in any one course, the Director of
the school division will contact the parents to determine the reasons for the poor record and to
warn about the possibility of further consequences.

After 15 absences (20% of a course) in any school year in any one course, parents will receive a
letter from the Deputy Head or the Head of School. At this point, the student would be in danger
of forfeiting the credit for the course in question.

Arriving Late for School
Students who arrive:

9 after chapel has begun are considered late and must sign in at Reception
i after chapel has ended, must sign in at Reception

Tardy students will be reported to their homeform teacher.
Students who return to school after an appointment must sign in at the Front Office.
Parents will be contacted if the tardiness is chronic.

The best way to contact faculty members is to email them. Faculty are expected to respond to
emails within a 24 hour period. A telephone message may be left in their voice-mail box. You will

t
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receive a return call by the end of the next business day. Only in emergency situations will a
faculty member be called from class to the telephone.

During the day, the school will not page students to take phone calls for any reason. Parents who
wish to call and leave messages may do so and the students will be paged at 3:00 pm to come to
the Front Office to pick-up their messages.

In an emergency, if a parent needs to reach a student prior to 3:00 pm, an appropriate faculty
member will be called and asked to relay the message to the student. (Reminding students about
doctor or dentist appointments is not considered an emergency.)

Most calls from parents for students are to tell the student about a change in the normal routine for
after school pick-up. We strongly recommend that parents and students agree on a back-up plan
in the event that a student is not picked up at the expected place and time. In setting up this plan,
families with students in Grades Kindergarten to 6 should take into account that those students will
be sent to Aftercare if not picked up by 4:10 pm (3:10 pm on Fridays).

Cell Phones at HTS
This policy includes any sort of text messenger, cell phone based wireless camera or any other sort
of wireless communication device.

Students at HTS are permitted to have cell phones provided they are used in accordance with
school policy as outlined below. When not in use, cell phones must be turned off and are to be
stored in students' lockers.

Cell phones will be confiscated and returned to the student by the Director of the school division if
the student does not comply with the conditions set out below.

Cell phones may be used:
I Outside during recess, book break or lunch, and after the cessation of classes,
1 On field trips, during away games or offsite matches with the permission of the
teacher
1 Inside the school building only after 3:05 pm

Cell phones may not be used:
1 Inside the building before 3:05 pm,
! Insidewashrooms or change rooms at any time to
1 Inside class, as they could compromise the security of the testing environment.

The taking and distribution of inappropriate digital photos of students or others will not be
tolerated.

To protect ot hiere$ phe esgpediadion tidas cell phone photos of students will only
be taken with the prior permission of the students.

Failure to adhere to these rules could result in disciplinary action with penalties as serious as
suspension.

prot e



All exterior doors are locked at all times. Cameras have been installed on the exterior of the
building as well as interior hallways and are monitored 24 hours daily.

Students in Grades 6 and above are issued cards that will allow them access through various doors
from 6:45 am until 6:00 pm on regular school days. The system will keep a record and will identify
which students have come in which entrances at which times. In addition, the 16 cameras that
have been installed in various locations throughout the school will record who is coming and going
at all times.

Parents and other visitors without cards will gain access to the school as follows:

1 During office hours visitors may contact the Receptionist via an intercom that has been installed
at the front door and the door to the Primary/Junior Commons. The Receptionist will be able to
unlock the door remotely from her desk and will grant access as appropriate.

1 Before 8:00 am students in Grades 6 and below will be dropped off at the Dining Hall for before
school supervision. The teacher on duty will let them into the Dining Hall.

1 On regular school days, parents picking up students in Grades 6 and below must use the
intercom that has been installed at the front door to communicate with the Receptionist who
will be able to open the door remotely

1 Students entering the school after 6:00 pm need to be accompanied by a teacher who will have
a card that opens the door after 6:00 pm For emergency access after 6:00 pm on regular
school days there is a buzzer at the main door that alerts the custodians that someone is at the
door.

1 Special arrangements will be made to have students at the doors during events outside of
regular school hours, like Christmas concerts.

Students in Grade 6 and above will be required to carry their cards at all times. Students who lose
their cards need to advise the Receptionist immediately so that their card can be cancelled.
There will be a $25 fee if a card is lost and has to be replaced, which is the cost to the school to
cancel the old card and issue the new card.

The school welcomes adult visitors at any time. Visitors are required to come to the main entrance

where they will be admitted by the Receptionist. We require all visitors to report the nature of

their visit to the Receptionist, sign in the Sign In Binder and to obtain and wear a Vi si t or 6s Bad
during their visit. At the end of the visit, the visitoreamnds r eqlL
sign out. In order not to interrupt their programmes, students are not permitted to have

visitors during the day.

The parking lot is available for faculty, staff, parents and students. There are no assignhed spaces
with the exception of the ones which are designated as handicapped; those that are auctioned off
as fundraisers and denoted as such; and Car Pooling spaces for the Faculty and Staff. The Town
of Richmond Hill Parking Enforcement Officers patrol the lot regularly and ticket cars
parked in the fire lanes ($200 fine) and handicapped spots ($300 fine).

In the mornings and afternoons, there is an abundance of vehicular traffic on the premises.
Everyone must exercise extreme caution when driving on the school grounds. Please remember
that traffic flows one way.

Parents are asked to drop off their child(ren) at the drop off zone in front of the school. Parents
are also asked to remind children in Grades 7 and up to wait on the sidewalk to be picked up. This
will eliminate the hazard of running out into traffic. Children in Grade 6 and below must be picked



up from their classrooms, or from Aftercare, as explained in the section on the Aftercare
Programme.

In the event of illness or injury, parents or guardians will be contacted immediately so that the
appropriate action may be taken. Parents picking up an injured or ill child must report to the Front
Office. Please do not go directly to the classroom.

In September, students will receive a medical form which must be verified and any changes made
where required along with any additional information. All forms must be returned to the
school by the end of the first week in September, so that our records are current in case of a
medical emergency. In January, a revised medical form for each student is sent home with the
enrolment package. The information on the form must be verified and changes made where
required. Any additional information can be added here. The form must be returned to the school
with the enrolment fees by the due date.

The school will not administer any form of medication to a child unless it is sent with
clear, written instructions and the permission of a parent or guardian.

If a student has head lice, the following is the policy of the school:
I the case will be communicated to the Directors, Head of School and Front Office;
I a letter will be sent out throughout the appropriate school division(s);

1 parents are responsible for checking their child(ren) - teachers will not check the whole class or
each child in the division; and

f the student wil!]l not return to school without a doctor

We have children in the school who are severely allergic to peanuts and/or nuts and nut by-
products. Holy Trinity School is a peanut free facility. The HTS lunch programme is a peanut freet
programme. All parents must refrain from giving children peanut products to bring to school. This
would include cakes or cupcakes to celebrate birthdays. Holy Trinity School will provide a special
Birthday treat for children in the Lower School in lieu of their regular snack. Should a child’s
birthday fall on a Saturday or Sunday, they will get their special treat on the Friday before.

Please read the following measures as they are part of our overall plan to prevent a tragedy.

General Rule and Procedure

No outside food will be permitted. Any food that is to be served or sold must be ordered through

HTS Food Service with the exception of canned pop. Par ent s of students who pack
lunch are expected to ensure that all snacks and lunches are free of peanuts, nuts and nut by-

products. These foods will be for individual consumption only.

Hal |l owebden and Chri st mas
No food from home shall be brought into the school for a
candies from home should be brought in either. The contents of loot bags must not include food.

Trinity Fair and Trinco Day

No vendors will be allowed to prepare or sell food at school events. Fundraising efforts that occur
at Trinity Fair from time to time, must not involve food brought from home. All food served at
these events must be ordered through and/or approved by Food Services.



United Way Week
No food from home will be permitted to be sold or distributed during this week as a mechanism for
raising funds.

Dances
Canned pop can be sold. Any food item that will be sold must be ordered through Food Services.

Reward Lunches or Dinners, Students Dinners on Open House Nights, Cultural Events
Arising out of Class Studies, Treats for Teams or Student Groups
Any food to be served must be ordered in advance from Food Services.

Food Donations for Events
Any donated food must be approved by Food Services personnel before being received, prepared or
served.

1A peanut & nut safe environment is one where food service staff are vigilant in ensuring products with peanut or nut
ingredients are not used in food preparation. However, while no peanut or nut products are knowingly used at Holy Trinity
School, food suppliers will generally state that they do not certify that their products are peanut and nut free.

Ont a s Chiddand Family Services Act applies to all schools in the province.

Under the Act, the grounds for finding a child in need o
and outlines the threshold for determining risk of physical and emotional harm to children. For

example, a child in need of protection could be determined by behaviour marked by serious

anxiety, depression, withdrawal, self-destructive or aggressive behaviour, or even delayed
development.

Everyone is governed by the Act, not just those who perform professional or official duties with

respect to children. Anyone who suspects that a child is in need of protection from emotional or

physi cal harm is obligated to report these suspicions tc
Aid). This responsibility cannot be delegated to anyone else. The duty to report is an ongoing

obligation even if previous incidents have been reported.

A principal, Head of School, faculty or staff member who fails to report suspected abuse is guilty of
an offense and liable to be fined if convicted. Anyone who authorizes permits or concurs in such a
contravention is also guilty of an offense and subject to prosecution if convicted.

In all cases, HTS will uphold the law and be governed by it.



ACADEMICS

Holy Trinity School is a university preparatory school. While our academic programme is modern
and reflects an understanding of modern educational research, it continues to value the time
honoured traditions of good teaching and student accountability. We focus on embedding the core
academic skills, knowledge and habits to ensure that students will be ready to face the challenges
ahead as they progress toward graduation and post secondary studies.

Since the majority of our students will go on to either university or college, the expectations of
parents, students and faculty alike are high, no matter what the grade level. Students will be
tested and complete challenging project work appropriate to their grade levels. Year end
examinations are a compulsory aspect of the programme in Grades 7 through 12.

The Learning Services and Guidance personnel are available to students, parents and teachers to
provide appropriate support.

Lower School utilizes the Ontario Curriculum as a baseline, providing extensions as needed to
enrich student learning. Teachers collaborate continually with their grade teaching partner and
division teachers to ensure a seamless curriculum throughout the Lower School.

Primary Division - Kindergarten to Grade 3

In the Primary grades, home form teachers teach students math, language and social studies,
while specialist teachers teach French, music, physical and health education, religious knowledge,
and art curricula. Teachers conduct informal assessments twice a year to determine language
skills for each child compared to established national norms.

Junior Division - Grades 4 to 6

In the Junior Grades the core subjects of language, math and social studies are taught by teachers
responsibl e for these subjectséd delivery, and there are spec
health education, religious knowledge, and art curricula. Junior students are assessed twice a year

using a standardized testing system to give them a grade equivalency score.

While this programme prepares the students for the challenges and expectations of the Senior
School, there continues to be a link with the programme delivery style of the Lower School. Like
Senior School students they have specialist teachers for all of their subjects. Students remain in
Homeroom groupings as they move through classes throughout the day. While most periods are
eighty minutes, English and Mathematics have a few 40 minute classes in order to ensure students
have these core subjects almost every day. This permits their teachers to instruct, guide and
counsel their classes as the Lower School core teachers would and provides students with a stable
social environment.

Middle School students have a separate lunch period.

The credit level courses are designed to build on the knowledge and skills that have already been
established by the Middle School and, in turn, prepare students for post-secondary education.
Senior School students are taught entirely by specialist teachers.

We use an eight day cycle that means that each day there are four teaching periods and one lunch
period. It is expected that each period will include a variety of activities so as to maintain
momentum and interest. As well, the length of time provides ample opportunity to give individuals



attention or extra help. By having the students in only four classes each day, the quality of
classroom experience and homework production will be enhanced. There is a separate lunch period
for the Senior School. The routine of school life is occasionally altered and enriched with shortened
days and the Breakaway Week.

Guidance is handled informally by all teachers in addition to that provided to students by their
teacher mentors and the Guidance Department. With respect to course and post-secondary
selections, guidance will be handled by the Student Services staff and by the students' teacher
mentors. All materials for course selection are available on line through the ExpoEd application.

Students taking credit courses may not drop courses in which they are enrolled at HTS in order to
enroll in the same course at night school. Application forms for night and summer school courses
must be obtained from the Student Services staff.

The OST is the studentodés official record of credits earr
part of the Ontario Student Record.

In Grades 9 and 10, only successfully completed courses will be recorded on the student transcript.
If a student withdraws from or fails to complete a Grade 9 or 10 course, no entry will be made on
the transcript.

In Grades 11 and 12, all courses taken by the student, whether successfully completed or not, will
be recorded on the transcript. The final date for dropping a course will be announced to students.
After that, we are required to disclose the marks earned to date as they factor into the final mark
fortheentire year 6s course.

The demographics of York Region continue to change which is reflected in the increasingly multi-
national population of our school. However, the three languages of instruction and conversation
used on a daily basis are English, French and Spanish. Students for whom English is not their
mother tongue are encouraged to speak English at all times so as to progress rapidly in their
mastery of the language.

Perhaps one of our most important goals at HTS is to teach our students effective written
communication. This objective spans all subject areas and, while it is primarily the job of the
English department to teach these skills, every department reinforces them. Our teachers,
therefore, insist upon correct grammar, spelling, structure and organization in their students'
writing on tests, assignments and projects. (The percentage value of these corrections would be
lower on tests than on projects owing to the time constraints of tests.) Students will realize that
correct use of the language and well-organized writing is expected in all subjects. Research
indicates that strong language skills help student achievement in all subject areas.

Early in September parents are invited to visit the school on an evening or afternoon to meet their
children's teachers and to learn about the curriculum, which is planned for the year. Course
descriptions are posted on Blackboard by Thanksgiving each year.

Reporting Dates
Report cards will be sent home in October, December, March and June. There is an exception in
the Primary grades. The October report card is dispensed with in favour of a compulsory Student
Program interview.



Student Progress

Depending on the School Division, interviews will occur each term. Students are expected to
attend these interviews along with their parents. In so doing, they are engaged in planning for
improvement.

Homework
We define homework as an out of classroom learning experience in which the student is actively
engaged in work supporting what has been taught in school.

Where possible, homework wil!/l be specifically tailored t
needs. The teacher will consider the applicability of homework to the curriculum as well as its
relevancy to both the c¢class6 and studentés | earning goal

The purpose of homework is to inculcate in students a proactive approach to learning which
includes self-discipline, study skills, and time management.

Homework Categories

Formal homework is the traditional type of homework that is assigned in class. Formal

homework is to be completed for the next class in that subject area. This type of homework will be

used as a diagnostic tool as well asassess ed based on t-bet édowvieesabdi scussed

Informal homework is any other school work that needs to be done at home. This type of
homework will be assessed and graded accordingly.

The Five Sub-categories
Completion

Practice

Preparation
Extension
Assessment

=a = _& —= _a

Completion

Definition:  Any work assigned during the school day not completed in class

Intended Outcome: Helps students keep up to date with the classroom program

Application: The classroom program should be differentiated if a student has completion homework
on a regular basis

Practice

Definition: Any work that reviews and reinforces skills and concepts taught in class
Intended Outcome: Helps students practice newly acquired skills to develop fluency
Application: To be effective, practice homework requires students to already be able to
independently perform the skills required

Preparation

Definition: Any work that prepares students for upcoming lessons or classes

Intended Outcome:  Encourages students to acquire background information or to bring their prior
knowledge and experiences to upcoming units of study

Application: To be effective, preparation homework requires students to already be able to
independently perform the skills required

Extension

Definition: Any work that explores and refines learning in new contexts or integrates and expands
on classroom learning

Intended Outcome:  Encourages students to problem solve, think creatively and think critically



Application:  To be effective, extension homework does not require a student to learn curriculum
content independently. Instead, students deepen understanding and relate learning to the real
world

Assessment

Definition- Student achievement will be communicated formally to students and parents. The prime
method is via a report card which focuses on two distinct but related aspects of student
achievement: the achievement of curriculum expectations and the development of learning skills.
To more clearly reflect these two aspects of student achievement, the report card contains
separate sections for reporting on achievement of the curriculum expectations and for reporting on
demonstrated skills required for effective learning.

Intended Outcome: Encourages students to develop better work habits as it relates to homework;
Teachers to use the homework as a formative or diagnostic tool to formally assess student
performance on upcoming summative evaluations or to informally assess students based on the
five categories issued by the ministry

Homework Characteristics

1. AEqui t abl e n differengstuaénts will be expected to achieve different outcomes by
the end of each course

2. Designed toward high quality student learning

3. Once every student has attempted the same task the homework should be differentiated
and modified according to their individual needs

4. Provide feedback focused on future learning

5. Should require no additional teaching. Students should know what is expected before they
leave school

6. Should not require technology that students may not have access to

7. Enforce time management skills

8. May involve parents/guardians, but does not require any new concepts

Suggested Time Guidelines
1. At HTS, teachers provide students with a wide variety of homework including but not limited
to; problem solving, Q & A, independent study projects, book reports, science projects, etc.

2. Teachers will also take into consideration the individual needs of each student. Therefore,
the guidelines set out below provide a wide range of time based on a sliding scale and is
cumulative for all subjects in one particular grade in terms of how much time should be
dedicated to homework at each level. Please keep in mind that these are simply guidelines
that may have to be adjusted based on the needs of the individual student as determined
by the teacher.

Lower School
10-45 minutes plus additional time for reading

Middle School
30 minutes i 1 hour

Senior School (Note: many Senior School assignments are given to students well in advance
of the due date.)
1 hour i 3 hours

These parameters refer to averages over an extended period of time where students are
responsible to manage their time and their workload so as to avoid situations where larger projects
(i.e. informal homework) will necessitate more than three hours of work in a given evening.
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Parental Support
Parents are not expectedtodot heir chi |l drends homework or be responsi
their children are to do and be accountable for.

Parents can provide meaningful support to their children in the process. They can do so by helping

them work in an environment that is conducive to their <c
at hand. This could be at the kitchen table or at a desk in a study or bedroom. Distractions such as
television, radio and internet messaging should be kept to a minimum or eliminated as best suits

the children.

Parents can also support the teachers by insisting that their children keep their homework diary
current and complete. More often than not, homework is not completed because a student simply
forgott o bring it home because the assignment wasnodét writte

Parents and students can expect that homework loads will vary from day to day or from week to
week. It is reasonable to expect homework loads to be lighter at the beginning of the term and
heavier towards the latter third of the term.

Parents can al so augment their childrends homework habit
nightly. There is a considerable body of research showing the long term benefits to students of
developing this daily habit.

Study hall runs daily from 3:20 to 4:20 pm Monday to Thursday for Senior School students. For
the most part, teachers will send students to study hall when their daily homework assignment is
incomplete or not attempted. A teacher may choose to send a student to study hall to work on a
project or to write a make-up test.

Attendance at study hall takes precedence over regular practices but not over games. Students
who miss practices for any reason, are obligated to inform their coaches.

Some parents will consider obtaining tutors for their children. We would recommend caution
before taking this step, as it can, in some cases, hinder rather than help a student.

If a student is working to the best of his/her ability and is still struggling with some concepts or
finding that the work is taking longer to complete than it should, then tutoring may well be
beneficial. Peer tutoring in which older students work with younger ones, is available through the
school and can be arranged through the homeform teacher. Extra help in Mathematics is available
Monday - Thursday from 3:20 - 4:20pm.

If, however, a student is not working to the level of which he or she is capable, then tutoring may
be disadvantageous. Such students have yet to take responsibility for their own learning. They
will concentrate less in class, not more, and will often rely on the tutor to do their homework and
assignments for them. Characteristically, these students will earn fine marks on the work done
outside the classroom but will score poorly on tests and quizzes when they have only themselves to
rely on.

Having a tutor often slows down the development of the necessary study skills. Extra help from

teachers or from peer tutors is always available in school as long as appointments are made in
advance.
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Ideally, tutoring should be decided upon only after consultation with the teachers involved and/or
the guidance counselors.

It is expected that all students will put forth an honest effort in all that they do while at HTS. This
policy statement is based on the outcome of faculty/student discussion and the evolution of our
practices and procedures.

Infractions:

1. Prior dissemination - the supplying of information from any of a variety of sources by a student
or group of students which gives an unfair advantage or the theft of tests.

2. Theft - of student property for personal use or to disadvantage the rightful owner.

3. Aiding and/or abetting academic misconduct - allowing work, from home or during tests, to be
utilized by others; assisting in the procurement of unauthorized materials. Students who share
their own work with others via any electronic means and this work is used by another student,
then both students will be considered to have broken the rules.

4. Plagiarism - the representation of another's words or thoughts as one's own.

5. Copying - Homework - with due recognition that homework is often done in groups; Major
assignments/essays; Tests; Exams.

6. Purchase and/or wholesale presentation of another's work or doubling (without permission) of
assignments over more than one subject.

Penalties:
(some or all of which will apply in any given situation at the discretion of the Head of
School)

An assessment of zero on the assignment without the option of repeat or make up.
Reprimand from the Head of School and suspension of certain privileges.

Failure of the course.

Suspension or expulsion from school.

= =8 -8 -9

Computers are readily available to everyone throughout the building. It is imperative for the well-

being of everyoneos education that students treat t he
copyrights; avoid tampering wi t h anyone el sebds, aetl ect r «
responsibly so that they do not compromise the integrity or the efficiency of the network.

Passwords : Students will be held accountable for any activity deemed improper conducted by
another person who is logged on to the network in their name. Students should consider their
password as private and as valuable as a PIN number for a bank card or a credit card. Therefore,
passwords should not be shared with anyone.

Electronic Etiquette : When using the computers, it is expected that students understand and accept
the fact that the rules of the school are in effect. This includes what is written and sent via the
internet or our intranet. Therefore, the following rules govern the use of electronic mail for all
users.

9 All school rules and sanctions pertaining to abuse and harassment are in effect.

i Students are expected to be polite using proper and appropriate language. They are reminded

that while they may intend that the content of their message remain private, the recipient may

not know that. Further mor e, one shouldnét say anything to someo
woul dnét say to his/ her face.

All electronic data or mail stored on the HTS server is the property of HTS.

System Administrative personnel as part of the maintenance of the network can scrutinize the

contents of all files residing on the school network.

1 Do not use the network to participate in any illegal act, as the school will uphold the law.

= =4
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 Any attempt to access the files or messages of another person will be considered as theft and
treated accordingly.

1. Students should not be in classrooms or resource areas that are outfitted with computers
without faculty supervision.

2. Students only have permission to enter the computer system if they log in with the login name
provided for them by the school and with their chosen password. No one may, under any
circumstances, avoid system security or log in as someone else.

3. Students are not to engage in any sort of activity that could in any way interfere with the
functioning of the network.

4. Students are to use the machines as the school has configured them. Neither the desktop nor
the operating system may be altered in any way.

5. Students are not permitted to use pop-up messaging or instant messaging.

6. Games are never to be played on the system by students.

7. Students are entitled only to use their own HTS internet e-mail accounts and Blackboard and no
oneel sebs account .

8. Any files on the HTS server are the property of the school, which has the legal right to view
them if it deems it necessary. Furthermore, deleted e-mail, documents and pictures may in
fact be recoverable from back-up tapes that are created daily.

9. While it is highly appropriate for students to utilize notebook computers here, it must be with a
wireless connection only.

10. Students who physically connect their notebooks to the network may find that they have their
network privileges seriously curtailed.

11. Students do not have permission to download from the internet without permission of a faculty
member.

12. Students should seek permission to use printers with the exception of the non-network printer
in the Senior Library. This is intended to keep wasteful printing to a minimum.

13. It is an illegal activity constituting theft of school property to copy software from the system.

14. Students may not create shared folders on the system without permission of a faculty member.

15. All IT rules apply to students using their own notebooks.

About five years ago the internet evolved to a point that technology writers began to write about a
significant shift in how the web worked. While there was no single leap forward, the cumulative
changes that became known as Web 2.0, allowed a static medium to become interactive and the
outgrowth of this progress was what became known as social networking online tools and services.
These include what have now become the household names YouTube, MySpace, Facebook, and
others. It is very easy to create accounts for these services, upload content, and then tag content.
The tagging makes the networking possibilities very powerful, which may draw many viewers.
These social networking services have great potential benefits but can also be dangerous,
especially as users very often do not appreciate the consequences of what they post. Students
need to be mindful that what they post should never cause harm or threaten to be harmful to any
one person or group of people. They also need to realize that once content is posted on-line, they
may no longer be able to control who sees or reads it and may be held responsible by the school or
others for any harm or embarrassment it may cause. Parents also need to be aware of the social
networking activities of their children.

Tests are an important component of a student's evaluation, particularly in the Senior School.
Fairness is an underlying principle of both the content and procedures for administering tests.
Students and teachers should respect this principle by giving high priority to test dates.

No student should miss a test for any non-school related reason other than illness or a family
emergency. Non-emergency appointments should be scheduled to avoid test days. The student

13



must bring a note from his/her parents to the teacher concerned. The note should explain the
reason for the absence and should be received by the teacher at least 48 hours prior to the test
date if possible. If no note is received by the teacher, or if the absence is not due to illness, the
student may be given a mark of zero for the test.

In the <case of a school commi t ment t hat conflicts wit!/|
responsibility to notify the teacher at least 48 hours prior to the test.

In each case, the student will be expected to write the test within 48 hours of the originally
scheduled date at a time to be determined by the teacher. Students who miss more than one test
in a term will be reported to their homeform teacher and the Department Head, and the parents
will be contacted.

Students should not remain at home on test days to gain more time to study. Doing so will only
put them further behind in their courses. Missing a test at the appointed time gives that student
an unfair advantage over his/her peers and leaves him/her open to temptation. We expect
students to demonstrate responsibility by planning ahead and to be in attendance on test days.

By following these practices we hope to assure ourselves of the fairness and integrity of our tests
and testing procedures.

Writing exams is an opportunity for students to draw together various ideas and concepts and to
utilize that information in the process of writing. Students who miss exams do not adequately
develop this thinking skill and, from another perspective, create problems for teachers trying to
mark, meet deadlines and make appropriate assessments of student work on their report cards.

1. Student absence from an exam for medical reasons must be verified by a doctor's certificate
which must be given to the Assistant Head when the student returns.

2. Student absence from an exam for any reason other than a medical one must have prior
permission from the Assistant Head following a written request from the parents. Permission
will be granted only in exceptional cases. Dates of examination periods are scheduled a year in
advance. Vacation plans must not be made to conflict with those dates.

3. If a student is sick on the day of an exam a parent must call the office to advise the school of
the absence.

4. The school will attempt to reschedule any exams missed by students for a valid reason during
the exam period on the first few days thereafter. Doing so may result in a delay in completion
of the reports. If a teacher is able to estimate a mark, then such a mark will be entered and
denoted by the abbreviation (EST). This mark would then be deleted and the new one added
once the exam has been written and marked.

The faculty and staff do all they can to protect the instruments stored in the Music Rooms. When
they are not in the rooms, they are locked. The school cannot take responsibility for instruments
damaged or stolen on the premises. All students must mark their instrument clearly with their
name. Students who have been provided with or who are renting an instrument from the school
are expected to treat it as their own, and are responsible for any loss or damage to the instrument
they have been assigned.

The last day of classes for the Lower School formally closes the academic year followed by the
Grade Eight and Grade Twelve graduation ceremonies later that week..
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CODE OF BEHAVIOUR

Parents have both the responsibility and obligation to control their children and that right devolves
upon the school during the school day. In law, this is known as "in loco parentis" which provides
teachers with a legal as well as a common sense basis of authority that goes beyond disciplinary to
non-disciplinary matters. It is everyone's expectation that teachers are acting in the best interests
of the child in the same fashion that a parent would exercise and use a standard of care similar to
that of a careful parent. The teacher must be reasonable, prudent and exercise discipline when
required, akin to that of a kind, firm and judicious parent. Teachers will run into frustrations and
difficulties with children from time to time which reflect those experienced by the parents.
Teachers, however, are cautious not to equate themselves with the parents in school settings.

The Code of Behaviour is designed in this context to state clearly the expectations of student
behaviour in order to encourage self-discipline. The Code implies that fairness, reasonableness, a
presumption of innocence and the principles of justice and due process would be at work. Finally,
in recognition that the Administration must protect everyone at school, the Code of Behaviour
recognizes that the rights of the individual are going to be balanced against the rights of the
collective.

The Code of Behaviour outlines the boundaries of student decorum so as to promote self-discipline.
Its more immediate purpose is to preserve the necessary order so that learning can take place
properly. Everyone at school has the right to expect a safe and orderly environment that promotes
positive attitudes and facilitates learning.

It is expected that students will commit themselves to achieving these standards of decorum:

To respect the dignity, rights and property of others.

To respect the authority of faculty and staff.

To co-operate with fellow students and with the faculty and staff.

To give each task their best effort at all times and to ensure that any work submitted is their
own.

To play fairly in any athletic endeavour.

To represent themselves and their school in a dignified manner.

To be willing to take responsibility for their actions and accept the consequences which arise
from them.

POMNE

No o

For their part, students should reasonably expect from the school to be made aware of complaints
against them and provide them the opportunity to respond. Furthermore, if discipline is to be
exacted, the student should expect to see that the discipline is enforced in a fair and appropriate
fashion; that punishment meted out is appropriate to the circumstances; and, that the nature of
the punishment is understood by the student. The purpose here is to promote student self-
discipline. We expect students therefore to be responsible for their actions and for parents to
support school officials in this endeavour.

The teacher is expected to adopt a standard of care of a careful, reasonable and judicious parent
and/or exercise any form of discipline in a kind but firm fashion. A teacher is expected to ensure
that the principles of justice and due process are applied properly and that any authority that is
exercised is done so honestly, reasonably and neither wantonly nor capriciously.
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The immediate purpose of school discipline is to preserve necessary order so that learning can take
place properly. The long term purpose is to promote self-discipline in students.

There are no rights without responsibilities. At HTS there are relatively few rules and these can be
grouped under the banner of good manners. By behaving with good manners, students are free to
explore the learning opportunities available to them. The faculty and staff commit themselves to
the careful planning and execution of these opportunities and are disinclined to spend an inordinate
amount of time in the role of a police officer. Everyone is here to learn, which is why great
emphasis is placed on having each student accept responsibility for meeting the high standards of
behaviour expected at HTS.

Students who repeatedly break the school rules and/or demonstrate a constant
disregard for the Code of Behaviour, may be asked to leave HTS to find a more suitabl e
school environment.

1. Students are expected to be familiar with and adhere to the school's Dress Code, Code of
Behaviour and IT Rules at all times and in all circumstances.

2. Students are expected to be courteous at all times and to show respect for all others as well as
themselves. In this way they learn the norms of good citizenship.

3. No student shall subject another to verbal or physical bullying, intimidation or any form of
harassment. Our society does not tolerate these forms of behaviour; neither will we.

4. All school equipment and personal belongings are private property and are to be cared for and
respected as such.

5. The school will uphold the law in any circumstances involving criminal activity.

6. Smoking is not permitted. It is an unhealthy habit proven to cause permanent damage to the
smoker and to those nearby. Furthermore, it is illegal in Ontario to smoke in or on school
property.

7. Possession or use of alcoholic beverages or illegal drugs in school, on school trips or at school
related activities, is illegal and therefore will not be tolerated. The school will uphold the law.

8. Gum chewing is not permitted at any time, including time spent on co-curricular activities or
field trips.

9. Students are expected to arrive on time for attendance in the morning and for every class,
practice or appointment.

10. While in the hallways, students are expected not to run, make excessive noise, act in a
boisterous manner or in any way disturb classes in session.

11. Students are expected to arrive for class with the appropriate books, materials and work.

12. Students are expected to stand without talking when an adult enters a classroom, out of
respect for that individual.

13. Students are expected to adhere to the routines and practices for acceptable classroom
behaviour as set out by the school director and classroom teachers.

14. In order to maintain a quiet learning environment, students may only be at their lockers in the
morning when they arrive, at book break, lunch and at the end of the day. Senior students
may quietly use their lockers during prep. periods.

15. In order not to interrupt their programmes, students are not permitted to have visitors during
the day.

16. Students are allowed to have a morning snack at their scheduled book break or recess.

17.Senior students who drive, or who are passengers, must be familiar with and adhere to the
routines of driving privileges.

Students who break these rules are subject to the authority and discipline of any prefect, faculty or
staff member. Consequences may include some or all of the following: counseling, student/teacher
interview, loss of privileges, detentions, parent/teacher interview either in person or on the phone,

16



or the sending home of a behaviour form. The student's homeform teacher and Director will be
notified. Should a student continually misbehave, that student will be referred to the Director who
will then decide on the appropriate action in consultation with the Head of School.

Serious breaches of the Code of Behaviour include theft; cheating; disrespect shown to staff,
faculty or guests of the school; abusing the privileges of driver or passenger of a vehicle; smoking;
use of alcohol or illegal drugs; leaving the school without permission; skipping classes or any other
scheduled school activity; any form of harassment; and, destruction of school property. The school
will uphold the law in any circumstances involving criminal activity. Any student who commits one
of these offenses will automatically be referred to the appropriate Director, who will in turn notify
the Head of School. The student's parents will be notified immediately by phone. Consequences
arising out of the offense will include any combination of the following: an interview with the
parents at the school, loss of privileges, counseling, the institution of a personal behaviour
contract, alternate programming, suspension, expulsion or criminal proceedings.

Our school rules include the following rule - AiNo st udent shall subject anot he
physical bullying, intimidation or any fo rm of harassment. Our society does not tolerate
these forms of behaviour, neither will we. 0

What is Bullying?

Bullying in its truest form is comprised of a series of repeated intentionally cruel incidents,
involving the same children, in the same bully and victim roles. Bullying may consist of a single
interaction; however, a disagreement between two or more students where heated feelings are
expressed is not necessarily a bullying incident. As parents and teachers, we must help our

children build personal resilience so as to be able to withstand the day to day normal interactions

of the classroom and playground. (Pl ease see the AToo
further information.)

The intention of bullying is to put the victim in distress in some way. Bullying knows no financial,
cul tural or soci al bounds. The effects of bullying | as
victims and leaves a lasting impression on all those who witness repeated bullying incidents.

Kinds of Bullies

Physical Bullies

Physical bullies are action-oriented and therefore most identifiable. They hit or kick their victims

and/ or take or damage their victimds property. Physical
population. As they get older, their attacks usually become more aggressive.

Verbal Bullies

Verbal bullies use words to hurt or humiliate another person through name-calling, insulting,
making racist comments and constant teasing. This type of bullying is the easiest to inflict on
other children. It can occur in the least amount of time available and its effects can be more
devastating in some ways than physical bullying because there are no visible scars.

Relational Bullies

Relational or relationship bullies (try to) convince their peers to exclude or reject a certain person
or people to cut the victims off from their social connections. This type of bullying is linked to
verbal bullying and usually occurs when children spread nasty rumours about others or exclude an
ex-friend from the peer group. The most devastating effect with this type of bullying is the
rejection by the peer group at a time when children most need their social connections.

Reactive Victims
Reactive victims straddle a fence of being a bully and/or victim. They are often the most difficult to
identify because at first glance they seem to be targets for other bullies. However, reactive victims
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often taunt bullies and bully other people themselves. Most of the incidents are physical in nature.
These victims are impulsive and react quickly to intentional and unintentional physical encounters.
In some cases, reactive victims begin as victims and become bullies as they try to retaliate. A

reactive victim will approach a person who has been bullying him/her and say s omet hi ng 1 i ke,
better not bug me today. Ot her wi se, I 611 tell the teac
better watch out o. Statements such as this are akin to

and may provoke a bully into action. Reactive victims then fight back and claim self defense.
Reactive victims must learn to avoid bullies and control their emotions, in order that they will not
become bullies themselves.

Discipline Procedures for Bullying Incidents

These procedures provi d e t he basi c outline of t he School 6s res
However, if circumstances warrant, changes may be made to the procedure resulting in an altered

sequence.

First Offense

The studentds teacher wildl

1 Contact the parents of the student bully and the victim to outline the series of events and
explain the next steps.

T Write a Conduct Report for the studentés file.
1 Send a copy of the Conduct Report and Action Plan forms home to the parents for their
signature.

1 Forward the signed copies of the Conduct Report and Action Plan forms to their Divisional
Director and Head of School.

The Student will:

I Serve an in school suspension.

1 Write a letter of apology and give it to the victim(s) of the bullying incident.
1 Write an Action Plan outlining how he/she will refrain from bullying again.

Second Offense

The studentédés teacher wildl

1 Arrange an interview with the parent(s) of the bully, director, teacher, Deputy Head of School
and/or Head of School to discuss the consequences, Action Plan and future follow-up with the
student. At that time, the parents and the student will be informed of the possibility of the

student 6s expulsion from the school should there be ful
T Write a Conduct Report for the studentédés file.
1 Send a copy of the Conduct Report and Action Plan forms home to the parents for their
signature.

1 Forward the signed copies of the Conduct Report and Action Plan forms to the divisional
Director and Head of School.

The student will:

1 Be suspended.

1 Write a letter of apology and give it to the victim(s) of the bullying incident.

1 Write an Action Plan outlining how he/she will refrain from bullying again.

1 Receive any other consequences deemed appropriate under the circumstances.

Third Offense

The studentdés teacher wildl

1 Attend an interview wi th the student bully, bullyds parents, De
of School to discuss the studentsd i mmedi ate expul sion

A letter which summarizes the discussion will be sent to the parents of the bully outlining the
conclusion of that discussion.

18



A student who is suspended from the school has committed a serious breach of the Code of
Behaviour. A student who is facing suspension will be interviewed by the appropriate School
Director and may be interviewed by the Head and/or Deputy Head. The parents will be notified
and given an opportunity to discuss the circumstances and the punishment with the School
Director. This interview may be followed by a letter outlining the reasons for the suspension and
its duration. Any conditions for re-entry which may be necessary will also be made clear.

The suspension may be for a short period of time, (i.e., an hour or two), up to an undetermined
number of days, depending on the nature of the infraction. Usually suspensions are for a one to
four day period. These may be served in school or out of school at the Head's discretion depending
on the circumstances. Students would be re-admitted to the school upon certain conditions being
met, usually a strict adherence to the Code of Behaviour and a willingness to reform his or her
ways.

In all circumstances, the school understands its responsibility to be fair in all stages of suspension
procedures and will, therefore, consider every step in light of the reasonableness of the
punishment, the ability of the student to fulfill the conditions for re-entry, and ensure most of all
that the best interests of the child and the school are being considered. Although the Head of
School will have consulted the appropriate faculty, the sole responsibility and authority for
suspending students rest with the Head of School.

The most serious form of discipline exercised by the school is expulsion. Whilst expelling a student
does not necessarily preclude having that student re-enter in another school year, it does preclude
that student re-entering the school during the same school year that the infraction occurred.

Expulsion would only occur in circumstances in which a student has not responded to all other
forms of discipline, including suspension. Expulsion will only be utilized when all other efforts have
failed and only when it would appear that the best interests of the student are not being or will not
be met by the school; or the best interests of the school cause us to consider that expelling the
student from the school is the only reasonable course of action left to take. Again, as in the case
of the suspension, the Head of School has sole responsibility and authority for such action.

A student facing expulsion will have an interview with the Head of School, as will his or her
parents, in order to discuss the circumstances and punishment. The circumstances and
punishment will be written up and presented to the parents for the interview. This interview will be
followed by a letter outlining the reasons for the school's actions.

The time taken to go through this process will be dictated by the circumstances prompting the
decision to expel. For instance, in a criminal offence there may very well be a very quick
procedure put into place. Notwithstanding that, no component of the process outlined above shall
be ignored. In the case where a student's behaviour continues to deteriorate, there will be
constant communication and at least bi-weekly personal interviews with the parents in the school
with the Head of School and appropriate Director so as to outline the nature of the difficulties being
experienced at the school.

DRESS CODE
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The HTS Dress Code must be adhered to by all students. Any creative interpretation of the Dress
Code by students will be subject to the scrutiny and/or sanction of the faculty or School Director.
It helps to build pride in their school and their personal appearance when parents encourage their
children to wear proper uniform to and from school and keep the uniform in good order. It is a
generally accepted expectation that conservatism and neatness govern all aspects of our Dress
Code. The uniform is to be worn during school hours and at all school functions, unless otherwise
directed by the faculty or Administration.

Students are expected to wear their No. 1 Dress Uniform on Mondays, Fridays, school trips (if
appropriate and if instructed by the faculty), and on any day requested by a School Director or the
Head of School. It is also optional on Tuesday through Thursday, when students may also wear
No. 2 Dress.

The Warm Weather Uniform may be worn during the period from the beginning of school in
September until the Thanksgiving weekend. It is not to be worn after the Thanksgiving weekend
for the balance of the First Term or in the Second Term. The Head of School will announce when in
the Third Term the Warm Weather Uniform can be worn. Students will not be required to wear
their No. 1 Uniform on Mondays and Fridays while the Warm Weather Uniform period is in effect.
The only exception would occur on any day requested by the Director or Head of School for a
school trip or special occasion, such as a communion service.

All students in the Middle and Senior Schools must wear team warm-up suits when travelling to
play other schools and are expected to travel dressed to play. This warm-up suit may be worn
home at the end of the day after co-curricular activities.

All students scheduled to leave class early in order to compete on teams will change at lunch into
the HTS warm-up sui t and/ or the team wuniform according to the
limit the amount of class time lost.

Holy Trinity School clothing may be purchased from Top Marks, a Montreal firm; the school has
contracted with to supply our school uniform. There are three ways to purchase a uniform from
Top Marks:

1. Attend a fitting evening at HTS with your child. Two evenings are scheduled during May to
provide your child an opportunity to try on clothes and allow you to complete your order for the
next school year. The Top Marks staff will help you select the most appropriate size for your
children for the next school year, and complete an order form.

2. Order on line using the Top Marks web site at www.topmarks.ca to complete your order (select
ORDERS, and then enter our School code, HTS01l). To guarantee delivery of the school
uniform, orders must be received by Top Marks by June 30™.

3. The Hawk Shop, which is run by sellsthegyns anifadm ias wellao | unt e
gently used uniforms.

Uniform orders for September should be sent to Top Marks by June 30™.
HTS gym clothing is available only through the Hawk Shop and is compulsory for all gym classes
and co-curricular activities. No personalized gym clothing will be allowed. Team uniforms will be

available either through the Hawk Shop or the Athletic Department.

HTS gym bags are required by all Primary School students and can be purchased for Kindergarten
and Grade One students and new Grades Two and Three students through the Hawk Shop.

Used uniforms may be purchased at the Hawk Shop. Parents may wish to sell used uniforms on
consignment through the Hawk Shop as well.
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The Hawk Shop hours are as follows:

Monday to Thursday 8:00 am - 8:30 am and 3:00 - 4:30 pm
Friday Closed

Early dismissal days Closed

SENIOR KINDERGARTEN UNIFORM T BOYS & GIRLS

Navy bronco pants (cotton twill) or navy skort (girls)

Golf Shirt

White turtleneck (winter option)
Burgundy %% zip sweatshirt
White socks

White sneakers

WARM WEATHER UNIFORM:
HTS crested golf shirt with navy walking shorts (girls & boys), navy skort (girls) or navy bronco pants, white
socks, running shoes.

GYM CLOTHING:

Summer: Winter:

HTS navy shorts HTS track pants

HTS red t-shirt HTS gym sweatshirt

White running shoes and white socks White running shoes and white socks

Kindergarten students will come to school dressed in their gym clothes on gym days.
* Please provide an extra set of clothes for your child. This will be kept at school, in case your child needs a
change of clothing.
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LOWER SCHOOL - PRIMARY DIVISION UNIFORM (GRADES 1 TO 3)

#1 DRESS (MONDAYS & FRIDAYS AND SPECIAL DESIGNATED DAYS)

BOYS

Navy bronco pants (cotton twill)

White dress shirt (long or short sleeves)
Primary School tie

Navy V-neck sweater

Navy socks

Black polishable shoes*

GIRLS

Plaid tunic

White dress shirt (long or short sleeves)
Primary School tie

Navy cardigan

Navy knee socks or tights

Black polishable shoes*

#2 DRESS OPTIONS (optional Tuesday - Thursday only)

White dress shirt (no tie required)
White turtle neck

Navy bronco pants (cotton twill)
Burgundy %% zip sweatshirt

Black polishable shoes*

WARM WEATHER UNIFORM

HTS crested golf shirt with

Navy walking shorts, or navy skort (girls), white
socks, running shoes

or

Navy pants, navy socks, black polishable shoes*

White dress shirt (no tie required)

White Navy bronco pants (cotton twill) turtle neck
(may be worn with tunic or pants)

Burgundy %% zip sweatshirt

Black polishable shoes*

GYM CLOTHING

HTS navy shorts

HTS red t-shirt
House shirt

Indoor running shoes
White socks

* Shoes must be black, low cut, flat-heeled (no higher than 2"™) and polishable.

LOWER SCHOOL - JUNIOR DIVISION

UNIFORM (GRADES 4 TO 6)

#1 DRESS (MONDAYS & FRIDAYS AND SPECIAL DESIGNATED DAYS)

BOYS

Crested school blazer
Beige dress pants
White dress shirt
Junior School tie

Black belt

Navy socks

Black polishable shoes*

GIRLS

Crested school blazer
Plaid kilt

White dress shirt

Junior School tie

Navy knee socks or tights
Black polishable shoes*

#2 DRESS OPTIONS (optional Tuesday - Thursday only)

Navy pants (cotton twill or dress)

White turtleneck or white dress shirt and tie
Navy cardigan, V-neck sweater, vest or navy HTS
half zip

House tie

WARM WEATHER UNIFORM

HTS crested golf shirt with

Navy walking shorts, white socks, running shoes
or

Navy pants, navy socks, black polishable shoes*

GYM CLOTHING

HTS navy shorts

HTS red t-shirt
House shirt
Warm-up suit

Indoor running shoes
White socks

* Shoes must be black, low cut, flat-heeled (no higher than 2") and polishable.
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MIDDLE SCHOOL UNIFORM (GRADES 7 & 8)

#1 DRESS (MONDAYS & FRIDAYS AND SPECIAL DESIGNATED DAYS)

BOYS

Crested school blazer
Beige dress pants
White dress shirt
Middle/Senior School tie
Black belt

Navy socks

Black polishable shoes*

GIRLS

Crested school blazer
Plaid kilt

White dress shirt
Middle/Senior School tie
Navy knee socks or tights
Black polishable shoes*

#2 DRESS OPTIONS (optional Tuesday - Thursday only)

Navy dress pants (no cotton slacks)

Navy cardigan, V-neck sweater, vest, HTS grey full +zippered sweatshirt or other HTS sweatshirt
(excluding athletic sweatshirt, which may only be worn in gym class)

House tie

WARM WEATHER UNIFORM

HTS crested golf shirt with

Navy walking shorts, white socks, running shoes

or

Navy dress pants (or plaid kilt for girls), navy
socks,

black polishable shoes*

GYM CLOTHING

HTS navy shorts

HTS red t-shirt
House shirt
Warm-up suit

Indoor running shoes
White socks

* Shoes must be black, low cut, flat-heeled (no higher than 2") and polishable.

SENIOR SCHOOL UNIFORM (GRADES 9 to 12)

#1 DRESS (MONDAYS & FRIDAYS AND SPECIAL DESIGNATED DAYS)

BOYS

Crested school blazer
Beige dress pants
White dress shirt
Senior School tie

Black belt

Navy socks

Black polishable shoes*

GIRLS

Crested school blazer
Plaid kilt

White dress shirt

Senior School tie

Navy knee socks or tights
Black polishable shoes*

#2 DRESS OPTIONS (optional Tuesday - Thursday only)

Navy dress pants (no cotton slacks)

Navy cardigan, V-neck sweater, vest, HTS grey
zippered sweatshirt or other HTS sweatshirt
(excluding athletic sweatshirt, which may only be
worn in gym class)

House tie

Navy kilt

Navy dress pants

Navy cardigan, V-neck sweater, vest or HTS
sweatshirt

House tie

#2 DRESS FOR GRADE 12 ONLY i Pale blue dress shirt (no denim)

WARM WEATHER UNIFORM

HTS crested golf shirt (red crested golf shirt
denotes Prefect) with

Navy dress pants, navy socks and black polishable
shoes*

or

Navy or plaid kilt (girls), navy knee socks and black
polishable shoes*

GYM CLOTHING

HTS navy shorts

HTS red t-shirt
House shirt
Warm-up suit

Indoor running shoes
White socks

* Shoes must be black, low cut, flat-heeled (no higher than 2"™) and polishable.
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Shirts
Students are expected to have their shirts tucked in so that the waistband of the kilt or slacks is
visible. Shirts are not to be #Aroll edd causing them to

Kilts
Kilts should be of a reasonable length. The School Director and/or the Head of School will
determine what is reasonable.

Undershirts
Undershirts must be plain white shirts.

With so many uniforms present in the school each day, the chance of a student mistakenly picking
up an article from another student's uniform are great.

In order to prevent this entirely or at least diminish the chances, we would recommend that
parents identify their children's clothing as outlined below.

Blazers and Sweaters - (Hawk Shop Service)

I Monogram pocket or cuff or lapel with student's initia Is (as long as the monogram is visible on
the blazer, it will serve its purpose).

9 Label marking on the inside pocket (in addition to above).

Shoes

9 Indelibly mark rear heel with student's initials.
9 Indelibly mark inside flap area.

I Keep secure in locker whe  n not in use.

Ties
' Monogram or marker on label.

Gym Wear

' Monogram items or label with permanent marker on the inside manufacturer's label during
start -up classes.

Sports Gear

9 Name tag service through Hawk Shop.

i Individual items should be properly marked with student's name.
1 When not in use, all gear bags should be kept in a locker.

Musical Instruments
9 Clearly identify name on instrument case.
f  When not in use students should store them in the music room or in their locker.

Money

9 Limitamountofcashas tudent is allowed to bring to school (recommend $5.00).
9 Use lockers to secure cash.

9 No cash allowed in gear bags.

9 Locker combinations to be kept by the student and not given out to others.

9 Classrooms will be locked during non -use periods.

24



School Suppli  es

9 Allitems well marked with initials of student plus grade level.

9 Care taken with items - kept in school bags.

i Items should be retained in lockers or class when not required.

Homeform and Physical Education Instructors
9 Periodic clothing checks may be he Id to ensure proper marking.

In the event that an item is found, it will be placed in the lost and found closet adjacent to the
gymnasium.

During the year, there are a number of days that students attend school wearing their home
clothes as opposed to their uniforms. On those days, we expect a degree of decorum in keeping
with the expectations of the school uniform.

The following expectations for student dress govern those days.

1 Girls are not to wear tops that expose their mi d-riff, are off the shoulder, are low cut or have
any words or statements on them that are suggestive or lewd in nature.

9 Girls are not to wear any skirt shorter in length than their uniform kilt length.

1 No one is to wear clothing that purposefully exposes undergarments.

1 Hats are never to be worn inside the building.

No matter how students dress and behave, they represent HTS. As such, they and HTS will be
judged accordingly.

Dress, grooming and department expectations are clearly set down in this handbook. All students

are expected to remember that they represent the school and act as its ambassadors. Therefore,
they are expected to look and dress their best and to be on their best behaviour at all times.
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Students are expected to observe these simple rules for proper uniform maintenance and personal
grooming. When in doubt, the Head of School will decide.

Earrings: Boys are not permitted to wear earrings.
Jewellery: Religious medals or chains must be worn inside the blouse or shirt.
Visible studs and rings are not permitted (i.e. nose, eye brow, belly button,
etc).
Girlsé earrings and jewellery must be discree:
Hair: All students are expected to have clean and well-groomed hair. It must be

drawn back from the face. Only natural hair colours are acceptable.

Boys must keep their hair reasonably short and conservatively cut. Their hair
must be off of their shirt collar and at least the lower half of the ear visible.
Boys are not permitted pony tails since their hair should be short enough not
to warrant them.

Partially or entirely shaved hair styles are not permitted.

Senior boys are expected to be clean-shaven.

Make-up: Girls are expected to be discreet about their use of make-up.

During exams: All students are expected to be properly dressed in their uniforms and
appropriately groomed during the writing of exams.
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ROUTINES AND EXPECTATIONS

Each student in Grade 3 and above is provided with a locker for the storage of books, personal
belongings and sports equipment. Returning students, who have already been issued with a lock,
may continue to use the same lock after registering it with the homeform teacher.

The locker remains  the property of the school and is therefore subject to inspection at any time.

All students have the right to use an assigned locker under the following conditions:

9 the number of the student's locker and the student's name are recorded in the Front Office;

 the student cannot put a lock on any locker other than the one assigned to him or her nor
exchange locks or lockers during the year without the consent of the Head of School or
designate;

 the student must remove the lock by Prize Giving/Graduation ceremonies held at the end of the
school year, or earlier if her/his withdrawal precedes this date. If a student does not remove
the 1 ock, the school déds Administration wil!/l remove
Found;

I at the end of the school year, students who do not leave their locker as they found it will be
billed a locker cleaning charge.

Under normal circumstances each student's locker cannot be opened by a staff member unless:

the student requests a staff member to do so;
the need arises during an emergency
a request is made by the student's parent/guardian;

the Head of School has reasonable grounds to believe that a student's locker should be opened
in order to investigate circumstances or conduct that appears to contravene any laws or Board
policies and that may relate to any of the Head of School's duties described in the law or Board
policies.

= =8 -8 -9

When a student's locker is opened under the authority of the Head of School:

9 every effort is to be made to have the student present;

f the investigation of the locker should be no more extensive than necessary given the purposes
for which it is conducted;

 a teacher chosen by the student, or if the student is absent, a teacher known to the student
and approved by the Head of School should observe the opening of the locker to ensure the
student's right to privacy;

9 if the student is absent, she or he will be informed of the action taken on the student's return
or by telephone;

i in any case, the Head of School must inform the student's parent/guardian of the action taken
and the reasons for it.
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The visible expression of the school's spiritual commitment is its life as a community.

The day begins with a brief chapel service which emphasizes basic Christian beliefs. The Holy
Communion is celebrated at least once each term using the Liturgy of the Anglican Church. Each
student participates according to his or her own religious belief. An atmosphere of mutual respect
and tolerance is encouraged.

The virtues and values at the heart of the school's Christian foundation are the essentials for an
orderly process of development and are an integral part of the educational process at Holy Trinity.

Holy Trinity School supports local and foreign charitable funds and has a special care for children
who are residents of Dr. Graham's Homes in India. Sharing Days are set aside each term when the
Dress Code is relaxed. In return, the students contribute a twoonie or whatever they can afford to
financially support these charities.

Students are advised that provocative attire must not be worn to school under any circumstances.

An on-going activity throughout the year, designed to raise school spirit, is the competition
between Houses within the school. Each student belongs to one of six Houses: Bishop Mountain,
Champlain, Langton, MacDonald, Rose and Thorne. Membership in a House is for a lifetime; even
our alumni express an interest in how well their House is faring in any given year. Family
members will follow their predecessors into the same House whenever possible, unless the family
requests otherwise, in the hope that brothers and sisters will encourage each other in the support
of that House rather than engage in sibling rivalry.

Each faculty/staff member is also made a member of a House on arrival at the school and acts in
an advisory capacity to the House Captains and other student leaders. Teachers may also
participate in some activities, such as the annual cross-country run, and earn a participatory point,
but their role is largely that of advising and encouraging the student members of their House.

Early in September, the students elect a Captain for each House and two Assistant Captains.

The Houses compete in various activities throughout the school year. At our Final School Assembly
each June, the Hawk Award is presented to the individual student who has earned the most House
points during the year, and the House Championship Trophy is awarded to the House with the
highest points total.

House points are awarded in various categories: academic, sports, music, drama, other co-
curricular activities, Inter-House competitions and for service to the school. For instance, students
earn points for being named in the Academic Honours lists; team membership; yearbook work;
managing and score keeping; rendering service to the school; participation in Inter-House
competitions and participation in drama, art, music and other co-curricular activities.

The purpose of the system is to foster school spirit. The House system has promoted and will
continue to promote a strong bond between HTS and its students and faculty.

Senior Prefects are chosen from the Grade 12 class by the faculty and students. They are young
men and women who have demonstrated leadership, dedication to the school and have won the
admiration and respect of both faculty and students. Their responsibilities include fostering school
spirit and day-to-day order.
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Lower School - students may participate in clubs and activities which are offered each term.
Detailed information on the choices available is sent home well in advance of the sign-up days.

Middle and Senior School students are expected to take advantage of the many opportunities to
increase their knowledge and experience. The compulsory co-curricular programme offers a wide
range of choices, including field hockey, tennis, volleyball, basketball, golf, rugby, soccer, track and
field, aerobics, cross country running and intramural activities. Participation in choir, orchestra,
drama, arts and public speaking activities is also encouraged.

Regulation sports dress should be worn by all students during athletic activity and proper school
uniform at all arts activities. All members of school teams must have an HTS wind suit for team
travel.

Holy Trinity School has a food service programme that serves all of our students from JK to Grade
12.

Menus have been designed to provide students with a nutritious and well balanced meal. In
addition to a daily pasta option, students have the choice of selecting two entrees or deli sandwich.
Also included is a choice between soup or salad, dessert and a beverage.

Lower School students (JK to Gr. 6) will receive a morning and afternoon snack in addition to the
main meal. They will also be provided with a special birthday treat on their birthday to share with
their classmates. Birthdays falling on a Saturday or Sunday will be celebrated on the Friday

before.

All students will be provided with a bag lunch for day field trips.

We welcome your comments. Please forward them to Rocki Guzzo at rguzzo@hts.on.ca.

As part of our school routine, daily prayers are incorporated in the schedule in Chapel, at meal
times and at the end of the day.

THE SCHOOL GRACE

Leader: The eyes of all wait upon Thee, O Lord;
Response: And Thou givest them their meat in due season
Leader: Thou openest thine hand;

Response: And fillest all things living with plenteousness;
Leader: Benedicamus domino

Response: Deo gratias.

CLOSING PRAYER

Go forth in peace;

Think evil of no one;

Give to others without thought of return;
Be Christ in the world;

Amen.
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Skateboards and in-line skates may only be used by students during a supervised co-curricular
activity within a clearly marked area. Approved safety helmets, wristbands and kneepads must be
worn.

All school-related events, such as sports and field trips, are arranged by the school through local
transportation services. Only inspected transportation companies, with proven records of
reliability, are used.

There are chartered buses in the morning and evening from the Markham-Unionville area, and
Thornhill/Richmond Hill (depending on sufficient demand). This service is coordinated by parent
volunteers. Should you be interested in this service, you can contact the organizer through the
Front Office.

Some students choose to ride bicycles to and from school in the spring and fall. We strongly
recommend that bicycles be securely locked when not in use.

Students may bring automobiles to school, providing that the following rules are observed:

a) Students will use their vehicles for transportation to and from school only. Off campus
privileges for Grades 12 students are outlined in the following section.

b) All vehicles must be parked in a designated area.

¢) Any misuse of this privilege, through careless driving or breach of the rules, will result in the
privilege being removed.

The school is not responsible for loss or damage to bicycles or motor vehicles brought to school.

Students may earn and then enjoy off-campus privileges at the discretion of the Head of the Senior
School. This policy is a privilege and not a right. Students must ensure that the privilege is not
abused to the point where academics may suffer, or they may lose the privilege altogether.
Students are expected to maintain a 75% average, without any subjects close to failure in order to
maintain this privilege.

These students must sign in and out. Failure to do so may result in temporary suspension of off-
campus privileges. Abuse of the privilege, e.g., more than once per day, will also result in a
temporary suspension.

The Ontario Ministry of Education mandates that all Senior School students must complete a
minimum of 40 hours of unpaid, community involvement activities before graduating from high
school. This requirement is in addition to the 30 credits needed for the graduation diploma.
Students will be able to choose their own community involvement activities within guidelines that
will be provided by Holy Trinity School. Students will be responsible for fulfilling this requirement
in their own time, and for keeping a record of their activities on a form that will be supplied by the
school. A teacher will act as coordinator of community service activities and will help guide and
facilitate t helvanent@ardnmositor therservices they perform. However, students are
expected to take the initiative in finding service opportunities in fields that interest them.

Community Service activities may take place in a variety of settings, including not-for-profit
organizations, public sector institutions such as hospitals, and other informal sessions such as
tutoring. Students may not complete the requirement through paid work, or by assuming the
duties normally performed by a paid employee. The activity must be performed outside the normal
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hours of the studentds school instruction. At Holy Tri
goal of completing the required 40 hours of service by the end of their Grade 11 year. Volunteer
hours may not be earned through service performed in the place of regular co-curricular activities.

The Community Service Coordinator will work with students to set their goals each year, to help
identify and locate opportunities and complete an annual record of the hours of service completed.
All forms and information are available on the HTS website. After any service is completed, the
student must ensure that the community contact person completes the Verification and Evaluation
form before returning it to the Community Service Coordinator. The hours will then be credited to
the studentdés record.

Aftercare is compulsory for all students in Grades JK to 6 who are not picked up by 4:10 pm.

The expectation is that all Lower School students participate in co-curriculars (Monday to
Wednesday) and Study Hall (Thursday and Friday). However, should a parent choose to have their
child not participate, we ask that the parent pick up their child promptly at 3:05 pm. Since we
need to ensure the safety of all our students, any child who was supposed to be picked up and was
not, will be placed in a co-curricular club and will remain in the club until 4:10 pm. Please do
not interrupt the program and try to pick up your child before 4:10 pm. Any students
remaining at the school after 4:10 pm will go into the Aftercare programme which will be located in
the Dining Hall.

1 Parents must use the door that is located on the south side of the Dining Hall when picking up
their child from the Aftercare Programme. Parents must advise the Aftercare Supervisor
that the child is leaving and sign the Aftercare Register. An older sibling may sign out
the child provided the parent is waiting in the school parking lot. If a child is being picked up
by anyone other than his/her parent, a note MUST be sent authorizing the arrangement.

Hours of Operation:
Monday to Wednesday 4:15pm to 6:00pm
Thursday and Friday 3:05pm to 6:00pm
Aftercare is not available on early dismissal days. (12:00 noon or 1:00pm)

Location:
The Aftercare Programme is located in the Dining Hall unless posted otherwise.

Financial Details

Parents may use the Aftercare Programme free of charge until 5:00 pm. If your child is not picked
up by 5:00 pm, you will be billed a flat rate of $6.00, regardless of when the child is picked up
between 5:00-6:00 pm. The Aftercare Programme ends at 6:00 pm. If you are late in picking up
your child, a letter of late pick-up will be sent home and regular late charges will apply.
Subsequent lateness will necessitate late charges of $1.00 for every minute late.

Should you not require Aftercare, please read below:

Primary and Junior Division - Their schedule is full and active. The academic day ends at 3:05
pm and you are free to pick up your child up at this time. From Monday to Wednesday students
may wish to sign up for a co-curricular of their choice. Children must be picked up by 4:10 pm
(when co-curriculars end) and if they are not, they must go to Aftercare. The child will need to be
signed out by their parent/guardian when picked up.

Please refer to your school calendar and note early dismissal times, as the Aftercare Programme is
not available on 12:00 noon or 1:00pm dismissal days.
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Suggested home computer systems for HTS families.

Itis the school 8s expectation that every HTS student Wi
internet connection at home. With so much of our programme, course materials, achievement
data and communication now housed in Blackboard, it is more important than ever.

Whil e it doesnodt matter whet her families prefer Appl e
generated using Microsoft Office applications. Students will find it helpful to have a printer in good

working order at home, since the school does not support student printing. Devices such as USB

memory sticks have demonstrated a high degree of utility in transporting student work back and

forth to school and have replaced the CDb6s functionality

In September 2008, the HTS IT Department began the process of introducing and implementing a
web application used by independent schools and universities across North America called
Blackboard. This product allows teachers, at its simplest level, to post materials as they would on
websites, but it also provides much more elaborate functionality, such as on-line testing, discussion
groups, guided learning activities and Wikis. It is a quantum leap forward from traditional
educational websites that will allow for the development of the 21st Century skills that students
need in the Web 2.0 world.

Here are some of the benefits that Blackboard will provide HTS:

1 A much easier and faster programme for teachers to use than traditional websites, it will
free teachers to do more vital work than web updating.

1 A much richer environment that will allow teachers to employ a wider variety of strategies
for their classes, thereby increasing avenues for student success.

1 More access to student grades so that parents do not have to wait until report cards to see
how their children are progressing.

1 Blackboard is used by many of the universities our students will attend. Exposing them to
working with Blackboard aligns with our mission of preparing students for university studies.

As all students have HTS network accounts that provide them with web-based e-mail, all students
now have Blackboard accounts that give them access to course sites and other internal information
sites or services such as our libraries. Senior School students will find that as they very often
change courses during the first week or two of classes, their Blackboard enrolments may lag
behind.

Parents are also provided with Blackboard accounts that
in the school year the IT Department will e-mail families with login information so that parents will
be able to view their childrenbés coursework and achievem

Grade Center

Grade Center is the marks programme housed within Blackboard. The use of this module of
Blackboard is intended to provide students with an assessment of their progress so that they can
become more responsible for their own learning.

Parents viewing this data should try to bear the following in mind:

1 Fluctuations should not be the source of panic.

1 Students and parents should note that while the mark is important, it is the learning behind
the mark that is more important.

1 In the early stages of the year when very small samples of marks are available, overall
marks may swing substantially. In time the marks will stabilize as students become familiar
with teachersdé expectations and the amount of data hc
more substantial. Fluctuations should not be the source of panic.
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1 Parents should not be contacting teachers for explanations or justifications of how or why a
grade was determined after every posting. These conversations should be taking place at
the Student Progress Interviews when a bigger picture emerges. Parents are always
wel come to book an appointment with a teachWhileito di s«
is very convenient for a parent to e-mail a teacher for explanations of marks, e-mail is not a
good medium for addressing such complex conversations these matters require.

1 Marks should be the starting point for conversations between parents and children. They
need to talk not only about why a mark was achieved but how the student should speak to
the teacher about the mark. Parents who teach their children how to advocate successfully
for themselves provide them with a skill that will help them find success through their entire
lives.

The options available for internet connectivity are really quite astounding. Here are a few that
might be worth considering.

 Traditional phone connections. These services can be purchased from a myriad of ISPs
(Internet Services Providers). They tend to have slower connections that tie up your phone line
but they are the least expensive option.
i Cable Connections. The Cable TV providers sell a service that can be more expensive but it
offers much higher performance level that also gives you back your phone, if you have a heavy
web surfer in your home.
f High Speed Telephone Service. Bel | Canadad6s Sympatico offers thi:
almost the same speed as the cable and can be better at times of the day when the cable
system is heavily utilized. While it does run on your telephone line, it does not interfere with
calls or faxes.
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FINANCIAL INFORMATION

Tuition Fees - Full-time

Tuition fees are due on or before the dates published in the fee schedule. An enrolment package,
including the tuition fee schedule which gives a detailed outline of the plans, will be sent to parents
in mid-December each year for the next school year. All enrolment forms are due on or before
January 15. As part of the enrolment process, postdated cheques or pre-authorized electronic
payments are required for future tuition fee payments.

Tuition Fees - Part-time

Students in Grades 9 to 12 are considered to be full time regardless of how many courses they are
taking. HTS students who return after Grade 12 for a fifth year of high school to achieve their
0.S.S.D. (high school diploma) must enroll in at least three courses, two of which are at the Grade
12 level, and meet the normal co-curricular requirements for Grade 12 students. Students who are
enrolled in six or more courses are considered full-time.

If these students are enrolled in five courses or less, the fee for these students is prorated
(approximately one half for three courses, two-thirds for four courses and five-sixths for five
courses). Neither the prorated fee structure nor the part-time status are offered to students at any
other grade level.

If a student in his or her fifth year of high school drops from a full-time course load to a part-time
course load prior to Thanksgiving, a refund of tuition will be processed in the appropriate amount.
No refunds will be issued for courses dropped after Thanksgiving of the current school year.

Bursaries are available to provide families with demonstrated financial need with temporary
financial assistance. Bursary assistance is available to students already enrolled in the school.
Bursary applications for the next school year must be submitted by January 15 of the preceding
year. Parents who would like to submit an application are asked to contact the Director of Finance.

In deciding on applications, the Bursary Committeeds

Committee also gives preference or weighting to the following factors:
contribution to the school by the student(s)

contribution to the school by the parent(s)/guardian(s)

academic record

number of children in a family attending the school

= =4 -8 -4

All students enrolled at Holy Trinity School are insured under the terms of an accident policy
underwritten by Industrial-Alliance Pacific Life Insurance Company.

The plan provides 24 hour coverage every day throughout the school year including weekends,
summer vacations and other school breaks. Links and details of the risks insured and the benefits
provided, along with a claim form, can be found online on the HTS website, under the top tab
marked Parents, and the side tab marked Student Accident Insurance. Your child has
coverage under the BASIC programme and the Policy Number for the 2009-2010 school year is
012022043/09.
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If your child has been involved in an accident, a claim form may be completed and submitted to
IAP Life. Please mail the completed form to the IAP Life address shown on the claim form within
90 days of the date of the accident, and no later than one year, whether or not expenses are
incurred.

All Students

Other extra charges are billed from time to time throughout the year. You will be sent a Statement
of Account which outlines what you are being billed for. Payment is due on the date indicated on
the Statement of Account.

Items that may be billed to parents in addition to tuition fees and Grade 7 1 9 student charges may
include the following:

Overnight fields trips

Optional co-curricular trips (e.g., Confirmation Retreat, sports tours, ski trips, etc.)
Yearbook

Optional clothing purchases

Tickets to Athletic Banquet, dances and other like events

Cost to replace lost or damaged books, sports uniforms or other school equipment (Note that if
uniforms or books are not returned by certain deadlines, the school will have incurred
replacement costs)

9 Aftercare
I Replacement Security Cards

S I E

Lower School Students
Except for the items noted above, the cost of Lower School full programme is covered by the
s t u d e tuttiendfees.

Grades Seven to Nine Student Charges
Students in Grades 7 to 9 are required to pay a set fee, payable in two installments (September &
January), for field trips and books. These charges are billed on the Student Account.

Senior School

Students in the Senior School (Grades 10 to 12) are billed monthly for billable items. Parents are
sent a statement for each student which includes a combination of specific charges and activity
fees as noted above. You will be sent a Statement of Account for each child which outlines what
you are being billed for. Payment is due on the date indicated on the Statement of Account.

Overnight Field Trips

Overnight field trips included in the student charges are considered to be an important part of the
curriculum. Parents are encouraged to allow their children to participate in such trips. However,
we recognize that there will always be a few parents who do not wish their children to be away
from them overnight. In general, parents who notify the school in advance that their child will not
be allowed to participate in an overnight trip will be eligible for a refund for the cost of the trip.
However, parents who do not give sufficient notice will not be eligible for a refund.

There are no credits for non-participation on day trips since the trip cost allocated to students has
been calculated on the assumption that all students will participate.

35



Extra Charges
In the rare event that the School wishes to enhance the programme beyond that originally

anticipated when the budget for student charges was set, the teachers would communicate the
proposed programme enhancements and additional costs to the parents. Parents would be billed
for any additional amounts.

Senior School Textbooks

Textbooks for Grades 10 to 12 may be purchased using an on-line book purchasing service offered
by Academic Book Services. Families are able to order books at their convenience beginning in
July and throughout the rest of the year. Deliveries will be made to the address of your choice
prior to the start of school. We recommend orders be placed prior to August 2nd in order to
ensure books are delivered to you in time for the first day of classes.

To order books on-line, visit the HTS web site, www.hts.on.ca, select the O6Parento
to the fiTextbookso tab, withne lwobk servicevweld site. @ncé in Thke Boakman

Services (Academic Book Services) web site, youwillbe asked to key in the studer
name along with their 5 digit student ID, in order to access the personalized book list for each

student. The student | D can be found on the studefhislidtisecur.i
based onthe studentdés timetable for the upcoming school yea
card (VISA or MasterCard) directly to The Bookman.

Other
Parents will continue to pay directly for items bought through the Hawk Shop or optional bussing to
and from school. Such payments will continue to be made to the volunteer parents' associations.

Past Due Accounts

Accounts that are not paid on or before the due dates are charged interest at the rate of 1.5% per
month or 18% per annum. Finance charges appear on your Statement of Account. Failure to clear
past due accounts may result in the removal of students from the school. It is the school's policy
that students cannot be enrolled for the next year if there are any outstanding amounts past due
from the previous year.

If parents are charged for items they do not agree with they should call the school office when the
statement is received and explain why they are not in agreement with the charge. In general,
credits will be issued up to 30 days after the statement date.

Credit Card Payments
The school accepts payment by VISA or MasterCard for student charges and donations only.
Please note that tuition fees may not be paid with credit cards.

HTS is a registered charitable institution. Official receipts for income tax purposes are issued for
all cash donations and for the fair value of qualifying donations in kind. Traditionally the school
issues one receipt, in January or February, along with a statement that shows all the donations
made by a family during the previous calendar year. For further information please contact the
Development office.

Method of Payment - Donations

If you wish to make a single donation with a credit card you may come into the Front Office and
make a credit card payment (as you would in a store). If you wish to authorize the school to
deduct monthly donations of a set amount from your credit card or your bank account, you may
complete a pre-authorization form that permits the school to automatically charge your credit card
or your bank account for a set monthly amount.
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Religious Instruction

Because the school includes religious instruction and daily chapel in the curriculum we are
permitted to issue a receipt for a portion of the tuition fees that is considered to be for religious
instruction. This amount is calculated in accordance with Information Circular 75-23 issued by the
Canada Customs and Revenue Agency and will vary from year to year. A receipt for religious
instruction is dated the date of the last tuition payment, and is issued for each child enrolled in the
school to the person or organization that paid the fees.

Childcare

The school issues receipts for the portion of the tuition fees that is considered to be for childcare.
In general, this represents the time the children are supervised, but are not in class (e.g., breaks
and after school activities). The enrolment form asks parents to indicate if they wish to receive a
childcare receipt. Receipts are automatically issued for students who are under 16 years of age
during the calendar year.

Childcare receipts are issued in the name of the person or organization that paid the funds to the
school.

Tuition fees are not deductible for income tax purposes. The school is not permitted to issue
T2202 forms since we are not a post secondary institution.

An annual report is posted on the school 6s website,
for the most recent fiscal year. This information is extracted from the audited financial statements,
and includes statements of financial position, operations and changes in net assets and cash flows.

37

t hat



T
O TR 3CH00L

M
M

Holy Trinity School
11300 Bayview Ave.
Richmond Hill, ON L4S 1L4
T.905-737-1114 F. 905-737-5187
Email: info@hts.on.ca
Web: www.hts.on.ca
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