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WELCOME TO HOLY FAMILY SCHOOL!

Holy Family School exists to provide a quality education where faculty, parents, staff, and
students come together in a truly Christian atmosphere. Consideration for one another and for the
purpose of the school is the essence of all who form Holy Family School.

The policies and procedures contained in this handbook have been carefully prepared. It is our
hope that this handbook will be of value to you. Only with your help and support can Holy
Family School continue its mission.

No list of rules and regulations can be exhaustive in listing policies, procedures and practices
undertaken in this schoolds operation. The information that follows is intended to provide only a
framework. Situations may arise in the course of a year that require special action. These
situations will be dealt with as the need arises. School retains the right to amend the handbook
for just cause. Parents will be given prompt notification if changes are made.

No one has it all together&but together in Christ we have it all.
Mrs. Kay Miller, Principal

OUR PRAYER

We thank You, O God
for the gift of our school,
and for the people who share our lives.

Help us make our school into a holy place,
with bonds that are loving and strong.

Help us to see the good in all people,
and to honor their lives as our own.

Bless all of us together,
with the light of Your presence,
and with Your love.

Amen



MISSION STATEMENT/VISION/PHILOSOPHY AND GOALS
OF HOLY FAMILY SCHOOL

MISSION STATEMENT

Holy Family School is a learning community united by our love and concern for all children. We
are dedicated to academic achievement and spiritual growth based on the timeless traditions of
our faith. Our shared vision is to inspire a love of learning and service to others with Jesus as our
mentor.

MISSION STATEMENT GOALS

MESSAGE:

1. We are a learning community.

2. To grow academically and spiritually through the teachings of Christ.

PRAYER/WORSHIP:

1. To create a spiritual environment by integrating and internalizing our living faith through
action and service.

2. Our focus is involvement in worship, sacraments, prayer, and traditions.

COMMUNITY:

1. To bring the living Christ to our diverse communities by modeling His values and in
serving His people.

2. By acting as Jesus, we practice justice, acceptance, and peace to all of Godds creation.

SERVICE:

1. To nurture empathy, compassion, and charity by offering opportunities to serve others
through selfless actions.

VISION STATEMENT

Holy Family School envisions a Catholic environment in which all children grow in knowledge,
faith, and character reflecting the teachings of Christ. Personal academic achievement, a
commitment to societal responsibilities, and successful family relationships continue to be
maintained.

PHILOSOPHY STATEMENT

Holy Family School is dedicated to forming an educated child of God who will serve church and
community.

PHILOSOPHY GOALS

e A positive Christian self-concept is refined by experiencing social and moral values in a
Catholic environment.

e The curriculum encourages all children to attain their intellectual potential.

e There is a love of learning by teachers, students, and families.

e To enhance strong, physical, and mental well-being in our students through curriculum
and extra curricular activities.

e To maintain and strengthen a healthy and secure faith-centered school community.

e This Catholic education is accomplished through our trinity of home, church, and school.
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ABSENCES/ATTENDANCE

Regular attendance is essential to a student’s success in school. Most subjects are taught in
sequence, requiring the understanding of each concept in the order of its presentation.
Absenteeism creates a genuine hardship for the student. We ask that parents make every effort to
make sure their children are in attendance on a regular basis.

A student arriving after 10:00 A.M. will be considered absent one-half day. Students arriving
after 8:25 A.M. or leaving before the end of the school day must sign in or sign out in the office.

Students must bring in written permission to leave the building.

The following are excused absences:

l. Personal illness
2. Death in the family
3. Special medical appointments that cannot be scheduled after school hours

Students must bring a note from home prior to the appointment to verify when the student needs
to leave school. A signed and dated note from the parent or the doctor’s office must be brought
to school after the appointment or the absence will be considered unexcused.

If a student is to be absent from school, parents must call the office by 8:30 A.M. to report the
absence and state the reason. If no phone call is received, the secretary will attempt to contact the
parents. If no contact with the parent is possible, the school will attempt to contact the name on
the emergency phone listing for that child. A note must accompany the child to school on the day
of his/her return if no contact has been made.

Extended illnesses of five or more days require a written verification from the doctor. Frequent or
pattern-like absences may result in review for possible retention.

A student must be in school attendance no later than 10 A.M. on the day he/she participates in an
extracurricular activity. The student must be in attendance the remainder of the school day. If a
student has a doctor’s excuse prohibiting participation in physical education class, he/she will not
be permitted to participate in athletics. It is the responsibility of the student to make up all
homework after an absence or illness.

EXTENDED ABSENCES

It is strongly recommended that all extended absences due to vacations, not illness, coincide with
regular school holidays. However, if this is unavoidable, please follow these guidelines:

1. The student is responsible to get a list of all missed assignments from all teachers upon
his/her return to school.

2. The student has one day for every day missed to make up all assignments.

3. Work not turned in on time will result in a “0.”

Assignments may be asked for ahead of time. However, homework will only be given ahead if
the teacher has prepared it. It is the responsibility of the parent to ensure that the student’s work

is made up according to the above requests and the teacher’s wishes.
1



ACADEMIC STRUCTURE

Holy Family School consists of students from Pre-Kindergarten through eighth grade. Pre-
Kindergarten students are half-day students. The students change classrooms to study with
teachers specially trained in their subject area.

DAILY SCHEDULE
Mornings
3 year Pre-K T & R 8:15 AM.-11:00 A.M.
4 year Pre-K M -For M, W, F 8:15AM. -11:30 AM.
Kindergarten (Mornings) 8:15 AM.-11:30 AM.
Kindergarten (Full Days) 8:15AM.-3:10 P.M.

Wednesday Dismissal is at 2:20 P.M.

DAILY SCHEDULE FOR GRADES 1-8

Mornings 8:15 First Bell
8:20 Tardy Warning Bell
8:25 Final Tardy Bell
8:30 School Begins
10:00 Recess - Gr. 1-5
12:20-12:50  Lunch - Gr. 1-8
1:45-2 Recess - Gr. 1-3
2:20 Dismissal (Wed.)
3:10 Dismissal (Mon., Tues., Thurs., Fri.)

CLASS PERIODS FOR GR. 6-8

Mon/Tues/Thurs/Fri Wed
First Hour 8:30 8:30
Second Hour 9:16 10:03
Third Hour 10:02 10:36
Fourth Hour 10:48 11:09
Fifth Hour 11:34 11:42
Lunch Hour 12:20-12:50 12:20-12:50
Sixth Hour 12:52 12:55
Seventh Hour 1:38 1:35
Eighth Hour 2.24
Dismissal 3:10 2:20



ACCREDITATION

Holy Family School participates in a planning and accreditation process. We are accredited
through the Archdiocese of Milwaukee’s OSCYM (Office for Schools, Child, & Youth
Ministries) and WRISA (Wisconsin Religious and Independent Schools Accreditation).

The standards of the OSCYM reflect the requirements for Catholic schools as stated in the
policies, regulations, and statutes of the Wisconsin Catholic Conference of Bishops, the policies
and regulations for the OSCYM and the Wisconsin Department of Public Instruction.

Every year schools submit the Annual Standards for Accreditation form and the Personnel
Standards form to the OSCYM for review by the Accreditation Review Board. Every seven
years, schools submit documentation for the Accreditation Standards to the OSCYM. A team
comprised of principals, teachers, and other qualified personnel, along with a resource staff of the
OSCYM, visits the school and reviews the documentation of the Standards. The team will also
review compliance with the WRISA criteria for accreditation. A yearly WRISA report is also
due.

Holy Family School is fully compliant in meeting Archdiocesan Standards for Accreditation for
2007-2013. We also received Exemplary Recognition in the areas of Mission, Community, and

Climate.

ADMITTANCE POLICY

Milwaukee Archdiocese policy concerning admittance of new pupils to Catholic schools states:

“The school respects the dignity of the child and his right to an education in a Catholic school.
Neither race nor nationality is to prevent a child from being accepted in the Catholic school.
Children of other religions may be accepted unless attendance would cause conflict for the child
because of the unique religious philosophy of the Catholic school.”

New students who apply for entrance into Holy Family School and who meet the following
criteria shall be accepted regardless of race and national origin.

Students entering our 3PK program must be 3 years old by September 1%

Students entering our 4PK program must be 4 years old by September 1st.
Students entering our Kindergarten program must be 5 years old by September 1st.
All children must be toilet trained.

Students must meet Wisconsin state health requirements.

PO ==

Non-Catholic students may be accepted on the condition that they take part in the regular
religious instruction and activities except the actual reception of the sacraments.

The grade placement as recommended by the child’s previous school shall be honored.



The following will be used as a guideline for class enrollment. However, final enrollment
numbers for each class will be at the discretion of the principal.

* Pre-Kindergarten 16 (with an aide)
* Kindergarten 25 (with an aide)
* First through Third 25
* Fourth & Fifth 28
* Sixth through Eighth 30

Preference on registration will be given in this order:

Grades PK through 8
1. Students currently enrolled
2. Siblings of students enrolled
3. Parish students
4. First come/first served basis

After the registration deadline, enrollment is open on a first come/first served basis.
New Students Entering Holy Family School

Prospective parents and transfer students new to our Catholic school system may be interviewed
by the school personnel to determine if the student’s needs can be met at Holy Family School.
After a probationary period of one semester, the student’s performance will be reviewed by
school personnel to determine if the student should remain at Holy Family School. Previous
school records must be reviewed prior to admission. The student may participate in
extracurricular activities during this time.

Early Admissions Policy

A child applying for early admission must pass stringent standards determined by the State of
Wisconsin and the local public school.

Enrollment into the program will then be determined by space availability. After all age
appropriate children requesting enrollment have been satisfied, and the admission policy of the
school has been followed, early admission will be considered.

Admission is considered to be on a trial basis. If within a reasonable time the child does not
adjust to the school situation, the principal may request that the parents withdraw the child and

enroll him or her at the regular age.

AFTER/BEFORE CARE

After Care is offered 5 days a week with the exception of non-school days or early release days
(such as before Thanksgiving and Christmas when children are dismissed at 1:10 P.M.). After
Care begins at 3:10 (2:20 on Wed.) and children should be picked up at or before 6 P.M. For
safety reasons, parents must come in to school to pick up their child. Students on school grounds
without adult supervision after school will be put into After Care.
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Before Care is offered 5 days a week with the exception of non school days. Before Care begins
at 7:30. Any student arriving before 8:00 will be placed into Before Care.

Please contact the office to set up use of these services. A monetary fee is paid directly to the
providers of these services.

ARRIVAL/PICK UP INSTRUCTIONS

When dropping off and picking up your children from school, we ask that you show extra care in
front of school and on the playground. Always drop your children off on the school side of the
street. A child may never cross the street in the middle of the block. They are to use the marked
crosswalk at the corners.

When the bell rings, the following should happen:

Pre-Kindergarten & Kindergarten
Enter on Superior Ave. entrance - main doors

1st Through 8th Grade
Enter through the back door by the office or at the main doors on Superior Avenue

For the safety of the students, all students in grades Kindergarten through 8 will leave the
building using the doors by the office or the front main doors. Pre-K students are dismissed
on the playground.

When picking up children on the playground, please drive slowly onto the playground. The
express lane cannot be used for parking. Children are not to leave by the 8" Street doors.
Children must be able to be seen by the staff person who is in charge of monitoring children at
dismissal.

When dropping your child off or picking them up from school, please do not park your car
or leave your car running in front of school. Police may ticket you. You may park your car

on 8th or 9th streets and walk your child into the building if you so wish.

ARRIVAL TIMES

Students may not arrive earlier than 8 A.M. unless they are going to Before Care. Supervision of
the students not going to Before Care will begin at 8 a.m.

Scheduled half-day sessions are from 8:15 a.m. until 1:10 p.m. unless otherwise noted in the
Wednesday correspondence.

ASBESTOS
Holy Family School is inspected for asbestos according to the Asbestos Hazard Emergency

Response Act and the EPA. The building complies with AHERA. If you have any questions
pertaining to the Asbestos Program, you may contact David Fischer at the church office.



ATHLETICS

Athletics at Holy Family School is for 5th through 8th grade students. We sponsor basketball for
5th through 8th grade boys and girls and volleyball for girls in 5th through 8th grade. Other
programs may be offered. There is a registration fee for sports programs. Physicals are necessary
and forms can be obtained through the school office. A student must be in school attendance on
the day he/she participates in athletics.

The Athletic Committee is under the direction of the principal. Guidelines and policies will be
distributed to all participants at the beginning of the season. The athletic committee meets on a
regular basis. Meetings are open to the public.

We expect our students and parents to represent us in a Christian manner at all times.

BAND PROGRAMS

Holy Family School, in cooperation with other city of Sheboygan Catholic Schools, provides a
city wide Catholic Schools Band Program. We offer a beginner band, advanced band, and jazz
band.

Beginning in fourth grade, students may participate in the band program. In order to prepare
students for their band participation, students will have the opportunity to receive individual
instrumental lessons during the school day. The student will leave their classroom during the
time of their lesson. Band rehearsals are held at Christ Child Academy after school. Beginning
band meets on Mondays and advanced band meets on Wednesdays. Lesson fees are paid directly
to the band instructor.

Students wishing to participate in the band program will be evaluated at the end of third grade.
During the summer between third and fourth grade, students may begin individual instrument

lessons in order to prepare for their involvement in the band in fourth grade.

Any student entering the band program will receive a special band handbook that outlines the
details of the program.

BICYCLES, ROLLERBLADES, SKATEBOARDS, SCOOTERS, ETC.

Please remember that our city ordinances require the registration of all bicycles. In addition, we
suggest that students record their bicycle serial numbers. Students need to obey all traffic
regulations when traveling to and from school, which includes the wearing of helmets. The
school assumes no responsibility for bicycles. However, provisions have been made to safeguard
bikes by requiring them to be properly marked and locked in the school’s bike rack. Roller
blading, etc., to school is permissible. However, roller blades, etc. must be removed as soon as
student arrives. Use is not permitted once the student arrives on school property and is never used
inside the building or on stairways. Shoes with wheels are not permitted.



BOOKS

Books must be covered at all times. Self-adhesive covers are not allowed. Students are requested
to check their books upon distribution and notify their teacher of any damage done before it came
into their possession. Students will be assessed all damage after the handout date. Report cards
will not be issued until all fines are paid.

BUILDING USE

Anyone using the building with students must use the Building Use Form and must also be
VIRTUS trained.

BUS SERVICE/CONDUCT

Limited bus service is available in some areas through special passes for city busses and through
the Prigge Bus Company. You are asked to contact the school office for more specific
information concerning bussing arrangements and qualifications.

The following rules have been established in order to ensure the safety of all students who ride
the busses:

Cooperate with the bus driver at all times.

Keep hands, feet, and objects to yourself and out of the aisles.

No pushing, shoving, or fighting.

Keep all parts of the body and objects inside the bus. Bus windows may open only if
authorized by the bus driver.

No swearing, rude gestures, or teasing anyone.

Talk in a quiet voice - no shouting.

Use only the bus stop assigned. Orderly behavior is expected at each stop.

Remain seated when the bus is in motion.

. Refrain from throwing anything on the bus, out of the bus, or while waiting for the bus.
0.  Be quiet when the bus is crossing railroad tracks.

1.  No food or drink allowed once entering the bus.

b=
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Infractions of the above rules will be brought to the attention of the parents and school.
Home/school cooperation is important in providing safe and efficient transportation. When
student misconduct occurs on a bus, the driver shall report the specific behavior on an
Unsatisfactory Bus Conduct Report, which shall be turned in to the principal within one school
day. The principal shall review the report and take appropriate disciplinary action. For extreme
cases, the driver may notify the police or sheriff and have a student removed from the bus.

Disciplinary Procedures:

I. On the first instance of misconduct on a bus, the principal speaks with the student and the
parents are notified.
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2. On any instance of misconduct on a bus that endangers others or causes property damage,
or on repeated instances of other misconduct, a student may be denied bus transportation
for 1 or more days. Parents are expected to provide other transportation to school for
students suspended from the bus due to misconduct.

The above rules are formulated by Sheboygan Area School District. It is our duty to abide by

them. Depending on the severity of the infraction, school policies regarding discipline will be

followed.

CANCELLATION/CLOSING OF SCHOOL

Cancellation of school takes place only during extraordinary circumstances such as extreme
weather, equipment failure, or public crisis. Administrators are aware of the hardship that can be
caused by an abrupt cancellation. Therefore, school will not be canceled unless a significant
safety risk has been created by unusual circumstances. If severe weather occurs while school is
in session, the procedure is to follow the decision of the Sheboygan public schools as to whether
or not to remain open.

Every practical means is used to notify parents of an impending cancellation including radio and
TV. In the unusual circumstances where school must be canceled during the school day, teachers
will determine that all students have satisfactory transportation to their home before releasing
them from school.

If cancellation is necessary due to inclement weather conditions, Holy Family School will close
when the Sheboygan Area School District announces closing of the public schools.
Announcements will be made on the radio and TV beginning at 6 A.M. Please tune in to any of
the local radio stations or television channels 4 or 6 for information on delays or closing.

You can also find cancellations on the Internet at: sheboygan.k12.wi.us
It is always the parents’ right to keep their child at home if they feel that roads are unsafe to
travel on. In the event that school is closed due to inclement weather, all athletic and

extracurricular activities will also be canceled for the day.

CHILD ABUSE

We are legally obligated to report child abuse suspicions to authorities.

CHILD CUSTODY DISCLOSURE

All families fill out a confidential family/student information form. Should any court-ordered
special restrictions against either parent exist, the school requires court documentation of that
information. The order will be followed as to the release of student records, release of student,
and parent entrance to the school. Please keep the school informed of any changes.

CLASSROOM VISITS

Parents are encouraged and welcome to visit their child’s classroom. Parents wishing to visit a
classroom are encouraged to make arrangements with the principal and/or teacher before the
visit. All parents and visitors should report to the school office and pick up a badge before going
to a classroom.

8



COMMUNITY SERVICE PROJECTS

The students in each grade as well as Student Council sponsor regular service projects
throughout the year.

CONFERENCES

Parent/Teacher/Student conferences are held twice a year. First quarter conferences are
mandatory and are held at the end of the first quarter. Third quarter conferences can be requested
by either the parent or the teacher. Parents will be notified as to when conferences are scheduled.
Students are encouraged to attend. Additional conferences may be requested by the parent or the
teacher at any time during the school year.

If you have a question or concern in any area, please contact the person directly related to the
problem or area of concern. If there is a question about your child’s classroom, talk to the teacher

before talking to the principal.

COUNSELING PROGRAM

Our counselor, Margaret Walter, who is employed by Catholic Charities, is available to the
children on Tuesdays. If a child is in need of counseling, please contact the teacher or the
principal to set up a time. Parent consent forms are available in the school office. Our Home &
School Association provides this very worthwhile endeavor.

COURTESY

Students are expected to be on time, to have assigned duties finished in a conscientious manner,
to be attentive and respectful, to treat other students and teachers with dignity and respect, and to
assist in keeping the classroom in order.

Students are expected to show respect to all members of the staff - priests, teachers, secretaries,
custodians, lunchroom personnel, playground supervisors and coaches. A spirit of loyalty and

cooperation should reflect this attitude to all that pertains to school life.

CURRICULUM

Curriculum is what we teach and what we expect our students to learn. It identifies what students
need to learn and be able to do for their life’s success. It is a collaborative effort by the staff to
reach standards, benchmarks and performance indicators. It specifies the details of the day-to-day
instruction at Holy Family School. We provide a foundation for life-long learning. We gather
evidence of the success of our curriculum through assessment. The teachers contribute to the
continuous development of our curriculum and the improvement of our instruction. Curriculum,
instruction and assessment all need to be balanced and work together. It is our goal for students
to attain or surpass grade level competencies.



The areas of learning covered at Holy Family School for grades 1 through 8 are reading, math,
science, social studies, language arts, art, music, physical education, computers, Spanish, and
most importantly religion, which is integrated into all of our subject areas. Our Pre-K and
Kindergarten programs have all of the above except Spanish and Computers.

Holy Family School uses the state academic standards as a guide for developing our grade-by-
grade level curriculum. The academic curriculum meets the requirements of the Wisconsin DPI
and the Milwaukee Archdiocese Office of Education. Evaluation of the curriculum is an ongoing
process that provides for continual updating. Holy Family School is also accredited by the
Wisconsin Religious and Independent Schools Accrediting Association. Information on
curriculum and textbooks can be obtained in the school office.

The curriculum is so much necessary raw material, but the warmth is the vital element for the
growing plant and for the soul of the child. (Carl Jung)

DAMAGE TO SCHOOL PROPERTY

Accidental damage to school property may become the financial responsibility of the student and
his/her parents or guardians. The school administration shall determine the level of responsibility
based on a review of the damage costs, the history of similar occurrences and a variety of other
circumstances related to the damage. Intentional damage (vandalism) will result in disciplinary
action including restitution, police intervention and/or suspension or expulsion from school.

DEVELOPMENT

Development is the securing of resources needed to carry out the school’s mission using the
identification, cultivation and solicitation of third source funding opportunities. Development
consists of Recruitment/Public Relations, Shenanigans, Endowments, Grant Writing, Data Base
Management, and Alumni Relations. The more parishioners know about the school, the better for
the school. Our annual financial report is mailed out with the “Mission” newsletter in autumn.
Shenanigans is our big annual fundraiser. Everyone is asked to help and participate. A
percentage of the money made from Shenanigans goes to the Endowment Fund.

DISCIPLINE POLICY

Christian discipline is a maturing process - a process of accepting personal responsibility. We
believe, therefore, that discipline is an important part of Holy Family School and the building of
your child’s character both for now as well as for his/her life in the larger world. Our staff at
Holy Family pledges to you to continually strive to create a Christian environment based on
respect for all, and to promote the values of church life. It is with these goals in mind that we
establish and implement our discipline policies and procedures.

The purpose of any disciplinary action is to help teach children to learn the consequences of their
choices and actions. In order to reach our goal of quality education in a Christian atmosphere, the

inappropriate actions of a few will not be tolerated.

The role of parents is to support the school code and to cooperate with school personnel in
helping students adjust to expectations of the school.
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1. Discipline Policy Terms

F.Y.L. (For Your Information)

An FYI (Addendum A) is a half sheet communication to a parent informing them of an incident
that occurred during the school day. In the middle school, five FYI’s within 5 school days results
in a Communication to Parent Form. In the elementary grades, five FYI’s within one quarter will
result in a Communication to Parent Form. It is the student’s responsibility to take this form
home to be signed and returned the following school day. Teachers will keep copies of FYT slips.
If a student receives 3 FYI’s for dress code violations, a consultation between the parent and
principal will take place.

Communication to Parent Form

(This form must be signed and returned the next school day.)

A Communication to Parent Form (Addendum B) is a full sheet informing the parent of an
incident and the consequences to the student. Three Communication to Parent Forms will result
in a Review Board. A detention will be given for every Communication to Parent Form.

Detention

Detention for grades 5 through 8 is held for 2 hour from 3:15 to 3:45 in Rm. 210 on the Tuesday
or Thursday closest to the day the signed Communication to Parent Form was returned.
Detention for elementary grades 1 through 4 is held for 2 hour from 3:15 to 3:45 in the
homeroom classroom on the date specified on the Communication to Parent form. If the student
does not show up for detention, he/she will have an in school suspension the next day he/she is in
school. Children are to sit quietly and do a reflection on why he/she is serving a detention.
He/she is not allowed to do homework.

Review Board

The board is made up of staff members who act as an advisory group to the principal in the
review of any exceptional or patterned disciplinary cases. It provides a clear means of due
process for the student and parent. Students with 3 Communication to Parent Forms will be
referred to the Review Board. However, the staff at Holy Family School reserves the right, based
on the seriousness of an infraction, to recommend a student be referred automatically for a
Review Board appearance.

The purpose of the school’s Review Board is to assure the observance of Holy Family School’s
rules and regulations. Parents are strongly encouraged to be present as observers. Students are
required to answer the questions presented by the Board. If a student does not attend the Review
Board, he/she may not return to school the following day until the parent(s) and student have met
with the principal or designee.

During a Review Board session, the Board, along with the principal and parents, will review the
behaviors of the student. The Board will make recommendations for consequences. The
consequences in a particular discipline case will be based on the severity and frequency of the
student’s behavior at Holy Family School.
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5 FYI’s =1 Communication to Parent Form = 1 detention
3 Communication to Parent Forms =1 Review Board

Probation

A student may be placed on probation for a trial period by the principal. After conferences are
held with the student’s parents or guardian and relevant school personnel, the principal will set
conditions for release from the probation. If the student is placed on probation, he/she will attend
all of his/her classes but will not be allowed to participate in any extracurricular activities.

Suspension

Prior to any suspension, the student must be advised of the reason for the proposed suspension.
The parent or guardian of a suspended student is given prompt notice of the suspension and the
reasons for the action.

In-School Suspension
In-school suspension can be directed for varying lengths of time as directed by the
principal but should not exceed five days.

A student placed on in school suspension will report to school but will not attend any of
his/her classes. He/she is responsible for all classroom work. He/she will not be allowed
to participate in any extracurricular activities.

Out-of-School Suspension

Out-of-school suspension has a maximum of five days unless a written notice of an
Expulsion Hearing is scheduled. Such notice shall allow not more than a total of fifteen
consecutive school days to be served in suspension until the expulsion hearing is held.
Out-of-school suspension may be given by the principal immediately following a serious
offense.

A student placed on out-of-school suspension will not be allowed in school for the
duration of the suspension. Students are responsible for all work missed and will not be
allowed to participate in any extracurricular activities.

Expulsion and Expulsion Procedures

The Archdiocesan Superintendent of Schools/designee is to be informed before any action
leading to expulsion is taken. Expulsion can take place only after an Expulsion Hearing has been
held. Parents/Legal guardians shall be notified in writing at least five days before the hearing is to
take place. This notification period can be waived by mutual consent of the parents and the
school if an expedited hearing date is advisable.

A Hearing Committee will be formed and will make a recommendation to the pastor. The
recommendation will be to expel, suggest other disciplinary actions in lieu of expulsion, or
exonerate the student of any wrongdoing.

The final decision to expel a student rests with the pastor. The family of the student is informed
of the final decision within 24 hours. A formal letter is sent by certified mail detailing the final
action and signed by pastor and principal no later than the day after the hearing. The right to
appeal is made known to the parents.
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A student who is expelled will not be allowed to attend Holy Family School.

2. School Rules

Food and Gum
All food is eaten in the lunchroom or in the classroom. Gum is not allowed in school or on the
school grounds.

Fighting

Fighting, even “play fighting” is forbidden. Students engaging in this activity will forfeit their
right to interact with other students and will immediately be under the principal’s disciplinary
jurisdiction. Depending on the degree and severity of the fight, the principal may give a
detention, suspend, or expel a student involved in this activity.

Search and Seizure
The principal and/or designate retains the right to search student desks, student lockers, student
possessions, and/or seize possessions if reasonable cause exists.

Cheating

Cheating for personal gain or assisting others to cheat will not be tolerated. Plagiarism is
cheating and will be treated as such. Classroom infractions will earn a student zero credit for the
work on which the cheating occurred. A Communication to Parent Form will be sent at the first
offense. A second offense will result in a conference with parents and the principal.

Late or Missing Work

An FYI will be issued for missing or incomplete work. It is the responsibility of the student to
return the signed slip with the work to the individual teacher the next day. Parental contact will
be made if the teacher sees a pattern of missing work.

Snowball/Rock/Wood Chip Throwing/Ball Retrieval
For obvious reasons snowballs, rocks, or wood chips may not be thrown at any time. A
Communication to Parent Form will occur.

If a playground ball needs to be retrieved off a roof or school property, a student may not retrieve
it. A janitor must be informed to retrieve it. If a ball goes outside the fence, a student must get the

playground monitor to retrieve the ball.

Unexcused Tardies
For every unexcused tardy, a student will receive an FYT slip.

3. Classroom Rules

In all cases students, staff members, as well as everyone else will be treated respectfully and
fairly. Simple, clean, and consistent guidelines are stated and posted in the classroom for the

students. Classroom rules are both appropriate for the child’s age and maturity and meaningful
for the individual child.
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If the situation warrants, the principal is brought into the discipline process. This will occur after
the teacher has used every possible recourse. Consequences may include staying after school,
parent conferences, parent/teacher conferences, contractual written plans of action, probation,
suspension, or expulsion from school.

4. Forbidden Items

An FYI or Communication to Parent Form will be given to students bringing any of the
following to school. These include but are not limited to:

Earphones Inappropriate Magazines Water Guns
Aerosol Cans Beepers Electronic Games
Baseball Bats Toys Deemed Inappropriate Radios/Cassettes
CD’s/Players/IPods Gang Related Clothes/Items Pokemon Cards/Items
Alcohol/Tobacco/Other Drugs Weapons/Objects that could Lasers/Pointers

injure others Matches

All prescription/nonprescription medicine must have necessary medical forms completed and
filed in the office.

Cellular Phones (Cell phones must be kept in office. The school is not responsible for loss or
damage.)

5. Types of Infractions

Misdemeanors (The student will be given an FYI.)

Misdemeanors are inappropriate behaviors that create a poor learning climate. Misbehaving may
lead to larger problems, a climate of disrespect, or poor attitude. In other words, anything that
hinders spiritual, academic, psychological, or social growth will not be tolerated. These behaviors
will result in an FYL. They include but are not limited to:

Disruptive/Disrespectful Behavior  Dress Code Violation Chewing Gum or Candy
Unprepared for Class Unexcused Tardiness/Absence
Bringing Forbidden Item Late/Missing Work or Test

We acknowledge that no list will ever be complete or all-inclusive. Be assured, however, that any
misbehavior will be addressed directly by the classroom teacher or staff member.

Intermediate Infraction (The student will serve detention.)

These inappropriate behaviors are of a serious nature. They reflect a disregard of the values of
church, home and school. Often these behaviors not only disrupt the learning atmosphere, but can
also hurt everyone present. A Communication to Parent Form will be sent home. These behaviors
include but are not limited to:

Profanity Verbal Harassment Inappropriate
Vandalism Lying Computer Usage
Cheating/Copying Homework/Plagiarism  Stealing

Fighting or Bullying Forbidden item

We acknowledge that no list will ever be complete or all-inclusive. Be assured, however, that any
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misbehavior will be addressed directly by the classroom teacher or staff member.

Serious Infractions (A student will be suspended or expelled.)
A student will receive a Communication to Parent Form.

These behaviors endanger the safety of students. They include but are not limited to:

Sexual Misconduct or Harassment Physical/Verbal Threats
Physical Endangerment Misuse of Flammable or Hazardous Materials
Fighting/Bullying Weapons/objects that could injure others

Possession/Use of Alcohol, Tobacco or Other Drugs

Any illegal violations will automatically be referred to the Sheboygan Police. Restitution will be
made for acts of vandalism.

We acknowledge that no list will ever be complete or all-inclusive. Be assured, however, that any
misbehavior will be addressed directly by the classroom teacher or staff member.

6. Discipline - Grades 1-4

Grades 1 through 4 will use a notebook/binder with each child’s name entered to document
individual offenses, which may occur in their classroom, on the playground, and in any special
classes such as gym, music, computer, library, Spanish, and art. An FYI is sent home for each
notebook offense.

Five entries per quarter for a combination of missed/late work and behavior will result in a
Communication to Parent Form. Each teacher has the option to write a Communication to Parent
Form if they feel the offense is of a serious nature or they see that the behavior is a repeated
offense.

7. Discipline - Grades 5-8

Students in grades 5 through 8 carry a discipline card, which lists all students’ names and each
class they have. The homeroom teacher is in charge of the card. Teachers for grades 5 through 8
will record O’s (missing assignment slips), B’s (behavior), G’s (gum or candy), DC’s (dress code
violation), U’s (unprepared), and T’s (tardy). Five marks on this card within 5 school days will
result in a Communication to Parent Form being sent home.

At any time the leadership of Holy Family School reserves the right to skip steps in this process
depending on the severity and seriousness of the student’s behavior.

All discipline policies and procedures may be used at the discretion of our pastor and
principal. Please remember that Holy Family School is your child’s community. We are all
one body in Christ. As such, our behavior should reflect the life of Christ. Individual
behavior will focus on making our school environment an example of Christ’s love.
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DOCTOR & DENTIST APPOINTMENTS

Students are expected to make every effort to schedule doctor and dentist appointments outside
of school hours. However, when this is not possible, students must check out in the office and
check back in upon returning by signing their name to the attendance roster. Students must
bring a note from home prior to the appointment to verify when the student needs to leave
school. If the student’s doctor/dentist appointment is during the day, a signed and dated
note from the parent or doctor’s office must be brought to school after the appointment or
the absence will be considered unexcused.

DRESS CODE (Grades 1-8)

Students are expected to follow Holy Family’s dress code at all times. Because students act the
way they dress, parents as well as children are encouraged to exercise good judgment in their
selection of attire for the school day. Good grooming should reflect a positive self-image and
pride in personal appearance. All students are expected to practice good hygiene. Clothes may be
acceptable for Grades 1-4 that would not be acceptable for Grades 5-8 because of the child’s
maturity. When in doubt about a particular item of clothing, please do not wear it before getting
it approved by the principal.

Wednesday (Mass day) Attire
Wednesday attire will be enforced every Wednesday of the month.

Before listing our dress code, we call to your attention the following additional policy which will
be in force on Wednesdays, our Mass day.

a. All shirts must have collars or turtlenecks. Dresses, however, may be worn without a
collar.

b. Jean pants may not be worn.

c. Students in violation of the Wednesday attire will be asked to call home for a change of
clothes.

d. Shorts & skorts may be worn in the months of June and September only.

Holy Family Dress Code
l. Dress pants with standard width only (straight leg). Corduroy pants, bibs, loose fitting
capri pants are acceptable.
Not acceptable are: jeans of any shade, form fitting or oversized pants, frayed,
faded, or torn pants, form-fitted leggings. No sweat pants, lounge pants, jogging
outfits, wind pants or army fatigues. There is to be no showing of undergarments.

2. Dresses, skirts and jumpers must be no shorter than 4” from floor when kneeling. Floor
length skirts/dresses are acceptable providing that the slit is not higher than the knee.
Denim dresses, jumpers, and skirts are acceptable.
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Not acceptable are: mini length skirts, jumpers and dresses.

3. Shorts and skorts can be worn year round but must be no shorter than 6” from floor when

kneeling and must be standard width (straight leg).
Not acceptable are: oversized or form fitting.

4, Sweaters, sweatshirts, and sleeveless shirts are acceptable but no bare shoulders. Shirts
longer than mid seat need to be tucked in. No words on shirts or sweatshirts unless they
are a 3” x 3” logo or HFS logo.

Not Acceptable are: oversized tops or form fitting tops, muscle shirts, tops with
low and plunging necklines, midriff tops, jerseys. Clothes (sweaters, sweatshirts,
etc.) are not to be tied around waist.

5. Shoes with straps and soles of shoes with appropriate height for the style. (This is a safety
issue.)
Not acceptable are: clogs, high heels, shoes with wheels

6. Excessive make-up is not acceptable.

7. Socks, tights, or anklets must be worn at all times.

8. All clothing must be clean and neat.

9. No wearing of caps or hoods of sweatshirts in the school building.

10.  No tattoos or body piercing other than earrings.

11. Only normal hair colors and reasonable styles are acceptable.

12. Children will be allowed to wear jeans every Friday of each week, providing all other

pant restrictions apply.

Since styles change rapidly, the administration may add or remove further restrictions.
The principal will have discretion to make the necessary changes or judgment calls. It is
the responsibility of the parent and student to check with the school before wearing any
questionable attire.

Dress Code Violations

The enforcement of the dress code will be the responsibility of the staff. The homeroom teacher
will issue an FYI for an infraction. After 3 FYI’s are issued for dress code violations, the student
and parent will discuss these infractions with the principal. Dress Code will be enforced up to
and including the last day of school. Any FYI’s given during last 10 days of school must be
returned or report cards will not be issued.

EXTRACURRICULAR ACTIVITIES

Extracurricular activities are offered to the students to enrich and enhance their academic
education. We expect this to be a learning experience. The activities we have are athletics,
elementary choir and middle school choir, student council, middle school math club, and our
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plays and forensics, which are held every other year. Other activities offered are beginners and
advanced band, jazz band, servers for Mass, and scouting.

If the student is placed on probation, he/she will attend all of his/her classes but will not be
allowed to participate in any extracurricular activities.

FEES AND MONEY COLLECTED

Parents/guardians must place all money to be turned in at school in sealed envelopes. Please
indicate on the outside of the envelope the student’s name, grade, amount of money
enclosed, and what the money is to be used for. One check may be combined for payment of
lunch and milk. However, separate checks must be issued for payment of after care, field trips,
etc.

FIELD TRIPS

Field trips within our city and to nearby points of interest are scheduled by classroom teachers
throughout the school year. These trips are designed to supplement different aspects of the
classroom curriculum and to introduce students to the resources of the community. Parents will
receive notices of field trips well in advance of the scheduled trip date and will be asked to sign
field trip permission forms for each trip as mandated by the Archdiocese. Home and School
sponsors one bus trip for each class. Parents are responsible for all fees involved in each field trip
taken and are encouraged to attend field trip outings with their children. Drivers must be
VIRTUS trained and must fill out a driver information form (Addendum C) before transporting
students for field trips.

Use of private vehicles for school activities require that the passengers be belted and/or in
booster seats as prescribed by law.

A school-sponsored trip to Washington, D.C. is taken by the eighth grade class in May. This is
part of the 8" grade social studies curriculum. Fundraisers, including T.G.LF., which is handled
by the 8" grade parents, are held. The goal of the school is to provide as much money as possible
through the fundraisers. If aid is needed, please contact the principal.

FIRE/TORNADO DRILLS

Holy Family School complies fully with state and local regulation safety drills.

Fire drills are conducted monthly and tornado drills are conducted at least twice during the year.
Detailed escape plans are posted inside each door of the classroom. Each class has a particular
fire drill route to an outside area that is a safe distance from the building. Children and adults are
expected to vacate the building in the least amount of time possible and in an orderly and quiet
fashion.

During tornado drills, each classroom goes to a designated area within the building. All children
kneel down in a squatting position and cover their heads.
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FORENSICS

Forensics competition among the Sheboygan Area Parochial Schools is held every other year.
This includes interpretive readings, poetry, prose, and group reading. This is offered to grades 5

through 8.

GRADING

Students are graded on written work, classroom participation, and tests. Students receive report
cards four times a year, usually the Wednesday following the end of the quarter of the school
year. Mid-quarter progress reports are sent to everyone each quarter. As teachers in the middle
school have many students, we encourage parents to call to make appointments if you are

unaware of your child’s progress.

GRADING SCALE
98-100 A+ 4.33
95-97 A 4.00
93-94 A- 3.66
90-92 B+ 3.33
86-89 B 3.0
83-85 B- 2.66
81-82 C+ 2.33
78-80 C 2.0
76-77 C- 1.66
74-75 D+ 1.33
71-73 D 1.0
69-70 D- .66
68-Below U 0
S Secure:  Demonstrates a complete understanding and
application
P Progressing: Demonstrates a general understanding
N Needs improvement: Demonstrates an inconsistent
understanding
SPECIAL SUBJECTS GRADE LEVEL GRADE SCALE
Music, P.E., Art PK & Kindergarten S,P,N
Music, Art, P.E., Spanish, Computers 1 through 3 S,P,N
Music, Art, P.E., Spanish, Computers 4 and 5 Letter Grades
Music, Art, P.E., Spanish 6 through 8 Letter Grades

(Letter Grades count for G.P.A.)
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GRADING

Grade PK, K, 1,2, & 3 S, P, or N in all subjects
Grade 4 & 5 Letter grades in all subjects
Middle school Letter grades in all subjects

Social Growth & Learner Behaviors Key

O Outstanding — Student displays superior successful learner behaviors — Grs. 1-5

S Successful — Student displays successful learner behaviors appropriate for grade level —
Grs. PK-5

P Progressing — Student has shown progress with behavior — Grs. PK-5

N Needs Improvement — Student is not displaying behavior that leads to successful learning
Grs. PK-5

The Standards Proficiency Scale used for state standards/exit expectations for each subject
area is as follows:

# Advanced: Demonstrates exemplary understanding and application — Grs. 4-8
+ Proficient: Demonstrates consistent understanding and application — Grs. PK-8
/ Basic: Demonstrates a general understanding, but an inconsistent application of the

information — Grs. PK-8
- Minimal: Demonstrates a lack of understanding of key concepts/skills — Grs. PK-8

Blank Not assessed at this time — Grs. PK-8

Students taking middle school Math will be graded on a separate scale. All grades figure into
GPA.

WEIGHTED GRADES

Grades will be weighted when figuring GPA’s for the middle school. If a class meets five times a
week, it will count 100%. If a class meets three times a week, it will count 60%. Classes meeting
twice a week will count 40%, and classes meeting once a week will count 20%. A’s count 4
points, B’s count 3 points, C’s count 2 points, and D’s count 1 point.

For example math meets five times a week. A student obtains a B, which is worth 3 points.
Physical education meets three times a week. A student obtains a B, which is worth 1.8 points.
(3(what a B is worth) *.6 (60%)=1.8).

GRADUATION POLICY - GRADES 6,7, 8

Students at Holy Family School are expected to perform at academic, behavioral, and Christian

levels that enable them to be good, successful young people, not only academically but also
20



morally. We pride ourselves at Holy Family in being different and unique; therefore, we set our
expectations higher than normal. Given these statements, it is our belief that students in grades 6-
8 must maintain a cumulative grade point average of C- (76-77%). Grades in all programs will be
included in the calculation. A grade point average of 1.66 is equal to a C-.

This policy is given to each student who enters the sixth grade. This is how it works:

All grades will be averaged at the end of each quarter. A grade point of 1.66 or below will
constitute notification to the parent that the student has fallen below the expected level.

The student should maintain a 1.66 average throughout the 6th, 7th, and 8th grade. The
G.P.A.’s are evaluated at the end of the 3rd quarter of the 8th grade year. Failing to
maintain a cumulative 1.66 G.P.A. will result in a letter of attendance rather than a
certification of graduation.

This policy is fully supported by the School Committee, faculty and administration of Holy
Family School and is discussed with all 6™ graders and any other new middle school student, and
is sent home to parents. Students and parents read and sign the acknowledgement of this
information.

Holy Family School 8" grade graduation is held in church with a reception to follow worked by
Y y g g
the 7" grade parents.

GRIEVANCE PROCEDURE

Holy Family School is committed to fostering a process to solve problems or resolve disputes
that is simple, accessible, timely and conducted openly and honestly at all steps. A grievance that
is not raised in a timely manner (this should not exceed ten days) will be deemed to be waived.

A grievance form (Addendum J) must be filled out if going to Level Two.

All levels will refer to a grievance that may also be characterized as a parent concern.
These are the levels that must be followed in this order.

Level One: Any parent who has a concern regarding a staff person or the principal must first talk
to the staff person or principal as soon as possible. If the matter can be resolved at this level, the
process ends. If not the grievance form must be presented to the staff person or principal at this
time and filled out for Level One and the parent may proceed to Level Two within 3 school days
or the grievance will be considered resolved.

Level Two: The grievance must now be in writing and include data and facts to support the
grievance. No written grievance will be accepted that is based on rumor or hearsay. The
grievance will be presented to the principal (if the grievance is against a teacher) or the pastor (if
the grievance is against the principal). After accepting the grievance, the principal or pastor will
meet with the parent (s) within 3 school days or at a time agreeable to both parties. If the matter
is resolved the process ends. If the matter is not resolved the parent may go to Level Three within
3 school days or the grievance will be considered resolved.
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Level Three: The written grievance will be presented to the pastor. After accepting the
grievance, the pastor will meet with the parent (s) and staff person within 3 school days or at a
time agreeable to both parties. If the matter is resolved the process ends. If the matter is not
resolved within 5 school days the parent (s) may appeal to the Archdiocese.

A parent (s) must submit written documentation detailing the progress of the grievance thus far.
These documents, along with a letter explaining why an appeal is requested, should be submitted
to the Office of Parish and School Personnel within ten days of the pastor’s final decision. If so
warranted, further mediation, grievance panel review, or binding arbitration, subject to review by
the Archbishop to assure it does not violate civil or canon law, Church teaching, or Archdiocesan
policy, will be considered for resolution of the grievance.

GUN FREE SCHOOL ZONE

In furthering the protection of our students, the Federal Government in 1990 enacted the Gun
Free School Zones Act. The law states:

“It shall be unlawful for any individual knowingly to possess a firearm at a place that the
individual knows, or has reasonable cause to believe, is a school zone. Whoever violates this

law shall be fined not more than $5,000, imprisonment for not more than five years, or both.”

HARASSMENT

It is imperative to maintain an educational environment that encourages optimum human growth
and development. Respect for the dignity of each person is essential to Catholic tradition. It is
vital that our school maintains a learning and working environment free of any form of
harassment or intimidation toward students.

Harassment is defined as a single incident or pattern of behavior wherein the purpose or effect is
to create a hostile, offensive, or intimidating environment. Harassment encompasses a broad
range of physical or verbal behavior which can include but is not limited to the following:

1. Threatening behavior 4. Sexual advances or touching
2. Racial insults 5. Sexual comments, jokes, or gestures
3. Derogatory ethnic slurs 6. Physical and mental abuse

HEALTH FORMS FOR STUDENTS

All students are required by state law to have on file in the school office an immunization health
form. The following are the minimum required immunizations for each age/grade level:

Age/Grade Number of Doses

2 years through 4 years 4 DTP/DTaP/DT, 3 Polio, 1 MMR, 3 Hep B, 1 Var

Grades K 4 DTP/DTaP/DT/TD, 4 Polio, 2 MMR, 3 Hep B, 2 Var
Grades 1-5 4 DTP/DTaP/DT/TD, 4 Polio, 2 MMR, 3 Hep B, 1 Var

Grade 6 1 Tdap, 4 DTP/DTaP/DT/Td, 4 Polio, 3 Hep B, 2 MMR, 2 Var
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Grade 7 & 8 4 DTP/DTaP/DT/Td, 4 Polio, 3 Hep B, 2 MMR, 1 Var

Vision and Hearing

Vision testing is done in the fall of each year to 3K, Kindergarten, 1%, 3rd, and 5" grades, or by
referral from the teacher or parent. Hearing testing is given to the 4K and Kindergarten. Notices

will be sent to parents if the testing indicates the need for a professional eye or ear examination.
If parents wish to have their child tested, they may contact the school office.

HOME AND SCHOOL ASSOCIATION

The Home and School Association is an active and dedicated group, which is supportive and
helpful to the school in many ways. Its interests lie in the betterment of Holy Family School by
encouraging educational, moral, and religious growth in the school’s community. It conducts
parent enrichment, family activities and provides personal services when requested. Officers’
names are made available in the fall. All parents are members of the organization and are
strongly encouraged to participate in the activities and meetings as scheduled. Officers of
Home & School must be parents of Holy Family students. Meetings are held at 6 P.M. on the 1*
Wednesday of the month. A counselor, field trip transportation class suppers, and Grandparent
Day are some of the items provided by Home and School. Fundraisers to help support these items
are sales of magazines and poinsettias. The Home & School Association is under the direction of
the principal.

HOMEWORK

Homework is important. It is an extension of the learning that takes place in school. Homework
can provide practice and drill that reinforces classroom learning and can provide opportunities
for independent study, research and creative thinking. Parents can help their children by
arranging a quiet, comfortable place for the students to work and by seeing that assignments are
completed. Assignment books are required for grades 3-6 and are available from the homeroom
teacher. The cost is $4.00 payable to the school at the beginning of the school year.

Students or parents who return to the classroom for homework or any other items they need must
come to the office and have a teacher go with them to the classroom. Students and parents are
not allowed into a classroom without a teacher present. This protects the privacy of the
students as well as the teacher.

HONOR ROLL

The Honor Roll is a very special recognition for academic achievement for the middle school. It
is based on the grade point average for the quarter and is published four times a year. There are
two honor rolls:

Gold - 3.5 or better G.P.A.

Blue - 3.3 to 3.49 G.P.A.

ILLNESS OR INJURY
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In case of illness or injury, a child will be cared for temporarily by the school secretary or a
member of the school staff. School personnel will render first aid treatment only. If emergency
medical treatment is necessary, attempts will be made to contact the parents. If parents or
emergency contact are not available, the child will be transported to the emergency room at a
local hospital. Remember, an emergency telephone number where parents can be reached and the
name and telephone number of the student’s family doctor must be on file at the school. Parents
will be called for all students who receive head or facial injuries. If a student becomes ill or is
injured at school, he/she will go to the office and call home. If a pattern on the log sheet is
noticed, parents will be phoned and advised. If a child is sick or contagious, PLEASE keep
him/her home.

LIBRARY

The library is staffed by volunteers. Students are allowed to use the library during the library
hours with the permission of their classroom teacher. They may use the library to read, check out
books, return books, do reference work, or work on special projects. Each student may check out
up to three books for a period of up to two weeks. There is no fine for overdue books, but lost or
damaged books must be paid for. This must be done before the last day of school or report cards
will be held. The library collection is constantly updated and expanded. Books are chosen for
either their educational or recreational value.

LICE

Head lice are extremely contagious. Students found to have lice will be sent home immediately.
They may not return to school until they are nit-free. We will make every effort to notify the
parents if lice are found in the classroom.

LUNCH

All students eat lunch at school in the lunchroom (auditorium is used). Parents are invited to join
their children for lunch at school. Every day we feature our Home Style Lunch program. An
assortment of cold and hot lunches is prepared in our school’s kitchen. This program has been
approved by the state and takes the place of the Sheboygan Area School District’s lunch
program. Every Friday is T.G.LF. Pizza, nachos and snacks will be sold to help fund the 8th
grade graduation and trip. For those students who do not wish to partake of the Home Style
Lunch or T.G.LF. on Fridays, a bag lunch must be brought from home. All parents are informed
of free and reduced lunches at orientation and in their packet.

Hot lunches are ordered in the students’ homerooms at the beginning of the day. Holy Family
School serves meals under the Wisconsin Department of Public Instruction School Nutrition
Program. To apply for free or reduced price meals, households must fill out the application and
return it to the school. Copies are available in the school’s office. The confidential information
provided on the application will be used for the purpose of determining eligibility and may be
verified at any time during the school year by school or other officials. Applications may be
submitted at any time during the school year.

We have a pay-ahead ticket plan for hot lunches and milk. A lunch card will be worth 10 lunches

($22.50) and a milk card will be worth 10 milks ($3.50). All homeroom teachers will keep the

cards and mark them off when the student needs a lunch or milk. The homeroom teacher will
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also inform you of how many punches you have left on your child’s card. This will be done
through the Wednesday correspondence.

We are again offering the choice of paying by the quarter. The cost per quarter will be $90 and

must be paid within the first week of the quarter at the office. This includes meals Mondays
through Fridays and milk. There will be no refunds.

Individual prices for milk and hot lunch are as follows:

Hot Lunch $2.25 per day (milk is included)
Milk $0.35 per day

MAGAZINES

Inappropriate magazines will not be allowed at school, including, but not limited to: Vogue, In
Style, Glamour, Cosmo Girl, Seventeen, Marie Claire, and Lucky. While students sometimes
need to use magazines for class assignments or projects, we are asking parents to please help
review the content of the magazines their children are using, and help them find wholesome,
appropriate periodicals. Many fashion magazines, even those that are geared toward teenagers,
contain pictures and articles, which do not reflect Catholic family values. Students who bring
these magazines to school will receive an FYI, and the magazine will be confiscated.

MASS

Our all school Mass will be on Wednesday mornings at 9:10 A.M. at Holy Name of Jesus
Church. On the 2nd Friday of the month, the middle school classes will celebrate Mass in the
chapel of the Reinl Center at 9:10 A.M. Students participate in all Masses. Everyone is welcome
to attend. Watch the calendar for any changes.

MEDICINE

If a student is required to take any medication during the day, the following procedure must be
followed:

1. Prescription medicine must be given in the school office. It must be in the original
container, which clearly states the student’s name and dosage. Prescription medicine must
also be accompanied by a written Physician Form (Addendum D) and a Parent
Medication Consent Form (Addendum E) (both forms are available in the school office.)
There is a release form for student inhaler use (Addendum F) also in the school office.

2. Non-prescription medicine - Teachers may not dispense aspirin, cough drops, or
other non-prescription medicine. Any non-prescription medicine must be submitted to the
office with a Parent Medication Consent Form (to be obtained from the school office).
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MOVIES

All feature films, with the exception of an occasional reward, shown during the school day will
be educational and fit into the curriculum. All feature films will be approved by the
administrative staff and parental permission (Addendum G) will be required.

OFFICE

The school office is the mainstay of an efficiently operated school. In order for us to serve you
better, please make note of the following:

1. The school phone number is 452-1571. The school phone is a business phone. Forgetting
textbooks, homework, gym clothes, or arranging to visit classmates after school are not
acceptable reasons for using the telephone.

2. The school office is open from 7:45 A.M. until 3:45 P.M. during the school year. The
office will be closed during the year when school is not in session.

PARTY INVITATIONS

In the spirit of Christian charity, we ask that party invitations not be distributed at school unless
they include everyone (or are gender specific) in the classroom.

PARENT EDUCATION PROGRAMS

Parent education programs are offered throughout the year through our Home and School
Association, Catholic Charities, and periodicals.

PETS

For health and safety reasons, family/household pets are not allowed in the school nor on school
grounds. This does not include classroom animals. The school administrator, for special events
such as St. Francis Blessing of the Animals, High Interest/Career Day, or “Care for Critters,”
may grant exceptions.

PHYSICAL EDUCATION/UNIFORMS

The staff at Holy Family School believes that physical education is an important part of the
educational experience. The development and maintenance of a healthy body is essential for
physical well being and good mental health. We also believe that attitude development is an
important part of education. We attempt to create an atmosphere for the development of
leadership, sportsmanship, and congeniality through our physical education program.
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Students in grades Pre-K through 3 must have a change of shoes. Students in grades 4 through 8
will need to purchase school uniforms (ordered in May for the following year). Parents will be
assessed the cost of the uniform. Students should have an extra pair of tennis shoes for the gym.
All tennis shoes must have non-marking soles. Grades 4-8 have a locker and will rent a lock
from the school for $2 per year. The locker rooms have showers.

PLAYGROUND SUPERVISION

The playground will be supervised during the morning, noon, and afternoon recesses, as well as
after school. At least one adult is on the playground during regularly scheduled breaks. Parents
are always welcome to come and observe their children in play. If there is inappropriate behavior
occurring at recess, lunch or before or after school, the person on duty will handle the discipline
according to the school rules. The homeroom teacher will be notified. Should your child get
injured on the playground while at lunch or at recess, he/she must contact the playground
supervisor before entering the building.

The playground is not supervised before 8:00 A.M. or after 3:25 P.M. Students are expected to
leave for home immediately following dismissal. Your child should always know where to meet
you and what time you will be there. Please pick up your child promptly. Parking is available
after school on the playground. We ask that you enter and exit properly and drive carefully to
avoid hitting children who may run between cars.

PROMOTION/RETENTION

Holy Family School allows for flexibility of instruction within grades. Retention of a student will
be done judiciously after considering grade standards and attendance as well as the many factors
affecting retention. When retention seems likely, parents will be contacted prior to the end of the
2" quarter.

RECESS POLICIES

Decisions to have outside recess during cold weather depends upon the temperature and wind
chill factor. Always dress your child for outside recess. Students will have supervised free time in
the auditorium or classroom on days when bad weather prevents outside recess.

RECORDS OF STUDENTS

Archdiocese Policy 5125 determines confidentiality and transferring of student records.
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REGISTRATION

In order for preparation of the following school year, we need to know numbers by April 1.
Therefore, registration will be held in February of each year. Dates will be announced in the
church bulletin or you may call the school office for more information. A $100 registration fee
per family must be paid at registration, along with a playground fee of $40 to cover a paid
playground supervisor. The $100 registration fee will be deducted from the total cost of the
tuition for each family and is non-refundable. After April 1, there will be a $100 late fee per child
for current families to cover the costs of late orders and staffing.

RELIGIOUS EDUCATION

Preparation for the sacraments of Eucharist and Reconciliation will be a combined effort under
the coordination of the Religious Education Directors from their respective parishes.

All second grade children in Holy Family School and students in Religious Education will take
part in the preparation for these sacraments during their respective religion class times. The
celebration of the sacraments will be held in accordance with the guidelines of each parish.

Prayer is an important part of daily life. Each school day begins with a prayer led by a student.
The Liturgy is celebrated every Wednesday at 9:10 A.M., and on the 2nd Friday of each month, a
special Middle School Mass is celebrated. Liturgies are celebrated in a form meaningful to the
age groups participating. Students are involved in all parts of the Mass. Music is an integral part
of the liturgies. Parents are also encouraged to participate.

On the first Friday of every month, the rosary is prayed in Holy Name of Jesus Church at 8:30
A.M. This devotion is led by parent/grandparent volunteers. All are welcome to attend.

Teachers/staff are offered spiritual enrichment through training and in-service days both locally
and through the Archdiocese.

SAFETY POLICIES

All teachers have an emergency response packet provided by Catholic Mutual Group Insurance.
The packets provide information relating to bomb threats, facility usage, intruder situations,
disruptions, and emergency status reports. These are gone over at staff meetings.

All staff is trained yearly on Bloodborne Pathogens. We have a Bloodborne Pathogens standard
exposure control plan in the office. All staff is trained yearly on the use of Epi pens and what are
the signs and symptoms of allergic reactions. Several of the staff are trained in CPR and the use
of a defibulator.
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Inspections are done yearly by The Sheboygan Fire Department to make sure all fire related
codes are being followed. Bleachers in our gym are inspected yearly. The Sheboygan County
Health Department and Wisconsin DPI do spontaneous kitchen inspections concerning food
preparations.

All classroom doors are locked when class is not in session. We have a security system and our
building is locked at all times school is in session. One must ring the doorbell on Superior Ave.
to enter Holy Family School. The upkeep of our building facility is a main focus of our
maintenance staff. Safety of our students and staff is a top priority.

Lockdown Procedures

In the event of a lockdown there are definite procedures that will be followed by Holy Family
Staff. These specific procedures are located in the school office and you are welcome to see
these. When an announcement is made that there is a LOCKDOWN, the primary purpose is for
students and staff to find a safe, locked place that is out of sight and to remain silent. If students
are outside the building there are designated sites off of the school’s premises that the Sheboygan
Police Department are aware of, where they must verify every student is accounted for. These
procedures are for the safety of your children.

SALES - STUDENT PARTICIPATION

Minors under the age of 12 may work in a fund-raising sale for a non-profit organization if the
parent gives written approval. Each minor under the age of 9 years of age must be physically
accompanied by a parent or person at least 16 years of age.

SCHOOL COMMITTEE

The Holy Family School Committee is a school advisory committee as defined in the policies of
the Archdiocese of Milwaukee. Its functions include the following:

Assist/advise the principal in developing policies that govern the operation of the school.
Review and evaluate the school budget in conjunction with the principal.

Make school budget recommendations to the parish councils.

Assist in the development of long-range plans for the school.

Serve as a forum for addressing school business.

Create a school marketing plan and identify development goals.

Participate in the evaluation of the school and its programs. Engage in an annual self-
evaluation of the school committee’s functions and attainment of internal goals.

©Hoe Ao o

This council provides advice to the pastor and is interested in maintaining and upgrading the
quality of education at Holy Family School.
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The Holy Family School Committee, which is under the direction of both parish councils, shall
consist of seven voting members selected from the parishes and school families. Ex-officio (non-
voting) members shall be the pastor, principal, a teacher from Holy Family School, Holy Name
Parish Council liaison, & St. Clement Parish Council liaison. The council meets once a month on
the third Wednesday of the month at 6:00 p.m. in Room 108 at Holy Family School.

The members of the School Committee are here to serve the school family. Contact to any
School Committee member should be made by using e-mail addresses, which are available in the
school office.

SCHOOL MANAGEMENT

Holy Family School is managed by Holy Name of Jesus and St. Clement Parishes. These parishes
are under the jurisdiction of the Milwaukee Archdiocese.

ORGANIZATIONAL CHART/REPORTING RELATIONSHIPS

Archdiocese of Milwaukee

Pastor
Parish Council
Principal
| | | | |
School Committee Board Teachers Home Athletic Technology
& & Assn. Committee
Staff School
Planning Policy Finance PR. &
Committee Committee Committee Development
SCRIP

SCRIP is a gift certificate program that can be used at various stores and places of business.
These businesses issue a certain percentage back to our organization, Home and School
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Association. There is no losing of any money in such a situation. You may purchase SCRIP with
school orders, in the school store (office) or on the weekends after Masses at Holy Name Church.
If you purchase SCRIP with your own order or at the school store half of the money made can go
towards your tuition. This is an easy way to help offset the cost of tuition and or help the parish
out financially.

SEARCH AND SEIZURE

School lockers and desks are the property of the school and at no time does the school relinquish
its exclusive control of lockers and desks provided for the convenience of students. Periodic
general inspections of lockers, desks and any items in the lockers and desks may be conducted by
school authorities for any reason at any time, without notice or student consent, and without a
search warrant.

SHENANIGANS

Shenanigans is our big development fundraiser. It is held in March on a Saturday evening and
everyone gets involved. The auditorium and gym get transformed into an Irish atmosphere.
Volunteers are needed to solicit donations for our silent and oral auctions as well as work in
setting up earlier in the week, that evening, or in clean up the next day. It is definitely a
community event. Food and entertainment are provided with your entrance fee. One can even bid
on becoming Principal of the Day!

SOCIAL FUNCTIONS

Parents are responsible for after school social activities of their school children. Mixed parties,
dances, and similar functions off the school premises and outside of school hours are not held
under the sponsorship or direction of the elementary school (Archdiocese 5134).

SPECIAL NEEDS STUDENTS

Students with special needs are evaluated by the professional staff at Holy Family School.
Through public school testing and the IEP that follows, it may be determined that Holy Family
School cannot service the child to the extent that is needed. A recommendation is made to the
parents for educating their child. Parents are involved from the beginning of any evaluation of
their child, and parents have to give final permission for placement of their child. Decisions will
be made always keeping in mind what is the best place for the child.

Students who are learning disabled or who have speech or language difficulties are eligible for a
plan of service at our school.

STUDENT COUNCIL

The Holy Family student council is comprised of students representing grades 4 through 8.
Student council plans various student activities under the supervision of the teacher member.
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Officers and classroom representatives are elected by their peers in each classroom. Any student
may become a non-voting member. These students are required to be members in good standing.
Therefore, any student council member who must attend a Review Board session will not be
allowed to remain a student council member, voting or non-voting.

STUDENT INFORMATION CHANGES

Please inform the school immediately if there is a change in your name, address, phone number,
place of employment, employer’s phone number, marital status, custodial status, or emergency
contact person or phone number. Also, if your child is withdrawing, please notify the school
administration in advance so that records can be transferred. A written exit form must be
completed upon termination of student’s enrollment.

STUDENT VISITORS

We welcome visitors to our school community. However, all visitors must conform to the
regulations set forth by the administration as follows:

1. Student visitors must get parental permission three days before the anticipated visit.
Signatures are required from parents of both the Holy Family student as well as the
visiting student.

3. Student must get the homeroom teacher’s and the principal’s permission three days
before the anticipated visit.
4. The student visitor can only visit on a day when his/her own school is not in session (This

does not apply to out-of-town visitors.)

5. The visiting student must check in to the office upon arrival.

6. The student visitor is to remain with the resident student throughout the day.

7. All lunch and milk requests must be in to the office on the morning the child visits and
must be paid for by the visitor.

8. Inappropriate behavior will result in a phone call to the parents and the visiting student

will be asked to leave.

Any resident student requesting a student visitor must complete the Student Visitor Form
(Addendum I). Additional forms are available in the school office.

TARDIES/TRUANCY

Students arriving after 8:25 A.M. and before 10:00 A.M. will be considered tardy, except if they
are serving or attending Mass. Late students must check in at the office to order lunch and milk.
Late students must also advise their homeroom teachers if they take hot lunch or milk. Students
who are tardy must present a note of explanation from their parents to explain the tardiness.
Students who fail to provide a note from a parent will be considered unexcused and will receive
an FYL

Full-time school attendance is compulsory for Wisconsin children between the ages of six and
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eighteen years. Regular school attendance is a key factor for successful school achievement, later
employment, and becoming a productive member of society. If your child is absent from school
without a valid excuse, the child shall be designated as truant. This is a violation of state law that
brings about the possibility of legal action against the parent/guardian for non-compliance with
the compulsory school attendance law. Failure of a parent to notify the school of their child’s
absence will be considered unexcused and truant.

TECHNOLOGY

Our school has a collection of audio-visual and other multimedia equipment. Proper care and
security of this equipment is essential in order to maintain this exciting and effective aspect of
our teaching program. Students are not allowed to operate or be in possession of audio-visual
equipment without authorization. Use of the equipment is restricted to school activities.

Holy Family School has PC’s in two different Internet accessible computer labs. Parental
permission forms (Addendum H) must be filled out and returned to the office before use of the
Internet is allowed. Grades 1-4 have assigned computer times. In grades 5-8, technology
education is incorporated into the curriculum. Our entire school is networked and each teacher
has a PC on his/her desk specifically used for e-mails, word processing and grading purposes.

The Technology Committee submits a Technology Plan to the Archdiocese every 3 years to be
approved. This committee meets regularly and is always looking for new members to help. The
Technology Committee is under the direction of the principal.

TESTING

Iowa Basic testing will be administered in grades 3, 5, and 7 in March of each year. See your
calendar dates. It is very important for students to be present on the days of testing.

TITLE 1

A federally funded program, Title 1, provides remedial services in reading to students who reside
in districts designated by the federal government as economically deprived. The Title 1 teacher
for Holy Family School is hired by the Sheboygan Area Public Schools on a part-time basis.
Students are recommended for the program by the teacher. Parent permission is needed for
enrollment.

TUITION ASSISTANCE

Families who have difficulty paying the established tuition can confidentially apply for financial

assistance. Income tax records are needed for all forms. Contact the principal for applications.

1. Holy Family School Tuition Assistance Fund assistance forms are due May 1°.

2. St. Vincent de Paul tuition assistance forms are due at time of registration or by
September 1*.

33



TUITION FEES

Holy Family School is subsidized by Holy Name of Jesus and St. Clement Parishes. It is,
therefore, a moral obligation of families in Holy Family School to contribute regularly and
according to their ability to their respective parish. The cost of one child’s education is
approximately $4,820. Anyone able to contribute more than the charged fee can and should do so
through parish support or direct contributions to the school.

Holy Family School uses the FACTS Tuition Payment Plan. FACTS is an automated bank
payment plan with several payment options:

1. Payment in full - Due July 30™ (no fee)

2. Semester payment through FACTS - Due August and February ($15 annual fee)

3. Quarterly payment through FACTS - Due July, October, January, and April ($38
annual fee)

4. Monthly payments through FACTS - June through April ($38 annual fee)

All tuition must be paid in full before final report card is given out. Information regarding school
tuition rates is available in the school office. Information on tuition balances can be obtained
through your parish office.

VIRTUS

In order to ensure a safe environment for all the children in the Archdiocese of Milwaukee, the
Archdiocese asks that all paid employees and volunteers who interact with minors to participate
in the following ways:

1. Attend a VIRTUS: Protecting God’s Children” Awareness Session
. Participate in a Criminal Background Check
3. Read 2 Archdiocesan Documents (Code of Ethical Standards, Mandatory Reporting
Responsibilities Policy)

4. Have a signature form on file to attest to having read these two documents

5. Participate in any appropriate “Safeguarding All God’s Family” additional training
(required of all paid staff and volunteer staff serving in what is normally considered a
paid position).

VISITORS

The double main doors on Superior Avenue are the only doors you may enter during the school
day. All visitors are buzzed in through our security system. All visitors are to report to and
sign in at the office when entering the building. Badges are issued to all visitors.

VOLUNTEERS

Holy Family School considers its parent volunteers as a special resource. Parents are encouraged
to assist the school in the services of their children in such capacities as room mother/father,
volunteer driver, classroom helper, etc. If you have not received a volunteer form and wish to be
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involved in your child’s school, please call the school office. For the safety of our children, a
criminal records check is performed on volunteer librarians, coaches, tutors, reading helpers, and
those deemed necessary by the administration. All volunteers must be VIRTUS trained.

WEB PAGES

Holy Family School has a web site. Visit http://webpages.charter.net/hfs_school. Some
information contained in the web site is the weekly newsletter, announcements, calendar
information, monthly lunch menu, etc. Individual teacher websites (which include homework
information) as well and direct links to teacher e-mail addresses are also available.

WEDNESDAY FOLDERS

Important information concerning Holy Family School is sent home every Wednesday. Your
oldest child is assigned as the family representative unless you contact the office with a specific
preference. Please check and insist that you receive the Wednesday folder from your
children. Part of the responsibility development of your child is bringing home the Wednesday
folder punctually. Remember that this is our way of communicating to you and will often answer
many of the questions you may have on what is happening at school and any calendar events.
These Wednesday folders should be signed and dated by one parent each week. Your signature
on these folders indicates that you have reviewed the contents and are being kept informed.

WELLNESS POLICY

The purpose of this policy is action for healthy kids. Areas include nutrition education, physical
activity, and other school-based activities. The primary goal is to create a total environment that
is conducive to healthy eating and encouraging students to be physically active. The entire policy
is available in the school office.
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ADDENDUMS

F.Y.L. (For Your Information)
Communication to Parent Form
Volunteer Driver Form
Physician Form for Medication
Parent Medication Consent Form
Student Inhaler Use Form
Feature Movie Permission
Internet Permission Forms
Student Visitor Form

Parent Grievance Procedure



FY1 (For Your Information)

Studentds Name Date

In an effort to keep you informed, | want you to know that today your child received a check mark in

Forbidden Items

Chewing Gum/Candy Disruptive/Disrespectful Missing Assignment
Dress Code Violation Being Unprepared for Class Unexcused Tardy
or Absence

This mark was a result of:

If you have any questions or concerns, please call me at school. Your support is necessary and appreciated.

Teacher signature Date

Parent signature Date
(Please sign and return tomorrow.)

(For a middle school student, five marks within five school days will result in a Communication to Parent Form.
For an elementary student, five marks within one quarter will result in a Communication to Parent Form.)

Any student receiving 3 F.Y.l6s for Dress Code violation will result in a parent/student/principal consultation.



STUDENT NAME c.C. Homeroom Teacher

HOMEROOM ml
STAFF MEMBER Initialed by
INCIDENT DATE Mrs. Miller

COMMUNICATION TO PARENT FORM
(2008-2009)
Your child was involved in an incident that requires us to notify you, the parent. The following information
should help you to understand the nature of the incident and the consequences to the student. If you have any
questions concerning this incident, please contact the teacher or staff member who drew up this notice. If your
guestions cannot be answered, please contact the principal to set up an appointment to discuss the situation with
the student and staff involved.

INFRACTION
Disruptive Behavior Defiance/Disobedience/Disrespect
Profanity Harassment (verbal, physical, sexual)
Fighting/Bullying Harmful to another
Vandalism Cheating/Allowing Cheating/Plagiarism
Uncooperative with Substitute Teacher Truancies/Absences
Theft/Stealing Weapons (Possession/Use)
Excessive Unexcused Tardies Possession of Alcohol, Tobacco, Other Drugs
Missing/Late Assignments Dress Code
Zero Slips, Tests Missing Dishonest/Lying

Inappropriate Site Computer Usage
Other T Explanation of infraction

CONSEQUENCES

Verbal Reprimand

Call to Parents

Removal of Privileges

Removal from class/playground

s s s s s s s s s

s s s s s s s s s s s

s s s s s s s

s s s s s s s s s

L L L L L L L £ Lz Z

s s s s s s s s

s s s s s s s s s

Other (explained here)

Please discuss this incident with your child. Then sign, date, and return this notice to your childés homeroom
teacher by 8:30 a.m. on (date) . If it is not returned, the student will phone the
parent to inform them that they must return this form the next morning. Thank you for your support of our
policies and staff.

(Studentos Signature) (Staff Memberbs Signature)

(Parentbs Signature) (Date)



Form

Volunteer Driver Information Sheet 6153(c)
I. Driver: Name: 2lyrsorolder: Y:__ Ni___
Address: Phone:
City: Zip:

Driver's License Number:

Date of birth (necessary to check driver record)*

(* As a volunteer driver for this parish/organization, your driver record on file with the Wisconsin Department of
Transportation may be requested and reviewed.)

I1. Vehicle that will be used:

Name of Owner:

Address of Owner:
Year and Make: Model: License Plate:
Registration Expires: Inspection Expires:

If more than one vehicle is to be used, requested information must be provided for each vehicle.

I1I. Insurance Information: When using a privately owned vehicle, the insurance coverage is the limits of
the insurance policy covering that specific vehicle.

Insurance Company:

Policy Number: Expiration date:

Liability Limits of Policy**

(** Please note: the minimal acceptable liability for privately owned vehicles in $100,000/$300,000.)

IV. Driving record:

Do you have an alcohol or drug-related driving arrest within the past five years? Yes No
Do you have more than three moving violations within the past three years? Yes No
Has your license been suspended or revoked in the past three years: Yes No

If the answer to any of the above questions is yes, you are NOT an approved driver for the parish/school until your driver
recored with the DMV has been reviewed and approved by a representative of Catholic Mutual.

V. Certification: | certify that the information given on this form is true and correct to the best of my knowledge .
I understand that as a volunteer driver, | must be 21 yrs. of age or older, hold a valid driver’s license, and have the
required insurance coverage in effect on any vehicle used to transport students.

Signature Date

Archdiocese of Milwaukee
Form 6153 (c)



Form

5140.2(b)
TO BE FILLED OUT BY PHYSICIAN
Dear
(Individual(s) Administering Medication)
Please administer the following medication(s) to:
Name of Student Address:
Student Telephone No. School: Grade:
Diagnosis

Physician Medication Orders:

DAILY MEDICATIONS

Direct contact shall be made with me should the
student receiving the medication develop any of the
following conditions or reactions to the medication: (if

Medicine | Route | Dose | Frequency | Duration none, so state).
From:
To:
From:
To:
From:
To:
PRN MEDICATIONS (as is needed)
Condition under | Direct contact shall be made with
which me should the student receiving
medication the medication develop any of the
should be given | following conditions or reactions
to the medication: (if none, so
Medicine | Route | Dose | Frequency | Duration state).
From:
To:
From:
To:

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

Hospital/Clinic/Office

Phone:

Address:

Physician's Signature:

Date:




Form
5140.2(a)

Parent/Guardian Medication Consent Form

(Please type or print)

Full name of child to be medicated:

Name of drug and dosage:

Hour(s) medication to be given: Number of Days:

Name of physician prescribing medication: Phone:

Reason for medication:

Name of person(s) who will be giving medication during school hours:

(to be filled out by school principal or nurse)

I hereby give permission to the above named persons to give the medication(s) to my child
according to the directions stated above and further authorize them to contact the child's physician.
I agree to hold the School, its employees and agents who are acting within the scope of their duties
harmless in any and all claims arising from the administration of this medication at school.

I agree to notify the school in writing at the termination of this request or when any change in the
above order is necessary.

Signature of Parent/Legal Guardian Date

Address

Copies to:

Principal - White
Nurse - Canary
Physician - Pink
Parent - Gold



Form
5140.2(c)

Archdiocese Of Milwaukee
Release Form For Student Inhaler Use

Parents:

Please ensure that all signatures necessary to implement this “Inhaler Use” form are in place on this form
before submitting it to the school office.

Date:

has been instructed in the proper use of the below

(Child’s Name)

listed inhaler:

We, and request
(Physician) (Parent/Legal guardian)

that (Child’s Name:) be permitted to carry the inhaler on

his/her person, or to keep same in his/her classroom or locker, as we consider this student to be responsible.
He/she has been instructed in, and understands the purpose and appropriate method and frequency of use of
the inhaler.

We, the undersigned physician and parent/legal guardian absolve the school and its employees, agents and
officers of any responsibility in safeguarding our child’s inhaler.

(Physician's Signature) (Parent/Legal Guardian's Signature)

(School Principal's Signature) (Homeroom Teacher's Signature)

Archdiocese of Milwaukee
Form 5140.2(c)
5/5/1998



FEATURE MOVIE APPROVAL

STUDENT0S NAME

Your childos class will be watching the following film:

Name of Film
Rating Date
This film will be shown as An educational tool Reward

Please sign below if this meets with your approval.

(Teacher Signature) (Name of Class)

(Principal Signature) (Date)

(Parent/Legal Guardian Signature) (Date)



6161.2(a)

(Name of School or Parish)

Acceptable Use Policy
for the use of
Computers and Telecommunications
for

The Archdiocese of Milwaukee

Computing, data storage, and information retrieval systems are designed to serve the students, faculty, staff
and volunteers of the school/parish. Network and Internet access is provided to further the legitimate
educational goals of this institution. The school/parish provides computing and network resources for the
use of students, employees, and others affiliated with the school/parish. The equipment, software, and
network capacities provided through school/parish computer services are and remain the property of the
school/parish. All users are expected to conduct their on-line activities in an ethical and legal fashion. The
use of these resources is a privilege, not a right. Misues of these resources will result in the suspension or
loss of these privileges, as well as disciplinary, legal, and/or monetary consequences. Approriate or
acceptable educational uses of these resources include:

Accessing the Internet to retrieve information from libraries, databases, and the World Wide
Web sites to enrich and expand curriculum is encouraged.

Using E-mail capabilities to facilitate distance learning projects.

Using Listservs and newsgroups to gain access to current information on local, state, national,
and world events.

Examples of inappropriate or unacceptable use(s) of these resources include, but are not limited to, those
uses that violate the law, the rules of network etiquette, or hamper the integrity or security of any network
connected to the Internet. Some unacceptable practices include:

The transmission of copyrighted materials without the written permission of the author or
creator through school E-mail or other network resources in violation of U.S. copyright law is
prohibited. As with all forms of communications, E-mail or other network resources may not
be used in a manner that is disruptive to the work or educational environment. This display or
transmission of messages, images, cartoons, or the transmission or use of E-mail or other
computer messages that are sexually explicit constitute harassment which is prohibited by the
school. It is also illegal for anyone to knowingly allow any telecommunications facility under
their control to be used for the transmission of illegal material.

Archdiocese of Milwaukee

Rules adopted: 5-5-98



Form
6161.2(a)

(Name of School or Parish)

This school/parish has chosen to permit students access to computers and telecommunications resources to
further its educational goals and objectives. Reasonable care has been taken to assure the appropriateness
and educational quality of the materials available through the use of educational software and
telecommunications. However, parents and guardians are warned that this school and the Archdiocese of
Milwaukee do not have total control of the information on the Internet. Parents and guardians are the
primary authority responsible for imparting the standards of ethical and legal conduct their child or ward
should follow. Therefore, this school/parish supports and respects each family’s right to decide whether or
not thier child may have access to this resource.

1. I am the parent/guardian of the below named student. I have the Acceptable Use Policy for Computers
and Telecommunications (“the policy”) and I have either explained it to my child/ward (“student”) or I have
assured myself that the student understands it. I also understand my own and the student’s responsibilities
regarding computer hardware, software and Internet access at the school/parish.

2. Thave read the reverse side of this form titled, Student Network Responsibility Agreement, and
subscribe to the rules and regulations.

3. PLEASE CHECK ONE OF THE FOLLOWING:

I hereby consent to the student having access to, and use of, the telecommunications resources at

the school/parish. I also hereby indemnify and hold harmless the Archdiocese of Milwaukee and
the school/parish from any claim or loss resulting from any infraction by the student of the policy
or any applicable law.

I do not consent to the student having access to, or use of, the telecommunications resources at the
school/parish.

(Parent’s/Guardian’s signature) (Date)

(Name of Parent’s/Guardian - Please Print)

(Name of Student - Please Print) (Student’s Signature) (Grade) (Homeroom Teacher)

(Street Address) (City)

(State) (Zip) (Home Phone) (Office Phone)

Please return to the school/parish. Thank you!



Form
6161.2(b)

(Name of School or Parish)

Student Network Responsibility Form

Internet Rules:

Students are responsible for good behavior on school computer networks just as they are in a classroom or a
school hallway. Communications on the network are often public in nature. General school rules for
behavior and communications apply.

The network is provided for students to conduct research and communicate with others. Independent
access to network services is provided to students who agree to act in a considerate and responsible manner.
Parent’s permission is required for minors. Access in a privilege, not a right. Access entails responsibility.

Individual users of the school computer networks are responsible for their behavior and communications
over those networks. It is presumed that users will comply with the school/parish standards and will honor
the agreeements they have signed.

Network storage areas may be treated like school lockers. Network administrators may review files and
communications to maintain system integrity and insure that users are using the system responsibly. Users
should not expect that files stored on school servers will always be private.

During school, teachers of students in elementary and junior high classes will guide them toward
appropriate materials. Outside of school, families bear responsibility for such guidance, as they must also
exercise with informational sources such as television, telephones, movies, radio and other potentially
offensive media.

The following are not permitted:

Sending or displaying offensive messages or pictures Using obscene language
Harassing, insulting or attacking other Violating copyright laws
Damaging computers, computer systems or computer networks  Using others’ passwords
Trespassing in others’ folders, work or files Intentionally wasting limited resources

Employing the network for commercial purposes
Depending upon the violation, one or more of the following sanctions may be invoked:

1. Loss of access to equipment.
2. Additional disciplianary action.

3. Notification to law enforcement agencies.

(Student’s Signature) (Date)

(Homeroom Teacher) (Date)



Form
6161.2(c)

Acceptable Use Policy for Computers and Telecommunications

Sample Letter to Parents

(Name of School or Parish)
Date:
Dear Parents/Guardians:

This school/parish is pleased and excited to announce the establishment of Internet services for its students.
As you may already know, the Internet consists of millions of computer uysers in nearly every country on
the globe. The Internet connects thousands of computers located at organizations throughout the world,
creating a large and diverse electronic network. Part of our responsibility in preparing the students for the
21st Century is to provide them with access to the tools they will be using as adults. We believe that this
global information network is one of these tools. The Internet represents a unique opportunity for our
students to explore an incredible wealth of information that will enhance their learning. Among other
advantages, students will have access to other schools, colleges, organizations, databases, and individuals
around the world.

With this educational opportunity also comes responsibility. It is important that you and your child read the
enclosed Acceptable Use Policy for the use of Computers and Telecommunications and discuss them
together. When your child is given a password for computer use, it is extremely important that the rules are
followed. Inappropriate use will result in the loss of computer privileges, and other disciplinary action, if
necessary. Please stress to your child the importance of using only his/her account password, and of
keeping it a secret from other students. Your child should never let anyone else use his/her password to
access the network. Your child is responsible for any activity that happens in his/her account.

Your student’s use of the Internet will be supervised by staff, and we are using security settings available
through (software) which are designed to limit access to inappropriate material. Please be aware, however,
that there is unacceptable and controversial material and communications on the Internet that your child
could access despite all our precautions. It is not possible for us to always provide direct supervision for all
students, nor can we filter material posted on every network-connected computer all over the world. We
encourage you to consider the potential, however slight, of your child being exposed to inappropriate
material in your decision whether or not to sign the enclosed form. There may also be additional kinds of
material on the Internet that are not in accord with your family values. We would like to encourage you to
use this as an opportunity to have a discussing with your student about your family values and your
expectation about how these values should guide your student’s activities while he/she is on the Internet.

Please return the consent/non-consent form to the school/parish as soon as possible. Students will have
access to the Internet only after you have given us your consent. If you have any questions, feel free to call
us at

Form 6161.2(c) Archdiocese of Milwaukee
Policy adopted: 5-5-98



STUDENT VISITOR FORM

Holy Family Parental Permission

I, the undersigned parent of Holy Family School student (name)

grant permission for his/her guest (name) to visit Holy
Family School on (date) from (time)
to (time) . I have read and agreed to the Adult Hold Harmless/Indemnity

statement on the back of this form.

Holy Family Parental Signature

Date

Visiting Family Parental Permission

I, the undersigned parent of my child (name)

grant permission for my child to visit (name)

at Holy Family School on (date) from

(time) to (time) . I'have read and

agreed to the Adult Hold Harmless/Indemnity statement on the back of this form.

Visiting Family Parental Signature

Date

Homeroom Teacher’s Signature

Principal’s Signature

IN CASE OF EMERGENCY PLEASE CALL:

Allergies and Medications:

Name

Phone

Relationship to student




VISITORS — STUDENT VISITOR PERMISSION FORM

We welcome visitors to our school community. However, all visitors must conform to the
regulations set forth by the administration as follows:

1. Student visitors must get parental permission three days before the anticipated visit.
Signatures are required from parents of both the Holy Family student as well as the
visiting student.

3. Student must get the homeroom teacher’s and the principal’s permission three days
before the anticipated visit.

4. The student visitor can only visit on a day when his/her own school is not in session.

(This does not apply to out-of-town visitors.)

The visiting student must check in to the office upon arrival.

The student visitor is to remain with the resident student throughout the day.

7. All lunch and milk requests must be in to the office on the morning the child visits and
must be paid for by the visitor.

8. Inappropriate behavior will result in a phone call to the parents and the visiting student
will be asked to leave.

AN

NOTE:

The student and guest named on the opposite side of this form agrees to defend, protect,
indemnify and hold harmless Holy Name Parish and the Archdiocese of Milwaukee against and
from all claims arising from the negligence or fault of the student or guest, which arise out of the
visit at Holy Family School.

Additionally, the student and guest named on the opposite side of this form agrees to protect,
defend, hold harmless and fully indemnify Holy Name Parish and the Archdiocese of Milwaukee
for any claim or cause of action whatsoever arising out of the above mentioned visit, which takes
place during the identified dates of the visit that is brought against Holy Name Parish and the
Archdiocese of Milwaukee by the student and visitor or their family members, whether such
claim arises from the alleged negligence of Holy Name Parish, its employees or agents, or
student or guest’s negligence.



HOLY FAMILY SCHOOL
PARENT GRIEVANCE FORM

CHILD’S NAME: GRADE:
PARENT’S NAME: DATE:
PHONE NUMBER:

STATEMENT OF GRIEVANCE INCLUDING DATE OF OCCURENCE:

LEVEL 1
Was an in person meeting held with the staff member in question? YES NO

Results of in-person meeting:

Staff’s Signature: Date:

Parent’s Signature: Date:

LEVEL 2

Is a meeting being requested with the principal? YES ~~ NO_

Results of meeting with principal:

Principal’s Signature: Date:

Parent’s Signature: Date:

LEVEL 3

Is a meeting with the Parish Pastor being requested? YES ~~~ NO__

Results of meeting with Pastor:

Pastor’s Signature: Date:

Parent’s Signature: Date:




HOLY FAMILY 2008-2009 SCHOOL CALENDAR
(Tentative at 6/18/08)

25-27 Teacher Inservice
26 Orientation & Open House

2 First Day of School
SEPTEMBER 18-19 Camp Vista - 5th Grade
24 Grandparents/ Special Guests Day

3 Middle of 1st Qtr.
9-10  No School - Teacher Convention
OCTOBER 16 Picture Day

AUGUST

24 Halloween Party

30-31 Teacher Inservice - No School
1 All Saints Day
5 First Quarter Ends

NOVEMBER 26 Thanksgiving Early Release 1:10 P.M.

27-28 Thanksgiving Break - No School

5 Middle of 2nd Qtr.

5-6  5th/6th Gr. Basketball Tournament
DECEMBER 17 Christmas Concert

23 Early Release 1:10

24-1/4 Christmas Break

5 School Resumes
8-11 HFS Girls' Basketball Tourney
TBA 8th Grade Retreat

JANUARY 22 Second Quarter Ends
23 Teacher Inservice - No School
25-31 Catholic Schools' Week
6 No School
12-15 HFS Boys' Basketball Tournament
FEBRUARY 56~ Learning Fair & Book Fair
27 Middle of 3rd Qtr.
2-19 lowa Testing
7 Shenanigans
MARCH 20 Early Release 1:10
23-27 Easter and Spring Break - No School
30 School Resumes
3 Third Quarter Ends
10 Good Friday - No School
13 School Resumes
APRIL 17-18 Play
18-19 First Communion
21 Band Concert
7 Middle of 4th Qtr.
7-9  8th Gr. Trip to Washington D.C.
8 Teacher Inservice - No School
MAY 13 Spring Concert
15 Track Meet
22 Teacher Inservice - No School
25 Memorial Day - No School
10 Graduation
JUNE 11 Fourth Quarter Ends

11 Last Day of School - Early Release 1:10
12 Teacher Inservice - No School



ADMINISTRATION & FACULTY OF HOLY FAMILY SCHOOL

Administration & Office
Priest

Principal

Vice Principal
Administrative Assistant
Secretary

Elementary Staff

3Yr. &4 Yr. Pre-Kindergarten

Kindergarten
First Grade
Second Grade
Third Grade
Third Grade
Fourth Grade
Fifth Grade

All School Specials
Music

Art

Spanish

Physical Education/Health

Middle School Staff
Math

Social Studies
Science

English, Religion
Literature

Lunchroom Supervisor

Playground Supervisors

Before Care

After Care

Maintenance

2008-2009

Fr. Jim Connell
Kay Miller
Tiffany Moore
Mary Liebelt
Laura Ehrenreich

Suzanne Jurk
Sarah Richter
Maggie Fetterer
Julie Walker

Nicholas Scharenbroch

Cheri Rankin
Tiffany Moore
Robert Lubbers

Julie Engman

Ann Hittman
Sherri Ploeckelman
Neil Friedenberg

Kay Miller

Joann Otte
Christina Romps
Amy O6Connor
Sherri Ploeckelman

Laura Ehrenreich
Laurie Nussberger

Christine Schmidt
Patricia Tarnowski

Laura Ehrenreich

Laurie Nussberger
Patricia Tarnowski

Ramone Vargas
Karen Bouchard
Connie Kirsch
Isabel Mendez

E-Mail Address
connellj@archmil.org
millerkm@archmil.org
mooret@archmil.org
liebeltm@archmil.org
ehrenreichl@archmil.org

jurks@archmil.org
richters@archmil.org
fettererm@archmil.org
walkerj@archmil.org
scharenbrochn@archmil.org
rankinc@archmil.org
mooret@archmil.org
lubbersr@archmil.org

engmanj@archmil.org
hittmana@archmil.org
ploeckelmans@archmil.org
friedenbergn@archmil.org

millerkm@archmil.org
ottej@archmil.org
rompsc@archmil.org
oconnora@archmil.org
ploeckelmans@archmil.org




