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OVERVIEW OF HOLY FAMILY 
 

MISSION STATEMENT 
Holy Family Parish School is a Catholic community committed to developing students to 
their greatest potential. We educate our children in an environment of academic 
excellence, and we empower them to live according to the values of their Catholic faith. 

Holy Family Parish School (HFPS) is committed to developing Catholic identity through 
Scripture-based instruction, and to value and understand the truths and ideology of the 
Catholic faith. HFPS encourages families to value the opportunity to worship together 
and to provide relevant individual and community faith experiences. In the daily 
classroom instruction, the HFPS teachers and staff help students to gain an 
understanding and appreciation of the way Catholic traditions are meaningful to the 
students’ lives. 
 
Beyond the classroom, HFPS teachers and staff help students develop an ability to 
make choices which reflect a caring attitude towards all of God’s creation and provide 
experiences and awareness of local and global community needs to motivate the 
students to give service to others. They motivate students to exemplify Christ-like 
attitudes and to promote intrinsic appreciation of service. 
 

PHILOSOPHY 
We at HFPS believe that, as a Catholic  school community, Jesus and His teachings 
should be the central focus of our work. It is our responsibility and privilege to impart to 
our students the tools and values necessary to make responsible decisions; whether 
spiritual, social or practical. Each individual is considered to have a unique combination 
of talents to be developed in cooperation with their family and all communities of which 
the child is a part. 
 
It is our ultimate goal to create within the child a love of self, evolving to love of others, 
which is a response to Christ's love for us.  
 
The HFPS Family Handbook is modeled after the Archdiocese of Milwaukee’s Parish 
and School Policy Manual, ensuring we are committed to educational excellence, 
safety, justice, and fostering a Catholic culture based on faith, charity, and personal 
responsibility. 

ACCREDITATION AND CERTIFICATION 
HFPS is fully accredited by the Archdiocese of Milwaukee and the Wisconsin Religious 
and Independent Schools Association (WRISA). The accreditation was renewed in 2018 
- 2019.  
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Committees 
 
SCHOOL ADVISORY COMMISION 
The School Advisory Commission at HFPS is a standing committee of Holy Family 
Parish and is an advisory board to the Principal. The concept of a school advisory board 
is based on the belief in the importance and power of shared leadership. Parents, 
faculty, administration, and the community work together to provide advice regarding 
policies in accordance with the mission of the school and the policies of the Archdiocese 
of Milwaukee. 
 
The School Advisory Commission is dedicated to the promotion and welfare of Catholic 
education at HFPS. The Commission exists to advise the pastor and principal on 
policies matter associated with the educational programs and governance of the school 
in areas of finance, facilities, strategic planning, marketing, personnel, and 
development. The school relies on the Commission to ensure commitment to the 
highest academic standards and adherence to Catholic doctrine.  
 
All Commission meetings are open to the public, and parents are encouraged to attend.  
Exact dates are published in the annual school calendar. 
 

HOME AND SCHOOL ASSOCIATION 
The mission of the Home and School Association is to promote the welfare and 
enrichment of HFPS; to encourage cooperation between parents, teachers, and staff in 
the adoption and implementation of Home and School-sponsored projects and 
programs; to raise funds for enrichment programs and events; and to foster a parent 
community which will advocate, establish, and oversee supplementary opportunities in 
social, intellectual, spiritual, and physical education. Membership is open to all HFPS 
parents and/or guardians. 
 

ATHLETIC BOARD 
The Holy Family Athletic Board is the governing body responsible for establishing and 
operating an interscholastic athletic program for the students of Holy Family Parish and 
School. The Athletic Board operates under the direction of the principal. It is the goal 
and obligation of HFPS to provide student-athletes with a chance to develop their 
physical skills and compete while also fostering core principles such as teamwork, 
sportsmanship, and integrity. Demonstrating respect for others, including teammates, 
opponents, coaches and officials, is of the utmost importance. Both winning and losing 
must be carried out with class and dignity. Student-athletes should be able to learn the 
fundamentals of their sport in a positive, fun atmosphere while also improving their skills 
and understanding of the game/sport. 
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Tuition and Finances 

 
TUITION POLICY 
Tuition covers only a portion of the cost to educate one child. The rest of the cost is 
subsidized by the parish and fundraising. In order to maintain an excellent parish 
school, every family is strongly encouraged to fulfill their financial commitment to the 
parish as well as tuition payments.  (See Appendix A for Tuition Schedule) 
 
The tuition schedule is reviewed annually by the School Advisory Commission.  Based 
on the proposed school budget and the financial planning for the entire parish, the 
Commission recommends a tuition schedule for the following year by May of the current 
school year to the Principal. The school budget and recommended tuition schedule 
must be approved by the Parish Finance Council and the Parish Council. Tuition 
policies are in keeping with the Archdiocesan guidelines. A tuition contract is issued 
each year to every school family. Tuition collection is administered by the parish office.  
Tuition can be paid in full or a family may choose to enroll in an installment plan. 
 
PARISH MEMBER 
The tuition schedule will specify a rate for parish members. Parish members are those 
who are registered families of Holy Family Parish at the time of school registration. 
Parish membership includes regular attendance at weekend Masses, return of a signed 
Parish Covenant agreeing to contribute to the financial support of the parish, and the 
return of completed time and talent and stewardship pledge forms. 
 
NON-PARISH MEMBER 
The School is open to non-parish members regardless of religious affiliation as long as 
the student meets admission qualifications required by the administration. A special 
tuition schedule exists for the children of families who are not members of Holy Family 
Parish. 
 
CHILDREN OF PARENTS WORKING IN AN ARCHDIOCESAN SCHOOL 
Archdiocesan Catholic elementary and secondary school employees are eligible to 
receive a tuition discount of 25% per child enrolled at HFPS. To be eligible, employees 
must work at least 50% time. Eligible employees must complete an “Eligibility Form” 
obtained from the school office at the time of registration. This form must be renewed 
annually. 
 
PORTION OF THE YEAR 
Tuition for students entering school after the start date will be adjusted to the portion of 
the year attended based on the published schedule. All fees will not be prorated. 
 
PAYMENT IN FULL 
Tuition and fees are payable in full no later than the date specified on tuition 
contract. All service fees are waived when paying in full. 
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INSTALLMENT PLAN 
As a convenience, tuition installment plans are offered through SMART Tuition 
Management Services. A contract is included with registration material. Families can 
choose to pay twice a year (August and January) or monthly for ten months (August 
through May). There are three payment due dates to choose from: 10th, 20th and 
30th.  Families must pay by automatic deduction from a bank account. A service fee of 
$50.00 will be charged for those choosing this method of payment. The service fees will 
be added to the amount due. Tuition installment contracts are due no later than the date 
specified on tuition contract. Families already enrolled in the SMART Tuition Plan will be 
automatically renewed unless they request otherwise. 
 
COLLECTION POLICY 
The school shall send written notice demanding immediate payment to all parents of 
students when: Tuition has not been paid because the school has been notified of 
insufficient funds on the part of the paying parents; The second semester tuition 
payment has not been made by parents choosing said payment option; Notice has been 
received from SMART that the parents have failed to make an agreed upon monthly 
payment. The demand letter shall be issued by the school to the delinquent parents 
within thirty (30) days of notice of the default to the school. 
 
The notice demanding payment in order to cure outstanding tuition default shall explain 
the nature and the amount of tuition past due and owing the school, and shall also 
advise the parents of the available means of tuition and/or temporary postponement of 
payment set forth in Section II E. of this Handbook. The notice shall further advise that 
in the event the remaining tuition balance remains outstanding after the imposed 
deadline and no alternative means of payment have been arranged, the School may 
exercise any or all of the following options: 
 

 Forfeiture of their child’s place in next year’s class 
 Withholding academic transcripts of graduating or transferring students 
 Assessment of interest penalties on past due tuition amounts 
 Referral of the case for legal collection if an amicable resolution to the 

problem is not promptly reached by the delinquent parent and the school 
 Removal of the student from school during the year 

 
If the imposed deadline passes and the tuition is still due and owing, a final demand 
letter shall be sent to the owing parent, advising that the school has assessed interest at 
the rates reflected below on the delinquent tuition balance and that the matter will be 
referred for legal collection if all payments, including interest, are not made in full or an 
approved payment schedule is not in place within thirty (30) days of the date of said 
demand letter. 
 
Interest shall be assessed at the rate of 1% per month, but shall not exceed the rate of 
12% per year, and will accrue from the first date of late payment forward. 
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In the event a family has violated any of the tuition payment deadlines described above, 
the school shall reserve the right to demand full tuition payment, including any assessed 
interest fees, in advance of the upcoming school calendar year before allowing 
enrollment of the family’s child at the school.   
 
REFUND POLICY 
Tuition for HFPS is nonrefundable except for the following situations: 
1)  If HFPS determines prior to the start of the school year that it cannot accommodate  
     an enrolled student, all tuition payments made will be fully refunded. 
2)  If, after the start of the school year, HFPS determines that it cannot accommodate a  
     student, paid tuition will be refunded on a pro-rated basis based on the number of  
     school days the student was enrolled. 
3)  If prior to August 15th, a family withdraws an enrolled student(s), tuition paid will be        
     fully refunded. If withdrawal occurs after September 1st, 50% of tuition paid will  
     be refunded. If withdrawal occurs after September 15th, 25% of tuition paid will  
     be refunded. If withdrawal occurs after October 1st, no refund given.  

4)  If a family registers a child(ren) at HFPS and then moves out of state during the  
     school year, a tuition refund will be determined on a pro-rated basis determined by  
     the number of days the student was enrolled. Any tuition payments in excess of this  
     amount will be fully refunded. 
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Student Enrollment 
 
Holy Family Parish School does not discriminate on the basis of: race, color, gender, 
national and ethnic origin in the administration of their educational policies, admissions 
policies, scholarship or loan programs, and athletic and school administered programs.  
 
REGISTRATION 
Three-year-old Kindergarten (K3) is open to students three years of age on or by 
September 1st and toilet trained.  Four-year-old Kindergarten (K4) is open to students 
four years of age on or by September 1st. Five-year-old Kindergarten (K5) is open to 
students five years of age on or by September 1st.  
 
An early bird registration fee is required per child to reserve a place in the class. After 
the early bird cutoff date, the registration fee increases per child. The dates are 
determined annually by the principal based on the school calendar.  The fees are 
documented on the registration form. 
 
Any new student seeking entrance into grades 1- 8 follows the transfer student policy 
below. 
 
Families with delinquent tuition may not re-register until their tuition is made current. 
 
SCHOLARSHIPS AND GRANTS 
Families may apply for a tuition grant/aid for the upcoming school year. The 
administration will inform all school families of the timeline. Grants are awarded to 
parish families based on financial need. For details, please contact the school office.  
 
Kerstein Scholarships are available to parish students attending Catholic high 
schools. The school and parish will communicate each year when applications are 
available. 
 
K3, K4 AND K5 
Parents have three options: an all-day program, a morning-only program, or a 
combination of the two. The student’s schedule must be submitted at the beginning of 
the school year. If families would like to change their child’s kindergarten schedule 
during the school year, they should partner with the teacher and the principal. Schedule 
changes will take effect only at the beginning of a trimester or on a case by case basis. 
 
CLASS SIZE 
Class size fluctuates with the ebb and flow of birth rates. The principal will evaluate the 
possibility of combining or splitting a class with the grade level either above or below, 
based on the make-up of the classes/grade levels and the curriculum offered. When 
there are two classes per grade level, the placement of students will be made by the 
principal with the consultation of the appropriate teachers. Placement will be made in 
order to keep a balance in both rooms of gender, number, and ability. The make-up of 
the classes will change from year to year.  
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TRANSFERRING TO ANOTHER SCHOOL 
If a student transfers to another school, please notify the school office at least one week 
in advance. Families are expected to complete a Student Withdrawal Form and are 
encouraged to participate in an exit interview. 
 
TRANSFERRING TO HOLY FAMILY PARISH SCHOOL 
Prospective students need to fill out all registration forms to be considered for 
admittance. A meeting between the prospective family and the HFPS principal must 
also occur. Families must submit all previous records to Holy Family Parish School 
before a decision is made. The principal holds the right to call the child’s previous 
school.   
 
Additionally, the student and/or parents may be asked to meet with Learning Support 
staff and any other appropriate teachers. Prior to the start date of the transfer student’s 
first day of classes at Holy Family, a student may be asked to come for a 30-minute 
time block to complete a reading assessment and a math assessment. Results will be 
shared with classroom teachers to inform instruction and planning. Parents will be 
asked to provide background information on their child as a learner, including any 
services their child may have received at his/her prior school. The previous school’s 
principal and/or classroom teacher will be asked to complete a questionnaire and to 
provide a copy of a current report card and standardized test results. 
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General Administrative Procedures 
 
ATTENDANCE 
See additional COVID policy change 
It is the shared responsibility of the school and the home to help students develop 
desirable habits of punctuality and attendance.  Students are expected to attend school 
regularly in compliance with the law for compulsory attendance.  
 
An EXCUSED absence/tardy includes: illness or injury; bereavement or family funeral; 
extraordinary family circumstances; and appointments (doctor, dentist, etc.) Whenever 
possible, appointments should be made at the very beginning/end of the day or during 
the lunch hour. 
 
An UNEXCUSED absence/tardy includes, but is not limited to: repetitive or chronic 
absence or tardiness due to illness or injury not document by a doctor or other medical 
professional; truancy; family vacations; and non-emergency family situations. 
 
If a student misses 2-4 hours during a school day, they will be marked absent for a half 
day. If a student misses more than four hours, they will be marked absent for a full day. 
If a student misses less than 2 hours at the beginning of the day due to an appointment, 
this will be marked as an excused tardy. Excused tardies are not recorded on 
attendance records and report cards. 
 
If a student is to be absent from school for any reason, parents must call or email the 
school office before 8:30am on the day of the absence. It is the policy of HFPSl to 
contact the residence of the student if they are not reported absent. 
Students who are not in their classrooms when the 8:00am bell rings are considered 

tardy. After 8:00am, students must report to the school office for a tardy slip which 
should then be turned in to their homeroom teacher. Tardiness is recorded on 
attendance records and report cards. Excessive tardies will be addressed by the 
principal on a case by case basis. 
 
BICYCLES 
Students are allowed to ride their bicycles to and from school. Bicycles must be placed 
in the designated area and must be locked.  HFPS is not responsible for any damaged, 
lost or stolen bikes. 
 
CELL PHONES AND ELECTRONIC DEVICES 
Students are not allowed to have cell phones in the classroom at any time. Students 
may use cell phones only before or after school. The school will not assume 
responsibility for security or safety of cell phones that are brought to school. If a student 
is found using a cell phone during the school day, it will be confiscated and kept in the 
principal’s office until the end of the day. The principal has the right to access any 
content, including text messages, photos, or address books on cell phones 
confiscated from students. 
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Electronic devices of any kind are not allowed in the classroom unless requested by the 
teacher for a project.  
 
CHILD CUSTODY 
When the school authorities learn that a student is the subject of a court decree, parents 
are required to submit a copy of the court decree about the student. 
 
If the parent with whom the child does not live requests student information, a copy of 
the student progress report (report card) shall be issued in conformity with the 
Wisconsin Statute 118.125(2), unless the parent with whom the child does not live has 
been denied periods of physical placement with the child by the Court under Wisconsin 
Statute 767.24(4). In this case, no student information will be provided to the parent who 
has been denied periods of physical placement, in conformity with Wisconsin Statute 
118.125(2),(m).  

 
COMMUNICATION WITH TEACHERS 
See additional COVID policy change 
HFPS encourages open communication between parents and teachers. Parents are 
encouraged to consult with a teacher whenever the need arises. If there is a question or 
concern, parents should contact the teacher first. If possible, an appointment should be 
made in advance. Please respect the private lives of our teachers and contact them at 
school via email rather than at their homes. Please allow at least 24 hours to provide a 
response.  Most of the school day teachers spend in front of their students and not their 
computers.  
If the concern continues, the parent is asked then to contact the principal. 
 
CONFERENCES 
Parent/Teacher/Student conferences are scheduled for all families in the middle of the 
first trimester and by request at the end of the second trimester. Every parent/guardian 
is expected to participate in these scheduled conferences. Additional conferences can 
be scheduled between the parents and teachers and/or principal on an as-needed 
basis. 
 
DROP OFF AND PICK UP PROCEDURES 
See replacement COVID policy 
DROP OFF  
K4 – 8th grade morning drop off begins at 7:45am. Students should not arrive at school 
before 7:45am. A teacher or an aide will supervise students from 7:45-8:00am. Students 
are allowed to wait inside the building in the cafeteria during inclement weather with 
teacher supervision. Teachers will meet their students at 7:55am to escort them through 
Door #6 (the concourse door) though the hallway and cafeteria, to their classrooms. K3 
parents will use the front door. Park in the lot and come across the street, buzz the front 
left door and walk your child to their classroom. This can be done from 7:50 – 8:00.  
Parents should leave the classroom by 8:00am.  (If the K3 student has older siblings, 
you need you drop them off in back first and then come around to the front to follow the 
K3 drop off procedure.) 



14 
 

 
Drop off occurs in the back parking lot for K4 – 8th grade students. Parents should enter 
on the north side of the school at the Chateau Place driveway. Following the direction of 
the cadets, cars should pull up to the assigned drop-off areas. Two cars may drop off 
children at once at the designated areas to keep the line moving. Students should exit 
the driver’s side if they ride in the backseat of the car. If the student is in the front 
passenger seat, they should exit and cross in front of their car towards school. Students 
will then wait in designated areas, along the south eastern most parking spaces, by 
grade.  Cars then exit to the west onto Marlborough Drive, turning right to go north to 
keep the flow of traffic running smoothly. DO NOT EXIT GOING SOUTH ON 
MALBOROUGH DRIVE. Cadets will stop facilitating drop off at 8:00am. 
Please see Appendix G for a detailed map of these instructions. 

 
Parents of children who wish to walk their student(s) in will enter off of Chateau Place 
and tell the cadet they want to park. A small section of the southwest portion of the 
parking lot will be reserved for this purpose. Parents will walk their child to the 
designated area and wait for their teacher. 
Parents are asked not to walk their child(ren) to the classroom doors to help teach 
responsibility and independence, allow for the academic day to begin at 8:00am, and 
ensure the safety of the building.  Parents can walk in the door and say their goodbyes 
in the cafeteria. 
 
If a student needs help bringing something to school for any reason (birthday treat, 
class pet, project, etc.) or the parent has business in the office, the adult must park in 
the lot on Wildwood Avenue and be buzzed into the building by the office. Parents 
(visitor) must then go to the office, sign-in, and get a “Visitor” badge if they need to go to 
a classroom.  
 
There will be no cadets in the front of the building. NO CHILD SHOULD BE DROPPED-
OFF ALONE AT THE FRONT DOORS. 
 
If it is after the 8:00am bell, a student is considered tardy. At that time, parents must 
park in the Wildwood Avenue lot and be buzzed in by the office. The student and parent 
reports to the office for a tardy slip and then the student takes the tardy slip to class. 
 

Pick Up 

Morning K3, K4 and K5 students are dismissed at 11:30am from the front entrance on 
Wildwood Avenue. Do NOT park on the street. Park in the lot and come across the 
street to pick up your student(s). Escort your student(s) back across the street to the 
parking lot.   
 
Afternoon dismissal is at 3:15pm for K5 – 8th grade. K3 and K4 will dismiss at 3:10.   All 
kindergarten students and their siblings will be dismissed out the front doors on 
Wildwood Avenue. Any students who are walking home or riding a bike will also be 
dismissed by way of the Main Entrance on Wildwood Avenue. Do NOT park on the 
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street. Park in the lot and come across the street to pick up your student(s). Escort your 
student(s) back across the street to the parking lot.  
 
Students being picked up in cars (that do not have a sibling in K3, K4 or K5) should 
meet their rides in the back parking lot. Cars should enter from Chateau Place and exit 
on Marlborough Drive. Do NOT park on any street surrounding the school. Please follow 
the directions of the cadets. 
 
Please observe all posted parking/stopping signage posted on all sides of the school by 
the village to avoid ticketing by the Village of Whitefish Bay Police Department. 
 
FIELD TRIPS 
See replacement COVID policy 
Field trips enrich the instructional program by using community resources which are 
related to the school curriculum. Such trips are encouraged because they reinforce and 
enrich the teaching-learning process. Students can be denied participation if they fail to 
meet academic or behavioral requirements. 
 
Written permission of parents must be secured before students participate in 
field trips. Students without a signed permission slip will NOT be allowed to 
attend the field trip. Only Archdiocesan permission slips are acceptable. Notes written 
by parents are not acceptable for field trips. Permission slips need to be turned in by a 
specified date. 
 
Students are always accompanied by teachers and by a sufficient number of 
chaperones. If students are to be transported in cars rather than a school bus, each 
student must use a seat belt. 
 
In accordance with Archdiocesan Policy, parents wishing to volunteer as drivers for field 
trips that require the use of private vehicles must fill out a Volunteer Driver Information 
Sheet. This form is available in the school office. 
 
A student fee for each field trip and transportation is assessed and collected before 
every field trip of each school year. Teachers will send home permission slips and the 
fee for each trip.  No student will be denied access to field trips for financial reasons. If 
there is a financial difficulty, please contact the principal.   

 
GREEN FOLDER/PRINCIPAL COMMUNICATIONS 
HFPS produces a weekly “Green Folder.” One physical green folder is sent home on 
Thursdays for each family with items that require hard copies. It is partnered with a 
weekly email from the principal. The physical folder should be returned to the school the 
next day. Families will be notified if the green folder will not be coming home due to a 
shortened week or vacation. 
 
A weekly email from the principal (Amy’s Article) accompanies the green folder with 
pertinent, immediate news and any other supplemental information. Teachers and staff 
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may send home additional important information. Please check with your child(ren) for 
notes from school as well as your email daily. 
 
GRIEVANCE PROCEDURES 
Holy Family Parish School follows the grievance procedures as outlined in the 
Archdiocese’s Parish and School Policy Manual. For details, please visit the 
Archdiocese’s website at: 
https://www.archmil.org/ArchMil/offices/Catechesis/ParishAndSchoolPolicyManual-
2017-2018-CYM.pdf 
 
GUARDIAN ANGELS 
See replacement COVID policy  
Holy Family Parish School models itself after the Holy Family in the nurturing Guardian 
Angels community-building program. Older students are paired with younger students 
(e.g., 8th graders with K4) to share and to support in a mutually beneficial relationship. 
Students share projects, reading activities, Advent and Lent prayer, sit together at 
school mass, celebrate holidays and greet one another in the hallways, playground and 
lunchroom. The result is a special big kid/little kid bond that unites our community. 
 
LOST AND FOUND 
The lost and found container is located outside the school office on the first floor. The 
collection is available for inspection by students and/or parents. After each trimester, all 
unclaimed items are donated to charity. 
 
LUNCH AND MILK 
Milk is offered to all students under the Federal Special Milk Program. A minimum 
pricing program allows a reduced cost per half pint. Both white and chocolate milk are 
available. Families order and pay for milk at the start of the school year. 
 
If a student forgets his or her lunch, the school will provide a basic sandwich and snack. 
Parents will be notified that the student has been fed. 

 
MILESTONES BEFORE AND AFTER SCHOOL CARE 
The Milestones Program offers a program for children in Kindergarten through Grade 5 
from 7:00am to 6:00pm. Indoor and outdoor games, arts and crafts, sports and quiet-
time activities are provided. More information on fees and registration can be obtained 
by visiting their website at www.milestonesprograms.org. 

 
RELEASE FROM SCHOOL 
See additional COVID policy change 
Students are not to be released from the school during the school day without approval 
from the School Office. A parent/guardian of a student who must leave school for any 
reason during the school day should email or call the school office and the homeroom 
teacher indicating the time the child is to be excused and the reason for being excused. 
The parent/guardian must ring the front doorbell and come into the building to sign their 

https://www.archmil.org/ArchMil/offices/Catechesis/ParishAndSchoolPolicyManual-2017-2018-CYM.pdf
https://www.archmil.org/ArchMil/offices/Catechesis/ParishAndSchoolPolicyManual-2017-2018-CYM.pdf
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child out and pick them up. If a student returns during the school day, the 
parent/guardian must sign the child back in with the office. 
 
SCHOOL CLOSINGS 
For information on school closings, please tune in to one of the following radio or TV 
stations: WISN (1130AM) / Channel 12, WTMJ (620AM) / Channel 4, or Channel 6 – 
Fox. 
 
When a storm occurs overnight (or during the school day) that closes Whitefish Bay 
Public Schools, Holy Family Parish School will be closed as well. Listen for the 
announcement: “Whitefish Bay Schools Are Closed.” We will call the television stations 
and list Holy Family Parish School as closed. Additionally, we will notify all families via 
email and post to the HFPS Facebook page. 
 
In the unfortunate event of a forced school closing due to the school building not being 
functional (beyond a day), HFPS may continue to operate on a distance-learning basis 
for a period no longer than four weeks.  In the event that HFPS will need to remain 
closed beyond that time, HFPS may extend the school year up to and including June 
30th.  HFPS may also schedule weekend classes. 

 
SCHOOL DAY 
See additional COVID policy change 
The school day for half-day K3, K4 and K5 students is 8:05 -11:30am. K3 and K4 full 
day students attend school from 8:05am – 3:10pm.  K5 – 8th grade students attend 
school from 8:00am-3:15pm. The Lunch and Recess block is 11:30am-12:20pm for full 
day students. Half-day and full-day students have a morning recess; full-day students 
have an additional afternoon recess.  
 
There will be an early dismissal at 11:30am on scheduled Fridays (about once a month) 
for teacher professional development. During these meetings, teachers work on 
curriculum, grading, goal evaluation, event planning, etc. Other early dismissals are 
scheduled as needed throughout the year. Refer to the school calendar for exact dates 
annually. 
 
TOYS 
On occasion, students may be asked to bring a toy to school. However, the top priority 
for students at school is learning. The student must keep the toy in his/her backpack 
until the appropriate time. Toys which encourage violence are not permitted. Electronic 
toys (including phones) are not permitted at school or on field trips. If a student chooses 
to play with a toy during instruction, the teacher will confiscate the toy and will return it 
to the student at the end of the school day. 
 
Individual teachers may further develop guidelines for toys for his/her classroom. 
Classroom guidelines will be communicated to both students and parents. The school is 
not responsible for lost or broken toys. 
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VISITORS 
See replacement COVID policy  
All people entering the building must ring the bell at the Main Entrance on Wildwood 
Avenue. No visitors are allowed to enter the playground from the street during school 
hours.  For the safety of our students and teachers, all visitors must enter the front 
doors, check in at the office upon entering the building, sign in on the Visitor’s Log and 
wear a “Visitor” sticker. No visitor may go directly to a classroom. 
 
VOLUNTEERS 
See additional COVID policy change 
Holy Family Parish School thrives with the help of volunteers. The effort and skill of 
volunteers make each school day more productive. Parents, grandparents, uncles, 
aunts, cousins and friends are all welcome to join in this enriching endeavor. Volunteers 
sign-up for activities throughout the year. For questions about volunteer opportunities, 
please contact the school office. 
 
Please note that all volunteers who are work with children are required to participate in 
the Safeguarding God’s Children training, consent to a background check, and read and 
sign the Code of Ethical Standards for Church Leaders before beginning volunteer work. 
 
WEATHER CONDITIONS AT RECESS, ARRIVAL, AND DISMISSAL  
Students go outside to recess daily. When it is raining or below zero wind chill, students 
remain inside for recess. Students who are at school are required to go outside for 
recess unless a doctor’s excuse is on file or other arrangements have been approved 
by school staff.  When it is raining or below zero wind chill before the first bell, students 
will wait inside.  Students may be brought in before school if the temperature is between 
0 and 10 degrees. That decision is made based on weather conditions. Cadets will work 
on the playground in all weather conditions, unless it is below 0. When the temperature 
or wind chill is below 0, the school principal will activate the Parent Cadet Committee. 
When the weather at dismissal time looks threatening (tornado warning, thunder storm, 
etc.) the dismissal time may be delayed. Students will be kept inside the school in their 
classrooms until the threat of danger passes. When this decision is made, 
parents/guardians will be permitted to pick up children from their classrooms.   
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HEALTH AND MEDICAL CONSIDERATIONS 
 
MEDICATION 
All medication must be brought to the school office. It must be dispensed from the office 
by the school secretary, principal or principal’s designee. No medication will be given to 
a student without a completed Medication Consent Form available in the school office. 
 
All medication must be in its original container. In the case of prescription medication, 
the container must have a pharmacy label with the doctor’s name, name of child, 
contents and dosage. Per Archdiocesan regulations, it is the responsibility of the 
student (when applicable), not school personnel to get their medication at the 
designated time.  
 
School personnel will under no circumstances provide aspirin or other non-prescribed 
medicine to students without having written authorization as stated above. Diagnosis 
and treatment of illness and the prescribing of drugs are never school responsibilities 
and should not be undertaken by any school personnel. 
 
Schools recognize the importance and necessity of students being allowed to carry 
certain emergency prescription medications, such as asthma inhalers, glucagon, and 
EpiPens. Students in grades K-12 may self-administer these emergency prescription 
medications while at school only under the supervision of school staff. An elementary 
student who carries an emergency medication on his/her person will need to have an 
Archdiocese of Milwaukee release form completed and signed by the student’s 
physician, parent/legal guardian, principal, and homeroom teacher. The form states that 
the student has been instructed in and understands the purpose, appropriate method, 
and frequency of use of his/her inhaler. The school is absolved from any responsibility 
in safeguarding the student’s emergency prescription medication. The parent must 
provide to the school a copy of a health care plan for a student who requires an 
emergency prescription medication. 
 
FIRST AID 
If a student becomes ill or injured during the school day, he/she will be brought to the 
office. First aid will be administered when injuries are minor. Parents will be contacted 
for all incidents. An emergency form is updated at the beginning of the school year and 
kept on file for each student. It is the parent's responsibility to see that this form is kept 
up to date. These forms are used by the school staff to aid them in times of emergency. 
 
In case of a life-threatening emergency, the school will call parents or (if unavailable) 
contact the person stated on the emergency form. The school will call the paramedics 
and/or ambulance and have the child transported to the hospital if needed. 
 
COMMUNICABLE DISEASES 
See Reopening Plan 
Any children who have been ill with a contagious disease must have a permit from a 
doctor before returning to school.  All suspected cases of communicable diseases which 
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occur among students or staff shall be reported immediately by telephone to the local 
public health agency, and the agency’s recommendations should be followed. 
Whenever a child is sent home with a suspected communicable disease, the local 
health department is notified by the school administrator. 
 
Pandemic Flu 
See Reopening Plan 
HFPS will share a plan to respond to an influenza pandemic. It is difficult to predict 
when the next influenza pandemic will occur and how severe it will be. A pandemic may 
come and go in waves, each of which can last months at a time.  The illness rates for 
both seasonal and pandemic influenza are high among children, and schools are likely 
to be an important contributor to the spread of influenza in a community.  
 
Scientific models support school closure as an effective means of reducing overall 
illness rates and suggest that the value of this intervention is greatest if school closure 
occurs early in the course of a community outbreak.  During the peak of a severe 
pandemic, workplace absenteeism could reach up to 40% due to people being ill 
themselves or caring for family members. Measures to limit pandemic flu may include 
the closure of school, as well as the cancellation of extra-curricular activities. 
 
HEAD LICE 
If your child has head lice, please notify the school as soon as possible.  If a case 
of head lice is reported, the school will arrange for a volunteer to check the children of 
the class of the affected child. All school families will be notified via email when there is 
a case of lice in the school with what grades are affected. Students may return to school 
when they have been treated and have no live nits or lice in their hair.  (See Appendix C 
for full policy) 
 
IMMUNIZATION RECORDS 
Wisconsin law requires schools to encourage compliance with state immunization laws 
and parents to present written evidence, paper or electronic, that their child has 
received specified vaccinations.  Parents may claim waivers based on reasons of 
health, personal conviction, or religious beliefs.  Waivers based on health reasons must 
be signed by a physician. 

1. HFPS will notify any adult student and the parent of any minor student who has 
not submitted either written evidence of immunization or a waiver form within 25 
school days of being admitted. Notification shall include instructions for 
complying with the Wis. Stat. 252.04, including a list of missing immunizations, 
the availability of waivers for reasons of health, religion, or personal conviction, 
and an explanation of the penalty for noncompliance. HFPS may issue a notice 
for student exclusion for noncompliance on the grounds of health and safety.  
The school will notify all parents, that failure to comply with the state 
immunization requirements will be reported to the county district attorney in 
accordance with the law.  

2. For any student who has received the first dose of each immunization required 
for that student's age or grade under HSS 144.03, but who has not received all 

https://docs.legis.wisconsin.gov/statutes/statutes/252.pdf#page=2
https://docs.legis.wisconsin.gov/code/register/1981/311b/insert/hss144.pdf
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of the required doses, the school shall obtain written evidence that the student 
has received the required subsequent doses of immunization as they are 
administered, but no later than the deadlines described in HSS 144.03. 

3. HFPS will maintain on file the immunization history for each student and any 
waiver form submitted. Immunization histories shall be updated with information 
supplied by the local public health agency, parents, or private physicians. 

4. HFPS will maintain a current roster listing the name and immunization history of 
each student who does not meet all immunization requirements for that 
student's grade or age. 

5. The immunization record of any student who transfers from one school to 
another shall be forwarded to the new school within 10 school days of the 
request for record transfer. The records of day care students shall be transferred 
to a school if requested.  Click Student Immunization Record to download the 
form.  

6. If one of the diseases covered by Wis. Stat. 252.04 (a) occurs in a student or 
staff member, HFPS shall assist the local public health agency and the 
department in immediately identifying any unimmunized students, notifying their 
parents of possible exposure, and facilitating the disease control activities. 

7. If a substantial outbreak as defined in HSS144.02 (12) occurs at HFPS, or in 
Whitefish Bay, Holy Family has the right to exclude students who have not 
received all required immunizations against the disease, including students in all 
grades who have not had two (2) doses of measles vaccine when it is an 
outbreak of measles that is occurring, when ordered to do so by the department. 
The exclusion shall last until the student is immunized or until the department 
determines that the outbreak has subsided.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://docs.legis.wisconsin.gov/code/register/1981/311b/insert/hss144.pdf
https://www.dhs.wisconsin.gov/forms/f0/f04020l.pdf
https://docs.legis.wisconsin.gov/statutes/statutes/252/04
https://docs.legis.wisconsin.gov/code/register/1997/498b/remove/hss144.pdf
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UNIFORM POLICY 
 

UNIFORM REQUIREMENTS 
Uniforms will be worn throughout the entire the school year. Clean uniforms in good 
condition as well as proper hygiene are expected. If it is necessary for your child to be 
out of uniform for some reason, he/she must bring a note from home explaining the 
reason. Students who come to school and are not in compliance with the policy without 
a written note will be referred to the principal. A pattern of noncompliance will merit 
further conversations between the parents and the principal. 
 
Pants: Navy Blue 

Pants must be twill; no denim allowed. Pants must be straight legged with no 
additional pockets or stitching (small manufacturer’s labels are allowed). Pants 
must be worn at the waist. 

 
Shorts: Navy Blue 

Shorts may be worn in April, May, June, August, September and October. Shorts 
may not be more than two inches above the knee. Shorts may not have any 
additional pockets or stitching. Shorts must be worn at the waist. 

 
Shirts: White, Light Blue or Red 

Shirts must be knit, either a polo or turtleneck. Shirts can be short- or long-
sleeved. Shirts may have the HF logo; all other embellishment is prohibited. 
Shirts should be tucked in at all times. Undershirts are acceptable as long as no 
printing is visible. 

 
Skirts, Skorts and Jumpers: Land’s End Evergreen Plaid (School Account #900153636) 

Skirts and jumpers should be no shorter than two inches above the knee. Shorts 
must be worn at all times underneath.  

 
Leggings: Navy, Black, White or Red 

Leggings are encouraged under skirts and jumpers from November-March. 
Leggings must be full length (to the ankle) with no adornments. Yoga pants are 
not allowed. 

 
Sweaters: Red, Navy, Grey or White 

Sweaters can be any style as long as they are solid colors. Only the HF logo is 
allowed, no other embellishments. Spirit Wear fleece is also acceptable. 

 
Belts: Navy, Black or Brown 
 Belts must be worn in belt loops.  
 
Socks: White, Navy, Red or Black 

Only solid colors are allowed. Socks must be worn at all times. 
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Accessories: 

Accessories and jewelry should be simple and conservative. They cannot contain 
offensive words or symbols. They should be minimal and not distracting. Only 
one earring per ear; no large, dangle earrings. 

 
Shoes: 

School shoes need to be closed toe with backs on them. Flip flops and sandals 
are not allowed. On days when students have Physical Education, tennis shoes 
are required. 

 
Physical Education Clothing: 
See additional COVID policy change 

Students are required to change for Physical Education classes in grades 3–8. 
Long- or short-sleeve t-shirts and black athletic shorts are required. 
 

Middle School Sweatshirts: 
Middle school students have the opportunity to purchase special HF logo 
sweatshirts.  These are allowed as part of the uniform for middle school students 
only.   

 
 
Uniform policy: Birthday Out of Uniform Day 

Students and staff may be out of uniform on their birthday.  Each person is allowed only 
one birthday out of uniform day per school year. Clothing worn on the birthday out of 
uniform day must appropriately follow the school policy for out of uniform days. 
 

Guidelines: 
1. If a person’s birthday falls on a weekend, the out of uniform day will be the Friday 

before or the Monday--the person’s choice. 
2. If a person’s birthday falls on a school day already designated as out of uniform, 

the next school day will be the birthday out of uniform day. 
3. If a person’s birthday falls over a holiday break or in summer, the out of uniform 

day will be on the half birthday. 
4. If the half birthday falls on a day when school is not in session, the student will 

arrange with his/her teacher when the birthday out of uniform day will be. 
Students are encouraged to choose the same day as they choose to bring a 
birthday treat. 

 
OUT OF UNIFORM DAYS 
On “Out of Uniform Days”, students may wear any top with jeans, sweats, or other 
relaxed clothing.  
 
Some days are designated “Dress Up Days.” Dress-Up Days are out of uniform days 
when students may wear “special” clothing other than uniforms. Regular jeans, sweat 
pants/shirts, or any other play clothes are not permitted.  



24 
 

 
Students may wear their HFPS Spirit Wear on designated “Spirit Wear Days” listed in 
the school calendar. T-shirts, sweatshirts and other items with "Holy Family" logos are 
allowed. Students may wear relaxed clothing (such as jeans, sweat pants, etc.) in 
addition to spirit wear tops. 
 
Any out of uniform days must follow all standard uniform regulations. This includes a 
clean and neat appearance, appropriate lengths for skirts and shorts, socks, and shoes. 
Leggings cannot be used as pants. If leggings are worn, the top must be tunic length. 
Questionable clothing will be referred to the principal for a final decision. 
 

K3  
K3 students do not have to wear required uniforms.  Children should wear comfortable 
play clothes.  We discourage ”Sunday Best” as we will be doing many hands on 
learning activities and outdoor play.  School shoes need to be closed toe with backs on 
them. Flip flops and open toed sandals are not allowed. On days when students have 
Physical Education, tennis shoes are required.  K3 will also follow the school policy of 
no shorts from November to March. 
 
Please keep an extra change of clothes in your child’s backpack for any possible 
“accidents.”  Wardrobe malfunctions in the bathroom and snack mishaps happen often, 
so please keep an extra set of clothes with socks handy for your child.  
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CURRICULUM 
 
GENERAL 
Holy Family Parish School’s curriculum is based on faith, values, and high academic 
standards. The curriculum is aligned to the Common Core State Standards and 
Archdiocesan standards.  The educational program is designed to promote intellectual, 
social, emotional, physical, and spiritual development.   
 
The curriculum includes mastery of standards, creative inquiry and expression, and the 
integration of Catholic values into daily life. Teachers incorporate such educational 
methods as lectures, cooperative learning, portfolios, hands-on science experiments, 
math manipulatives and trade books to meet the needs of all students. 
 
The curriculum includes:  Religion, Reading/Literature, English/Language Arts, Spelling, 
Mathematics/Algebra, Science/Health, Social Studies, Art, Integrated Technology, 
Music, Physical Education, Spanish, and Guidance/Mindfulness. 
 
RELIGIOUS FORMATION 
Religious Education and Formation are central to our educational program. The 
program focuses on a life-centered approach to learning and is appropriate to the age 
and development of the child. Lessons contain a balance of doctrinal content, scriptural 
understanding, and faith formation. Finally, the child's life experiences are incorporated 
in the lessons. 
 
Students are encouraged to respond to the needs of others, whether in the school, 
parish, neighborhood, city, state or world. They participate in the planning and 
celebrating of school and classroom liturgies and prayer services. 
 
We encourage families to pray together and to celebrate together at the parish weekend 
liturgies. Children see and learn these responses as part of "everyday life."  If a child is 
denied these family religious experiences, she/he may perceive them only as part of 
"school life."  It is "in the family, children learn to believe what their parents' words and 
example teach about God."  (To Teach As Jesus Did) 
 
In accordance with Archdiocesan Policy, teachers regularly take course work to meet 
the Standards of Religious Certification as set by the Archdiocese. 
 
RETREATS 
See replacement COVID policy  
Students in grade eight participate in an overnight retreat. Students in grades six and 
seven participate in mini-retreats and reflections during the school day. All other grades 
participate in spiritual reflections that are age appropriate. 
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SERVICE OUTREACH 
See replacement COVID policy  
Students act on principles of Catholic Social Teaching through various service learning 
outreaches. These include school-wide collections, classroom projects and in middle 
school, monthly small group field trips for one on one service connecting in the 
Milwaukee community. 
 
SACRAMENTAL PREPARATION 
Sacramental Preparation is provided through the combined efforts of the Director of 
Religious Education, the principal, teachers, and our Faith Formation Coordinator. 
 
SCHOOL LITURGIES/PRAYER SERVICES 
Each class takes turns preparing for the weekly school liturgies and prayer services. 
Students act as servers, lectors, gift bearers, cantors, musicians, and petition writers. 
 
ASSESSMENT PROGRAM 
HFPS uses the STAR testing program. The tests are administered three times annually 
to help gather data to inform instruction. It helps teachers respond quickly to needs to 
students at all levels. 
 
LEARNING SUPPORT 
Learning Support offers reinforcement, tutorial services and support to students by 
referral. Students may be referred to Learning Support by a teacher, or a parent can 
request support help for a particular student. Diagnostic tests are administered to 
assess particular learning styles of students. On occasion, the supportive consultant 
works within the confines of a classroom in assisting in instructional time. 

 
HOMEWORK 
Homework assignments are an extension of the classroom and are used to reinforce 
skills through supplemental practice. Homework also may provide the opportunity for 
students to do research and independent study. At the discretion of the teacher, 
assignments can be given on a long- or short-range basis. 
 
Homework helps the student: to learn to work independently and become self-reliant; to 
learn to work cooperatively with a study partner or group project; to think, plan, organize 
and apply; to extend proficiency in effective habits and skills; to increase knowledge and 
its use; and to develop insights and stimulate creativity. 
 
Homework is the responsibility of the student. Students are expected to turn their 
assignments in on time.  

 
ACCEPTABLE USE POLICY 
Any person wishing to use the school's/parish's computers and/or telecommunications 
equipment must sign an Acceptable Use Policy before being permitted to use such 
equipment.   
See Appendix C for the complete policy. 
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CO-CURRICULAR OFFERINGS 
 
STUDENT COUNCIL 
Student council is a representative group of students from grades 5-8 elected by their 
peers. It focuses on student-driven collaboration in planning and guiding projects and 
activities for the entire student body. Their focus areas are school spirit, fundraisers, 
and service outreach.  
 
BAND 
See replacement COVID policy  
The Band program is offered to students in grades 4-8. Students are given opportunities 
to enter competitions and recitals. The band performs two concerts during the school 
year. 
 
STRINGS 
See replacement COVID policy  
A Strings Program is offered for students in Grades K4-8 through the Wisconsin 
Conservatory of Music. This is an optional program that requires additional parent 
payment. There are additional concert and rehearsal opportunities with this program. 
 
ALTAR SERVERS AND ACOLYTES 
We offer training for students in grade 5-8 to become altar servers and acolytes for the 
school and weekend masses. 
 
CADETS 
Our cadet program is for our students in grades 6-8. Cadets are responsible for the 
safety monitoring of our drop-offs and pick-ups each day. Cadets will be outside every 
school day that the temperature or wind-chill is above 0 degrees Fahrenheit. 
 
JUSTICE LEAGUE 
Justice League is for our 8th grade students to serve the rest of the school during the 
school day. Students work with younger peers on academics, help teachers in their 
classrooms, clean around the school, and many other opportunities as needs arise. 
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EXTRA CURRICULAR ACTIVITIES 
See replacement COVID policy  

 
 ATHLETICS 
The HFPS Athletic Board encourages all students to participate in available programs 
designed for their use. Children enrolled at Holy Family Parish School have the 
opportunity to participate in such programs as volleyball, basketball, track, cross country 
and tennis. 
 
The purpose of the athletic program at HFPS is to promote a commitment to Christian 
principles and good sportsmanship in the conduct of coaches, student athletes, and 
spectators. Conduct of coaches, student athletes, and spectators at games and 
practices should promote the highest principles of a total Christian education. The 
development of these principles is the prime goal of all who are involved in athletics at 
HFPS. Athletics at HFPS also involves a commitment to the following values: 
participation, fellowship, learning, and developing a positive school spirit. 
 
Please reference the HFPS Athletic Handbook at www.hfparishschool.com for details 
on policies (e.g. student athlete responsibilities, parental responsibilities, coaches’ 
responsibilities, details on sports offered, disciplinary policies and consequences, 
grievance policy and conflict resolution, etc.) 
 
SCOUTS 
Boy Scouts and Girl Scouts allow students opportunities for developing friendships, 
learning important life skills and having fun. 
 
MIDDLE SCHOOL MUSICAL 
The Middle School Musical fosters students' talents, developing their acting, singing, 
dancing, musical and technical skills. Students in Grades 6-8 have an opportunity to 
participate in all aspects of the musical. They can choose to audition for a character role 
or apply for a stage crew position. 
 
ELIGIBILITY  
All extra-curricular activities must follow the eligibility requirements for participation. 
Middle school students will follow the Activity Policy in order to be eligible (See 
Appendix F). Eligibility for grades K4-5 is determined by the activity coordinators.  
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GRADING 
 
REPORT CARDS 
Report Cards are issued once per trimester at the close of each scholastic period for 
Grades 1-8. Kindergarten is assessed twice a year at the end of each semester and 
receives report cards in January and June. A reporting system which reflects the school 
philosophy is used. 

 
STANDARD BASED GRADES 
Holy Family, along with all other Archdiocese of Milwaukee Catholic schools has 
adopted a method of grading that is a more accurate and honest way of communicating 
information about what your children are expected to learn and how they are 
progressing along their learning path. This method, called standards-based grading, 
allows each parent to know which concepts and skills are being studied each grading 
period and track how their individual child is progressing in learning those concepts and 
skills.  
 
With standards-based grading, teachers communicate whether students are currently 
demonstrating learning at a level 1, 2, 3 and sometimes 4. Students demonstrating 
learning at level 1 are getting ready to learn concepts and skills. Students 
demonstrating learning at level 2 are building foundations for mastery of concepts and 
skills. Students demonstrating learning at level 3 have mastered the concepts and skills 
and are able to apply them when working independently. Those students who are 
working at level 4 make new connections and extend their learning beyond a 
demonstration of mastery. Standards-based grades are more flexible and can change to 
reflect a student’s learning.  
 
Standards based grading does allow for retakes.  Standards-based grades will fluctuate 
to reflect the progress a student makes in mastering one set of concepts and skills and 
moving on to new or more complex concepts and skills. Standard-based grading does 
communicate up-to-date information about a student’s current level of knowledge. 
Standards-based grading does show how a student’s learning has progressed over 
time. It does not average scores from weeks past, before a student’s learning 
progressed. It does not penalize a student for not knowing something before it was 
taught. 
 
POWERSCHOOL 
It is important for parents and students to monitor their child’s academic progress 
throughout the school year. HFPS uses PowerSchool, an electronic gradebook and 
report card system. All students in Grades 6-8 have an access code for their 
PowerSchool account. Parents will be given login information at the beginning of the 
school year. Parents and students should check this account frequently to stay abreast 
of academic progress. Formal progress reports will not be sent, but a reminder will be 
sent to parents periodically throughout the year.  
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ACADEMIC PROBATION 
A student who is not taking his/her studies seriously, habitually does not complete 
homework, or displays an unwilling attitude toward learning may be placed on an 
academic probation. A conference with the teacher, principal and parents is held before 
the academic probation is put into effect. 
 
RETENTION/PROMOTION 
Retention of a student will be done judiciously, after considering grade standards, as 
well as other factors. When retention seems likely, parents will be contacted several 
times during the year relative to Archdiocesan Rules 5123 (b). Final decisions on 
retention rest with the principal. 
 
PLAGIARISM AND CHEATING 
HFPS strives to create an environment of academic honesty where all students have 
the ability to produce original works with appropriate identification of the sources of 
information. Academic honesty means not cheating, plagiarizing or using information 
unethically in any way. We view academic dishonesty as a very serious offence. 
Plagiarism and cheating will not be tolerated. 
 
Plagiarism Includes: submitting someone else’s work as your own, including that of 
tutors, friends, parents or siblings; paraphrasing without giving credit to the source; 
turning in purchased papers or papers cut and pasted from the Internet written by 
someone else; helping others plagiarize by giving them your work, even if you don’t 
think it will be copied; ssing someone else’s idea without giving credit to the source; or 
using artwork or pictures without proper citation.  
 
Cheating Includes: copying assignments that are turned in as original work; trading 
assignments with other students, even if you don’t think they will be copied; using 
unauthorized notes or technology, such as bringing notes into a test or using a 
computer; sharing answers before, during or after quizzes or tests; or using summaries 
or commentaries instead of reading the assigned materials. 
 
Students who engage in plagiarism or cheating are subject to consequences, which can 
include but are not limited to: a zero on the assignment, parent notification. a meeting 
with the principal and parents, or a one day in-school suspension. 
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BEHAVIOR 
 
Positive concepts of discipline are built on the belief in the dignity of each person. A 
central goal of the school is to help students develop self-discipline. A climate of mutual 
understanding, respect, and trust based upon faith in the worth and dignity of each 
individual does much to promote self-discipline. 
 
BULLYING AND HARASSMENT 
As stated in the Archdiocesan Policy Handbook: 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 
each school and religious education program maintain an environment free of any form 
of harassment, bullying, or intimidation.  

Any student who feels she/he has been subjected to harassment should contact any 
adult on the school or parish staff. Examples of such behavior include but are not limited 
to: Physical assaults, hitting or punching, kicking, theft, threatening behavior; Verbal 
threats or intimidating language, teasing or name-calling, racist remarks; Indirect 
threats, spreading cruel rumors, intimidation through gestures, and social exclusion; or 
Cyber bullying or the sending of insulting messages or pictures by mobile phone or by 
use of the internet. 

If it is determined that students participated in bullying behavior or retaliated against 
anyone due to the reporting of bullying behavior, the administration shall take 
disciplinary action, up to and including suspension, expulsion, and/or referral to law 
enforcement officials for possible legal action as appropriate.  
 
PROPERTY DAMAGE 
We encourage all members of our school community to be responsible stewards of 
property. Students or their parents will be held responsible for the cost of replacing any 
school materials or property which are lost or damaged through negligence. 
 
ANTI-BIAS POLICY 
All formational programs are to be pro-active in the promotion of an appreciation for 
diversity and inclusiveness in language and behavior. Teachers shall respond 
appropriately when instances of discriminatory or exclusive language or behavior is 
detected or reported. The principal and teacher will determine consequences for such 
behavior. 
 
PROBATION, SUSPENSION AND EXPULSION 
Major offenses, including, but not limited to the following, may be grounds for probation,  
suspension and/or expulsion: truancy; smoking on school premises; bringing to school 
potentially harmful objects; possession of alcoholic beverages or drugs; deliberate 
destruction of school property; stealing; leaving school grounds without permission; any 
form of sexual abuse; defiant attitudes or gestures directed towards authority; 
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fighting/physical violence; habitual obscene and or inappropriate language; gang-related 
graffiti, clothing, or gestures; hazing or hazing-type initiations. 
 
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 $5000.00, imprisoned for not more than five years, or both.” 
 
Holy Family Parish School follows the Archdiocesan Policies and Regulations on 
Probation, Suspension, and Expulsion. For complete details, visit their website: 
https://www.archmil.org 
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MIDDLE SCHOOL 
 
Middle school is a unique time for our students. It comes with new independence and 
new responsibilities. To prepare our students for high school and beyond, we have 
policies in place specific for our middle school students. Our goal for each student is to 
succeed. Students take the responsibility of handing in quality work in a timely manner. 
 
LOCKERS 
Middle School Students are assigned to a locker to store their books and supplies. It is 
important that they are responsible and obtain all of the materials they need for classes 
at the designated locker break times. When students go to their lockers at other times, it 
takes away from instructional time and is disruptive to the learning environment. 
 
ACTIVITY POLICY 
In order to teach the prioritization of school work over other activities, we hold our 
students accountable to a high standard of academic and behavioral expectations. 
Eligibility and ineligibility for extra-curricular and co-curricular activities is based on 
performance and keeping up with assignments and classwork. Co-curricular activities 
include school activities that occur during the school day but does not include field trips 
that are required for specific classes (Appendix F). 
 
1:1 DEVICE PROGRAM 
Our middle school students have the privilege of being enrolled in a 1:1 Device 
program. This program provides a Chromebook to each student for use at school and at 
home (Appendix E). 
 
ACCEPTABLE USE POLICY 
Any person wishing to use the school's/parish's computers and/or telecommunications 
equipment must sign an Acceptable Use Policy before being permitted to use such 
equipment.   
See Appendix C for the complete policy. 
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Appendix A: Tuition Schedule 

Holy Family Parish School 
Tuition for 2020/2021 School Year 

 

  1  
Student 

2  
Students 

3  
Students 

4  
Students 

P
a

ri
s

h
io

n
e

r 

Full - Time 
student 

$4,340 $8,420 $12,080 $14,380 

With one ½ 
day 

student 

$3,420 
(one half-day 

student) 

$7,552 
(one full-day and 

one half-day) 

$11,301 
(two full day and 

one half day 
students) 

$13,894 
(three full-day 

and one half-day 
Students) 

With two ½ 
day 

students 

 $6,632 
(two half-day 

students) 

$10,433 
(one full-day and 

two half-day 
students) 

$13,115 
(two full-day and 

two half-day 
students) 

N
o

n
-

P
a

ri
s

h
io

n
e

r Full time 
students 

$7,140per full time student 

½ day 
students 

$5,720 per half day student 

K
3
 O

n
ly

  

Up to four 
½ days 

$3,000* per student 
*this price is not eligible for the multiple child discount 

Snack fee 
$50 

Five 
 ½ days 

$3,420 per parishioner student 
$5,720 per non-parishioner student 

Snack fee 
$75 

Six-ten 
 ½ days 

$4,340 per parishioner student 
$7,140 per non-parishioner student 

Snack fee 
$100 

Other Fees: 

Technology/Instructional Fee 

$300 per student for K3 through 8th grade, $150 per half day student in K3, K4 and K5 

Middle School Device Fee 

$50 per student in grades 6-8.   

Tuition Payment 

Holy Family offers two options for paying tuition.  Families can pay the full amount by check to 

Holy Family prior to 4 pm on Friday, August 7, or can enroll in the Smart Tuition Payment Plan 

and spread payments over 10 months, August-May.  Payments to Smart Tuition can be made 

by an automatic withdrawal from a bank account or by a charge to a credit card.  The fee for 

enrolling in Smart is $50 per school year.  If you opt to pay by credit card, Smart will charge you 

an additional 2.85% per transaction. 
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Appendix B: Blood-borne Pathogens Policy 
 
Universal Precautions 
Universal precautions are used in order to prevent contact with blood or other bodily 
fluids. All blood and other bodily fluids should be considered infectious. These 
fluids may carry any number of bacteria or viruses (such as Hepatitis A or AIDS). 
Protecting yourself from infection requires good hand washing, safe housekeeping and 
waste removal practices, personal protection (gloves and/or masks), and vaccinations. 

Workplace Controls 
These are designed to eliminate or minimize exposure to blood or other infectious 
materials on an individual's non-intact skin (cuts), eyes, mouth, or by piercing the skin 
through such events as a needle stick. 

Handwashing 
Hand washing facilities must be easily accessible. Individuals must wash hands or any 
other skin surface with soap and water, or flush mucous membranes with water 
immediately or as soon as possible following contact with potentially infectious 
materials. Individuals must wash their hands after removal of gloves or other protective 
equipment. 

Housekeeping and Waste Removal 
All equipment, materials, environmental and working surfaces must be cleaned and 
decontaminated after contact with infectious materials. All waste receptacles must be 
inspected and decontaminated on a regular basis and cleaned and decontaminated as 
soon as possible after finding visible contamination. Items such as paper towels, gauze 
squares, or clothing used in the treatment of blood or other potentially infectious 
materials must be bagged, tied and labeled as a biohazard and disposed of according 
to established procedures. Biohazard bags must be red in color. Broken glass 
contaminated with blood or other potentially infectious materials must not be picked up 
directly with the hands. A brush and dustpan, tongs, or forceps should be used. These 
items should be put in a puncture proof container. 

Personal Protection 
Gloves must be worn if an individual may have hand contact with blood or other 
potentially infectious materials, mucous membranes, and broken skin; and when 
handling or touching contaminated items or surfaces. Disposable gloves must be 
replaced as soon as practical when contaminated or if they are torn or punctured. 
Disposable gloves must not be washed or decontaminated for re-use. 

Post-exposure Evaluation and Follow-up 
Exposure to blood or other infectious materials must be reported. Following a report of 
an exposure incident, a confidential medical examination and follow-up must be made 
available to the exposed individual. 
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Appendix C: Damaged Technology Policy 
 
 

At HFPS technology is infused throughout our curriculum and classes. Students learn to 
use information and technology resources in the classroom and in the library-media 
center. Through the use of technology, various learning styles are addressed so that all 
students can learn and achieve success. Chromebooks, iPads, and laptops are 
available to all classrooms for age-appropriate learning enhancement activities. The 
staff works with the students to help them master the information, research, and 
technology skills needed to thrive in today’s interconnected world. 

There will be times where a piece of technology is damaged due to the actions of a 
student. Individually, students will have access to a Chromebook, iPad or laptop. Every 
classroom also has pieces of equipment that are used for whole or small group 
instruction. Listed below are details of the replacement policy that apply for a variety of 
situations.  

1) All damaged technology must be reported to the principal (or assigned designee) 

on the same day. 

2) The principal (or assigned designee) will thoroughly review all the details of an 

incident and determines if a student’s actions were accidental or intentional.  

3) If a student’s actions were determined to be intentional and caused damage to 

their Chromebook, iPad or laptop or another Chromebook, iPad or laptop that 

belongs to HFPS, the parent assumes the responsibility of the complete cost of 

repair or replacement.   

4) If a student’s actions were determined to be accidental and caused damage to 

their Chromebook or another Chromebook that belongs to Holy Family School, 

the parent assumes the responsibility of the complete cost of repair or 

replacement up to $75 for the first incident, $150 for the second incident, and the 

complete cost of repair or replacement for any incident thereafter.   

5) If a student’s actions were determined to be accidental and caused damage to a 

piece of technology that belongs to Holy Family School, the parent assumes the 

responsibility of the complete cost of repair or replacement up to $200 for the first 

incident, $400 for the second incident, and the complete cost of repair or 

replacement for any incident thereafter.  

6) Damage to any other piece of technology will be determined on a case by case 

basis. 

7) The parent will assume responsibility for the complete cost of replacement for a 

lost or stolen device that was issued to a student or student’s family, including 

the charger. 

 
8) All Chromebooks, iPads, laptops and classroom technology are 

the property of Holy Family School. 
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Appendix D: Acceptable Use Policy for the Use of Computers and 
Telecommunications 

 
Computing, data storage, and information retrieval systems are designed to serve the 
students, faculty, staff, and volunteers of HFPS. Network and Internet access is 
provided to further the legitimate educational goals of this institution. HFPS provides 
computing and network resources for the use of students, employees, and others 
affiliated with the school. The equipment, software, and network capacities provided are 
and remain the property of HFPS. All users are expected to conduct their online 
activities in an ethical and legal fashion. The use of these resources is a privilege, 
not a right. Misuse of these resources will result in the suspension or loss of these 
privileges, as well as disciplinary, legal, and/or monetary consequences. 
 
Examples of inappropriate or unacceptable use(s) of these resources include but are 
not limited to: those users that violate the law, the rules of network etiquette, or hamper 
the integrity or security of any network connected to the Internet. Users are expected to 
demonstrate the same level of ethical and professional manner as is required in face-to-
face or written communications. Anonymous or forged messages will be treated as a 
violation of this policy. 
 
Unauthorized attempts to access another person’s email or similar electronic 
communications or to use another’s name, email or computer address to send email or 
similar electronic communication is prohibited and may subject the individual to 
disciplinary action. 
 
All users must understand that HFPS cannot guarantee the privacy or confidentiality of 
the electronic documents. Any messages that are confidential as a matter of law should 
not be communicated via email. 
 
HFPS reserves the right to access email to retrieve information and records, to engage 
in routine computer maintenance and housekeeping, to carry out internal investigations, 
or to disclose messages, data or miss-information to law enforcement authorities. Any 
information contained on an HFPS hard drive or computer disks which are purchased 
by the school are considered the property of HFPS. 
 
This agreement applies to stand alone units as well as units connected to the network 
or the Internet. Any attempt to violate the provisions of this agreement will result in the 
revocation of the user’s privileges, regardless of the success or failure of the attempt. In 
addition, HFPS disciplinary action and/or appropriate legal action may be taken. The 
decision of the principal regarding inappropriate use of the technology or 
telecommunication resources is final. Monetary remuneration will be sought for damage 
necessitating repair or replacement of equipment and/or software. 
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Appendix E:  Pediculosis Capitis (Head Lice) Guidelines and Policy 
 
Lice are a highly contagious parasite. Anyone can get it from anywhere- airplanes, 
movie theaters, museums, zoos, classrooms, restaurants, schools. It is estimated that 
6-11 million kids under the age of 11 get lice annually. Adult lice cannot fly but crawl. 
They are most commonly spread through sharing combs, hats, jackets, scarves, towels 
or close personal contact such as hugs. In short, lice are an equal opportunity offender.  
 
Let’s talk lice terminology and life cycle. Nits are the eggs. Small and white or off-white 
in color, nits attach to the hair shaft as if glued there. They do not flake out like dandruff 
or fuzz. They slide along the shaft but do NOT come off. The incubation time from nit to 
louse is 5-12 days. Meaning, the eggs can take over a week to hatch even if the live lice 
die. Newly hatched nits are called nymphs. They are grayish in color. Adult lice are 
usually 2-3mm in size (think a sesame seed) and range in color from white to tan to light 
or dark brown. 
 
Lice are parasites, meaning they need a host to survive. In this case, they feed on the 
blood in your scalp. It is the saliva in their bites that causes the itching. **50% of people 
do not itch!!** It may take up to SIX WEEKS from the initial infestation for a person to 
feel the bites’ effects. Considering females lay 3-10 eggs per day, it can become a large 
problem quickly. Some people may feel more of a ticklish sensation rather than itching. 
Lice are usually found within ½” from the scalp to be close to their food source. They lay 
their eggs in the same proximity. They are most commonly found behind the ears and at 
the base of the neck. They can also live in eyebrows and eyelashes. Lice are also 
nocturnal; symptoms are worse at night.  
 
It is a myth that lice do not live in short hair. They only need less than ¼” hair to survive. 
Buzzing your hair will not eliminate the problem. Another common misconception that 
lice are a “dirty” bug. Quite the contrary. Lice “like” clean hair; it is easier for them to 
attach to the scalp and for the nits to the hair shaft. You cannot get lice from your pets 
nor can you give it to them; the lice that feed on humans do not feed on animals.  
 
Because of their small size, lice can be very difficult to spot. To check a head, literally 
use a fine-tooth comb and look at the hair section by section slowly. Lice move quickly 
and avoid light so you might notice something move and have to follow it. If you are 
unsure if you see a louse, look for small red bites. If someone does not itch, it is a good 
indicator when accompanied by nits. Again, they like the darker areas behind the ears 
and at the base of the neck. That does not mean they do not travel. Lice roam the scalp 
and can be found anywhere. A cursory glance will not find lice. Head checks must be 
thorough to be effective. 
 
Lice have become resistant to drugs, over the counter or prescription. And, especially in 
young children, they can do more harm than good. The best way to remove lice from 
your head is with patience and a lice removal comb or to visit a licensed removal 
service. 
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Lice cannot survive without a food source longer than 48 hours; they cannot live on the 
ground. However, ALL clothing, towels, hats, pillows, sheets, bedding, backpacks, 
helmets, ear buds, stuffed animals, etc that have come into contact with an infected 
head within the last 48 hours should be treated. Where possible, wash AND dry 
everything you can in HOT water. If items cannot be washed, place in dryer on HIGH 
HEAT for a minimum of 40 minutes. Dry cleaning is ok but not ideal. 
 
Any remaining non-launderable items such as stuffed animals or dress up clothes can 
be placed in a sealed, plastic bag for two weeks or in a zip tight bag in a freezer for 48 
hours. Remember, the nits can hatch for up to seven days. Hence, the longer storage to 
ensure all possible lice are dead.  
 
Hairbrushes, elastics, barrettes, bows and other hair items should be boiled for 15 
minutes or put in a zip tight bag in the freezer for 48 hours.  
 
Vacuum all sofas, chairs, mattresses, car seats, large pillows, carpets, and rugs. Follow 
through with sticky lint rollers. Immediately empty all vacuums and remove bags from 
the house. 
 
Heads should be checked daily for two weeks following an infestation. Remind 
children of “no hugging” and “no sharing” rules for hats, brushes, etc. Also, heighten 
awareness about head contact. Keep long hair in ponytails or braids when possible. 
Use preventative sprays, shampoos and oils appropriately. Though not FDC approved, 
there are some studies that suggest tea tree, peppermint, rosemary, eucalyptus, 
citronella and lemongrass might deter the bugs. Not following through with these steps 
can result in a re-infestation and having to start the process all over again. 
 
At the beginning of the school year, a group of parent volunteers is identified that can 
screen for lice. If there is an identified case of lice in a student, the student’s entire class 
will be screened as well as the student’s sibling(s). The secretary contacts the parent or 
guardian and informs them of the school lice/nit policy. 
 
All students and school staff will be notified by a letter, which will include information 
regarding the number of identified cases in the school and the classes affected, as well 
as guidelines from the North Shore Health Department. The student is then excluded 
from school and all school sponsored activities, including parish athletic and scouting 
programs, until a readmission form has been completed and sign-off on. 
 
The school cleaning team is to be notified immediately by the principal. All carpeted 
floors, walls, upholstered furniture and area rugs are to be thoroughly vacuumed. Any 
cloth/stuffed items (pillows, stuffed animals, blankets) are placed in a sealed plastic bag 
for at least two weeks or washed in hot water and then dried on hot setting for at least 
40 minutes. Pesticides will not be used. 
 
The parent or guardian must accompany the affected child to the school office before 
re-entry to their classroom. The affected child will be screened for lice and nits. If lice 
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and nit free, the student will be readmitted to the classroom and the secretary will make 
a record of this. If any lice or nits are found, the student will not be readmitted to the 
classroom. All students found to have had head lice and/or nits, and their siblings 
enrolled at the school, are to be rechecked seven days from the original readmission 
date. If a student does not return to school within seven days due to lice or nits, the 
school will make a referral to the North Shore Health Department.  
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Appendix F: 1:1 Device Program: Policies, Procedures, and 
Information 

DEVICE CHECK-OUT 
Devices will be checked out each fall to incoming Holy Family middle school students. 
The devices are the property of HFPS. Parents and students must sign and return 
the all related documents before the device can be issued to a student.  
 
DEVICE CHECK-IN 
All devices, cases, chargers, and school-provided accessories must be returned at the 
end of each school year to be updated, serviced, and stored safely for the summer. 
Students who withdraw or are suspended or expelled must return their device on the 
date they leave the school. HFPS may collect the device over Christmas and Easter 
break as well for updating. 

If a student fails to return the device at the end of the school year or upon withdrawal 
from the school, that student will be subject to criminal prosecution or civil liability. The 
student will also pay the replacement cost of the device. Failure to return the device will 
result in a theft report being filed with the Whitefish Bay Police Department. 

Students are responsible for returning devices in a reasonable condition. Any loss or 
damage to a device is the responsibility of the student/family and will be handled in a 
manner consisted with the student’s Device Protection Plan. Students will be charged 
the actual cost of any needed repairs, not to exceed the replacement cost of the device. 

GENERAL MAINTENANCE 
Only use a clean, soft cloth to clean the screen; do not use any cleansers or liquids of 
any kind. Cords and cables must be inserted into the device carefully to prevent 
damage. Devices and cases must remain free of any writing, drawing, stickers or labels. 
A device should always be locked or supervised directly by the student to whom it is 
assigned. Students are responsible for keeping their device’s battery charged for school 
each day. 
 
CARRYING DEVICES 
The protective cases provided with the devices have sufficient padding to protect the 
devices from normal treatment and provide a suitable means for carrying the device 
within the school. Devices should always be within the protective case that has been 
provided. No other items should be stored or carried within the device case to avoid 
pressure and weight on the screen. If a student prefers a different case than the one 
provided, it must be approved by the device program coordinator. 

SCREEN CARE 
The device screen can be damaged if subjected to rough treatment. The screens are 
particularly sensitive to damage from excessive pressure on the screen as well as 
moisture. Do not lean on the top of the device when it is closed. Do not place anything 
near the device that could put pressure on the screen. Clean the screen often with a 
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soft, dry cloth. Take care not to bump the device against lockers, walls, car doors, 
floors, etc. 
 
Devices are intended for use at school each day. In addition to teacher expectations for 
device use, school messages, announcements, calendars, and schedules may be 
accessed using the devices. Students are responsible for bringing their device to all 
classes unless specifically instructed not to do so by their teacher. 

DEVICES LEFT AT HOME 
If students leave their device at home, they are responsible for getting their class work 
completed as if they had their device present. Students who repeatedly leave their 
devices at home may be required to leave their devices at school and check it out/in 
from their teacher at the beginning and end of each day. 

CHARGING YOUR DEVICE 
Devices must be brought to school each day in a fully charged condition. Students who 
repeatedly fail to bring their devices to school charged will be required to leave their 
devices at school and check it out/in from their teacher at the beginning and end of each 
day. 

SCREENSAVERS/PHOTOS 
Students are not to change their screensaver/background photos unless directed to do 
so by a teacher. Students may not take pictures with their device unless directed by a 
teacher. Photos taken for instructional purposes are to be used for instructional 
purposes only. 

SOUND, MUSIC, GAMES, APPS 
Sound must be muted at all times unless permission is obtained from the teacher for 
instructional purposes. Students must have headphones with them at school each day 
so that they can listen to audio as directed by the teachers. Personal music is not 
allowed on the device. Students may not record teachers or other students with their 
device without permission from that person. All software/apps/games will be provided by 
HFPS and will be managed through our Mobile Device Management (MDM) system. 
Students may not sync their devices with their home computer. 

PRINTING 
Printing will be available with the devices on a limited basis. Students should talk to their 
teachers about when and how to print and should only print when directed by the 
teachers. 

HOME INTERNET ACCESS 
Students are allowed to set up wireless networks on their devices. This will assist them 
with device use while at home. Students are not required to have wireless access at 
home. If students do set up wireless at home, this should be monitored by their 
parents.   

SAVING TO THE DEVICE 
Students may save work on their devices but it is strongly encouraged that all data be 
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saved through their Google accounts. Limited storage space will be available on the 
devices – BUT it will NOT be backed up in case of re-imaging. It is the student’s 
responsibility to ensure that work is not lost due to mechanical failure or accidental 
deletion. Device malfunctions are not an acceptable excuse for not submitting work. 
Teachers will instruct students on methods of managing their files. 

NETWORK CONNECTIVITY 
HFPS cannot guarantee that their network will be up and running 100% of the time. In 
the rare case that the network is down, HFPS will not be responsible for lost or missing 
data. 

EMAIL ACCOUNTS 
All students will be given a Gmail account through Google Apps for Education. These 
accounts are highly restricted and controlled/monitored by the school’s device program 
implementer. The purpose of the accounts is to allow students access to various web-
based tools and to email their teachers assignments. The school is able to control who 
the students can e-mail and who they can receive emails from.   

INSPECTION OF DEVICES 
Students will be selected at random to provide their device for inspection. Devices are 
the property of HFPS, and as such, any staff member may inspect a device at any time 
for any purpose. Inspection may include (but is not limited to) the following things: email 
accounts, internet history, settings, photos, YouTube history, etc. Any inappropriate 
behavior found will result in disciplinary action, including loss of the device for a period 
of time. 

PARENT RESPONSIBILITIES 
A partnership with our parents is key to reinforcing the importance of the responsibilities 
outlined in this document. Please discuss with your child your expectations for conduct 
regarding the use of the Internet and other available media, decide what level of 
monitoring your child needs outside of school and work with the school to foster and 
reinforce strong digital citizenship skills and ethical decision making. 

DEVICE IDENTIFICATION 
Student devices will be labeled by the school. Also, serial numbers are recorded for 
every device assigned to a student. 

STORING YOUR DEVICE 
When students are not using their devices, the device must be stored in their lockers. 
Nothing should be placed on top of the device when stored in the locker. Students must 
take their devices home every day after school, regardless of whether or not they are 
needed for assignments. Devices should not be stored in vehicles. 

DEVICES LEFT IN UNSUPERVISED AREAS 
Under no circumstances should devices be left in unsupervised areas including: school 
grounds, the lunchroom, computer lab, unlocked classrooms, locker rooms, library, and 
hallways. Any device left in these areas will be taken to the office where the principal 
will determine its release. 
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Appendix G: Activity Eligibility Policy 
 
We hold our students to high academic and behavioral standards and emphasize the 
prioritization of school work over other activities.  This policy outlines eligibility and 
ineligibility for extra-curricular and co-curricular activities.  Co-curricular activities include 
school activities that occur during the school day but does not include field trips that are 
required for specific classes. 
 
ELIGIBILITY  

 To participate in all extra-curricular and co-curricular activities 
a. The student must be in good academic standing. 
b. Both classroom and general school conduct must be acceptable.  

 Determination of eligibility is made by the teacher(s) and the principal.  
 Eligibility can be reinstated with acceptable improvement in one or both areas.  

 
INELIGIBILITY  

 Ineligibility is defined as a student being unable to participate in extra-curricular 
and co-curricular activities. 

 Ineligibility may occur in one or more of the following situations: 
o During the grading period: A student is not eligible if one or more of the 

following has occurred   
 The student has accumulated three or more outstanding 

assignments. 
 The student is missing a test, quiz, or major project. 
 The student‘s classroom performance, effort, or grades are 

not at an acceptable level according to his or her teachers. 
 The teachers will meet weekly and discuss student eligibility and 

notify the parents before 3 assignments are missing, once an 
assessment or project is missed, or the student’s performance is 
not at an acceptable level.   

 If the situation is not corrected within a few days the teacher will 
notify the principal of any student who is ineligible.   

 An Ineligible student will receive a slip from the principal indicating 
the subject(s) requiring action to regain eligibility. S/he will meet 
with teacher(s) to make an improvement plan. 

 The principal will notify the parents, and any coach or activity 
coordinator of the student’s ineligibility. 

o End of the grading period:  If a student receives a “1” in one or more core 
academic subjects--English, Literature, Religion, Math, Science, Social 
Studies, and Spanish-- the student will be ineligible for all extra-curricular 
and co-curricular activities. 

 We recognize that this circumstance is rare and extreme.  
 Throughout the trimester, teachers will communicate via email or 

phone call to parents when a potential ineligibility situation exists. 
Parents and students may access student progress information at 
any time on PowerSchool.  
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 When a student is identified as at risk for ineligibility, teacher(s), 
parents and the student should proactively make a plan to help the 
student get back on track. 

 At the end of the trimester, an Ineligible student will receive a slip 
from the principal indicating the subject(s) requiring action to regain 
eligibility. S/he will meet with teacher(s) to make an improvement 
plan. 

 The principal will notify the parents, and any coach or activity 
coordinator of the student’s ineligibility. 

 
o If a student has served a school suspension, s/he is automatically 

ineligible for all extra-curricular and co-curricular activities. 
 The principal will notify the parents, and any coach or activity 

coordinator of the student’s ineligibility. 
 
TO BECOME ELIGIBLE   

 The student must show significant improvement in the classes listed on 
the ineligibility slip. 

 Signatures must be obtained from the student’s parents, teacher(s) and the 
principal following the process steps on the ineligibility slip. 

 The teacher(s) and the principal will determine when the student has met the 
agreed upon criteria for eligibility. 

 If a student earned one or more “1” grades then eligibility criteria will be 
determined through a meeting with the student, parent(s), teacher(s), and the 
principal. 

o The teacher(s) and the principal will determine when the student has met 
the agreed upon criteria for eligibility. 

 If a student was suspended then eligibility criteria will be determine through a 
meeting with the student, parent(s), and the principal. 

o The principal will determine when the student has met the agreed upon 
criteria for eligibility. 

 Note: Parents may take it upon themselves to have their child declared ineligible 
due to a family's own criteria.  

 Teachers and principal reserve the right to allow for exceptions when a student in 
good faith demonstrates a desire to improve.  
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Notice of Ineligibility 
 
Student Name: ________________________ Grade: _______Date Issued: ________ 
         
We are very committed to your success as a student at Holy Family.  Based on criteria 
in the HFS Extra-curricular Activity Policy, you are currently ineligible to participate in 
extracurricular activities because...  
    _____You have accumulated three or more outstanding assignments. 
              _____You are missing a test, quiz, or major project. 

   _____Your classroom performance, effort, or grades are not at an acceptable  
             level according to your teachers. 

               ____ You received a “1” in one or more core academic subjects. 
 
A teacher discussed these concerns on _______ via ___________________________. 
 
Step 1: Please conference with the teacher(s) circled below to determine what you 
must do to regain eligibility. 
 

Mrs. 
Herkowski 

Mr. 
Wills 

Mr. 
Johnson 

Mrs. 
Scoville 

Sra.  
Gonzalez 

Mrs. 
O’Brien 

Mr.  
Cho 

Mrs. 
Miller 

 
Step 2: List the specific action steps you must do to regain eligibility. Continue on the 
back as necessary. 
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Step 3: Parent Signature: ________________________________________________ 
 
Step 4: Follow through on every action step. 
 
Step 5: Ask the teacher(s) to initial next to each completed step you listed above. 
 
Step 6: Turn this slip in to Ms. Kern.  She will tell you when you are eligible again. 
 
Principal Signature: _________________________________________________ 
 
Date Eligibility Reinstated: __________________________________________ 
 

How will you prevent this from happening again?  Please write a specific plan. 
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Appendix H: Lunch and Recess Guidelines 
 

Student Teacher & Aide 
 Students walk in quietly 

 Students get in line for hot 
lunch or walk to assigned 
table with cold lunch 

 Students talk and eat 
quietly 

 Students raise hand for 
assistance 

 Students stop talking when 
the bell rings 

 Students stand up and face 
the cross 

 Students recite prayer 

 Students clean up their 
table area 

 Students walk to classroom 
line when table is dismissed 
by adult 

 Students put on outside 
gear 

 K4 and K5 students follow 
teacher outside 

 1st – 8th grade students 
follow directions of teacher 

 Students walk in line down 
steps outside to playground  

 Adults reports to 
cafeteria on time 

 Adults walk around 
supervising students 

 Adults attend to any 
students who have their 
hand up 

 Adult retrieves bell from 
long table along the wall 
and rings bell. 

 Adults remind students 
to clean up table area 

 Adult asks students to 
stand and pray 

 Adult returns bell 

 Adult dismisses tables to 
get into line when the 
table is clean and quiet 

 Adult supervises lines 
and dismisses students 
in grades 1-8 when their 
line is quiet 

 Adult walks with line to 
the recess door 

 Aide stays in cafeteria 
and helps dismiss K3, K4 
and K5. 
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RECESS 
Student Teacher & Aide Parent Volunteer 

 Students walk quietly to 
playground 

 Students follow teacher’s 
procedures for distribution 
of playground equipment 

 Students play on the 
playground only 

 K grade students can play in 
tot lot  

 Students can sit on steps 

 Students may not be on the 
grass or patio area 

 Students must ask 
permission to go inside 
building  

 Students collect playground 
equipment when they hear 
the bell 

 Students walk to classroom 
line when bell rings 

 Students follow their 
teacher in line to reenter 
the building without talking 
 

 Adults report to 
playground on time 

 Aide gets Recess bag 
and walkie-talkie 

 Teacher talks with 
volunteer to decide who 
is watching the north 
half or south half of 
playground 

 Adults walk around 
supervising students 

 Adults get any balls that 
leave the playground 

 Adults only let students 
inside if they asked for 
permission and it is 
urgent 

 Adults monitor that all 
students are in the 
playground or on steps 

 Adults monitor any 
straggling students 
when bell rings 

 Teacher escorts their 
class inside.  

 Aide stay outside for 
both recesses.  They are 
the last in the building 
after the last recess 
confirming all students 
are inside and doors are 
closed and locked. 

 Volunteer reports to 
playground on time  

 Volunteer talks with 
teacher to decide who is 
watching the north half 
or south half of 
playground 

 Volunteer helps 
supervise students 

 Volunteer gets any balls 
that leave the 
playground 

 Volunteer refers any 
student requesting to go 
inside to teacher or aide 

 Volunteer monitors that 
all students are in the 
playground or on steps 

 Volunteer helps monitor 
students getting into 
line when the bell rings 
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COVID-19 POLICIES 
 

The 2020-2021 Reopening Plan and supporting documents serve as policy during 
the pandemic. 

 
 

ATTENDANCE 
If a remote learning student will not be participating in school work for any reason 
parents must call or email the school office before 8:30 am on the day of the absence.  
 
If the entire school switches to remote learning, daily attendance via a Google form is 
required by the parents daily. 
 
If an in person student needs to stay home due to a quarantine directive, they become a 
remote learner and need to follow the attendance policy stated above. 
 
If an in person student calls in sick for a day or two they do not automatically become a 
remote learner.  A student becomes a remote learner with approval from the principal. 

 
COMMUNICATION WITH TEACHERS 
Remote learners have a scheduled time to connect with their teachers.  Families are 
expected to respect the scheduled times, as teachers have students in person during 
the day. 
 
PICK UP and DROP OFF PROCEDURES 
DROP OFF  
K5 – 8th grade morning drop off begins at 7:45am. Students should not arrive at school 
before 7:45am. A teacher or an aide will supervise students from 7:45-8:00am. Students 
are allowed to wait inside the building in the cafeteria during inclement weather with 
teacher supervision.  
Middle School students will be expected to walk from the car into door #5 and up to the 
middle school wing.  Middle school teachers will be supervising.   
1st  to 5th grade teachers will meet their students on the playground at 7:55am to escort 
them through door #4, to their classrooms upstairs.  
The K5 teacher will meet their students on the playground at 7:55am to escort them 
through door #6, (the concourse door) through the hallway and cafeteria to their 
classroom. 
K3 and K4 parents will use the front entrance on Wildwood. Park in the lot and come 
across the street and wait in a socially distanced line with your child. This can be done 
from 7:50 – 8:00. K3 and K4 teachers will meet their students at the front entrance at 
8:05am to escort them to their classrooms.  
(If the K3-K4 student has older siblings, you need you drop them off in back first and 
then come around to the front to follow the K3-K4 drop off procedure.) 
Parents will not be able to accompany any child into the building. 
 

https://drive.google.com/drive/u/0/folders/1om8n_9u3eQ4CIDtnvBpoyFYmwzdKw38F


51 
 

Drop off occurs in the back parking lot for K5 – 8th grade students. Parents should enter 
on the north side of the school at the Chateau Place driveway. Following the direction of 
the cadets, cars should pull up to the assigned drop-off areas. Two cars may drop off 
children at once at the designated areas to keep the line moving. Students should exit 
the driver’s side if they ride in the backseat of the car. If the student is in the front 
passenger seat, they should exit and cross in front of their car towards school. Students 
will then wait in designated areas, along the south eastern most parking spaces, by 
grade.  Cars then exit to the west onto Marlborough Drive, turning right to go north to 
keep the flow of traffic running smoothly. DO NOT EXIT GOING SOUTH ON 
MALBOROUGH DRIVE. Cadets will stop facilitating drop off at 8:00am. 
Please see Appendix G for a detailed map of these instructions. 

 
Parents of children who wish to walk their student(s) to their playground line will enter 
off of Chateau Place and tell Mr. Cho they want to park. A small section of the 
southwest portion of the parking lot will be reserved for this purpose. Parents will walk 
their child to the designated area and wait for their teacher. 
Parents are not allowed to walk their child(ren) to the classroom doors to help teach 
responsibility and independence, allow for the academic day to begin at 8:00am, and 
ensure the safety of the building.   
 
There will be no cadets in the front of the building. NO CHILD SHOULD BE DROPPED-
OFF ALONE AT THE FRONT DOORS. 
 
If it is after the 8:00am bell, a student is considered tardy. At that time, parents must 
park in the Wildwood Avenue lot and the student must be buzzed in by the office. The 
student will need to report to the office for a tardy slip and then the student takes the 
tardy slip to class. 
 
PICK UP 

Morning K3, K4 and K5 students are dismissed at 11:30am from the front entrance on 
Wildwood Avenue. Do NOT park on the street. Park in the lot and come across the 
street to pick up your student(s). Escort your student(s) back across the street to the 
parking lot.   
 
Afternoon dismissal begins at 3:05pm for all students. All walkers and bike riders will be 
dismissed first out the front doors on Wildwood Avenue. They must cross at the cross 
walks on either corner of Wildwood. 
 
Two car pick-up lines will be functioning. Students being picked up in cars will be 
dismissed by family. Two car pick-up lines will be functioning. One in the front and one 
in back. Families with a student in K3, K4 or K5 MUST pick up in the front line.  
  
Back pick up - Parents should enter the playground on the north side of the school at 
the Chateau Place driveway. Following the direction of the cadets, cars should pull up to 
the adult on duty and state their family name.  They will be asked to pull forward.  The 
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adult will walkie talkie to the office who will notify the family.  Students will promptly exit 
out door #4 and find their car in line.   
Front pick up - Parents should come down Wildwood heading south.  Cars should pull 
up to the adult on duty and state their family name.  They will be asked to pull forward.  
The adult will walkie talkie to the office who will notify the family.  Students will promptly 
exit out the front door and find their car in line.  Cars should exit on Hampton Ave.  
 
Do NOT park on any street surrounding the school. Please follow the directions of the 
student cadets and adults.  Gathering outside on school property will not be permitted. 
 
Please observe all posted parking/stopping signage posted on all sides of the school by 
the village to avoid ticketing by the Village of Whitefish Bay Police Department. 
 
FIELDTRIP 
No fieldtrips will be allowed until further notice.   
 
GUARDIAN ANGELS 
Students will be paired with a guardian angel.  They will not sit together at mass or meet 
in person.  However, a friendship will be fostered. 
 
RELEASE FROM SCHOOL 
Students are not to be released from the school during the school day without approval 
from the School Office. A parent/guardian of a student who must leave school for any 
reason during the school day should email or call the school office and the homeroom 
teacher indicating the time the child is to be excused and the reason for being excused. 
The parent/guardian must ring the front doorbell.  The office will sign their child out and 
escort them to the door.  If a student returns during the school day, the parent/guardian 
must walk them to the front door to check the student back in.  
 
SCHOOL DAY 
There will be three staggered lunch periods this year. 
K3, K4, and K5 from 11:30 – 12:20 
1st – 5th grade from 12:10 – 12:50 
6th – 8th grade from 11:00 – 11:40 
 
There will be two morning recess block and afternoon recess blocks this year. 
 
VISTORS 
No visitors are allowed in the building. Exceptions may be made by the principal. 
 
VOLUNTEERS 
Volunteer opportunities will be limited. 
 
UNIFORMS 
Physical Education Clothing: 
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Students will not be changing for gym class this year.  Please remind your child of the 
importance of personal hygiene. 
 
RETREATS 
Students will not participate in any retreats off site or overnight. 
 
SERVICE OUTREACH  
Service outreach will not include fieldtrips. 
 
 
CO-CURRICULAR OFFERINGS 
 
BAND 
The Band program will not be offered during the school day. 
 
STRINGS 
The Strings Program will not be offered during the pandemic. 
 
JUSTICE LEAGUE 
Justice League is for our 8th grade students to serve the rest of the school during the 
school day. Students will serve the rest of the school by doing jobs that can be 
completed in their classroom. 
 
EXTRA CURRICULAR ACTIVITIES 
There will be no extracurricular activities until further notice. 
 


