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HOLY FAMILY SCHOOL MISSION 
 Holy Family Catholic School serves pre-school through eighth grade children 
from Holy Family Parish of New Albany and the surrounding community. We 

welcome all families who desire faith formation, challenging academic programs 
and quality enrichment activities for their children. In a Catholic faith-filled 

environment and through the loving guidance of faculty and staff, active parents 
and supportive parishioners, we endeavor to help students excel in their spiritual 
formation, academic preparation and their development of successful life skills.   

 



HOLY FAMILY SCHOOL PHILOSOPHY 

To complete the mission of the Holy Family School, the School Commission, Administration, 
Faculty, Staff and Parents, will collaborate to ensure the promotion of these core values: 

● lifelong learning and sharing of faith 

● Catholic values through prayer, sacraments, and service 

● a holistic approach toward the growth and development of each child 

● a nurturing environment which instills a genuine concern and respect for each individual 

● the development of students’ esteem, personal code of behavior, and community responsibility 

● opportunities which provides students with the skills, resources, curriculum, and technology to 
embrace the challenges of the future 

 

HOLY FAMILY SCHOOL VISION 

Holy Family School develops inquiring minds, caring hearts, and lives devoted to Christ. 

At Holy Family School, students build an educational foundation which enables them to make 
lifelong contributions to self, family, Church, and community. 

 

SECTION 1 – HISTORY AND GOVERNANCE  
1.1 – HOLY FAMILY PARISH AND SCHOOL 

Holy Family was founded in 1954 as an Archdiocesan parish school, and the Sisters of 
Providence from St. Mary of the Woods were its first educators.  They continued to administer 
and teach in the school until the late 1980s when the first lay principal was hired to guide a by-
then entirely lay staff.  In 2006-07, Holy Family added a preschool and childcare ministry to 
meet the needs of three-to-five year-olds.  Currently, Holy Family provides the daily 
administration, instruction and support for Holy Family students from pre-3 through 8th grade. 
Holy Family draws students from the entire southern Indiana and Louisville, Kentucky areas.  

In 1998-99, Holy Family Parish conducted a restructuring process that replaced the traditional 
Board of Total Catholic Education, which had previously directed the policies of the School, 
Parish Faith Formation, and Parish Youth Ministry. The new parish governance structure 
incorporates our Parish Pastoral Council and several Ministry Commissions, all working under 
the auspices of the Archdiocese of Indianapolis Office of Catholic Schools and the Archbishop 
of Indianapolis, currently Archbishop Charles C. Thompson. Holy Family School operates under 
the guidance and policies set forth by the School Ministry Commission. 

 



The Holy Family School Ministry Commission seeks to promote and support the highest quality 
spiritual, academic, and developmental programs for all students. The Commission works in 
cooperation with the pastor, parish council, school administration and faculty, and other 
organizations within the parish. Active Commission members are appointed by the Commission 
and serve as volunteers. The role of the Commission is to set policies under which school 
programs operate and to guide planning and review necessary for improving and maintaining 
these programs. The Commission serves as a long range and strategic planning team for Holy 
Family’s future. 

The Commission meets bi-monthly in the Art/World Language room. Parishioners or parents of 
school children are welcome to attend. An individual may seek to have an item placed on the 
Commission meeting agenda by approval of the Commission president at least one week prior to 
the meeting and provide a summary of the topic.  The Commission may elect to provide a 
response, table for a future meeting or delegate to the principal an appropriate response or action. 
In the alternate months, the members of the Commission meet in committee to accomplish the 
goals set forth for the current year. 

Holy Family School administration and teachers collaborate with the Catholic schools that make 
up the New Albany Deanery in the areas of calendar coordination, professional development and 
retreats, principals’ monthly meetings, and student academic and co-curricular events such as 
Academic Olympics, Deanery Science Fair, Graduation Dance, Deanery Musical, and 
Providence HS performances, academic camps and athletic events.  

 

1.2 – ACCREDITATIONS, ASSOCIATIONS AND AWARDS 

As a Catholic parish school in the Archdiocese of Indianapolis and an accredited school in the 
State of Indiana, there a several governing bodies that influence or have direct authority over our 
operations.  Below are some of the governance bodies as well as support groups that enable Holy 
Family School to operate in the best interests of the students. OCS (Archdiocesan Office of 
Catholic Schools, formerly Office of Catholic Education) INPEA (Indiana Non-public Education 
Association) and IDOE (Indiana Department of Education)   
 
The Office of Catholic Schools (OCS), led by Archbishop Thompson, Superintendent Gina 
Fleming, and their staff, provide the governing structure for spiritual development and academic 
programs, including policies for all Archdiocesan schools.  The OCS has partnered with the other 
four dioceses in Indiana to develop an accreditation body associated with Advanc-Ed, a regional 
accrediting organization that oversees the accreditation and 4-year school improvement process 
for Catholic schools.  We are also members of the Indiana Non-public Education Association 
(INPEA) which provides a lobby at the state government advocating for programs such as 
School Choice (vouchers and SGO scholarships) and other important issues for non-public 
schools.  The IDOE facilitates numerous statutes, regulations and compliance standards such as 



teacher licensure, assessments, including ILEARN, IREAD, and academic standards.  On the 
national level, Holy Family is a member of the National Catholic Education Association (NCEA)  
which provides numerous publications, resources on its website, and an annual conference, 
awards, and valuable information about the history and mission of Catholic schools in the US. 
 

In 2001, Holy Family was named a U.S. Department of Education Blue Ribbon School of 
Excellence, and in 2005, was again nationally recognized as a No Child Left Behind Blue Ribbon 
School of Excellence. Holy Family has received an A rating from the State of Indiana and has 
been named a Four-Star School based on State assessment performance. 

 

1.3 – PARENT TEACHER ORGANIZATION (PTO) AND VOLUNTEERS 

All HFS school parents are members of the Holy Family PTO.  This organization, led by its 
Executive Committee, provides the volunteer support for fundraising for the school’s budget and 
fellowship among our parents and teachers.  The PTO provides hundreds of service hours that 
coordinates moderators, room parents and chaperones, cafeteria volunteers, auction, raffle and 
walkathon volunteers, parish fish fries, and many other efforts that benefit Holy Family School 
and Parish.  Much of the funding for PTO activities comes from holiday nut sales and school 
uniform/spirit wear sales.  

Should problems occur, volunteers need to discuss the issue with the faculty or staff member or 
with the principal if the issue cannot be resolved. Parents who can’t make their scheduled 
appearance to volunteer are to contact the school to let us know. 

Due to Floyd County Health Department regulations, children are not allowed in the serving 
areas or food preparation areas of the kitchen. Volunteer parents may not bring younger siblings 
to school when working in the cafeteria or chaperoning field trips. When volunteering in the 
classroom, the parent may not bring a younger sibling to the workplace.  

 

1.4 - SAFE AND SACRED AND CIRCLE OF GRACE TRAINING 

In compliance with Archdiocesan policy, To Be Safe and Secure (2003), all paid faculty and 
staff, youth ministers, any volunteers, field trip chaperones, coaches, moderators, and other 
adults who work with children, are required to complete Safe & Sacred training 
(https://safeandsacred-archindy.org/) and background check.  In 2012, the Archdiocese 
introduced the student training program, Circle of Grace, designed to inform and provide 
strategies for children with regard to appropriate physical and emotional boundaries with adults 
and fellow students.  All students pre-K-8 complete this training unless a waiver is specifically 
requested by parents. 

 



1.5 - CODE OF CONDUCT (Required by the Archdiocese of Indianapolis) As a community of 
faith, we are committed to safeguard our children and youth, the most important gifts God has 
entrusted to us. The following rules and regulations reflect that commitment and apply to clergy, 
employees, and volunteers. 

Volunteers, staff, parents and other adults who work with children will: 

● Safeguard children and youth entrusted to my care at all times. 

● Treat everyone with respect, patience, integrity, courtesy, dignity, and consideration. 

● Attend Safe and Sacred training 

● Avoid situations where I am alone with a child or youth at church/school activities. 

● Refrain from giving inappropriate, personal gifts to children or youth. 

● Avoid all unnecessary physical contact, especially when alone with a minor. 

● Obtain permission from a parent or guardian before contacting a minor via social media or 
before posting pictures, video, and other information that may identify a minor. 

● Always maintain a professional attitude when dealing with minors, avoiding emotional 
attachment and being aware of the powerful attraction of adults in positions of authority. 

● Report suspected child abuse to civil authorities (Indiana hotline: 800-800-5556) or to a local 
law enforcement agency and to the archdiocese (victim assistance coordinator: 800-382-9836, 
ext.1548). Report any violations of this code of conduct to the victim assistance coordinator. 

● Confidential reports to the archdiocese can also be made online at 
www.archdioceseofindianapolis.ethicspoint.com. You do not have to give your name. 

● Cooperate fully in any investigation of abuse of children and/or youth. 

 

Volunteers and staff will not: 

● Communicate any views contrary to the teachings of the Catholic Church. 

● Use, possess, or be under the influence of alcohol while overseeing youth at any church/school 
activities. 

● Use, possess, or be under the influence of illegal drugs 

● Allow minors to have and/or use alcohol or illegal drugs 

● Use profanity or engage in behavior that is harassing or degrading to others. 

● Allow minors to have, or assist them in gaining access to, pornographic or inappropriate 
websites, movies, or printed materials. 

As a volunteer at Holy Family Catholic Church and School, you understand and will abide by the 
rules and guidelines in this Code of Conduct. You signify your agreement by signing the Parent-
Student Handbook Agreement Form. 



SECTION 2 – ADMISSIONS AND ENROLLMENT 

 
2.1 – NOTICE OF NONDISCRIMINATION POLICY 

NOTICE OF NONDISCRIMINATORY POLICY AS TO STUDENTS All schools operated by 
schools and parishes under the guidance of the Roman Catholic Archdiocese of Indianapolis admit 
students of any race, color, national and ethnic origin to all the rights, privileges, programs, and activities 
generally accorded or made available to students at the school. The schools do not discriminate on the 
basis of race, color, national and ethnic origin in administration of its educational policies, admissions 
policies, scholarship and loan programs, and athletic and other school-administered programs. 
 
2.15 – INDIVIDUAL STUDENT NEEDS 

Students with physical or learning disabilities who apply for admission will be evaluated on an 
individual basis and will be accepted if Holy Family School, with reasonable accommodations, 
can meet the students’ programmatic needs.  Students with learning differences or Catholic 
Accommodations plans will receive an annual case conference review with Holy Family staff. 

Note: Individual Education Plans (IEPs) and 504 plans are agreements between the local LEA 
(New Albany-Floyd County School Corporation).  Holy Family does not recognize nor write 
these plans as agreements between Holy Family and students but may write a Catholic school 
accommodation plan as needed. Holy Family collaborates the Office of Catholic Schools (OCS) 
to provide the most appropriate environment for students. 

 

2.2 – VOUCHERS AND TAX CREDIT SCHOLARSHIPS 

Holy Family School is approved for the Indiana School Voucher and SGO Tax Credit 
Scholarship programs, and eligible families may receive tuition assistance through the CHOICE 
program. To ensure fairness of selection in the event of full enrollment and waiting lists, the 
school will conduct a lottery to determine the waiting list candidates according to guidelines 
provided by the State of Indiana and drafted for Holy Family School. 

 

2.3 – NON-CATHOLIC FAMILIES/STUDENTS 

The school respects the personal conscience of individual students and their families. This 
freedom is recognized by the Catholic Church. However, as a Catholic school, it cannot 
relinquish its own freedom to proclaim the Gospel and to offer a formation based on the 
teachings of the Catholic Faith and the values to be found in Christian education. Students are 
expected to participate in attendance of liturgy and other services, religious instruction and 
Catholic formation, including Christian service, offered at the school, except those actions that 
are intended only for Catholics (e.g. reception of the sacraments.) 

 



2.4 – STUDENT TRANSFERS 

Transfers are generally made at the beginning of a semester; however, exceptions are made for 
students transferring from out-of-town during a semester. Other midyear transfers may be made 
at the discretion of the principal and/or pastor. At the time of application, health records, birth 
and baptismal records, and transfer records from any previous school are required. All transfer 
students to Holy Family must be in good academic and behavioral standing with their previous 
school and must be eligible in the previous school system for the grade which they are requesting 
at Holy Family. Parents of students transferring to another school from Holy Family are required 
to notify Holy Family of the transfer and to direct the new school to provide a release of 
information for a transcript of records. Records will be forwarded when all outstanding bills are 
paid in full. The following criteria is used to determine if the transfer is in the best interest of 
both the student and Holy Family School: 

● The student has progressed at a normal rate throughout elementary and/or middle school; 

● The transcript does not contain significant deficiencies; 

● There is evidence that the student can be successful in our program; 

● There is room in the particular classes/grade level needed by the student; 

● The student is not under suspension, withdrawal, or expulsion from a previous school; 

● The student does not have a record of extreme absences, tardiness, or disciplinary actions from 
the previous school; 

● There are no personal circumstances that would seriously hinder success; 

● The student has demonstrated a sincere interest in attending Holy Family and fulfilling all 
requirements; 

● The student’s family must have all financial obligations with the previous school met prior to 
acceptance at Holy Family School. 

Note: Families seeking a transfer to another Deanery Catholic school must have an approval 
signature from the principal of the former school. 

Holy Family reserves the right to pre-test students transferring from home-school, out-of-state or 
non-accredited school for the grade level they are seeking. 

 

2.5 – CONTINUOUS ENROLLMENT 

Acceptance of registration fee does not guarantee admission for the following year. Continued 
admission will be based upon student achievement, attendance, behavior, parental cooperation, 
and meeting financial obligations to the school. Note: returning families who fail to complete 
early pre-enrollment could jeopardize their status in the event of a waiting list. Continuous 
enrollment is the decision of the school principal and the pastor.   



2.6 RETENTION FOR ATHLETIC PURPOSES 

The State of Indiana prohibits the retention of any student at any grade level for the sole purpose 
of improving a student’s ability to participate in extracurricular athletics. 

 

2.7 - PRESCHOOL AND CHILDCARE 

Since August 2006, Holy Family Pre-school Ministry program has been serving the pre- school 
and aftercare needs of children ages 3-5. Pre-registration for Holy Family Pre-school is held in 
January and continues until late July. Three year-olds must be of age by July 1 of the current 
academic year. Admission to the Pre-school does not guarantee future admission to Holy Family 
School; waivers may be granted only by the Pre-school Director and Principal. 

Holy Family Childcare is a registered program with the State of Indiana and is not a state 
licensed childcare facility. It is a Church ministry program that serves the needs of our 
parish/school community. Admission to the childcare program is contingent upon registration in 
the pre-school and available space in the program. In the event of a waiting list, Holy Family 
parishioners will be given first priority and non-parishioner families with siblings already 
enrolled would receive next highest priority.  Early registration period is considered to be 
January 1 through March 31st. Students enrolling after March 31st are subject to availability 
regardless of prior year enrollment. 

 

SECTION 3 – ACADEMICS, GRADING AND INTERNET USE 

 

3.1 – ACADEMIC CURRICULUM 

Holy Family strives to provide an academic program of studies of the highest quality. Students 
participate in a full array of studies, including Religion (including Archdiocesan Circle of Grace 
training), Language Arts (integrated English, Spelling, Vocabulary, and Reading), Mathematics 
through Algebra I, Choral and General Music and Performance Arts, Physical Education, 
Science and Health, Social Studies, Technology Literacy, Visual Arts, and World Language 
(including Spanish I for 8th grade students.)  In addition, special curricular and co-curricular 
activities support and instill in students the desire to learn and provide children with 
opportunities to excel regardless of academic ability, economic status, or talent area. 

Students are encouraged to fully participate in all classroom activities, to study and complete 
homework and assigned projects. Holy Family recognizes that each child is different; learning 
styles vary and ability and interest levels are not all the same for all children. These factors play 
a role in the development of the curriculum and expectations of students. At Holy Family, we 
believe all children can and will find success. 

 



Current technology enables Holy Family School to provide eLearning days from home in lieu of at school 
when weather or other factors cause a cancellation of the normal school day.  Typically, the school would 
use designated make-up days and/or eLearning days to complete the required 180 days of school. 

   

3.2 – ACCOMMODATION OF SPECIAL NEEDS 

Holy Family School recognizes that students learn differently and that some students have 
special needs which may require accommodations beyond traditional teaching methods and 
behavioral modification strategies/accommodations.  Some areas of the building are not 
accessible to students or adults who require an elevator, and Holy Family cannot presently 
accommodate this need.  In 2008 and 2015, additional ramps were added to provide access to the 
church and cafeteria. The Assistant Principal and Counselor are the contact liaison between 
families and Holy Family School with regards to special needs.  Additional support is provided 
for Response to Intervention (RtI) through our Intervention Specialists for individual and small 
group assessment, interventions and classroom support.  Classroom assistants are also employed 
to provide additional support to students and the teacher. 

 

3.3 – GRADING POLICY 

Student performance assessment is coordinated along Archdiocesan guidelines and is designed to 
reflect a student’s achievement. Continuous accounting of grades and report cards are provided 
online at each nine-week grading period through the jupitergrades.com information system. 
Formal parent conferences are held in October and March and additionally through the year at 
the parent or teacher’s request to chart progress or address concerns.  If a student does not meet 
academic and effort standards, Holy Family may retain the child in the current grade level for the 
next year. The principal will conduct a family/school conference in the event of a retention 
decision. Should a family refuse to accept a retention decision of the principal, the family may be 
required to withdraw from Holy Family.   

 

The Holy Family grading scale for elementary schools is as follows: Grades K-2 are determined 
by level of mastery of skills with a standards-based report card using the following grading 
rubric: 

E - Exemplary - Demonstrates a deep understanding of key concepts and consistently applies and 
extends them above grade level. 

M – Mastery - Demonstrates an understanding of key concepts and consistently applies them at 
grade level. 

P-Partial Mastery - Demonstrates a partial understanding of key concepts and/or inconsistently 
applies them at grade level. 

N - Non-mastery - Demonstrates little understanding of key concepts and/or rarely applies them 



at grade level without support. 

M - Meets Expectations 

N - Needs Improvement   

 

Grade 3-8 uses a standards-based report card with a numeric grading scale:  In 2019-20 the new 
grading scale for Archdiocesan schools is: 

93-100% = A; 85-92 = B; 76-84 = C; 70-75=D; Below 70 = F. 

Non-graded courses:  Some courses meet only once per week, and some of these course may use 
a “non-graded” scale in which students are evaluated on their effort and engagement, completion 
of expected work, and overall cooperation.  The following scale is used: 

E – Excellent; S+, S, S- - Satisfactory; N – Needs Improvement. 

Students also receive marks for responsibility/behavior and comments regarding performance 
and/or effort.  Note: “Incomplete” is a temporary grade only and is generally applied when a 
student has experienced a long-term illness or when a student has work near the end of a grading 
period that has not yet been completed or submitted.  Once the “Incomplete” period has passed, 
usually one week after the report card date, the student’s grade will be changed to a percentage 
(2-8th) or mastery level score (K-1st). 

Students may receive consequences for turning in late or incomplete assignments, poor 
performance due to lack of effort, or missing work.  These consequences normally affect the 
student’s grade, not their disciplinary record.   For example, loss of points may be given per day 
for work turned in late.  Teachers may also offer “extra credit” for different assignments or as an 
addendum to an assessment.  Extra credit is designed to be an extension of the content objective 
and should not make a significant impact on a student’s grade.  

 

3.4 – AWARDS AND RECOGNITION 

Holy Family School endeavors to recognize the successes of all students, whether in the 
classroom or away from school. At nine week grading periods, public recognition for academic 
achievement, effort, behavior, attendance, and improvement is given to deserving students. In 
addition, when students are honored for achievements away from school or for special events or 
activities, Holy Family School will recognize and honor them through announcements, bulletin 
board displays, or newspaper coverage, certificates, or assemblies. In order to be recognized, 
parents should agree to the "Photo/video and name release policy" outlined in Appendix A. 

 

 

 



3.5 – HONOR ROLL REQUIREMENTS (Grades 3-8) 

To earn nine-week academic honors, students must meet the following criteria: 

• Principal’s List All grades 95% or above  
• First Honors All grades 90% and above 
• Second Honors All grades 85% or above 

For all award levels, students must maintain the following: Non-graded courses: mark of 
Satisfactory or better; Responsibility/Behavior mark of Satisfactory or better.  Note: due to 
changes in the Archdiocesan grading scale for 2019-20, honor roll requirements are under  
review and may change. 

 

3.6 NATIONAL JUNIOR HONOR SOCIETY 

Deserving 7th and 8th grade students may be eligible for membership in the Holy Family chapter 
of the National Junior Honor Society. A combination of criteria including a 90% academic 
average, behavior grade of Satisfactory or higher, character, Christian service, citizenship and 
leadership determine eligibility. Additional service hours are required for eligibility. 

 

3.7 – SCHOLARSHIPS 

Holy Family School is pleased to award monetary scholarships and honorary awards to 
deserving graduating eighth grade students. Amounts and criteria vary for these awards. Various 
criteria determine the eligibility of these awards. Holy Family School reserves the right not to 
present any of these awards annually if no student fulfills the criteria. Families or individuals 
wishing to sponsor memorial or honorary scholarships should contact the principal.  

 

3.8 – HOMEWORK 

Homework is an important component of academic success. Students at the intermediate level 
and junior high level should expect homework regularly during the week and occasionally on 
weekends. Primary students can also expect homework regularly. Students are expected to 
complete homework assignments on time. Failure to properly complete assignments will 
negatively affect grades and academic progress. Students who are (excused) absent from school 
will be given appropriate additional time to complete homework and/or make up assignments, 
quizzes and tests. 

 

 

 

 



3.9 – STANDARDIZED ASSESSMENTS 

All Holy Family students in grades three through eight are required to participate in the State 
ILEARN assessments and third grade IREAD* literacy assessment as well as the Archdiocesan 
ACRE (Assessment of Children/Youth Religious Education) at fifth and eighth grade. In addition, 
students participate in numerous local assessments for diagnostic purposes and to monitor school 
improvement.  *Third graders in the State of Indiana are required to pass the IREAD assessment 
for promotion to fourth grade reading.  If a student does not pass IREAD at the first 
administration, a second opportunity is provided in early summer.  Students who do not 
successfully complete the IREAD may be promoted to fourth grade, but Reading remediation is 
required. Note:  State law does not allow families to “opt out” of Indiana assessments.  

 

3.10 – HOME AND SCHOOL COMMUNICATIONS 

Good communication between parents and school is a vital element in fostering mutual respect, 
ensuring the smooth operation of the school, and in providing a vehicle for resolving concerns or 
conflicts. In general, when parents have a concern, it should be taken directly to the person 
responsible in a timely and appropriate fashion. For example, a concern in the classroom should 
first be communicated to the teacher, not the principal, pastor, nor commission member. If the 
issue cannot be resolved given reasonable time and opportunity, parents should then consult the 
student services coordinator or principal. 

Parents and students are expected to check their jupitergrades.com information, teachers’ web 
pages daily or as directed by the teachers, as these communication vehicles have replaced many of 
the paper communications of the past including the Wednesday Envelope.  

 

3.11 - INTERNET ACCEPTABLE USE POLICY 

ACCEPTABLE USES 
Holy Family’s technology resources will be used only for learning, teaching, and administrative 
purposes consistent with Holy Family’s mission and goals. Software or external data may not be 
placed on any computer, whether stand alone or networked to the system, without following the 
guidelines outlined by Holy Family’s Technology Team. 
 
USE OF SYSTEM IS A PRIVILEGE 
The use of the Holy Family computer system and access to use of the Internet is a privilege, not a 
right. Inappropriate use will result in a cancellation of those privileges. 
 
UNACCEPTABLE USES 
 The following uses of the Holy Family computer system and Internet are considered 
unacceptable for students: 



1. Students will not use the system to access, review, upload, download, store, print, post, receive, 
transmit or distribute: 

a. pornographic, obscene or sexually explicit material or other visual depictions that are 
harmful to minors; 

b. obscene, abusive, profane, lewd, vulgar, rude, threatening, disrespectful, or sexually 
explicit language; 

c. materials that use language or images that are inappropriate in the education setting  
d. information or materials that could cause damage or danger of disruption to the 

educational process; 
e. materials that use language or images that advocate violence or discrimination toward 

other people (hate literature) or that may constitute harassment or discrimination. 
 

2. Students will not use the system to knowingly or recklessly post, transmit or distribute false or 
defamatory information about a person or organization, or to harass another person, or to engage 
in personal attacks, including prejudicial or discriminatory attacks. 
 

3. Students will not use the system to engage in any illegal act or violate any local, state or federal 
statute or law.  
 

4. Students will not use the system to vandalize, damage or disable the property of another person or 
organization, will not make deliberate attempts to degrade or disrupt equipment, software or 
system performance by spreading computer viruses or by any other means, will not tamper with, 
modify or change the system software, hardware or wiring or take any action to violate the 
security system, and will not use the system in such a way as to disrupt the use of the system by 
other users. 
 

5. Students will not use the system to gain unauthorized access to information resources or to access 
another person’s materials, information or files without the direct permission of that person. 
 

6. Students will not use the system to post private information about another person or to post, 
transmit or distribute personal contact information about themselves or other persons, or other 
personally identifiable information, including, but not limited to, addresses, telephone numbers, 
school addresses, work addresses, identification numbers, account numbers, access codes or 
passwords, labeled photographs or other information that would make the individual’s identity 
easily traceable, and will not repost a message that was sent to the student privately without 
permission of the person who sent the message. 
 

7. Students must keep all account information and passwords on file with the Assistant Principal. 
Students will not attempt to gain unauthorized access to the school system, attempt to log in 
through another person’s account, or use computer accounts, other than those assigned to the 
student by Holy Family.  
 

8. Students will not use the system to violate copyright laws or usage licensing agreements, or 
otherwise to use another person’s property without the person’s prior approval or proper citation, 
including the downloading or exchanging of pirated software or copying software to or from any 
school computer, and will not plagiarize works they find on the Internet. 

 
If a student accidentally accesses unacceptable materials or an unacceptable Internet site, 
the student should immediately inform a teacher. 
 



SECTION 4 – STUDENT BEHAVIOR 
4.1 – GENERAL GUIDELINES AND EXPECTATIONS OF STUDENT BEHAVIOR 

Holy Family students are expected to display courteous, respectful, Christian behavior at all 
times. The Gospel message should be reflected in student behavior and should be modeled by 
their parents and school personnel. Holy Family students’ behavior should reflect personal 
discipline and respect for self and others, which are home-taught values reinforced at school. 
Student conduct should be in alignment with traditional Catholic values and the behavioral 
policies of Holy Family School. The school has the right to call students to accountability when 
they display behaviors or conduct to the contrary of these values or policies. 

In order to maintain a respectful, orderly, and safe environment for all, students and parents are 
expected to know and abide by all school rules and procedures which apply to them. In most 
situations, unwarranted behavior results in appropriate consequences designed to teach and 
reinforce expected behaviors and are managed by teachers.  

However, a single serious infraction or repeated disregard for school expectation, in addition to 
blatant disrespect for students, faculty, staff, or property, may result in significant consequences. 
These include possible loss of extracurricular activities, field trips, and year-end activities 
participation to more serious consequences such as being administratively withdrawn, inability to 
re-enroll, suspension, expulsion or exclusion from school.  

 

4.2 – GENERAL RULES OF BEHAVIOR 

1. Students are to treat each other and school staff with respect and dignity and to act as a 
positive role model for younger students. (Love your neighbor as yourself.) 

2. Students are to display courtesy and respect in their language and physical contact. 

3. Students are to fully participate in classroom activities, school Masses and spiritual activities,     
special events and programs offered by Holy Family School. 

4. Students are to follow classroom, cafeteria, hallway, safety, playground, aftercare, and parking 
lot rules as defined by their teacher or supervisor. 

5. Students are expected to complete all academic, attendance, and testing requirements. 

6. Students are expected to be prepared for school by bringing in their assignments, books, 
backpacks, lunchboxes and/ or other needed items. 

 

 

 

 

 

 



Teachers will have specific rules that apply in the classroom and will discuss these with students 
at the beginning of the year. The following rules are universal and should be practiced at all 
times: 

 
• follow directions carefully  
• be honest (avoid lying, stealing, or cheating) 
• be respectful in your language and writing (avoid profanity, teasing or name-calling) 
• keep the building and school grounds clean 
• be prepared for class 
• avoid chewing gum or candy on the school campus unless with permission and at the 

designated time and place 
• be in proper school uniform or proper out-of-uniform dress code when applicable 
• report problems or emergencies to the teacher or staff member 
• maintain a quiet, respectful atmosphere in the hallways during class time 
• refrain from running or horseplay in the building 
• display proper etiquette, posture and due reverence during Mass and in the church  

4.3 – THE GOOD NAME OF THE HOLY FAMILY STUDENT BODY 

Students should always be mindful of the example they set and the effect it has on the reputation 
of Holy Family School. Holy Family students should maintain proper decorum and provide 
positive leadership both at school and away from school. Any student behavior of a criminal 
nature or serious contradiction of Holy Family and Catholic Church values may result in the 
student being expelled from Holy Family School. 

 

4.4 - ARCHDIOCESAN GUIDELINES FOR CATHOLIC SCHOOLS ON RESPECTING 
PERSONS - The good name, reputation and personal safety of each student, faculty, staff 
member and adult volunteer is vitally important. In order to protect students, employees, 
volunteers and the school/archdiocese itself, each student is expected to treat the good name and 
reputation of other students, school employees, volunteers and the school/archdiocese with 
dignity and respect and not engage in any activity or conduct, either on campus or off campus, 
that is in opposition to this guideline and/or inconsistent with the Catholic Christian principles of 
the school, as determined by the school in its discretion. Any derogatory, slanderous, hostile or 
threatening remarks or actions directed toward any of the above by a student will be seen as a 
violation of this policy and will be viewed as an extremely serious matter, whether it is done 
physically, verbally, or electronically through the use of a home or school computer, phone, 
iPAD, or other electronic media or be remote access during school time or after hours. Some 
examples include, but are not limited to: (Sect 3.2) social media, text messages, blogging, 
images, pictures, etc. Any individual found to have made or participated with others in making 
any such remarks or actions will be subject to disciplinary action by the school, up to and 
including expulsion/ dismissal. 



4.5 – PROCEDURE FOR SERIOUS INFRACTIONS 

When a student is in serious violation of school rules or demonstrating behavior in opposition to 
Holy Family values, parents will be contacted for a conference. These violations may be one-
time offenses or repeated violations.  Serious violations may include, but are not limited to 
fighting, threatening or extreme disruptive or immodest behavior, bullying/harassment, 
vandalism/destruction of property, blatant defiance or disrespect, possession of, use, or attempts 
to provide/sell tobacco products, alcohol, drugs or inhalers, or the possession of a 
weapon/firearm. 

The school will contact police in the case of illegal activities performed by students, and parents 
will be notified of police involvement.  An internal threat assessment team may be convened 
whenever school employees believe a student may pose a threat to others.  If student behavior 
brings for concerns for the student’s well-being, confidential reporting will be made to the 
Department of Child Services (DCS). 

When working through behavioral issues occurring at school and/or impacting the school 
environment, students may be removed from classes and placed in a supervised time out area 
until parents arrive (if at school) or asked to remain home.  In cases of serious incidents, students 
may not return to class until a parent conference takes place.  This will occur in as time a manner 
as possible, but investigations often require more time between incident and the parent 
conference.  Parents will need to exercise patience when investigation prohibits an immediate 
conference.  If deemed necessary by the principal, the student may be placed on administrative 
leave until the investigation is completed and a resolution is attained. 

 

4.6 – SUSPENSION FROM SCHOOL 

Suspension – Probation – Loss of Privileges In addition to multiple demerits or infractions, 
situations involving serious offenses against school rules and regulations, or expected student 
behavior, may also result in suspension, probation, or loss of student privileges. Student 
privileges may include all extracurricular activities, field trips and end of year activities. Parent 
contact will be made prior to the student’s loss of privilege. 

Suspension is a serious matter and requires a parent conference with an administrator, typically 
the Principal. Students are not allowed to attend school or any school-related co-curricular or 
extra-curricular activity while on suspension. A conference will take place between the parents 
and the Principal. The school reserves the right to expect that an outside assessment occur before 
the student can return to school. Parents are responsible for any costs of the assessment, and 
continued counseling may be part of the agreement upon the student’s return to school.  Reasons 
for suspension may include but are not limited to:  fighting other students, demonstrating a 
serious breach of academic integrity, truancy from the school campus, endangering the safety 
and security of themselves or others, threatening the lives of others, significantly destroying 
school property, using or possessing alcohol, tobacco, and/or illegal drugs at school or school 



functions, and contributing to behavior that is in direct opposition to the values of the Catholic 
Church and Holy Family School.   

The school reserves the right to call law enforcement, to suspend students and to expel them 
pending fair process for serious offenses even if no previous demerits or suspensions have been 
issued. Extracurricular clubs, organizations, and parish CYO athletic teams may suspend and/or 
expel from participation as described in their written organizational rules. Students and parents 
are notified by a school administrator when the school intends to suspend a student for one day.  
One day suspensions do not require a parent meeting, but parents may request a meeting to voice 
concerns with the principal. In some cases, the student may be asked to leave school immediately 
and placed on administrative leave until the conference can take place. When a student is 
suspended for more than one day, administration will provide the student and at least one parent 
(or guardian) with fair process. This process provides the student and a parent with an 
opportunity to hear what rule(s) have been violated per the school's investigation and the 
opportunity for the student to tell his/her side of the story and speak against the proposed 
penalty. Parents will receive verbal or written notice of the decision to either suspend or provide 
an alternate penalty. Following this notification, the family may request the opportunity to have 
the decision reviewed by the principal and/or pastor. One to ten days of suspension can be issued 
for any given action depending on the seriousness of the incident. Students and parents should 
expect consecutive days of suspension for more serious infractions.  

Students will be allowed to make up missed school work in a reasonable amount of time to be 
determined by the teacher for no more than fifty percent credit. However, no student’s quarter 
grade should drop more than a letter grade due to each incident of suspension. In addition, 
students are suspended from all school activities during the suspension. Exceptions to this are 
rare and will only be made for a unique and unusual circumstance with approval by 
administration.  When suspensions are given, parents are expected to provide the proper 
environment at home conducive to the seriousness of the suspension. Upon return to school, the 
student may be placed on a probationary behavioral plan depending on the seriousness of the 
behavior that caused the suspension. The school reserves the right to immediately expel or to 
deny students readmission at the end of the school year if the inappropriate behavior continues.  
The child’s age and development will be considered to determine appropriate actions. 

 

4.7 – EXPULSION FROM SCHOOL 

In rare and extreme cases of dangerous, criminal or other serious misbehavior, or when other 
measures have not corrected unwarranted behavior, Holy Family reserves the right to expel a 
student from school. In fairness to the students and their parents, a fair process review will be 
followed. The decision to expel a student or not to allow a student to re-enroll for the following 
year will be made only by the Principal and/or Pastor. 



4.8 – SECLUSION AND RESTRAINT  

Holy Family School believes a safe and healthy environment should be provided in which all 
children can learn, develop, and participate in instructional programs that promote high levels of 
academic achievement. As an Indiana accredited non-public school, state law requires that our 
school has a Seclusion and Restrain Plan. The purpose of the plan is to ensure that all students 
and staff are safe in school, and that students who may have behavior crises are free from 
inappropriate use of seclusion or restraint.  

 
Behavioral interventions for children must ensure all children are treated with dignity and 
respect. This environment should allow all children to be free from physical or mental abuse, 
aversive behavioral interventions that compromise health and safety, and any physical seclusion 
or restraint imposed solely for purposes of discipline or convenience.  

 
Seclusion or restraint shall not be used as routine school safety measures; that is, they shall not 
be implemented except in situations where a child’s behavior or action poses imminent danger of 
physical harm to self or others and not as a routine strategy implemented to address instructional 
problems or inappropriate behavior (e.g., disrespect, noncompliance, insubordination), as a 
means of coercion or retaliation, or as a convenience. Any use of either seclusion or restraint 
shall be supervised, short in duration, non-punitive and used only for the purposes of de-
escalating the behavior. 
 

4.9 FAIR PROCESS REVIEW 

In the event that a parent contests a suspension, expulsion, exclusion, administrative withdrawal, 
or decision not to enroll or re-enroll in the school, a fair process of review may be requested by 
parents.  This process provides an opportunity for parents to conference with the school principal 
or designee to hear the rule violations and to speak against the proposed penalty.  After the 
conference, the principal/designee will notify parents of the decision. Upon notification, parents 
may request an opportunity to have the decision reviewed by the pastor or his designee.  Neither 
the Holy Family School Commission members nor the Office of Catholic Schools is involved in 
these types of school decisions. 
 

4.10 EXCLUSION 

A separate category of long-term or permanent removal, usually used for non-disciplinary 
reasons, is termed exclusion. Examples of reasons for exclusion are: communicable disease, 
infestation with parasites, failure to comply with compulsory immunization laws (IC 20-34-4-5), 
failure of the student to meet minimum academic standards, inability of the school to meet the 
educational needs of the student, mental illness (i.e., for the protection of fellow students), non-
payment of tuition by the family, failure of the parents to support the school in its enforcement of 
discipline, religious and other policies, or other reasons. Long-term or permanent removal may 
also be for disciplinary purposes. Exclusion takes place after a fair process review.  

 



4.11 HOLY FAMILY SCHOOL ANTI-BULLYING POLICY 

Bullying Prevention Program 
Holy Family School's goal in prevention is to create a positive, nurturing, and bully-free 
environment so that our students may experience a Catholic faith-based community at its most 
profound – in daily life.  Because of the various stages of childhood development ranging from 
3-5 year-olds (Early Childhood) through 6-8th grade (Early Adolescence), the different ages and 
development of the children will determine both the prevention measures as well as response 
measures.    
Prevention includes the following: 

• On-going training for our faculty and staff and students on bullying prevention including 
the empowering of bystanders to take a stand so that the silent majority becomes the 
caring majority. 

• Reporting and investigating procedures 
• Interventions and responses to bullying incidents 
• Providing parents with communication and strategies for prevention and response-to-

bullying  
Training: 

• Faculty and staff will be trained in what constitutes bullying and their roles in preventing 
and their responsibilities in reporting. 

• Students will be trained through Circle of Grace and counseling guidance lessons how to 
report bullying incidents, how to support the victims of bullying, and how not to bully - 
dealing with the underlying reasons why they behave this way and understanding the 
social conventions expected in a Catholic school. 

• Faculty and staff trainings take place at faculty and/or staff meetings or full days of 
faculty professional development.  Bullying prevention lessons are incorporated into the 
school's curriculum at all levels. 

Reports of Bullying/Harassment Incidents: 

Holy Family Catholic School is committed to protecting its students from bullying and 
harassment for any reason and of any type.  Holy Family Catholic School believes all students 
are entitled to a safe, equitable and harassment-free school experience. Bullying, harassment or 
discrimination will not be tolerated and shall be just cause for disciplinary action.  This policy 
shall be interpreted and applied consistently with all applicable state and federal laws.  Conduct 
that constitutes bullying, harassment or discrimination, is prohibited. 

The standards of this policy constitute a specific, focused, coordinated, and integrated system of 
support for all students, staff and families that will support positive relationships within Holy 
Family Catholic School.  It is designed to ensure that the staff has been trained to provide 
awareness, intervention training and to direct follow-up when incidents are reported and/or occur 

 



Reporting and Investigating: 
1.) The informal complaint process allows the student who believes he/she has been bullied 

or unjustly mistreated to resolve the issue through a consultation process rather than a 
formal complaint process. The student or parent discusses the incident with the classroom 
teacher who takes steps to resolve any relationship or social behavioral concerns between 
the students.  Additional steps may also be taken by the teacher such as disciplinary 
consequences, re-arranging seats or groupings, and increased supervision to ensure the 
victim does not experience the issue again. 

2.) The formal complaint process also begins with the teacher who completes the Bullying 
Incident Report and Incident Form and meets with the counselor or administrator. If 
needed, an investigation of the alleged bullying including getting eyewitness reports from 
others. 

3.) The counselor/administrator makes contact with the parents of those students involved, 
makes recommendations for any external services for the victim or the bullying student if 
applicable, and meets with the principal to review the reports and procedures taken.  The 
principal determines if further action needs to be taken, including completing a threat 
assessment if needed.     

4.) Disciplinary action may result in a first-time that may include counseling, detentions 
and/or demerits.  Repeated violations of the anti-bullying policy or a single serious 
incident may result in exclusion from activities, suspension or expulsion. 

 
SECTION 5 – STUDENT SUPPORT SERVICES 
5.1 – LEARNING COORDINATION AND COUNSELING SERVICES 

Holy Family School strives to meet the needs of the individual child. The school counselor, 
administration, teachers and support staff provide services for the spiritual, emotional, physical, 
and academic needs of our students. Individual and group conferencing, mediation of conflicts, 
and class guidance programs are provided to students at Holy Family. Additional services, such 
as academic interventions, English Language Learners (ELL) support, case conferences for 
special needs, follow-up with teachers, students and parents, and special school assemblies 
enhance each child’s potential for success and well-being. Counseling support, occupational and 
speech therapy services are provided for students who qualify through the New Albany-Floyd 
County Schools Student Services Office.  Questions regarding student’s academic, or social-
emotional needs should be directed to the Assistant Principal. Referrals may be made by the 
principal, classroom teacher, the student or the parent.  An initial visit with the counselor does 
not require parental permission.  However, ongoing counseling would require parental 
permission and support, and typically referral to outside counseling agencies.   

 

 



5.15 – RESPONSE-to-INTERVENTION (RtI)  

Holy Family recognizes that students do not learn at the same levels and pace.  In addition, some 
students require more repetition, additional time, remediation or a different presentation to fully 
comprehend content or master skills.  Others need additional training in literacy skills and 
problems-solving. Through various means, including both classroom and out-of-classroom 
interventions, teachers and support staff work to bring each child to grade-level performance.  
Our Intervention Specialist, Classroom Teachers and Classroom Assistants provide invaluable 
support to this effort to help all students be successful.  Teachers have been trained in 
differentiated instruction and levels of intervention as well.    

 

5.2 – WELLNESS POLICY 

Holy Family supports the Archdiocesan Wellness policy and our wellness team works to assist 
parents, students, faculty, and support staff in administering this policy. School and family are 
expected to work as partners in promoting nutrition, physical activity and healthful lifestyles for 
ourselves and our students.   

 

5.25 – ALLERGY AWARENESS SCHOOL ENVIRONMENT 

Holy Family is sensitive to the growing number of students with serious allergies, the most common of 
which are peanut or tree nut allergies. Holy Family endeavors to provide awareness education, cafeteria 
and “celebration food” guidelines, safe lunchroom environment for students with allergies, access to 
family-provided or school Epi-pens as needed.  Teachers also receive training in the location and use of 
Epi-pens as part of their licensing requirements. 

 

5.3 – HEALTH SERVICES AND IMMUNIZATIONS 

Floyd County Health Department provides annual screening of hearing, vision, and 
scoliosis/postural defects at various grade levels. In addition, assistance with immunization 
information and regular immunization dates are available as required. A statement from the 
Archdiocese regarding the Human Papillomavirus (HPV) Vaccine is distributed to parents of 
sixth graders.  Schools are required to report annually the status of student immunizations. 
Children and Hoosier Immuinization Registry Program (CHIRP) provides comprehensive record of 
student immunizations.  
 
5.4 – ENGLISH LANGUAGE SURVEY AND WIDA ASSESSMENTS 

The State of Indiana requires all parents enrolling a child for the first time into an Indiana public 
or non-public school to complete an English language survey to determine the primary language 
used at home.   Students who are English Language Learners (ELL) may be required to complete 
a WIDA (World-class Instructional Design Assessment). WIDA’s mission is to advance 
academic language development and academic achievement for linguistically diverse students 



through high quality standards, assessments, research, and professional development for 
educators.  Holy Family students qualifying for this assessment may receive additional English 
Language support throughout the year in one-one or small group support through our ELL 
Interventionist. 

 
SECTION 6 – THE SCHOOL DAY AND CALENDAR 
6.1 – GENERAL DESCRIPTION AND DAILY SCHEDULE 

To ensure the orderly and safe operation of the school day and optimum time for instructional 
activity, school rules and procedures are necessary. The following guidelines are designed to 
allow for consistent, smooth operation of the school day. Parents are asked to review these 
guidelines with their child(ren). 

Parents: Morning arrival and afternoon pick-up are very important procedures for the smooth 
operation of traffic flow, and more importantly, for the safety of all. Please inform all your 
family’s drivers of these important procedures. 

Morning Arrival Procedures: 7:00 – 7:40 am 

• SAFETY FIRST: While no one wants to get to school or work late, the most important 
thing is that all are safe. Drive 10mph or slower in the parking lots, allow plenty of space 
for others, and always be looking for pedestrians, especially small children. If you are 
dropping your children off before 7:00 am you must stay with them and not let them walk 
to the cafeteria without your supervision.  

• Make every effort to have your child at school by 7:40 or sooner to allow for morning 
traffic and adequate time for your child to get to the classroom before classes begin at 
7:45. Students arriving after 7:45 are tardy and must sign in at the office. 

• Pre-school Parents: Pre-school drop-off procedures are outlined in the pre-school 
handbook. Please consult with the Pre-School Staff if you have questions. Please follow 
traffic patterns when circling the small parking lot. 

• K-8 Parents: Morning Drop-off procedures are outlined below. For families new to the 
school, all vehicles are to enter the property from either the main entrance between the 
church and the parish offices, or from the access road from Green Valley Road. DO NOT 
use the back parking lot for morning drop-off (exception: faculty and pre-school parents.) 

• Main Entrance: Vehicles enter the main drive and drop students at the church narthex 
entrance. Student door openers will be assisting from approx. 7:25-7:40. After drop off, 
make a U-turn and go back out the main drive. 

• Green Valley Road or East Daisy Lane Entrances: Enter next to the garden and follow the 
driving lane to the main office doors for drop off. Student door openers will be assisting 
from approx. 7:25-7:40.Turn around in the primary playground lot and return back out 
the Green Valley Road or East Daisy Lane access. 

• Parents walking children into the building: From either entrance, park in the large lot east 



of the parish offices. DO NOT PARK in the first 10-12 spaces nearest the playing field as 
this is the driving lane, nor along the main entrance between the church and parish 
offices. Carefully walk children in along the sidewalk near the large maple tree and 
follow the pedestrian area between the cones. Avoid running at all times. 

• Upon entering the building between 7:00 and 7:30, students are to go to the cafeteria. 
Those arriving after 7:30 are to go to their homeroom. Older siblings are encouraged to 
accompany younger ones to their classroom. 

• After 7:40 and during the school day: Parents bringing in children tardy or late due to 
appointments, etc., enter through the main drive or Green Valley Road access and may 
park in designated spaces along the school wall if spaces allow or in the large lot. Please 
accompany your child into the building and press the access button at the main office 
entrance. Upon admittance, please sign in your child(ren) at the Office. Once students 
arrive at school, they must remain in the building. Students are not allowed to wander the 
grounds or leave the campus for any reason.  

 

Daily Schedule 

7:00 - 7:45 Arrival 
7:45  Prayer and daily announcements, Homeroom period 
9:30 - 10:00 10-15 minute break or recess; students may bring a nutritional snack* from home 

for K-4 
10:45 - 11:45 Lunch/recess – grades K-2 
11:20 – 12:00 Lunch/recess – grades 3, 4 & 5 
11:30 – 12:00 Lunch - Pre-school 
12:00 – 12:30 Lunch /recess – grades 6, 7 & 8 
2:55  Dismissal – K-2 
3:00  Dismissal – 3-8 
 

Late Opening (two hour delay) 

9:00 - 9:45 Arrival 
9:45  Prayer and daily announcements, Homeroom period 
10:45 – 11:35 Lunch/recess – grades K - 2 
11:15 – 12:00 Lunch/recess – grades 3, 4 & 5 
11:35 – 12:30 Lunch/recess – Pre-school 
12:00 -12:30  Lunch/recess – grades 6, 7 & 8 
2:55  Dismissal – K-2 
3:00  Dismissal – 3-8 
 
 
 



Snacks and Home Lunches – Parents: avoid sending your child to school with candy and/or 
high sugar, high/fat items and snacks containing nuts or peanuts. Any of the following are 
encouraged: 100% juice, fresh fruits or vegetable sticks, pretzels or whole-wheat crackers. 
Students are not allowed to bring fast-food lunches or have parents deliver them to the cafeteria, 
and soft drinks are not allowed. Once per month, teachers may provide candy, food or juice 
drinks as an incentive or reward. Healthful nutritional alternatives must also be provided at that 
time. Parents are not allowed to bring in birthday treats, such as cupcakes, soft drinks or other 
“sweets” unless with specific permission of the teacher or principal.  Students bringing peanut 
butter in their lunch should notify the teacher, especially if there are classmates with allergies to 
nuts/peanuts. 
 
School Lunch Program 
 
 Student Lunch  $3.25 
            Extra Entree   $1.25 
            Snacks   $0.85 
            Water and Juice  $0.90 
            Extra Milk   $0.80 
 Ice Cream bar  $0.95 (Thursdays only) 
 
EZ School Lunch Overview 

Holy Family Catholic School, Preschool, and Childcare use a cloud based app called EZ School 
Lunch to facilitate school lunch payment and monitoring.  With EZ School Lunch, 
parent(s)/guardians can view their student's current account balance, transaction activity, and 
deposit history for the current school year from a secure on-line account. 

Prepayment Policy for Lunches 

1. If your child has been approved for free meals, you do not need to put money into a prepayment 
account for meals. A prepayment account will be necessary if you want to allow your child to 
make additional a la carte purchases of snacks, water, juice, extra entrees, and extra milk. Please 
contact the office for more information on Free Meal program or to see if you might qualify. 

2. Reduced and full-paid students will need to make and maintain a prepayment account for 
meals, as well as all a la carte items if desired. Parents will be notified via email when their 
child’s balance is below $20.  Daily emails will be sent if the balance is negative. Please contact 
the office for more information on Reduced Meal program or to see if you might qualify. 

3. Students who have a negative balance in their account will be allowed to charge up to five (5) 
lunches. Students are only allowed to charge a regular lunch. They are not permitted to charge 
snack items, water, juice, extra entrees, or extra milk. If the balance is still negative after five (5) 
days, students will no longer be served lunch and will be required to bring a lunch from home 
until the delinquent account is current and a minimum $20 balance prepayment account is 
restored. 



Meal Payment Process 
1. VISA or MasterCard Debit or credit card payments can be made online through EZ School 
Lunch. This internet service offers a secure and convenient tool to process VISA or MasterCard 
payments. Online payments are processed immediately and will be reflected in the student's 
cafeteria account automatically. Credit card processing is completed through a secure 
authorization process. Credit card information is not stored on our servers and will never be 
shared with a third party. All student data that is transmitted is encrypted and authenticated every 
time you use the website.  

Please Note: There is a $1.95 flat fee for transactions below $50 and a 2.90% fee plus a 30 
cent processing fee for transactions over $50. 

2. Check or cash payments may can be made directly at the School Office. If you have multiple 
children, please specify how to split the payment between them.  If not specified, the payment 
will be split evenly between your children. 

Parents may restrict use of student account funds to limit or exclude a la carte purchases. Please 
indicate any restrictions on your check when making prepayments or notify the HFS Cafeteria. If 
you have questions or wish to restrict your child’s purchases, please contact Melanie Dome at 
mdome@holyfamilyeagles.com. 

Please keep your child's account in good standing and remember to either provide lunch or 
provide for your child to purchase lunch in the cafeteria. Thanks for your cooperation! Thank 
you for choosing the HFS Cafeteria! 
 
Deliveries to the office - While parents may schedule with teachers to have birthday treats 
brought to the classroom, the school office DOES NOT accept deliveries of ANY items from 
third party vendors or anyone who is not a parent for the purpose of school. Please make sure 
your child brings all school supplies, homework, lunches, clothing, after-school supplies, and 
instruments as they come in to school at the beginning of the day. The office is not a holding area 
for these items, and three violations of this policy will cause your student to receive an 
infraction.  Note: floral arrangements, celebration balloons and other deliveries to an individual 
child should be avoided.  
 
Phone Calls from the Office - Please send your children in the appropriate dress code for the 
day. If your child has forgotten something or must call to fix a dress code violation, he/she may 
use the phone, but use of the phone three times for this purpose will result in an infraction. If 
your student is calling for medical purposes or soiling of clothing, no infraction is given. 
 
Admittance into the School - When a visitor buzzes in at any door with an intercom, the office 
staff requires that person to share their name and purpose for visiting. The school office staff 
shall have at its discretion the right to deny anyone admittance to the school for any reason 
which protects students, faculty and staff. Aftercare and pre-school families are provided limited-
time access codes as needed at designated doors. 



Schedule Appointments after School - Holy Family School discourages scheduling of dental, 
orthodontic and other appointments during school hours, or at such a time which causes a student 
to arrive after 7:40 am or to leave before dismissal. We would recommend that you schedule 
appointments after school so that you can follow a normal dismissal procedure and not have to 
pull your vehicle out before the regular flow of traffic. Please take into consideration that all 
vehicles are normally cleared from our parking lot no later than 10-15 minutes from final 
dismissal at 3:00 pm. 
 

Afternoon Dismissal Procedures: 2:55 - 3:15 pm 

• Dismissal is a very orderly process determined by age group (flights) and drivers are 
provided color-coded permit tags. Maps are provided in the school office as needed for 
new families or first-time pick-up drivers. 

• Cars move in a designated line-up by color and dismiss in alternating fashion from the 
main office and east church ramp doors.   

NOTE: Please observe all traffic cones and follow directions provided by administration/faculty 
members or police officers directing traffic. Please inform ALL your family’s drivers of these 
procedures. 

Inclement Weather during Dismissal – Dismissal will be delayed during severe weather or 
warnings. If possible, the school will provide a text alert to parents informing them of the 
inclement weather at dismissal. Drivers are asked to be patient during this time and may enter the 
building to seek shelter during severe weather.  During this time, students must be escorted by 
their parent/driver; a general dismissal will not occur until the immediate threat of lightning or 
weather warning passes.  

Aftercare  Pick-up - Drivers picking up students after dismissal is completed will need to park 
in either the large lot or in the back parking lot behind the cafeteria. You will need to go to the 
cafeteria via the new ramped entry using your parent access code to sign your child out of 
Aftercare. Students are not released unless accompanied by a parent/family driver. Please be 
careful of other vehicles and pedestrians. 

After-school Practices or Co-Curricular Activities - All students staying after school for 
activities or athletic practices or games are required to go to the cafeteria. Coaches and activities 
moderators are to meet and sign out students from the cafeteria. Do not make arrangements with 
students to meet at any other designated location after dismissal except the cafeteria unless the 
moderator is a staff member and previous meeting arrangements have been made.   

Early Dismissals - Holy Family School will dismiss at 2:00 pm on Good Friday for religious 
services. Children who are in Aftercare that day may be attending the Good Friday services. 
Other early dismissals may be announced due to weather conditions or as needed via text 
messaging through jupitergrades.com. 

 



6.2 - AFTERCARE SERVICES PROGRAM 

As a convenience to the parents, Holy Family offers an Aftercare program for students Pre-K-8. 
Aftercare hours are from 3:00 until 6:00 pm. If These services include snacks, activities, games, 
opportunity for study, physical activity and rest time. All students are expected to behave in a 
manner appropriate to the classroom when in Aftercare and all school rules apply; students who 
demonstrate an inability to abide by school rules and behavior will be denied Aftercare 
privileges. NOTE: Aftercare services are for Holy Family students only. Students may bring a 
change of clothing to Aftercare. Appropriate attire would be those items outlined in section "8.3 
– Out of Uniform Dress Code." 

Students found on the grounds, not involved in an authorized after school or extracurricular 
activity will be placed in aftercare, and the parents will be notified and invoiced appropriately. 

After 6pm, families will pay a per-minute rate; drivers repeatedly running late beyond 6pm will 
jeopardize their use of Aftercare services.   

 

6.3 – PRESCHOOL HOURS 

Preschool classes are either two-day for 3 year-olds (Tue/Thu) with up to five days of childcare, 
or three-to-five days for 4/5 year-olds with class times at 8:00 - 11:15. Parents are required to 
walk their pre-school child into and out of the building each day and to follow proper sign-in and 
sign-out procedures. There is a code given to Preschool parents that will allow them to pick up 
their children from 10:50 - 11:05 am at the main office doors. Children arriving early or staying 
after class are required to sign into the Childcare room. Parents are to use the small (cafeteria) 
parking lot before 8:00 am and after 3:00 pm. Between those hours, parents are to use the east 
parking lot and enter through the Office doors.  

Note: Aftercare and Childcare services are not available the last day before Christmas break and 
last day of school. 
 

6.4 – ATTENDANCE, ABSENCES AND TARDINESS 

Regular attendance is essential to a student’s success and cannot be overemphasized. Parents are 
asked to make every effort to get children to school each day and to have good health and 
nutrition practices at home. However, if a child is ill with fever (over 100°), nausea, etc., please 
do not send him/her to school to suffer and to expose others to the illness. In the case of fever, do 
not send your child back to school until she/he is fever free for 24 hours after being off fever 
reducing medicine.  

 
Excused Absences:  On the day of a student’s absence, the parent should call the School Office 
to explain the absence.  The absence will be excused if it meets the criteria below. 

• Illness: A doctor's/parent note of reason for absence is required for your student's 
attendance file. 



• Medical appointments or treatments: Will require a doctor’s note for the student’s 
attendance file. 

• Religious holidays: A parent note is required for the student’s attendance file 
• Death: A parent note is required for the student’s attendance file. 
• Personal or family emergency: A parent note is required for the student’s attendance file. 

Unexcused Absences:   
• Family vacations. 
• Non-Medical appointments. 
• Club sports. 
• Absence for any other reason that does not meet the criteria of an excused absence. 
• A student who is absent from school without notification by the parent/guardian. 

Tardiness: 
Being on time is a life skill important to each student’s future, and schools share the 
responsibility to teach the importance of this skill. Tardiness of individual students interrupts 
instructional time for all students. Promptness to class allows the teachers to begin the instruction 
on time for everyone. Tardiness to class is defined as not being physically in the room at 7:45 
am.  Students arriving after 9:00 a.m. are marked with a half day absence. 
 
Early Release: 
Parents are requested to schedule appointments after 3:15 p.m. to avoid the need for an early 
dismissal. Students leaving school after 1:30 p.m. will be marked as an Early Dismissal.  This 
will count against perfect attendance. If it becomes necessary for the student to be released from 
school for a doctor/dental appointment or other unavoidable emergencies, the following 
procedure should be followed: 

• Parent/Guardian will need to send an email to hfsoffice@holyfamilyeagles.com (or call 
the School Office) that states the student’s first and last name, date and time of release, 
and the reason for the early dismissal.  

• All students must be signed out by a parent/guardian (or someone designated by the 
parent/guardian on the emergency card) in the office before leaving the building. 

Make-Up Assignments: 
The student who has been absent has the responsibility for securing and completing make-up 
assignments. The class work must be made up within a specific time period equaling one day 
make-up per one day absence. In case of a pre-arranged absence, the class work is due the day 
the student returns to school. All work not made up within the time limit will be graded zero (0). 
 

6.5 K-8 SCHOOL CLOSINGS AND INCLEMENT WEATHER POLICY 

Holy Family will continue to have its own communication announcements with regard to school 
closings, delays, or late openings due to inclement weather only. We will use the Jupiter grade 
program, and parents will be contacted by email, phone or text or combination of all. We also 
receive radio severe weather alerts through the National Weather Service bulletins. 



Please watch your local TV news coverage (WDRB and WAVE) for school closing and delay 
information during these times. NOTE: When the local area is under a severe weather or tornado 
“WATCH,” general precautions will be taken and all students will remain indoors. When the 
local area is under a severe weather or tornado “WARNING,” tornado drill procedures will be 
enacted. Students are not released to the parking lot during any kind of severe weather 
“WARNING.” Parents are urged to come inside the building and participate in tornado drill 
procedures until the WARNING has passed. 

 

6.6 – PRE-SCHOOL CLOSINGS AND INCLEMENT WEATHER POLICY 

When Holy Family School is on a two-hour delay due to weather, the morning Pre-school classes 
will be canceled. Morning drop-off for K-8 will begin at 9:00.  If Holy Family School 
experiences an early closure due to weather, the afternoon pre-school childcare will be cancelled 
if enough time for communication to parents is allowed. The extended care program will remain 
open until all students have been picked up by their parents.  Please review the Pre-School 
Handbook for additional information.  

 

6.65 – MAKE-UP DAYS 

If school is canceled due to weather, sickness, power/mechanical outtages, etc., make-up of lost 
days is required.  (A State of Emergency declared by the State or nationally could result in a 
waiver of the 180 day rule.)  Make-up days include either (physical), in school on one of the 
prescribed make-up days, or (eLearning) students remain at home and receive online instructions 
and assignments.  In the case of an eLearning day, a window of time would be established for 
students to receive and complete lessons. 

 

6.7 – SCHOOL CALENDAR 

All accredited public and non-public schools in Indiana are required to complete 180 full days of 
school, allowing up to 2 hours for delayed openings or early dismissals.  The school publishes a 
calendar which includes school days, teacher in-service days, and potential make-up days.  
Parents are asked to schedule family trips and appointments outside school time.  Typically the 
New Albany Deanery Catholic schools will begin and end the year on the same dates and will 
follow the same fall and spring break dates.  A few variations in the schedules may occur duw to 
in-service days, local Church holyday/holiday traditions, election polling places or make-up day 
schedule.  These days may not align with local public schools in any given school year.  In 
addition, the Archbishop has requested that Catholic schools be in session during Holy Week and 
Easter Week.    

   

 



SECTION 7 – WELLNESS, SAFETY AND EMERGENCIES  
7.1 WELLNESS GUIDELINES 

Holy Family School strives to provide an environment and educational programs that promote the 
development of life-long healthful habits and wellness among students and staff.  Family medical history, 
nutrition, physical exercise, good sleep habits, immunizations, regular medical checkups and treatments, 
and positive healthful life choices all contribute to a healthy mind and body.  In addition, development of 
self-esteem, social skills, and a loving, nurturing environment at home and in school contribute to good 
mental health and wellness. 

Holy Family provides a Wellness team of faculty, staff and parent to conduct surveys, set goals and 
protocols for a positive wellness program for staff and students.  In addition, staff are trained at the State 
of Indiana and local initiatives in nutrition and fitness to meet and exceed compliance requirements.  In 
addition, Holy Family follows the Archdiocesan Wellness policy checklist to guide various aspects of our 
wellness efforts.   

Parents are asked to be especially mindful of foods sent to school through school lunches.  Some students 
have allergies to tree nuts and/or peanuts.  Excessive snacks, high-sugar, high fat or high levels of 
processed foods should be avoided as numerous studies have proven that these are detrimental to student 
nutrition unless consumed only occasionally.  Parents are asked not to bring in cupcakes and other 
celebration foods.  End of month birthday celebrations are to be coordinated through the teacher/room 
parent and must provide a balance of nutritional choices.  Soft drinks and fast-food lunches are to be 
avoided.  On occasions, the school will host celebration activities that do provide some of these items.  

 

7.2 – CONTACT INFORMATION AND MEDICAL RECORDS 

As a precaution for emergencies, each student is required to have on file at the school office the 
following information: 

1.  Parent(s) or guardian(s) name(s) 
2.  Complete and up-to-date address 
3.  Home phone and parent work phone numbers 
4.  Emergency phone number of a friend or relative 
5.  E-mail addresses 
6.  Physician’s name and phone 
7.  Medical alert information, special medical conditions - Children are not allowed to carry 
medication with them. (Exception – Epi-pens or inhalers may be carried by students who require 
this medication in emergencies) 
8.  Medication information (if received medication at school). The school staff will administer 
properly prescribed medication. 
9.  Student release to non-custodial parent or other guardian 
10. Permission to photograph and to release photos for school/media use. This form is sent in the 
Registration Packet mailed in June each year. Please make changes and sign to collect this 
information. 



7.3 – PRECAUTIONARY DRILLS AND SAFETY PROCEDURES 
Fire, tornado, earthquake and disaster drills are held on a regular basis and in accordance with 
state guidelines. Detailed escape plans are posted inside the door of each classroom. In addition, 
all faculty and staff members are trained annually on evacuation procedures and emergencies. 
Select staff members also receive training in handling fire extinguishers and/or receive CPR and 
First Aid training.  Newly certified teachers or teachers renewing their teaching license are also 
required to complete CPR and defibrillator use training. 

 

7.4 – EMERGENCY PLANS AND EVACUATIONS 

Holy Family School maintains both an emergency plan and a fire evacuation plan in the event of 
such an emergency. Faculty and staff receive training and have specific instructions and roles for 
evacuations. NOTE: If the school building is evacuated due to a fire or other emergency, first, do 
not panic and immediately come to the school. Second, do not immediately call the school. The 
school staff along with support from the parish, fire and law enforcement officials, will handle 
the immediate needs of the students. Students will be gathered and organized in one of the 
following areas: 1) playing field by the east parking lot; 2) the church, if deemed safe; 3) 
Marchino Hall, if deemed safe. If the entire campus needs to be evacuated, the assembly point 
will be the gymnasium at Green Valley School. Radio and TV announcements and the school 
website will provide parents with information about meeting up with your child in the event such 
an evacuation is necessary. 

 

7.5 – MEDICATION POLICY 

The school staff is prohibited from dispensing medication to students unless a prescription is on 
file. Non-prescription medications, such as pain relievers and cough medicine, will not be 
administered by school staff unless a prescription has been written for such items. All students 
who are taking prescription medications must come to the school office to receive medication. 
Physician’s statement is required for injuries requiring crutches, braces, casts or injuries 
requiring exemption from activities/Physical Education class or other physical 
activity/accommodation. 

General Rules: 

• The first dose of any medication must be given at home prior to the office dispensing the 
medication if the child has never been on the particular medication before. 

• If prescription medications are in the original container labeled with the child's name, 
name of medication, date prescribed and directions for administration and have a current 
date, further documentation from a physician is not needed. However a parent must still 
complete and sign the medication permission form to allow Holy Family staff to 
administer the prescribed medication. 

• Non-prescription medications must be provided by parents and be in the original 



container. In addition, non-prescription medications must have a physician's authorization 
as well as a parent's signature on the medication permission form. 

• Sample medications must have complete instructions including name of medication, 
dosage information, time to be given, date and physician AND parent signature with the 
first dose to have been given at home. 

• Children are NOT allowed to keep any medication with them. All medication is to be 
kept in the school office. 

• Prescription Epi-pens are stored in a location in or near the student’s classroom, locker or 
backpack, and additional un-prescribed adult and child Epi-pens are kept in the school 
office and cafeteria for emergency use.  

 

7.5 – BLOOD PATHOGENS/BODILY FLUIDS AND UNIVERSAL PRECAUTIONS 

Teachers, staff and students are instructed how to properly handle bodily fluids such as vomit, 
blood or excrement. In the event of an accident or injury exposing bodily fluids, utmost care will 
be used, and the student will be immediately isolated and the area evacuated until the fluids are 
no longer present. The student may be sent home or parents may be called if clean clothes are 
necessary. The student will not be readmitted to class in clothes soiled by bodily fluids. Teachers 
are provided emergency packets for each classroom and the playground in the event of an 
emergency to address scrapes and minor cuts. 

 

7.6 – PESTICIDE NOTIFICATION REGISTRY 

Indiana Pesticide Use at Schools Rule (357 IAC 1-16) requires that only trained or licensed 
employees or contractors are engaged to apply pesticides (weed killers, fungicides, rodenticides, 
etc.) in or around the school. In addition, Holy Family maintains a Pesticide Notification 
Registry of parents, guardians and staff members requesting to be notified of pesticide 
applications.  To be placed on the Pesticide Notification Registry, please contact the School 
Office. Except for immediate health threat situations, individuals on the registry are notified at 
least 48 hours in advance of the application.  Note: Pesticides are not used when children/staff 
are in the area.    

 

7.7 – VISITORS 

Visitors to HF should buzz in at the main office doors and give their name, and the nature of 
their visit to school. It is up to the discretion of the staff in the office whether or not the door is 
opened, for the safety of the school. Visitors to Holy Family must enter at the Office doors and 
register in the Office. All parents, guest speakers, and other non-staff personnel must sign in and 
out when visiting campus. Visitors are to wear nametags at all times. Adults are asked to use the 
restrooms either in the Staff Workrooms, the Office restroom or the church narthex restroom. 
Students wishing to bring visitors or have a friend “shadow” at Holy Family must have 



permission from the principal at least one week in advance of the visit.  Parent volunteers may 
not bring toddlers or infants unless express permission is given by the principal.  At no time are 
children allowed in the school kitchen. 

 

7.8 – FIELD TRIPS 

Many valuable educational activities are important enough to take students away from campus 
during the day. These field trips provide many excellent hands-on and often real-world 
experiences. They are considered educational, and students are generally expected to participate. 
If students do not participate, they are required to remain at school and complete appropriate 
work during the field trip. Students may be denied participation in field trips for serious 
unwarranted behavior or academic failure due to poor effort. The decision to deny any student 
participation will be made by the principal. 

NOTE: If parents do not wish for their child to attend a particular field trip, they should consult 
with the teacher for a final decision and possible alternative activities. 

Parents may volunteer for particular trips to chaperone students. In most situations, it is not 
appropriate for parents to bring younger siblings of students. Chaperones have an important role 
and their attention should be directed to the teacher and the class. Exceptions to this must occur 
only after consultation with and permission of the teacher and/or principal.  

Note: ALL CHAPERONES are required to complete Safe and Sacred training prior to the trip.  

 

7.9 - JUPITER-ED or jupitergrades.com PARENT NOTIFICATION SYSTEM 

Holy Family School, in order to communicate emergency, weather-related events, closings, 
delays, as well as important, urgent, and other school events and notifications, has contracted 
with JupiterEd. This service is meant to provide notifications to parents and guardians, with 
registered students at Holy Family School. You understand and agree to the JupiterEd policies 
below as well as these removal policies: 

 

General Rules: 

• If you in any way opt out of receiving email, text, or voice message on some or all 
contact information, you are opting out of regular communication from Holy Family 
School, which is intended to inform you of school delays, closings, and regular weekly 
information. 

• If you have any questions or concerns, please call the school office at (812) 944-6090, 
and talk with the Administrative Secretary. 

• If you need a Jupiter login or need your password reset, you can also contact the school 
office. 

• To make sure you receive TEXT (SMS) Messages, follow this procedure: 



• LOGIN at JupiterGrades.com 
• Go to "Settings" in the left hand Menu 
• On the Settings Page, fill in your parents/contact phone and Wireless Carrier (if Carrier is 

not selected, you will NOT get notifications.) 
• You can also choose What types of notifications you will get, and when. 
• You must make these changes for EACH of your Holy Family Students. 
• We recommend watching the short 5-minute and informative "Video Tour" located in the 

menu bar. 

 

7.10  ARCHDIOCESE OF INDIANAPOLIS SAFE ENVIRONMENT GUIDELINES  FOR 
CONDUCT WHEN INTERACTING WITH MINORS  (See Appendix B) 

 
 
SECTION 8 – STUDENT DRESS CODE 
The Holy Family dress code is designed to be simple, inexpensive, and easy for parents to 
maintain. It also reflects traditional Catholic values, personal discipline, and cooperation, yet 
provides for some variety and personal choice.  

 
Normal Uniform Dress Code Days (K-5)  

• Girls - appropriate length and style HFS skorts or jumpers, navy or khaki tan long shorts 
or long pants sold by River City Workwear or approved look-alike; white button-up 
blouse may be worn with jumpers in lieu of white polo. 

• Boys –  Navy blue or khaki tan shorts or long pants sold by River City Workwear or 
approved look-alike 

 
Normal Uniform Dress Code Days (6-8) 

• Girls – only approved navy or khaki tan long shorts or long pants as sold by River City 
Workwear or approved look-alike; 8th grade girls may wear the gold HFS polo and 
approved black long pants. 

• Boys – only approved navy or khaki tan long shorts or long pants as sold by River City 
Workwear or approved look-alike; Navy, light blue, white HFS logo polo shirts from 
River City Workwear;  8th grade boys may wear the gold HFS polo and approved black 
long pants. 

• PE - 6-8th grade boys and girls are required to wear PE uniforms sold by River City 
Workwear.  

 
All students (K-8): 

• All students may wear white, light blue or navy HFS logo polo shirts sold by River City 
Workwear.  



• No short pants during the “cold weather” seasons beginning with Advent and ending with 
the end of Lent or on a date specified by the school; during this season, K-5 girls must 
wear leggings or tights with skorts or jumpers 

• Shirt tail tucked in unless designated to be worn out 
• Belts (plain black, navy or brown) for shorts or long pants 
• Athletic shoes and plain black, navy or white socks 
• Only Holy Family sweatshirts, sweaters or other outer wear sold on the River City 

Workwear website 
• No clothing with holes, inappropriate logos or messages at any time 

 

Pre-school students: Pre-school children are exempt from the uniform dress code but are 
welcome to wear it if appropriate sizes are available.  Parents should be mindful of weather 
conditions and provide appropriate clothing for the season and for children at play.  

Aftercare:  Students may change into appropriate play clothes for after-school care or in 
anticipation of athletic games/practices. 

Coats, Sweaters, Cold Weather Attire:  Students are allowed to wear approved Holy Family 
sweaters/zip sweatshirts during the school day.  All other jackets or sweaters must be removed 
while in the building.  Students should wear appropriate outer/cold weather attire for 
arrival/dismissal and recess.  No hoodies or inappropriate outer attire are permitted.  

 

8.3 – OUT OF UNIFORM DRESS CODE 

On certain occasions, students will be allowed to be out of their normal uniform clothes. We ask 
that students and parents comply with a few sensible guidelines in determining what clothes to 
wear on these days. Students must wear clothes that are appropriate for school and church. Holy 
Family School allows the out-of-uniform dress codes below. School uniforms may be worn on 
any out-of-uniform days. 

 
Spirit Wear Days 

• Holy Family Spirit wear shirts (any year) with uniform shorts or long pants (or skorts for 
K-5 girls) on designated Spirit Wear Days.  

• Days during Red Ribbon Week or Catholic Schools Week may be designated for 
alterations or accessories/ Students will be provided specific guidelines for those days.  

 
Dress-up Days (Picture Day and May Crowning)  

• Girls – School uniform or appropriate attire and length of skirt, dress or skorts  
• Boys – School uniform or dress shorts or pants with polo or button down dress shirt; boys may 

wear a necktie  
• No shorts are allowed on May Crowning Day 



8.3.5 - FIELD TRIP DRESS CODE 
Students are reminded that, when in the community, they represent Holy Family School. Dress 
code will be appropriate for the occasion and may include school uniform, dress- up clothes, or 
out-of-uniform clothes as determined by the nature of the trip. Teachers will provide necessary 
field trip dress code information in advance of the event. 

 

8.4 - DRESS CODE VIOLATIONS 

• Minor violations of the dress code, such as no belt, shirt tails out, etc., will result in an 
infraction notice.  

• Major violations such as inappropriate length skirts, inappropriate logos, colored, hair, 
etc., will result in and infraction and the student being sent to the office. Parents will be 
required to replace the inappropriate dress items or students may borrow clothing from 
the school stock to wear for the remainder of the day.  

• Repeated violations (more than 3) will result in the student serving a morning detention 
from 7-7:30 the morning following the violation. 

 

8.5 – ACCESSORIES AND VALUABLES 

Students should not bring valuables or accessories to school. Jewelry, electronics, expensive 
trading cards, iPads or iPods, cellular phones or other accessories are allowed only on a limited 
basis, based on the discretion of each teacher and the administration. Holy Family will not be 
held responsible for loss, theft or damage of such articles. If necessary, these items will be 
confiscated and returned only to parents upon request. Backpacks are not to be carried between 
classes. NOTE: Students caught cheating with or using a cell phone to call or text- message 
during class will lose credit for the test or quiz and the phone will be confiscated, and the student 
could face additional disciplinary action.  Use of any electronic devices will only be allowed by 
permission of the teacher. 

 

8.6 – SEARCH AND SEIZURE 

Holy Family School reserves the right to have a student empty the contents of a purse, pocket, 
backpack, or gym bag if illegal substances, weapon, or theft is suspected. Such searches will be 
done in the presence of the principal and another staff member. Parents will be contacted in the 
event of a search of student property. Refusal to cooperate with a request of this nature will result 
in the school contacting police officials. Middle school lockers are the property of Holy Family 
School and may be searched if a teacher or the administrator deems necessary.  Students may be 
asked to turn out pockets, but school personnel are not allowed to search students’ clothing at 
any time.  

 



8.7 – EXCESSIVE CELEBRATIONS 

Parents and students are expected to refrain from excessive celebrations such as limo rides, year-
end parties, and other festivities, unless such activities are approved by the principal and/or 
provided as bid items at the school auction premiere. This includes ordering and having items 
delivered to your child(ren) during the school day, including gifts, flowers, balloons, etc., for any 
occasion. 

 

SECTION 9 – SCHOOL FINANCES 
9.1 – FINANCIAL OBLIGATIONS AND TUITION AND FEES 

Holy Family School is operated through the finances raised by tuition and fees, fund raising 
activities and through a contribution from Holy Family Parish. For the benefit of all, it is 
imperative that parents maintain a current balance on their financial obligations with Holy 
Family. In addition, parish members are expected to give of time, talents and treasure, which 
include volunteer or service time and contributions to the Church. Tuition rates have been 
established and should provide for a fair contribution from all, parishioner and non-parishioner 
alike. Every effort is made to see that students receive the highest quality instruction, materials, 
and school facilities. We appreciate the total cooperation on the part of parents to meet their 
financial obligations. 

NOTE: Holy Family School reserves the right to deny registration of students whose families 
display a history of non-payment of tuition and/or fees. Additionally, progress reports, report 
cards, and parent/teacher conferences, as well as participation in special events such as 8th grade 
graduation, may be withheld if payment of any fees are in arrears. 

 

9.2 – METHOD OF PAYMENT 

School families have four payment options for tuition, including: full year payment in July; half-
year payments in July and January; ten monthly payments August through May with FACTS 
Tuition Management Co.; or twelve monthly payments June through May with FACTS. Lunch 
and Aftercare fees are to be maintained on a monthly basis. Check, cash or credit card payments 
may be made through the school office for non-FACTS tuition payments, fees, fundraisers, 
school photos and spirit wear.   

 

9.3 – REFUNDS AND RETURNED CHECKS 

Refunds for students transferring midyear to another school are based on a daily cost and are pro-
rated according to the number of days a student attended Holy Family for the current year. Other 
non-tuition accounts (lunch, aftercare, etc.) will be refunded for balances over $5.00. There will 
be a $10 charge for all returned checks. Those that are returned for insufficient funds will be re-
deposited. 



9.4 – FINANCIAL ASSISTANCE 

Holy Family Parish and School are committed to providing the highest quality education at the 
most reasonable price. In addition, the Parish has made a commitment that parishioners not be 
denied Catholic education because of financial hardship. Parishioners who need financial 
assistance to cover the cost of tuition and/or books and fees are strongly encouraged to apply for 
aid. Please contact the school or parish office for an application or visit the school website for the 
application. (Applicants must apply annually for assistance, and the due date for applications is 
May 1 of the current year.)  

 

9.45 FEDERAL FREE/REDUCED LUNCHES AND TEXTBOOK REIMBURSEMENT  

The federal government provides assistance to families in need for school lunches and textbooks. 
Any school family may apply for free/reduced lunches and textbooks. Application forms are 
available in the school registration packets or at the school office. 

 

9.5 SCHOOL CHOICE VOUCHERS AND TAX CREDIT SCHOLARSHIPS 

Current Indiana law provides for State sponsored tuition vouchers or Holy Family sponsored tax 
credit scholarships for qualifying families based on family income and/or special education 
eligibility. Approved vouchers can pay up to 50% or 90% of tuition expenses for one or more 
qualifying children per family.  Tax credit scholarships (SGOs), typically $1,000 or more, can 
pave the way for eligibility for a voucher in future years. Families qualifying for Indiana School 
Vouchers or Tax Credit Scholarships are required to pay remaining portion of tuition and all fees 
on schedule.  Active Holy Family parishioners could qualify for a combination of tax credit 
scholarships and parish tuition assistance (See 9.4 above) based on financial need and 
availability of funds.  To determine eligibility, families should contact the parish office.   

Note: Tax Credit Scholarships provide excellent benefits to donors, with as much as 85% of the 
donation to the scholarship program being refunded through state and federal tax incentives.  
Generous Holy Family parishioners provide the funding of the tax credit scholarship program. 
Families wishing to inquire about being a tax credit scholarship donor should also contact the 
parish office.  

 

9.6 SCHOOL FUNDRAISING 

The cost of Catholic education at Holy Family School is in part offset by a number of 
fundraising efforts such as annual Gala and Live Auction, Christmas Raffle, Walkathon, Kroger 
Rewards and various other fundraisers which support the activities of our PTO.  All school 
families are expected to participate financially and through volunteerism to help support the 
operation of our school and programs.   All fundraisers must be approved by the parish and must 
follow appropriate rules set up by the Indiana Gaming Commission or Holy Family Parish.  



9.7 SERVICE PROJECTS 

Christian service is an important component of Catholic education, and students and the parents 
are solicited during the year to provide service for In Heaven’s Eyes and St. Vincent De Paul 
canned food drives and other initives as well as grade level and all-school projects such as 
Birthday Boxes for the students of Green Valley School and Coins for the Community. In 
addition, students in the middle level grades perform service through their class and National 
Junior Honor Society. These efforts help both the people in need as well as teach students 
valuable lessons of giving/sharing our resources.   
 

SECTION 10 – CO-CURRICULAR AND EXTRA- CURRICULAR 
ACTIVITIES 
10.1 – PARTICIPATION REQUIREMENTS 

Holy Family Parish and School are committed to the total development of each child and 
recognize that many valuable activities cannot be conducted during the school day.  Holy Family 
provides a wide array of parish CYO athletic programs, school and deanery co-curricular and 
extra- curricular activities. Through many school and parish volunteer efforts, students of Holy 
Family can participate in these developmental, social, and educational opportunities. 

We strongly encourage parents to involve their children in these activities. A sense of balance is 
always important and time constraints, interests, and needs of the child should be considered. To 
participate in co-curricular activities, students are expected to maintain proper academic and 
behavioral standing. If the activity takes place on a school day, the student must attend school 
that day to participate in the after-hours activity. 

Leadership, sportsmanship, and fair play are all important values and skills taught through our    
co-curricular and extra-curricular programs, and all students and their parents are expected to 
abide by the rules of the game or competition, and to respect the opponents or fellow participants 
on the field, court classroom or stage.  Students or parents who display inappropriate behavior, 
language, or do not abide by the rules of the activity may be removed and prevented from further 
participation.   
 

10.2 - GENERAL LISTING OF ACTIVITIES 

Holy Family Parish/School activities include: 

Altar servers     Boy Scouts    Eagle Ambassadors 
Brownies    Cub Scouts    LEGO Club 
Eagle Leadership Team  Girl Scouts    Garden Club 
National Junior Honor Society  Elementary/Middle Level Choirs Theatre Group 
7th and 8th Grade Retreats   Service Club    Girls Who Code 
 

 



CYO Athletics Teams Include: 

Boys’ and Girls’ Basketball  Football    Cheerleading  
Boys’ and Girls’ Cross Country Volleyball    Boys’ and Girls’ Golf  
Boys’ and Girls’ Soccer  Boys’ and Girls’ Track  Wrestling 
(Additional parish and deanery teams if enough are interested)  Biddy Ball 

 

Deanery Competitions and Performance Opportunities Include: 

Academic Olympics    Deanery Science Fair   STEM Camps   
Deanery Fine Arts Festival  Deanery Musical 
 

State/National Sponsored Activities Include: 

ISSMA Music Contests   Science Olympiad            SCRIPPS Spelling Bee 
Hoops Shoot Contest   Academic Super Bowl 
 

10.3 - HOLY FAMILY ATHLETICS AND ATHLETIC BOARD 

Athletic opportunities play an important role in the activities of our children, and we are blessed 
to have a rich tradition of varied and quality programs. Operating through the Deanery CYO 
program, Holy Family parents and community members serve on our Athletic Board and fill our 
coaching ranks. Many volunteers are needed to facilitate the athletic program. Rules and 
procedures for Holy Family Athletics are provided by the Athletic Board. Each year, The 
Athletic Board recognizes all students who participate in Holy Family athletics during the school 
year at a year-end assembly. In addition, the Athletic Board presents two graduating students, a 
boy and a girl, with the coveted Eagle Award for athletics. The Don Spellman and Frank Zoeller 
memorial awards are presented to deserving students in individual sports. 

 

10.4 – HOLY FAMILY SCHOOL SONG (tune of You’re a Grand Old Flag) 

Oh, our hearts are true 
Holy Family, to you 
Every boy, every girl, sings your praise. 
We shall ever try to keep our standards high 
We’ll love you through all our school days! 
Keep your gold and blue, 
We’ll be loyal to you 
And to all for which we stand. 
May the Holy Family lead us on. 
We’re the best school in all the land! 
Rah! Rah! 



APPENDIX A:  PHOTO/VIDEO AND NAME RELEASE  
A.1 – ARCHDIOCESAN GENERAL/PASSIVE PHOTO/VIDEO and NAME RELEASE  

A passive consent release is to be included with the annual sign-off page of the student/parent 
handbook in schools or as a separate statement to parents for other parish ministries regarding 
the use of images and also concerning other records or information allowing parents to object to 
release if they wish. This statement should be worded similar to the following: 

• I understand that from time-to-time images (photographs, videos, etc.) of my child may 
appear without specific identifying information in school or parish publications, 
brochures, programs, or on websites unless I object in writing (such objections cannot be 
construed to include “crowd shots” in public settings such as athletic events, youth rallies 
and other such events over which the school/ parish may not have overall control). The 
use of images with identifying information shall require specific parental permission 
before publication. 

Parents may review, copy, seek to amend or disclose student information in school records upon 
48 hours prior notice to the school office. School records may be shared for legitimate purposes 
by the school without consent (for example, when a student enrolls in another school within the 
Archdiocese of Indianapolis or matriculates to a higher level [i.e., from middle school to high 
school], and other similar situations). The school will request a signed parent release for records 
being sent to public schools or Catholic schools outside the archdiocese. Special provisions for 
release of certain records may apply to children with identified special needs. 

“Directory information” regarding my child may also be shared for legitimate purposes without 
parental consent. Directory information is generally defined as: 

Names, addresses, telephone listings, e-mail addresses, date and place of birth, honors and 
awards, dates of attendance and similar information for school/parish use for purposes such as 
program rosters, athletic rosters, parish directories, parent-to-parent directories, playbills, 
programs, yearbooks, honor rolls and other such purposes. Directory information may generally 
be released to third parties such as school photographers, colleges, military recruiters, trip 
organizers, class ring vendors and others for legitimate purposes unless the parent objects in 
advance in writing. 

Holy Family School shall maintain a list of all parent objections to the use of unidentified images 
and/or directory information and make every attempt to ensure that such objections are honored 
by the school. 

A permission form for the authorization for use of photographs or likenesses (active consent) 
shall be used in all cases on a per occurrence basis when images of children or adults are 
identified in and released for any publication by the school or parish along with accompanying 
information about the person, their accomplishments, etc. The following or similar wording 
should be included in the release: 
 



• I, (name of subject), do permit and authorize Holy Family School/Parish and its 
employees, agents, and personnel who are acting on behalf of Holy Family School/Parish 
to use my photograph or other likeness and appropriate identifying and accompanying 
information for purposes related to the educational mission of Holy Family  
School/Parish, including publicity, marketing, and promotion of Holy Family 
School/Parish and its various programs and ministries. I understand my photograph or 
likeness may be copied and distributed by means of various media, including video 
presentations, television, news bulletins, billboards or signs, brochures, placement on 
websites, or in newspapers. 

 
• I understand that, although Holy Family School/Parish will endeavor to use my 

photograph or likeness and identifying and accompanying information in accordance with 
standards of good judgment, the School/Parish cannot warrant or guarantee that any 
further dissemination of my photograph or likeness and information will be subject to 
School/Parish supervision or control. Accordingly, I release Holy Family School/Parish 
from any and all liability related to dissemination of my photograph or likeness. 

 
• Signature of subject and date:  
• If the subject is under the age of 18 years, must also be signed and dated by parent 

(guardian):    
Such permission and release of liability for the authorization for use of identified photographs or 
likenesses shall be obtained in all cases or the image should not be used. 

Rule Promulgated: 04/20/2010 by Annette “Mickey” Lentz, Executive  Director, Catholic  
Education and Faith Formation 

 

B.1 – FAMILY PARTICIPATION AGREEMENT 

All Holy Family School families are required to read the handbook and sign the Family 
Participation Agreement. Parents refusing to sign the participation agreement will nonetheless be 
held responsible to the handbook policies and procedures. Refusal to abide by the handbook will 
be grounds for dismissal from Holy Family School. 

 
APPENDIX C: CHOICE SCHOOLS 
Lottery Process for Holy Family School 
 
Background: On June 29, 2011 and July 8, 2011 the Indiana Department of Education (IDOE) 
issued memos to prospective CHOICE Scholarship schools designed to provide technical 
assistance regarding the lottery provision of IC-20-51-4-3(c) which was included in House 
Enrolled Act 1003, Public Law 92. 



HEA 1003 states, “If the number of applications for enrollment in an eligible school under a 
CHOICE Scholarship exceeds the number of CHOICE Scholarships available to the eligible 
school, the eligible school must draw at random in a public meeting the applications of 
applicants who are entitled to a CHOICE Scholarship from among the applicants who meet the 
requirements for admission to the eligible school.” 
Conditions: 

1) The admission process to Holy Family School and the CHOICE Scholarship/lottery 
process are two distinct processes. Students must meet the school’s admission process 
and criteria before being considered for a CHOICE Scholarship. If a student meets the 
admission criteria and would enroll contingent upon their ability to pay tuition and fees, 
then they can be considered a potential voucher (CHOICE Scholarship) recipient. 
 

2) Holy Family School will hold an open early-enrollment period between January 1 and 
March 31st.  All current-year students and/or siblings of current students are given 
preference over registrants new to Holy Family School and would be exempt from a 
lottery process.  All new entrants to the school will be accepted on a first-come, first-
served basis.  If there are more potential CHOICE Scholarship recipients than space 
available, they will be placed on a “waiting list” until the public lottery drawing, which 
will occur on the second Monday of April.  
 

3) If classroom space allows, CHOICE Scholarship students and non-scholarship students 
alike may be accepted beyond the early-enrollment period pending their eligibility 
through the normal admissions process.    
 

4) All applications for CHOICE Scholarships for the upcoming school year must be 
submitted to the IDOE by September 1.   


