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HFCA Reserves the right to modify, change, update or delete the content of this handbook throughout the year,
in conjunction with changes to school policy.

%o, o
ONEss knowh: ©

This handbook is intended to describe the philosophy, services, and structure of the school’s educational
program. The principal is the final interpreter of the content of this handbook.



PRINCIPAL’S MESSAGE
Welcome to Holy Family Catholic Academy!

This Student and Parent Handbook is a resource intended to provide our families with information regarding the
daily operation of Holy Family Catholic Academy. In addition to a brief background on the school’s history,
philosophy and mission, the handbook includes the policies and guidelines of our Diocesan-based parish school
which guide us in creating a safe and healthy learning environment for our students and their pursuit of spiritual
growth and academic excellence on our campus.

By outlining Holy Family Catholic Academy’s various rules, procedures, and expectations, our goal is to ensure
mutual respect and responsibility for actions consistent with the doctrine and teachings of the Catholic Church.
Our focus is on enabling each student to realize his or her learning potential in partnership with our teachers,
parents, and guardians in an environment that supports Christian values and morals.

While every attempt has been made in this handbook to describe the philosophy, services, and structure of the
school’s educational program and to cover as many topics and areas of concern as possible, the specific rules and
procedures herein should not be considered all-inclusive. Holy Family Catholic Academy retains the right to
amend the handbook in response to the ever-changing dynamics of daily life at our school. Parents will be
notified of any revisions that may occur throughout the school year.

We appreciate your cooperation and support of the HFCA Student and Parent Handbook guidelines in creating a
safe and nurturing educational environment.

With aloha,

Celeste Akiu
Principal



DIOCESAN MISSION OF CATHOLIC EDUCATION

The mission of Catholic education in the Diocese of Honolulu is to form children who are nourished spiritually,
intellectually, and liturgically to share the presence of Christ in the world.

Our Catholic educational institutions are obligated by our faith to shape our youth by immersing students in
curriculum and experiences rooted in Catholic teaching and doctrine with emphasis on morality and Christian
character building. This formation paired with 21st century academics and teaching methods are critical for
success at any Catholic educational institution in Hawaii.

Each family has choices in the education and faith formation of their children. We expect all families who have
chosen to enroll their children to share fully in the light of Christ and to cooperate and support the mission
and activities of Catholic school education in the Diocese of Honolulu and at Holy Family Catholic Academy.

Holy Family Catholic Academy and Early Learning Center is a Christ-centered school, K-8, dedicated toward
educating our students for the 21st century. We recognize the uniqueness of each student and strive towards the
development of their full potential as successful individuals. As educators we maintain high academic
standards by nurturing, encouraging, and showing respect to our students and each other. As a Catholic
community, the foundation of our school is based on the precepts, traditions, and values of the Catholic
Church. Holy Family Catholic Academy and Early Learning Center is a dedicated school community that
supports use of individual gifts and talents to emulate Jesus and to live like Disciples of Christ today and in the
future.

OUR CATHOLIC HISTORY

Holy Family Catholic Academy is a Catholic elementary school providing education to students in preschool
(Early Learning Center) through grade eight. Father Joseph Sherry of the Society of Mary (Marianists) started
the school in 1956 under the direction of the Sisters of Notre Dame de Namur. The Marianist order had been
appointed by Bishop Sweeney, Bishop of the Roman Catholic Diocese of Honolulu, to minister to the parish
which was formerly a chapel associated with the Pearl Harbor Naval Base. Today, the school continues as a
parish school of about 430 students, staffed by qualified lay personnel under the direction of our Pastor Father
John LeVecke who serves as head administrator of the school.

Holy Family Catholic Academy operates under the auspices of the Bishop of the Catholic Diocese of Honolulu.
It is licensed by the State of Hawaii and is a member of Hawaii Catholic Schools (HCS) and the National
Catholic Education Association (NCEA). Holy Family Catholic Academy is fully accredited by the Western
Catholic Educational Association (WCEA)

OUR SCHOOL MISSION

“Making God’s Goodness Known, Educating for Life.” Sisters of Notre de Namur
Holy Family Catholic Academy, since 1956.

Holy Family Catholic Academy dedicates its focus on the personal growth of each child by teaching Catholic
doctrine, building community, and providing service to others, always striving to realize each student’s
individual learning potential by supporting multiple experiences for successful lifelong learning.



GENERAL INFORMATION

OFFICE HOURS

Office hours for the Main Office and Business Office are 7:30 AM to 3:30 PM on regular school days. Office
hours in summer and during intersession are 9:00 AM to 1:00 P.M.

° Main School Office phone number is 423-9611, Ext. 301

° The Business Office phone number is 423-9611, Ext. 304 (Accounts Payable), Ext. 340 (Accounts
Receivable), and Ext. 319 (Business Manager);

° After School Care is 423-9611, Ext. 313 and cell number 780- 5664.

SCHOOL HOURS

The school day is 7:45 AM to 2:15 PM, grades K-3, and 7:45 AM to 2:40 PM, grades 4-8. On designated half
days, dismissal is at 11:00 AM for grades K-3, and 11:30 AM for grades 4-8. Please consult the school calendar
for half days and school holidays. Holy Family Catholic Academy does not assume responsibility for children
who arrive on the premises before 7:00 AM. Students arriving before 7:00 AM will be placed in the Before
School Care (BSC) Program and parents assessed the appropriate fees. The courtyard is supervised each school
day by staff beginning at 7:00 AM.

LATE PICK-UP POLICY

Students may not wait in any area unsupervised by an authorized adult. Students may not leave campus, and
subsequently return, unless accompanied and supervised by a parent/guardian or authorized adult.

Students remaining after 3:10 PM (full days) or after 12:00 PM (half days) will be taken to the Main office for
late pick-up. Upon arrival, a parent/guardian must come in and sign the student out. If pick-up is after 3:15 p.m.
by the school clock, a $10 late fee will be assessed per child. After 3:30 p.m. an additional $15 fee will be
charged per child. Supervision will be provided until the parent or guardian arrives to sign out the student.

In the event of an emergency situation, a call to inform administration in the main office is essential so any
anxiety for the child may be relieved.

BUSINESS OFFICE (ALSO SEE FINANCIAL POLICIES AND PROCEDURES SECTION)

The Business Office is open from 7:30 AM to 3:30 PM Monday through Friday during the school year and is
closed on all school holidays. During the Summer, Fall, and Spring Breaks, the Business Office hours are 9:00
AM to 1:00 PM. The Business Office phone number is 423- 9611, ext. 319 (Business Manager), ext. 304
(Accounts Payable) and ext. 340 (Accounts Receivable).

The Business Office is in the Rectory located at 830 Main Street. All financial matters are handled through the
Business Office (payments for tuition, After School Care, lunch accounts, fees, FACTS Tuition agreements ,
etc.). We accept Cash, Cashier’s Check, Check, Debit Card, Discover, MasterCard, Money Order, Travelers
Check and VISA. Payments may be made in person, through the postal service, or sent in via the student. As a
matter of policy, cash payments should be made directly to the Business



Office during school hours and should not be sent to school via student(s). Payments are not accepted at any
other location on campus.

VISITORS

All visitors must report to the school office to sign in and obtain a visitor’s badge. For the safety and security of
our students, no one is permitted to go directly to the classroom, cafeteria, or playground. Prior arrangements to
visit classrooms or participate in school activities should be made.

PARKING

Parking lot signs should be noted. The coned off area in the main parking lot is for faculty and staff to park
their vehicles. Parents and visitors may not enter this area between 6:30 AM — 3:15 PM. The small parking area
near the rectory is designated in and out parking primarily for parents whose children are enrolled in the Early
Learning Center. Use of the Fleet Reserve parking area is also restricted to in-and-out parking only. Access to
the school grounds through the school’s back gate is limited to early morning (7:30- 8:00) and after school
(2:30-3:00).

BEFORE SCHOOL/AFTER SCHOOL CARE

Before and After School Care (BSC/ASC) is available for registered Holy Family students for a fee. Before
school care hours of service are 6:00 AM to 7:00 AM. After school care is from the time of school dismissal
until 5:30 PM. Registration is required to participate in the BSC/ASC Programs. Additional information is
available in the BSC/ASC Handbook.

ASC contact numbers are 423-9611, Ex. 313; 780-5664 (Cell).

BREAKFAST PROGRAM

Students and families may purchase and consume breakfast items in the cafeteria each day from 6:45- 7:30 AM.
Students may also bring breakfast from home to be consumed in the Before School Care classroom or under the
tented areas.

COUNSELING PROGRAM AND SERVICES

Holy Family Catholic Academy offers the services of a professional counselor on staff. Students who may
require or benefit from counseling services are referred to the counselor by administration, teachers/staff
members, parents/guardians or student self-referrals.

The philosophy of Holy Family’s Counseling Program is to foster academic, personal, spiritual, and social
growth; to engage students in classroom, group and/or individual activities to enhance student learning; to help
students develop effective coping strategies and problem solving skills that can assist them in the pursuit of
their life goals; to provide proactive counseling interventions to meet the needs of all students; and to support
the adults in our students’ lives.

MASS

A Mass or Prayer Service is generally celebrated once a month in the church for all students in grades K-8. The
uniform of the day is the regular academy uniform. However, P.E. uniforms may be worn by



students with scheduled P.E. classes on Mass days. Parents are cordially invited to attend. Seating areas for
students and visitors are assigned.

MORNING ASSEMBLY

A school wide assembly is held each morning at 7:45 AM in the front courtyard. At this time, we pray as a
community and share positive values. Students are taught proper etiquette and respect for the American flag
and patriotic songs, including the National Anthem. Teachers are present to ensure that appropriate standards
of conduct and decorum are observed. School announcements follow as well as occasional recognition and
award ceremonies. If you and/or your child(ren) arrive on campus during the morning assembly, please do not
enter the courtyard until assembly is finished out of respect for daily prayer, the Pledge of Allegiance to the
flag, and the National Anthem.

HEALTH ROOM

The health room is available for the immediate and temporary care of injuries and illnesses that occur during
the school day from 7:30 AM until 3:00 PM. The health room is staffed during school hours by a health care
coordinator, who is CPR/First Aid certified. The health care coordinator provides first aid care for the injured
and isolates ill students until they are picked up. Due to limited space in the health room, parents must pick up
their ill child(ren) within one hour after notification by the health care coordinator. The health room telephone
number is 423-9611 ex 305. Medications may be administered by the Health Care Coordinator only with
proper authorization forms signed and on file.

CAFETERIA/SNACK BAR

The cafeteria/lunchroom/snack bar serves snacks, a la carte items, hot lunches, and drinks daily. Students
may also bring lunch from home. All purchases in the snack bar are made using individual student lunch
accounts. Each student is issued a lunch account identification card for the purpose of charging purchases.
Any student who requests a replacement card will be charged a fee. Students are allowed to purchase food
items only for themself. Families are asked to maintain a credit balance in student(s) account(s) if purchases
are to be allowed. By May 5th of each school year, students must have a positive credit balance in order to
continue to purchase food items. Families may block their child(ren) from making purchases on his/her lunch
account or may set guidelines as to what the child(ren) is allowed to purchase by consulting directly with the
Business Office.

SCHOOL DAY SCHEDULE

Regular Day
7:43 AM First Bell
7:45 AM Second Bell: Assembly in courtyard
9:30 - 9:45 AM SnackBreak/Recess (K — 4th)
10:10 - 10:30 AM Snack Break (5th — 8th)




10:50 First Lunch Period (Kinder)
11:00 (1st & 2nd Grades)
11:45-12:30 PM Second Lunch Period (5th, 6th, 7th, & 8th Grades)
12:15-1:00 PM Third Lunch Period (3rd & 4th Grades)
2:15 PM Dismissal Bell (K — 3rd to deck area)
2:40 PM Dismissal Bell (4th — 8th to deck area)

Early Dismissal Days/Half Days

7:43 AM First Bell: Classes lineup in designated areas
7:45 AM Second Bell: Assembly in courtyard
9:30-9:45 AM Snack Break/Recess (K — 4th)
10:10 - 10:30 AM Snack Break (5th — 8th)
11:00 AM Dismissal Bell (K — 3rd to deck area)
11:30 AM Dismissal Bell (4th — 8th to deck area)
ADMISSIONS & RECORDS

NON-DISCRIMINATION STATEMENT

Holy Family Catholic Academy is a non-discriminatory educational institution and employer. The school
does not discriminate in its employment or its admission policy on the basis of race, sex, color, religion,
national origin, or disability, if with reasonable accommodation, the individual can function.

NEW STUDENT PROBATION

All students new to HFCA will be accepted on a probationary period for the first three months of their
enrollment. A probationary student, at the discretion of the administration based on a performance evaluation
and/or for just cause, may be disenrolled at any time during this three month interval. If the need presents
itself, the probationary period may be extended or reinstated at the discretion of administration.



RETURNING STUDENTS

Each spring our families are asked to complete a ‘not returning survey’ to indicate their desire and

intent to reenroll. Submission of a non-refundable comprehensive fee is required for following school year
enrollment. A Payment Option worksheet and a Financial Obligation worksheet must be returned to the
Business Office by the date directed in order to reserve a space. Continued enrollment at Holy Family Catholic
Academy is not automatic. The school reserves the right to admit or deny admission to any applicant at the
discretion of the administration.

STUDENT RECORDS

The Buckley Amendment also known as the Family Educational Rights and Privacy Act (FERPA) (20

U.S.C. § 1232g; 34 CFR Part 99) protects the privacy of student educational records and is a Federal Law that
gives the parents or legal guardians of the students the right to review their child(ren)’s records in the presence
of the principal or his/her delegate. Parents have the right to request that the School correct records they believe
are inaccurate, misleading or otherwise in violation of the student’s privacy rights. The school will make a
reasonable effort to comply with legitimate requests for inspection of records. Written requests for access to the
records should be made through the school’s administrative assistant.

The school also abides by the provisions of the Buckley Amendment with respect to the rights of noncustodial
parents. In the absence of a court order to the contrary, the school will provide the noncustodial parent with
access to the academic records and to other school related information regarding the child(ren).

If there is a court order specifying that there is to be no information given regarding a student, it is the
responsibility of the custodial parent to provide the school with a current official copy of the court document(s)
for the student’s files and to keep school personnel informed of changes that affect the status of the order.

FINANCIAL POLICIES AND PROCEDURES

GENERAL FINANCIAL INFORMATION

Questions regarding financial policies and procedures should be addressed to the Business Office at 423-9611,
ext. 319 (Business Manager) or ext. 340 (Accounts Receivable). Two companies provide service to Holy
Family: FACTS and TADS. Each one serves a different purpose and each requires separate logins.

FACTS Tuition Management — collects tuition and ASC (After School Care) pavments

Tuition, ASC & BSC payments through FACTS are made automatically from your designated checking,
savings or credit card account.

Agreements: Every family is required to have a FACTS agreement. FACTS agreements are renewed each
year for returning families. Every new or renewed contract is assessed an enrollment fee from FACTS. Contact
the Business Office should there be changes to the payment plan or dates on existing FACTS agreements.

Note: Automatic payments for the “monthly” tuition plan start in June for the Academy, in July for ELC, and in
August for ASC. BSC charges are submitted for payment at the end of the month’s use.

Unsuccessful Debts: FACTS will make up to three (3) attempts to collect a scheduled payment. Then that
payment will be considered “unresolved.” An “unresolved” payment must be paid directly to the school.
Transcripts for non-returning students and class assignments for returning students will not be released until the
account is cleared. At the end of the school year, any outstanding account will be sent to a collection agency.
Should you require changes to be made to your banking account, please contact FACTS at (866)441-4637. The



financially responsible party is responsible for any fees incurred resulting from a return payment from the bank
or Credit Card Company.

TADS — Financial, Admissions and Enrollment

Families access the online services of TADS to stay current on their family’s detailed financial account.
TADS login is set up by the parent at the time of enrolling the student(s).

Invoices: All invoices will be posted a minimum of 10-days in advance with a due date of 5th, 10th, 15th, 20th,
or 25th. Depending on how your TADS account is set up, invoice statements will either be emailed or mailed to
you. Payment must be received by the due date to avoid a $35 late fee.

Payments: We accept Cash, Cashier’s Check, Personal Check, Debit Card, Discover, MasterCard and VISA.
Payments may be made in person, mailed to the school, sent in via the student, or direct with TADS. To make
payment through TADS, click on “BILLING”. This page will show your current outstanding balance and the
option to “Make Payment”. Auto payments can also be done with TADS. This will require a checking, savings,
or credit card on file. To set up auto payments, click “BILLING”, and “Account” number, then “Settings”, then
EDIT. Scroll down to view and input your information and SUBMIT. (Note: TADS assesses a service charge
for credit card payments, HFCA does not.)

TADS EDUCATE - Cafeteria

HFCA uses a “cashless” system. Students are issued personalized ID cards. When purchasing from the
cafeteria, the student ID is scanned and their detailed purchases entered. Parents have access to view in detail
what their child is buying and spending. It is very important that a student maintains a positive balance on
his/her account. Accounts that go into the negative are sent email reminders until the account is brought current.
It is not HFCA'’s policy to deny a child access to food. However, in extreme cases of high negative balances, the
school reserves the right to suspend purchases. Cafeteria Payments can be made directly to the school or online
through the TADS Educate portal. For easier login, we highly encourage syncing TADS with Educate. Login
to Educate, then at the top bar under user’s name, click “sync with TADS”.

**Parent Login/Passwords are made available through the Tech Manager at tech@hfcahawaii.org.
Please note that Educate Security will suspend any account that is inactive for more than 60 days,
so please login at least once a month to keep your account active. **

FUNDRAISER

Holy Family Catholic Academy conducts a fundraiser each year. The annual fundraiser obligation fee is $300 per
family and is part of your financial responsibilities to HFCA even in the event of an early withdrawal or late
enrollment. Detailed information regarding the $300 fundraiser commitment is given to families in August.

RETURNED CHECKS

A $25 Returned Check Fee is assessed for any unpaid check deposited to HFCA or Holy Family ELC.

REFUND POLICY

Tuition is prorated and refunded in the event of student withdrawal, termination or transfer. No refunds are
issued after third quarter ends. The registration deposit, comprehensive, fundraiser, elective, and instrument
rental fees are nonrefundable.

Refunds are processed after the student’s departure. Kindly provide the Business Office with a forwarding
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address for refund purposes. Refunds or FACTS Agreement Termination are pending of any outstanding
balances owed to Holy Family Catholic Academy or ELC.

END-OF-YEAR: OUTSTANDING BALANCES ON ACCOUNT

All accounts, both tuition and fees, are to be settled by June 15th. The school reserves the right to deny
re-enrollment to any child with an outstanding balance. Non-returning students will be denied
records/transcripts until the balance is paid in full.

TRANSFER PROCEDURES

GENERAL INFORMATION

The school office requires two weeks written notice when a student is transferring to another school. The
student must return all hardback textbooks, band instruments, and borrowed library books in good condition.
A fee, covering full replacement cost, will be charged for any lost or damaged school property. All outstanding
balances must be paid in full for the authorized release of student records and transcripts.

OVERSEAS TRANSFERS

Due to the large number of military transfers from our school, permission is granted, at the principal’s
discretion, for the student’s permanent records to be hand-carried by parents/guardians to the new school.
Parents/guardians should notify and obtain records from the school office no earlier than the child’s last day of
school.

TRANSFERS ON-ISLAND

Student records are mailed directly to the new school if it is an on-island transfer. Parents/guardians should
obtain a release card and the health records, as directed after the last day of attendance.

CURRICULUM

CATHOLIC RELIGIOUS STUDIES/SPIRITUAL PROGRAMS

Students of all faiths are welcome at Holy Family Catholic Academy. All students are expected to attend
classroom periods of religious instruction and scheduled church services and liturgical activities. Non-Catholic
students are not required to actively participate in church services, but are required to maintain a respectful
presence and attitude. Students study Catholic Religion, Church history, and heritage and are provided time
each day for prayer and worship as a community. Regular daily prayer is conducted at morning assembly, prior
to lunch, and at the end of the school day. A sacred liturgical prayer space is maintained within each classroom
with the opportunity to request prayers for special intentions. Special devotions include: Praying the Rosary,
Blessings, Advent and Lent Penitential Services, Stations of the Cross, retreats for all HFCA students,
Crowning of Mary, etc.

We believe that Religion is something that is lived, not just studied and mastered, or assigned a grade.
However, Religion is designated a core subject, and students are assigned a grade based on demonstrated
performance.

Grade 2 students receive sacramental preparation for First Reconciliation and First Eucharist as part of the
second grade religious curriculum. However, the sacraments are administered in each student’s registered
parish. Catholic families are requested to seek the requirements regarding these sacraments from their own



individual parishes at the beginning of the school year. Permission to receive the sacraments for the first time
with HFCA classmates is required from the family’s registered parish. Any arrangement for the sacrament of
Baptism must be addressed with the pastor at the child’s home parish well in advance of First Reconciliation
and First Eucharist.

COMMON CORE CATHOLIC STANDARDS INITIATIVE (CCCSI)

Holy Family supports a curriculum that is actively integrating and adapting the Common Core State Standards
(CCSS) with its outgoing learning expectations in all core subject areas, including Religion. Serving our
specific school community effectively in an ever-changing world is our intent as we continuously strive to
assess and update our school’s existing standards with a goal of assuring a high quality education for all our
students.

At Holy Family, our standards provide a strong base for our higher expectations as a quality Catholic
educational institution, and assist the school in helping teachers incorporate learning opportunities which
support 21st Century Skills such as: critical thinking, collaboration, communication, and creativity. As a
Catholic school with a Catholic worldview, the standards we create are infused with Catholic teachings,
principles, values and social justice themes. By design, our curriculum content and instructional activities are
intended to bring the message of Jesus to the community and prepare our students for this life and life
everlasting.

LANGUAGE ARTS

A comprehensive language arts curriculum challenges and engages students in all grade levels (K—8).
Incoming/Outgoing expectations are guided by six specific strands that flow throughout the curriculum and
many extracurricular activities. The six strands include: oral/listening; spelling; handwriting; grammar; reading;
writing. Each of these is taught commensurate with the grade level, development, and maturity of the student.
Basic Language Arts skills, supported by technology, become the foundation for future education and are
emphasized each year.

MATHEMATICS

A comprehensive math curriculum challenges and engages students in all grade levels (K—8). Each grade level
teaches specific concepts, yet there are strands that flow through grade levels. These strands are: problem
solving; patterns and number relationships; data, statistics, and probability; whole number concepts and
operations; fraction concepts and operations; ratio and proportion; geometry; measurement, time, and money;
and algebraic thinking. The Mathematics Program places special emphasis on hands-on learning through
manipulative and problem-solving skills. Basic computation and math in everyday life provides a realistic
basis for mathematics in grades K-5. Transitional Math, Pre-Algebra and Algebra are taught at the middle
school levels, grades 6-8. Technology is used as a key resource component.

SCIENCE

The goal of the Science Program is to develop student understanding of scientific knowledge, ideas, and
inquiry processes that will allow students to participate effectively as members of society. These processes and
skills extend across the science curriculum for all grade levels and include: measuring; using space—time
relationships; collecting and organizing data; graphing; inferring and predicting; making, selecting, and testing
hypotheses; identifying and controlling variables; model building; using equipment; using scientific
vocabulary; communicating; thinking and process integration. The elementary Full Options Science Systems
Program (FOSS) (K-6) includes teacher demonstrations and age-appropriate hands-on student involvement in
all areas of general science. Emphasis is placed on a global perspective and respect for our planet. FOSS



Science at the junior high level begins with life science in the seventh grade and continues with earth science
in the eighth grade.

SOCIAL STUDIES

The Social Studies Program develops an understanding of history, geography, and social institutions. It also
fosters an appreciation of the peoples of the world and our own American heritage, while strengthening
commitment to democratic values and processes. It promotes strong moral characteristics, effective
communication, and recognition of multi-cultural differences as well as problem solving and critical thinking.

VISUAL ARTS

The Middle School Visual Arts Program provides students with a comprehensive art program that incorporates
a Choice Based Art Education (CBAE) while building a lifelong love of creating art. Student learn art history,
and the basic Principles & Elements of Art while learning to work with various art mediums such as fiber,
ceramics, sculpture, drawing, painting, mixed media, printmaking, photography, graphic art, and animation.
Students are required to complete all artwork in class and maintain a sketchbook compilation of their drawing
skills and learning process. Students complete 2 to 3 projects per quarter depending on the complexity of the
project; and an Art Show is held in Spring or at the discretion of the teacher. All art supplies are provided.

PERFORMING ARTS

Students in grades K-4 attend Music Appreciation classes that inspire participation in performances (Christmas
Pageant & May Day), and build a lifelong love and learning of music. The Middle School Performing Arts
Program consists of Hawaiian Music and Band.

Band: provides a well-rounded musical education that focuses on building a solid foundation of musical
knowledge upon which artistic performances are built. Students have the opportunity to choose amongst a
variety of classical instruments to learn and develop their musical talents. Instruments are available for rent
through the school for a fee or students may provide their own instruments. As students become proficient in
their instrument, they move to higher levels of performance expectations and have the opportunity to participate
in the Holy Family Catholic Academy Marching Band. Students in all levels of the Band program are required
to perform in the Winter and Spring Concert, as well as participate in mandatory after school rehearsals set by
the teacher.

Hawaiian Music: provides students with the opportunity to learn the Ukulele, and perform Hawaiian
instrumental and vocal music. Students learn to read music and develop collaboration skills necessary to
perform in large groups. Students are also introduced to the Hawaiian culture that bridges their knowledge of
the ukulele, and helps to enrich their performance. All students are required to perform in the annual school
May Day program and Winter and Spring Concert. Selected students have the opportunity to perform in the
school’s Music Ministry group that performs during school Masses. Students will need to provide their own
ukuleles.

MEDIA RESOURCE CENTER

Computer technology in the elementary school grades K-4 is designed to enhance basic skills within the
integrated context of the curriculum. Students in grades K-4 are scheduled for exploratory or instructional
periods once a week in the Media Resource Center. Teachers utilize this time to use the resources available in
the Center to reinforce, maintain, and review topics covered in the

classroom. As part of HFCA’s Technology Acceptable Use Policy, the Center instructs K—4th grade students



in Internet/Cyber Safety and Digital Citizenship. The Center introduces 3rd grade students to keyboarding and
students continue keyboarding in 4th grade, working towards mastering this skill. In preparation for the 1:1
iPad Program in 5th grade, students in 4th grade have structured instruction in Google Apps for Education and
learn essential technology skills that enhance their learning, collaboration, and global awareness. During open
period, teachers may sign their class up for additional time in the Center to work on special projects or
research assignments.

LIBRARY

The library skills curriculum is designed to familiarize students with the resources and procedures of libraries
and to instill a love of reading. Research skills, introduction to and use of the library, and introduction to
various genres of literature are taught during library classes. Students grades K-4 visit the library once a week
for checkouts, read-aloud, and formal instruction which supports their maturity levels and academic
development. Students may borrow books and magazines during weekly visits. The library is available until
4:00 p.m. each day after school for students and parents.

PHYSICAL EDUCATION

The twice-weekly Physical Education Program (PE) for grades K-8 follows the National Standards in Physical
Education. Specific content at each grade level addresses the student’s personal and mental wellness, his/her
physical fitness, movement exploration, participation in game-related activities, individual/team sports/skills,
and in lifetime activities. Students gain an understanding of the body’s function through exercise. Students in
grades 4-8 spend significant time with strengthening cardiovascular endurance through running, strength
building, flexibility, and traditional team sports skills. Parents are encouraged to invest in quality athletic
shoes for their child(ren) to wear on PE class days. An informal health curriculum is provided to students.
Subjects reinforced during the school year are first aid, safety, personal hygiene, social development,
acceptance of individual differences and sportsmanship.

PERFORMANCE ASSESSMENT

REPORT CARDS - GRADES K-8

Computerized report cards for Kindergarten are issued twice a year, at mid-year and at the end of the year.
Computerized report cards for Grades 1-8 are issued quarterly. All report cards are made available online
through TADS Educate. The report card reports scholastic performance, level of achievement, conduct, effort,
and work habits in the areas of homework and participation.

PERFORMANCE ASSESSMENT SYSTEM

Standards: Holy Family Catholic Academy employs a variety of performance assessments, or grades,
depending upon the developmental level of the student as well as local requirements at grade level. Assessment
reporting methods vary between grade levels and “core” and “non-core” subject areas.

Core subjects are Religion, Language Arts, Math, Science, and Social Studies. There are different
grading systems depending on grade level.



Kindergarten Grades 1st - 3rd and Electives/Non-Core Subjects

M -Mastery E — Excellent
P -Progressing Well G - Good
N -Needs Improvement S — Satisfactory
I -Not Introduced Yet NI - Insufficient Progress/Needs Improvement Grades
A+ 97-100 C+ | 77-79 4 Excels
A ]93-96 C 73-76 3 Performs Satisfactory
A- 190-92 C- 70-72 2 Needs to Improve Performance
B+ | 87-89 D 66-69 1 Fails to Turn in Assignments/Participate
B | 83-86 F 65 and Below
B- | 80-82

4th-8th Work Habits: (For 7th & 8th ONLY)

Work habits are assessed separately in order to highlight the importance of responsible behavior in completing
assignments, proactively contributing to class discussions, demonstrating active listening skills, and respect for
others’ ideas. Student achievement, while directly affected by work habits must stand alone as an actual
representation of student learning. Rubrics for both homework and participation are based on the following
scale: 4 (Excels), 3 (Performs Satisfactorily), 2 (Needs to Improve Performance) and 1 (Fails to turn in
assignments/participate).

Non-core subjects and electives: Religion, Visual Arts, Band, Hawaiian Music, PE and Spanish are assigned
the following scoring standard of E (Excellent), G (Good), S (Satisfactory), and NI (Needs Improvement).
Students must achieve a G or E to qualify for honor roll.

MIDTERMS/FINAL EXAMINATIONS

Holy Family’s 8th grade students complete mid-term and final examinations in Pre-Algebra/Algebra,
Planetary/Earth Science, Language Arts and U.S. History. Students’ ability for long-term retention of content
and test taking skills are assessed as part of the 8th grade curriculum expectations.

TADS EDUCATE — Student Portal Sth—8th

Parents of grades 5-8, accessing Educate, are able to see current overall grade, current assignments,
assignment due dates, report cards, attendance, schedule, events and teacher contact information. The Parent
Portal does not provide grades associated with assignments. Grades are posted on a weekly basis with the
exception of Specials (Band, Hawaiian Music, Art and PE) that posts grades at the end of projects and
performances. A Grade Alert is automatically generated every Thursday notifying parents that their child’s
overall grade in a core subject has dropped to a D or below. A conference with the child’s teacher or principal
may be scheduled to inform the parents/guardians of the areas in which their child may need improvement.
Parents/guardians may also request a conference with the teacher, counselor or administration.



ACADEMIC PROBATION GRADES FOR 5th-8th

The curriculum at Holy Family is academically challenging and requires the student’s consistent effort. When a
student does not meet his/her full potential through lack of effort and/or has difficulty in meeting curriculum
standards, he/she will be placed on academic probation for the remainder of the school year. Students earning
two (2) D’s or an F in any of the core subjects on a quarterly report card will be placed on academic probation.
On academic probation, students will be on a support plan designed to help them achieve academic success at
Holy Family Catholic Academy. If that plan fails and the student earns an F in subsequent grading periods, the
Principal will meet with the parents, student, and teacher to see if Holy Family Catholic Academy is a good fit
for that student. Parents are encouraged to stay abreast of their child’s progress and contact the teacher if
questions or problems arise.

CONFERENCES

Formal conferences are scheduled for all parents/guardians at the end of the first quarter. Parents/guardians are
required to attend this first quarter conference. Student-led conferencing is implemented with students in
grades 5th-8th. Additional conferences may be scheduled at the request of the parent/guardian or teacher as
necessary throughout the school year.

COMMUNICATION PROCEDURES

Communication between school and parent/guardian should begin at the lowest level whenever possible. If a
teacher needs to communicate with a parent/guardian, a note may be sent home with the student, the parent
called or emailed. If a parent/guardian needs to see or talk to a teacher, parents may email, or send a note
through the student, or call the school and leave a voice message on the teacher’s extension. After consulting
with the student’s teacher, if a parent/guardian desires a conference with the principal, please call the school
for an appointment. If the concern is not resolved, you may then speak to the Pastor. If the complaint is still
not resolved, you may send your signed and dated complaint in writing to the Superintendent of Hawaii
Catholic Schools.

Academic Notices, Homework Notices, and HFCA Referral Form may be used to inform parents of various
infractions or violations of school and classroom rules. These hard copy communication notices are sent home
via the student or mailed home depending on the circumstances. If not returned signed by the parent the
following school day, a lunchtime or after school community service will generally be assigned until
the notice is acknowledged and/or returned signed.

GRIEVANCE PROCEDURE

In the spirit of subsidiary, if a complaint arises which is important to communicate, speak to the person with
whom the complaint is directed. If it is a concern related to the classroom, address this concern at a prearranged
meeting with the classroom teacher. If the complaint is not resolved, feel free to talk with the principal. An
appointment may be scheduled with the pastor. If the complaint is still not resolved satisfactorily, send a signed
and dated complaint in writing to the Superintendent of Hawaii Catholic Schools, St. Stephen Diocesan Center,
6301 Pali Highway, Kaneohe, HI 96744.

CONFIDENTIALITY

All information related to student behavior, progress, and personal information is considered confidential to
everyone except the parent, the student, or another person directly involved with the student, such as a teacher,



counselor or administrator. Confidential information will not be discussed out of context and/or in non-related
discussions or situations. Confidential statements are reserved for only those who have the need to know.

ACADEMIC PROGRESS

ACADEMIC RECOGNITION

Students in grades 7-8 will be recognized for their academic achievements through a semester honor roll.
Qualifying students may apply for induction into the National Junior Honor Society after notification of
eligibility. Selected inductees will be honored at an induction ceremony toward the end of the academic year.

ATTENDANCE RECOGNITION

Recognition of perfect attendance in all grade levels occurs twice a year. Surpassing five (5) tardies within a
quarter will render a student ineligible for perfect attendance recognition.

PROMOTION / RETENTION / PLACEMENT

Promotion

Promotion to the next grade level will be based upon the following:

1. The student will have satisfied the requirements and objectives of his/her present grade level.

2. The student will have been in attendance through May 15th of the current school year and will not have
been absent more than forty (40) school days.

Retention and Placement
Retention at grade level will occur as follows:

A. The student who is not progressing satisfactorily to meet the requirements for promotion will be
identified by the appropriate teacher(s). Parent/Teacher conferences will address the student’s unsatisfactory
progress and possible retention in his/her present grade. The student’s parents/guardians will be notified by
administration of any concerns as they arise by the middle of third quarter.

B. Progress will be periodically re-evaluated. If required, another meeting will be scheduled with the
parents/guardians to discuss the possibility of failure, retention, or dismissal of a student for academic reasons,
such as failure to master prerequisite skills for the next grade level in any core subject area.

C. Should the student fail to progress satisfactorily after the parents/guardians have been notified of
academic difficulty, the student may be retained in the same grade level or “placed” in the next grade level at
the end of the school year. Students who will be retained or are placed may not typically continue at Holy
Family Catholic Academy the following school year. The parents/ guardians will be given the opportunity to
review the decision with the Principal.

D. If for any reason, parents/guardians wish their child to be retained in the same grade, the principal
must be notified in writing by the beginning of the third quarter and a conference will be scheduled to discuss
possible retention.

E. These established guidelines may be modified by the administration as necessary on an individual
basis.
Placement

Students who have not satisfied the requirements of their present grade level may be placed, but not promoted,
into the next grade. If the administration determines that Holy Family Catholic Academy cannot provide for a
student with special needs, or the student fails to successfully meet grade level requirements, the decision may
be made to disenroll the student.



GRADUATION: EIGHTH GRADE STUDENTS

Students in the eighth grade must complete ALL of the following scholastic requirements to be eligible for
graduation:

1) Pass all core subjects
2) Financial obligations met by first Monday of May, AND
3) Clearance from Performing Arts Department, Library, the P.E. Department and the Business Office

If the above requirements are not met, the student will not participate in the 8th grade end-of-the- year
activities, to include the graduation ceremony.

Those students who have not successfully completed the requirements of study (i.e. failure of one or more core
subjects for the school year) will not receive a graduation diploma but may be issued a certificate of attendance.
The graduation diploma will be withheld until successful completion of a summer school program has been
verified by the administration. Any high school that has accepted the student will also be notified.

PARENT/ STUDENT RESPONSIBILITIES

PARENTAL RESPONSIBILITIES
Support School Policy

As parents, you are the primary educators of your child. By enrolling your child at Holy Family Catholic
Academy you are choosing its programs and faith-based curriculum over those available at other schools. If you
lose confidence in our programs and curriculum, or if you find yourself in dispute with its staff and
administration, we respect your right to enroll your child elsewhere. In that event, please contact the principal to
discuss your concerns before making a final decision. Similarly, if the administration of Holy Family Catholic
Academy concludes that you are not supportive of the School’s programs and curriculum, or that you have
become antagonistic towards its staff or other members of the School community, the principal, with prior
agreement of the pastor, will contact you to discuss these concerns and, if they cannot be satisfactorily
resolved, will encourage you to make arrangements for the education of your child elsewhere.

Support the Parent-Teachers Guild

Monthly meetings of the Parent-Teachers Guild (PTG) will be publicized and announced through the monthly
school calendar and the Weekly News.

Develop Moral Values in Your Child

Respect for all persons is the foundation of a Christian education. While it is the teacher’s duty to encourage an
attitude of respect and cooperation, our students must be responsible for their actions. Please discuss with your
child the need to be: respectful to oneself and others; courteous to others; cooperative and considerate; aware of
the impact of one’s actions on others. Any demeaning or threatening behavior, including harassment, bullying,
hazing or name calling, is wrong and will not be tolerated. Students who harass, bully, threaten and/or demean
others will be promptly counseled and disciplined as determined appropriate. A parental conference will be
required if the behavior continues to occur. Repeated offenses may be cause for suspension and expulsion.

Support the School Development Process



Our fundraising and volunteer activities allow us to improve the resources available to support academic
excellence while minimizing impact on tuition. We encourage each person to find a way to use his/her talent for
the betterment of Holy Family Catholic Academy and the educational experience of each student.

STUDENT RESPONSIBILITIES AND EXPECTATIONS

° We take responsibility for learning. This means:

o We arrive at school on time.

o We are prepared for class.

o We demonstrate a serious and responsible attitude in daily work.
o Homework is carefully and thoughtfully completed and on time.

° We try to settle our differences in a peaceful manner. This means:
o We respect other people’s property and personal space.
o We do not physically or verbally fight with other children.
o We do not take anything that does not belong to us.

° We follow directions of adults in charge, the first time given. This means:
o We look at the speaker.
o We do not talk back to teachers or adults in charge to include all faculty and staff

members, substitutes, lunchroom supervisors, playground monitors, and BSC/ASC staff.

° We are sensitive to the needs and feelings of others. This means:
o We use appropriate language at all times.

o We do not bully or tease other children.
o We never boo or whistle.
o We are willing to help each other.
o We are friendly and courteous.
° We are expected to move safely through the school. This means:

o No playing around in the bathrooms or hallways.
o No running on decks, in the lunchroom, hallways, or up and down stairs.

STANDARDS OF CONDUCT AND SCHOOL WIDE RULES

The following standards of conduct or rules are provided as a reference and serve as the basic guidelines for
what is further expected of a student at Holy Family Catholic Academy. The rules cannot cover, and are
not intended to cover, every possible example of behavior. Students must abide by the rules set forth in
classrooms and programs. Holy Family Catholic Academy reserves the right to impose consequences for
inappropriate behavior which disrupts the learning environment. Students are expected to honor school rules
and guidelines while on campus and attending school events before, during, after, and off campus.

° Obey and follow established rules and procedures.

) Treat others with respect and dignity at all times.

° Be truthful in their work and in their relationships with teachers, fellow students, and any adult monitor



on school premises or on field trips.

° Conduct selves in a respectful, courteous, and quiet orderly manner, i.e. in church, in the classroom, the
hallways, in the cafeteria/lunchroom and on campus grounds.

Wear the required uniform.

Report contraband such as alcohol, drugs, tobacco products, and weapons of any kind found or
seen on campus. Our school is a non-smoking institution and a drug-free zone.

Refrain from using foul, abusive, or inappropriate language.

Be intolerant of physical, mental, sexual harassment, or bullying.

Keep our campus free of litter and graffiti, and refrain from acts of vandalism.

Use crosswalks as defined by traffic safety cones.

Walk bicycles from the street to the bike rack and secure with a locking device.

Demonstrate a serious and responsible attitude in daily work. Bring required materials and supplies to
class as assigned. Students are not allowed to phone home for forgotten homework, schoolwork,
iPad devices, hula instruments, sportswear/equipment, lunch or snack and/or musical

instruments.

° Practice safety and respect for others on the playground at all times. Engage in
courteous, friendly, non-competitive play during recess time.

° Be on time for school and all classes.

° Do not chew gum or spit on campus at any time.

Holy Family Catholic Academy recognizes that every student has the right to an education and to be safe in
and around school and are committed to strive to provide a school culture to support each student’s personal
and academic growth.

CHEATING AND PLAGIARIZING

Cheating is academic deception. Plagiarizing is falsely claiming authorship. Cheating and plagiarism are
serious offenses that are unacceptable at Holy Family Catholic Academy. The following guidelines and
responsibilities for teachers and students are of consequence to note.

Teachers have the responsibility to:

° Teach or review the correct use of sources when assigning work.

° Structure conditions during testing to alleviate the possibility of cheating.

° Specify the types of collaboration that are discouraged and those that are encouraged.
° Teach students summarization of material and the distinction between

summarizing and copying straight from the text. Remain on campus during school hours.

Students have the responsibility to:
° Avoid situations that might contribute to cheating or plagiarizing.
° Avoid unauthorized assistance.

Use sources in the prescribed manner, including documenting reference materials by citing sources.

° Avoid plagiarism by:
a. Using quotation marks for statements taken from others.
b. Acknowledging information and ideas gathered from any source.

c. Consulting faculty about any questionable situations.



DRESS CODE AND GROOMING STANDARDS

The dress code and grooming standards at Holy Family Catholic Academy are established in order to maintain
a positive and productive environment conducive to teaching and learning.

All students are required to comply with the standards set forth below. Uniforms are to be purchased only from
the official uniform supplier or from the PTG used uniform selection. Substitutions may not be made on the
main articles of clothing without administrative approval. Outerwear, socks, shoes and belts are the only items
of apparel that may be purchased independent of the uniform supplier. Information about ordering academy
uniforms may be obtained in the office. All students must be in complete uniform no later than one (1) week
after entering school unless time extended by the Principal. A signed note from the parents/guardians will be
needed at all times to be excused from any temporary uniform infraction. Unexcused infractions may result in
the issuance of a Dress Code Notice.

Shoes and Socks

° Shoes must be white, gray (silver), or black.

° Shoelaces must be plain and match the color of the shoe (white, black or gray). They must be able to be
properly tied at all times. Other colors of laces are not acceptable.

° Velcro tabs are acceptable for students in K-1 only.

° Plain (no logos) white socks should be worn. Socks must be either Ankle, Crew, and Knee. NO SHOW
socks are not allowed.

) FOR PE: Shoes must be athletic and predominantly white, black or gray.

Shirts

Uniform shirts are dry-fit navy blue polo style with the embroidered HFCA school logo. All other styles are not
acceptable. However, if your child has an older version of the polo shirt, please let the principal know.

Students will wear their shirt tucked into the shorts with the belt visible at all times during the school day and
while on campus. After-School Care will establish guidelines for students enrolled in the program.

Shorts and Belts

Khaki shorts or skorts for girls must be purchased from the official uniform supplier. All other style shorts are
not acceptable. Shorts are to be worn properly and at the waist. Girls’ shorts may be cuffed. Boys’ shorts are
styled without cuffs. Long khaki pants may be worn by girls and boys on cool days if desired.

Plain unadorned belts must be navy blue, black, brown, khaki, and/or navy blue with khaki. The belt is a part of
the uniform and should be worn at all times.

The belt is optional only for K-1st students. Girls may choose to wear the khaki style skort available from the
uniform supplier. It does not require a belt.



Jackets

Only solid navy blue windbreakers, navy blue cardigans or sweaters, and navy blue knitted vests are acceptable
outerwear. Navy blue hooded sweatshirt jackets that zip up the front with front pockets are also an appropriate
outerwear option. Other styles and colors of sweatshirts are not acceptable. No logos, other than the school
emblem, are acceptable. All approved outerwear will be worn correctly at all times and not tied at the waist,
hanging over the hips, nor draped over the shoulders and tied at the neck/chest area. Unless it is an unusually
cool day, jackets will not be worn for events held in the church.

P.E. Uniform

P.E. uniforms are mandatory during P.E. classes and are considered the uniform of the day on assigned P.E.
days. The uniform consists of a gray HFCA t-shirt with navy blue gym shorts. PE uniform will be worn
properly. The short’s drawstring lace should be tucked inside. These uniforms are purchased only through the
official uniform supplier. For safety reasons, jewelry will not be worn and fingernails should be closely
trimmed.

Reminder: FOR PE: Shoes must be athletic and predominantly white, black or gray

Uniform Care

All uniforms must be clean and properly maintained. Soiled, dirty, torn/ripped, faded or discontinued uniform
styles/colors are unacceptable and will result in the issuance of a Dress Code Infraction Notice.

FREE DRESS DAYS

Free dress days are designated for picture taking and certain special events. Appropriate non- uniform dress
may be worn. Students having P.E. on free dress days will not need to change into the uniform. The following
are not allowed:

Clothing that exposes the midriff.

All tops must not allow undergarments to show. camisole and/or bra straps should not be visible.
Shirts must have a shoulder strap measuring a minimum of two inches in width.

Strapless, camisole and spaghetti straps shirts are not acceptable.

For mesh and/or see through type of shirts, an approved type of shirt must be worn underneath.
Overly revealing shirts are not allowed.

Anyone not following the guidelines for free dress will receive a Dress Code Infraction and could lose free
dress privileges.

GROOMING STANDARDS

Hair

The student’s hair should be kept neat, clean and styled within the guidelines below:

Girls: Highlighting or hair coloring of any color, natural or otherwise, is not acceptable. No bleaching of hair is



acceptable. Hair must not obstruct the face.

Any hairstyle that is interpreted by the teacher and/or the administration to be an extreme style or a distraction
to the daily routine of the classroom environment is not acceptable.

Fad hairstyles and/or hair adornments such as strands and extensions deemed unusual, overly large or extreme
headbands or hair clips are not acceptable. Scrunches, elastic hair bands, and ponytail holders are to be worn on
the hair for the purposes intended and not around the wrist or arm. Combs, brushes, and other hair and toiletries
are to be used in the restroom only. Hairspray, mousse or gel, aerosol or pump, and other personal toiletries
such as perfumes and body sprays are not to be brought to school.

Boys: Highlighting or hair coloring of any color, natural or otherwise, is not acceptable. Hair must be clean,
well groomed, and in a style deemed appropriate by administration for school. Hair must be kept at a length
above the shirt collar and must not fall over the eyebrows or ears.

Any hairstyle that is interpreted to be an extreme style or a distraction by the teacher and/or administration to
the daily routine of the classroom environment is not acceptable.

Unconventional hairstyles (i.e. razor designs that spell out a word or name, Mohawks, partially shaved or
completely shaven heads, heavily gelled or long spiked styles, or other than natural hair color or bleaching) are
not permitted. Facial hair is not acceptable.

Jewelry

Fad or costume jewelry is not permitted for girls or boys. Bracelets and rings of any kind are not allowed. Girls
may wear small stud earrings on the ear lobes only; multiple or dangling style earrings are not permitted.

Boys may not wear earrings. Multiple piercings and body decorations/tattoos are not allowed at anytime.
Necklaces with a small religious icon will be allowed at the discretion of the administration. This form of
accessory will be worn inside the shirt.

Wristwatches may be worn, however, iWatches are not be permitted.

The school assumes no responsibility for any lost or confiscated items.

Make-up and Nails

Make-up of any kind (i.e., foundation, blush, mascara, whether colored or clear; eyeliner and eye shadow of any
color; facial powder; glitter; and/or facial decorations) is not allowed at any time during the school day.

Colored nail polish is not permitted. Clear nail polish is the only acceptable nail covering. Nail decorations,
acrylic nails, press-on nails, and French tipped nails are not permitted.

GENERAL SCHOOL POLICIES AND PROCEDURES

HEALTH PROCEDURES AND REQUIREMENTS

Tuberculosis Clearance

The State of Hawaii requires proof that the student is free of tuberculosis in a communicable form. New
students registering for the next school year will be required to provide documentation on Form 14 of having



received the Intradermal PPD Mantoux test. The TB reading must be in millimeters (not as “negative” or
“positive”). It must be noted on the reading, the date the test was administered and the date the test was read.
The reading should be less than 10 mm. If the reading is 10 mm or more, results of a chest x-ray must be sent to
the Health Room. The test must be completed within the 12 months prior to the first day of school in Hawaii
and must be performed by the State of Hawaii Department of Health or by a U.S. licensed Physician, advanced
Practice Registered Nurses (APRN), or Physician’s Assistant (PA). Students not showing certification on the
first day of school will be denied attendance. A copy of the test results is to be kept in the Health Room.

Immunizations

For admission to any kindergarten, elementary, and secondary school, a student must present documentation of
vaccinations received since birth from a licensed physician or a public health official. This documentation
(Form 14) should include complete date (month, day, and year) of each vaccine given because the completed
date is necessary to calculate valid spacing of doses. If parents/guardians are unable to present a complete
documented (Form 14) record of all immunizations for their child, the undocumented or incompletely
documented required immunizations must be administered again. This includes immunizations without dates.
An updated copy of your child’s immunization record will be kept on file in the Health Room.

A documentation of the following vaccinations is required by the State of Hawaii Department of Health in
order for new students, Grades K-12, to attend school in Hawaii:

. 5 DTP (diphtheria, tetanus, pertussis)

. 4 IPV/OPV (polio)

. 2 MMR (measles, mumps, rubella)

. 3 Hepatitis B

. 1 OR 2 VARICELLA (2 doses required if the 1st dose was administered on or after age 13 years)
Food Allergies

Parents are required to notify administration at enrollment if their children have known food allergies.

School administrators and health room staff are required to pass this information onto each teacher and staff
member who may work with a food-allergic student. A list of foods to avoid and guidance about how to
identify the allergen on food labels is required from the parents. A class plan for dealing with food allergies will
be developed for affected individuals in conjunction with all health information provided by the parent. Parents
may be asked to provide non-perishable “safe snacks” to be kept on hand for unplanned special events.
Reasonable accommodations will be made by the school.

Physical Examination

A record of a physical exam performed by a U.S. licensed Medical doctor (MD), doctor of Osteopathy (DO),
Advanced Practice Registered Nurse (APRN), or Physician Assistant (PA) within 12 months prior to first
school attendance in the State of Hawaii is required for entry. All new incoming students require a completed
Form 14 with TB exam, immunizations, and physical examination. A student may attend school provisionally
upon submitting written documentation from a licensed physician or an authorized representative of the
Department of Health stating that the student is in the process of receiving the physical exam and any missing
required immunizations. The physical must be completed within 90 days of school entry. If these requirements*
are not met within 90 days from the start of school, the student will be excluded from school (Hawaii
Administrative Rules 302A-1161).

If your child (grades 4 through 8) is planning to participate in a school sports program, a new physical (Blue



CSL Waiver Form) will be required every school year prior to tryouts. This physical is only good for one year
from the date the physical was given and should be completed during the summer prior to the new school year.
This assures that the physical is current for the entire sports seasons: cheerleading, volleyball, basketball and
track.

*Requirements include a complete physical, 5 DTP, 4 IPV/OPV, 2 MMR, 1-2 Varicella, and 3 HEP B.

Health Information Card

It is necessary that a Health Information Card Is completed upon registration. It should include your child’s
medical conditions (i.e. asthma, allergies, epilepsy, diabetes, nosebleeds, etc.). Emergency contacts must be
indicated. Parents/guardians must indicate any changes in writing as needed. It is imperative to have this
reference should an emergency arise. Authorization for the Health Room to administer Tylenol, Motrin or
cough drops to your child should be indicated on the Health Information Card.

Medication Policy

Request for Administration of Prescription Medication on School Forms must be completed by the parent and
physician for all prescription medications. Forms may be obtained from the health room or office, and once
completed, will be kept on file throughout the school year. A separate form is necessary for each new
prescription. If the student requires medicine and a medication policy form is not on file, the parent may come
to the school to administer the medication in the Health Room. Forms for over- the-counter medications (such
as Benadryl, Robitussin, hydrocortisone, etc.) will also be available in the Health Room (no physician signature
is required). These forms may be filled out by a parent/guardian ahead of time giving the Health Room
permission to administer the medication sent from home.

The required dose of medication must be sent to the Health Room in a container with the prescription label on it
(along with the Request for Administration of Medication in School form). It is advisable to ask the pharmacist
to make an extra bottle with a label for this purpose. Injections will not be given. Only oral or topical
medications will be administered.

All medications will be administered in the Health Room by the Health Care Coordinator. Students will not
carry or administer their own medication at any time (this includes cough drops). [The Health Room will
provide Tylenol, Motrin and cough drops when authorized on the Health Information Card.] All other
over-the-counter (OTC) medication must be sent in to the Health Room along with an OTC medication form.

The policy for administering medication during school hours does NOT apply to activities or events before or
after the regular school hours of 7:45 AM to 2:40 PM. If your child requires medication to be administered
outside of these hours, or while participating in Holy Family Catholic Academy extracurricular functions, it
is the parent/guardian’s responsibility to make any necessary arrangements.

School Health Education
The school may elect to provide vision and dental health education as needed.

STATE OF HAWAII COMPULSORY ATTENDANCE LAW

All children who will have arrived at the age of 6 and who will not have arrived at the age of 18 or graduated
on or before December 31 of any school year, shall attend school unless otherwise exempted from the
requirement in accordance with the law of Hawaii.



