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Right to Amend 
Since situations may occur that were not foreseen at the time 
of this handbook revision, the principal reserves the right to 
amend the handbook at any time. Parents will be promptly 
notified of any amendments. 
      November 2015 
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St. Hugo of the Hills School 
380 East Hickory Grove 

Bloomfield Hills, Michigan 48304 
  
  
Dear Parents, 
 In a directive from the Catholic Schools’ Office of the 
Archdiocese of Detroit, it was suggested that a 
Student/Parent Handbook be prepared at our school and a 
copy given to each school family. This handbook is an 
essential tool for disseminating our policies and procedures. 
  
 It is our hope that parents take time to sit down with their 
children to read and explain the contents of this handbook 
according to the ages of their children. 
  
 We look forward to a wonderful year as we work 
together, aware of school expectations, policies, and 
procedures, keeping in mind that “As followers of Jesus, it 
must be different with us.” 
 
    Sincerely, 
  
 
    Sister Margaret Van Velzen 
    Principal of St. Hugo of the Hills School 
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1. Philosophy/Mission/Goals ~ St. Hugo of the Hills School  
 

Philosophy  
The philosophy of St. Hugo School is based on the teachings 
of Jesus Christ. As a faith-filled community of parents and 
staff, we strive to nurture children to emulate his actions and 
to grow in love for God, self, and others. 
  
Learning to honor not only the uniqueness of individuality, but 
also the richness of diversity, we are challenged to treat 
others as we wish to be treated. 
  
The school provides an environment of academic excellence, 
giving each student the opportunity to develop as a whole 
person: spiritually, socially, emotionally, physically, and 
intellectually in order to meet the challenges of the future. 
  
  
Mission  
The mission of St. Hugo School is to provide students with an 
educational environment in which the teachings of the Catholic 
faith are instilled, nurtured, and demonstrated. These 
teachings constitute an integral part of the school’s academic 
program and the St. Hugo of the Hills School community. 
Strengthened by the values inherent in these teachings, 
students and staff are challenged to live with the conviction 

that, as followers of Jesus, it must be different with us. 
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Spiritual Awareness 
The atmosphere of a Catholic school should reflect the spirit 
of Christian life and learning. We offer our students a 
program of spiritual activities which add to and enrich their 
scholastic life. Catholic doctrine is presented at each grade 
level in a relevant and meaningful manner. The liturgical year 
is developed through instruction and opportunities to attend 
Mass and receive the sacraments. 

  
In all spiritual activities, the school recognizes the fact that 
parents play a paramount role in the moral and spiritual 
training of the child. Parental example is the key factor in the 
spiritual development of the child. 

  
Liturgical Celebrations 
Each grade level worships God through planned liturgies. 
Students in grades 1-8 attend Mass once a week. All students 
attend Mass on holy days and other special occasions 
throughout the school year. Parents are invited to join the 
students in these Eucharistic Celebrations. 

  
Sacramental Preparation Program 
St. Hugo of the Hills provides opportunities for students to 
prepare for and receive the sacraments of Holy Eucharist, 
Reconciliation, and Confirmation within the Catholic 
community of prayer and worship. The sacraments of 
Reconciliation and Eucharist are ordinarily received in the 
second grade. The sacrament of Confirmation is celebrated in  
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eighth grade. Preparation for these sacraments is a joint 
effort of parents and religious education staff. Periodic 
meetings and activities are scheduled throughout the year in 
coordination with the Coordinator of Religious Education. 

  
General Goals 

 Deepening the students’ Catholic faith. Catholic values, 
morals, and principles are stressed in all areas of the 
curriculum. 

 Expecting quality work. Students are challenged and 
encouraged. 

 Striving for professional excellence.  Administrators and 
teachers set the tone and create the atmosphere for 
learning.  

 Emphasizing quality instruction. Basic skills are stressed 
in all subjects, and students are engaged in learning 
tasks for substantial periods of the school day (The time 
for learning is respected by teachers and students.) 

 Enhancing school climate. Christian discipline enhances 
the opportunities to learn. The school is safe, orderly, and 
relatively free of distractions. 

 Testing to monitor progress. Pupil performance is 
continually assessed and monitored; test results are used 
to enhance instruction and to plan for meeting individual 
needs. 

 Providing up-to-date equipment and instruction in the 
area of technology 
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2.  Education Commission 
 
The Education Commission helps all parishioners understand 
that the entire parish has the responsibility for promoting the 
teaching mission of the Catholic Church. This commission 
operates under the umbrella of the Parish Pastoral Council 
and includes six different committees, one of which is Catholic 
schools. The Education Commission addresses the educational 
and formational needs in the area of Catholic schools, 
supports Catholic education, submits the school budget to the 
Pastoral Council, and supports the policies of the Education 
Department of the Archdiocese as they pertain to the parish. 
The Education Commission meets monthly; a member of the 
school administration and a PTG member attend the meeting. 
 
  
3.  St. Hugo of the Hills Parent Teacher Guild (PTG) 
 
The objectives of the PTG are as follows: 

 To coordinate the efforts of parents and teachers toward 
the spiritual, intellectual, physical, and emotional 
advancement of the children in the school 

 To promote and further an interest in affairs of education 

 To assist in developing a realistic approach to the 
responsibilities of both teacher and parent in the 
educational process 
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 To facilitate and foster communication between the home 
and the school 

  
The PTG coordinates fund-raising activities, volunteer groups, 
and parent-sponsored activities of the school. It also serves as 
a sounding board for the principal. 
PTG dues and fund-raising proceeds comprise the PTG 
treasury. Money is allocated to various needs of the school 
and PTG operating expenses. 
  
The PTG Board consists of the President, President-Elect, 
Secretary, Treasurer, and Treasurer-Elect. 
President: 2 year term (One year each as President-Elect 
and President) 
The President sets the agenda with the principal before the 
meeting, presides over all general meetings, calls the Board 
into session, and is responsible for all activities of the 
organization. The President-Elect performs these duties in the 
absence of the President. 
Secretary:  1 year term 
The Secretary keeps minutes of general monthly meetings 
and initiates and maintains necessary correspondence. 
Treasurer: 2 year term (One year each as Treasurer-Elect 
and Treasurer) 
The Treasurer receives all dues and other funds of the PTG, 
keeps accurate records, and is responsible for the payment 
of PTG expenses. 
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In the spring, a selection committee consisting of the Associate 
Pastor, President-Elect, principals, and three school parent 
representatives accept names of prospective candidates for 
the offices of President-Elect, Secretary, and Treasurer for 
the following year. 
  
PTG meetings are held monthly in the school library. Officers, 
committee chairpersons, two teacher representatives, the 
principal, and the assistant principal usually attend. The 
President chairs the meeting; interested parents are 
encouraged to attend. There is time for parental concerns 
and suggestions. These items, however, must be placed on the 
agenda by the President prior to the actual meeting. 
  
4.  St. Hugo of the Hills Staff 
 
The St. Hugo Staff includes a principal, assistant principal, 
and teachers in each of three grade 1-8 classrooms, three 
kindergarten classrooms, a Spanish teacher, an art teacher, 
music teachers, computer teachers, a physical education 
teacher and assistant, resource teachers, a librarian, Latch 
Key director, an office manager, and a tuition secretary. A 
full time counselor is available for both students and parents. 
The staff members are competent, accredited, effective, and 
highly-qualified in their respective disciplines with many 
holding Masters degrees in their field. 
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5.  Admission Policies and Procedures 
 
St. Hugo of the Hills School admits students of any race, 
national and ethnic origin to all rights, privileges, programs, 
and activities generally accorded students at the school. It 
does not discriminate on the basis of race, nationality, ethnic 
origin, or gender in the administration of its hiring and 
personnel, education policies, admission, scholarship and loan 
programs, athletic and other school administered programs 
as required by the terms of Title IX of the Educational Act of 
1972, Public Law 92-316, as amended by Public Law 93-
586. St. Hugo of the Hills School will accept students in all 
grades, Kindergarten through 8th grade, providing applicants 
meet certain specified admissions criteria. 

  
GUIDELINES FOR ACCEPTING STUDENTS 

 Siblings of current students 

 Students whose families have been supporting members 
of St. Hugo of the Hills Parish 

 Catholic children from other parishes 

 Non-Catholic  children, if room is available 

 Children entering Kindergarten must be 5 years of age 
with a birth date before September 1 

  
St. Hugo of the Hills School is able to accommodate 
students with certain exceptional educational needs, e.g. 
individualized  
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educational plan (I.E.P.) and/or Catholic Elementary School 
Accommodation Plan. 

The Bloomfield Hills School District provides the following 
auxiliary services to St. Hugo of the Hills School: teacher 
consultant, psychologist, social worker, and speech therapist. 
 
Note: If we cannot accept your child, we will keep his/her 
application on the waiting list for two years. We do not keep 
a waiting list for kindergarten students.  
 
Junior Kindergarten/Kindergarten 
There are two full day Kindergarten classrooms and one 
morning session with hours from 8:05 - 11:30. 
Junior Kindergarten meets every day from 12:30-3:20. 
Students must turn 5 by Dec.31 to qualify for this program. 
  
6.  Registration and Tuition 
 
Registration for new and returning students takes place in 
March. Parents of potential new students can obtain 
registration information by calling the office, attending the 
Open House for prospective families in January, and viewing 
our website. A parent or guardian must sign the release form 
with the application for admission so that the necessary 
records, including health forms, academic records, etc., may 
be requested from the former school. A baptismal certificate 
is also needed. 
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In March, a registration form and letter stating the following 
year’s tuition and fees are sent to parents of all current 
students. A non-refundable registration fee must accompany 
the application. 
  
Since the St. Hugo of the Hills parish community contributes to 
the school’s operating budget, parishioners who donate at 
least $25.00 weekly in their church envelope are eligible for 
the in-parish tuition rates. Parish families are also asked to 
make a contribution to the annual Archdiocesan Catholic 
Services Appeal campaign. All others pay the out-of-parish 
tuition rates. 
  
Parents may choose monthly, quarterly, full payment options. 
Those receiving tuition assistance must complete PSAS (Private 
School Aid Service) forms to be considered by April of each 
year. 

  
7.  Withdrawal/Transfer 
 
In the case of a student withdrawing or transferring from St. 
Hugo of the Hills School, parents sign a release form so that 
copies of pertinent records may be sent to the new school.  
Upon enrollment and at the request of the new school, the 
cumulative file is sent.  Tuition must be paid before records 
are sent. 
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8.  Educational Program/Curriculum 
  

 

Grades Junior Kindergarten-3 
Religion       Science/Social Studies 
Reading/Phonics    Music  
English       Handwriting    
Art        Physical Education 
Mathematics     Spanish  
Spelling       Computer 
 
 
Grades 4-6 
Religion      Science/Social Studies 
Reading     Music 
English      Art 
Handwriting     Computer 
Spelling /Vocabulary (6)  Physical Education 
Mathematics    Spanish 

Enrichment Activities 
Instrumental Music (4, 5, 6) Parish Choir 
Piano       Junior Varsity Sports (5, 6) 
Voice      Spring Musical (6) 
Recorder (3)    Geography Bee (4,5,6) 
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Middle School Grades 7 & 8 
Religion      Literature 
Pre-Algebra, Algebra   English 
Science      Vocabulary 
History      Physical Education 
Computer     Spanish 
  
 

Enrichment Activities 
Art       Forensics  
Instrumental Music   Sports 
Jazz Band     Spring Musical    
Scholastic Olympics   Quiz Bowl 
Project T.E.A.M.    Geography Bee 
Glee Club     Yearbook 
Chess      Personal Finance 
  
LIBRARY 
Students in grades kindergarten through eight are scheduled 
to visit the library with their class once a week. The library is 
also available for research during the week. Students going 
to the library at unscheduled times need a hall pass. 
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LEARNING RESOURCES 
Resource teachers are available to St. Hugo of the Hills 
students. Special periods and programs are scheduled to 
meet individual and small group needs. These programs are 
for the academically talented and for the student with special 
needs. 
  
HOMEWORK 
Students in grades 3-8 should spend some time each evening 
of the school week in independent study. Sometimes long-
range assignments are given to older students who are 
expected to plan their time in completing them. All students in 
grades 3-8 are required to use an approved assignment 
notebook which parents should review frequently. All students 
should be encouraged to read at home. 
  
 
REPORT CARDS 
A report card is an integral part of the educational process. 
It has several important functions: 

 to inform the parent about the student’s progress 

 to motivate the student 

 to assist the teacher in assessing the student’s needs 

 to assist the teacher in refining grade level objectives 

 to record student achievement 
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The following report cards insure that the needs of each level 
are met* 

 Archdiocesan Early Childhood Report Card: K-2 

 Archdiocesan Report Card:  Grades 3-8 

  
MARKING SYSTEM 
K-2 will use: P-Proficient, D-Developing and N-Needs 
Improvement.  These letters will correspond to a number on 
the grading scale. 
  

 
Grades 3-8 will use the following grading scale 
A 93-100      
B  83-92 
C 72-82 
D 60-71 
F 59 and below 
          
Standards will be graded as follows: 
1: Proficient 83-100 
2. Developing 72-82 
3. Needs support 71 and below 
Blank – Not assessed. 
 
*Changes in the marking system have been mandated for 
schools in the Archdiocese of Detroit for the 2015-2016 
school year. 
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MID-QUARTER EVALUATIONS GRADES 5 – 8 

Students in grades 5-8 will receive a mid-quarter 
progress report electronically including a conduct 
evaluation.  
 
RETENTION 
Occasionally, a student may be retained in the same grade. 
This will usually be done in Kindergarten or first grade. 
Testing and consultation with the parents are part of the 
decision-making process. If a child in other grades needs to 
be retained, we typically suggest that this be done in another 

school setting.  
ACHIEVEMENT AWARDS 
During the school year, teachers use various incentives, 
rewards, awards, and recognitions to facilitate cooperation 
and learning. Special awards are presented at the end of 
the academic school year. 
 
END OF SCHOOL YEAR AWARDS 
In grades K through 3, awards are given in each homeroom 
for scholastic achievement, spelling, service and attendance. 
Grades 4, 5, 6, and 7 come together to award students for 
scholastic achievement, spelling, attendance, service, and 
cooperation. 
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The Father Esper Scholarship Award is given to a seventh 
grade student who emulates the faith and service of Father 
Esper. This award is sponsored by the Altar Guild and 
provides partial tuition for the student’s eighth grade year.  

  
Grade 8 
A special awards ceremony for eighth graders takes place 
during the final week of school. These awards include the 
following: 

 Marian Conlan Award: Presented to an eighth grade 
girl who demonstrates leadership, service, and academic 
performance to the best of her ability 

 Tom Anzick Award: Presented to an eighth grade boy 
who demonstrates leadership, service, and academic 
performance to the best of his ability 

 President’s Award for Educational Excellence:  Presented 
to students who have maintained an A in academics and 
excellent conduct from fourth through eighth grades, and 
scored above the 85th percentile on standardized tests  

 President’s Award for Educational Achievement:  
Presented to students who through the years have shown 
outstanding growth and commitment 

 Jason T. Hemak Award: Presented to an eighth grade 
student who demonstrates outstanding character, service 
to the school, and technology skill 

 Anthony Montagano Award: Presented to an eighth 
grade student exemplifying the virtues of former student 
Tony Montagano 
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 Director’s Award for Band 

 Jeff Ureel Award: Presented to the essay winner who 
plans to attend Brother Rice High School 

  
CRITERIA FOR AWARDS 
Grades 4 through 8:  
Scholastic:   A, all quarters, in major subjects 
  
Honors: All A’s and B’s in all classes including art,   

computer, and physical education 
  
Cooperative: All teachers consider the student cooperative 

and responsible in all classes, the cafeteria, and 
on the playground.  

Student completes work on time and turns in 
materials when due. 

  
Service: Student performs service above and beyond 

classroom duties. 
  
Attendance:  Perfect attendance 
 

 
 
  

ACHIEVEMENT TESTS 
Each year students in grades 2 through 7 are given the Iowa 
Assessments. Also, students in grades 1,3,5, and 7 take a 
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Cognitive Ability Assessment. Portions of the test are 
administered each day for approximately one week. Parents 
are informed in advance of the test dates in order to avoid 
conflicts with scheduling appointments, etc. Results of the tests 
are sent home with the child. 

  
HIGH SCHOOL PLACEMENT TEST 
The High School Placement Test is administered in all Catholic 
high schools in November. It is required for eighth grade 
students interested in attending a Catholic high school. Test 
results are sent directly to the high school designated by the 
students on the day of the test. There is a charge to the 
students for this test.  Make-up tests are usually scheduled in 
December, February, and March for those who miss the 
November date. 

  
Test results are not the single determining factor for 
admission or placement in the various Catholic high schools. 
Eighth grade student profiles containing teacher 
recommendations are also important, as are student report 
cards from grades seven and eight. 
 
NORTHWESTERN UNIVERSITY MIDWEST ACADEMIC TALENT 
SEARCH 
Each year the Center for Talent Development at 
Northwestern University in Illinois conducts an academic talent 
search of junior high school students in the Midwest states. A 
large percentage of St. Hugo eighth graders qualify to 
participate. 
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 To qualify, students must have scored at or above the 95th 

percentile in math, verbal, composite. 

  
Participation is strictly voluntary. The student must complete 
the Midwest Academic Talent Search application form on line, 
and register to take the SAT or ACT in late January or early 
February. 
 
  
FIELD TRIPS 
Each grade schedules one or two field trips each year. 
Parents will be notified in advance of the cost and nature of 
the trip. Official permission slips must be used and may not 
be altered. 

 All persons providing transportation or chaperoning for a 
field trip must be parents or legal guardians of students 
enrolled at St. Hugo of the Hills School. Parents must 
provide proof of insurance and a criminal background 
check.  

 There must be a seatbelt provided for each child when 
transporting children on a field trip. 

 No child may be left unattended at any time by the field 
trip chaperone. 

 Drivers are not to stop for food, etc. when traveling to or 
from the field trip location. 

 No students on field trips may be released early, either 
from the trip or upon returning to school. 
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9.  Daily Routine/Schedule 
 
All students enter the building at 8:05.  
After coats, etc. are put away, the day begins with the 
following: 
 Prayer 
 Pledge of Allegiance 
 Announcements 
 Taking of attendance 
 Notes to the office 

Classes begin 
 

Students in grades 5-8 attend Mass on Wednesdays; 
students in grades 1-4 attend Mass on Thursdays. All students 
attend Mass together about once a month and on holy days. 
 
Students in grades 1-5 take bathroom breaks. Older students 
ask permission to leave the room when necessary. 
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Lunch Schedule: 
Grade    End Class   In Cafe.   End Recess   Start Class 
 Kdg  11:05  11:20  12:00  12:00 
   5   11:10  11:15  11:55  12:00 
   4   11:25  11:30  12:10  12:15 
   7   11:30  11:40  12:10  12:15 
   1   11:40  11:50  12:30  12:35 
   2   11:55  12:00  12:40  12:45 
   6   12:05  12:10  12:50  12:55 
   3   12:15  12:20  1:00    1:05 
   8   12:20  12:25  12:55    1:00 
  
Students may buy or bring lunch. Monthly, a menu is posted 
on the school website to inform parents about the cafeteria 
food selections. Lunches are ordered online using the website: 
orgsonline.net and cost is $3.50 per lunch. 
  
LUNCH ROOM REGULATIONS 
At the beginning of the year, each class meets in the 
cafeteria. Seats are assigned and students are reminded of 
the cafeteria regulations.   
 
Students should go to the cafeteria silently and enter in an 
orderly, single-file fashion. They are expected to follow the 
directions of their teachers and lunchroom personnel.  After 
making their food and drink selections, the students go to 
their assigned places, eat lunch, and talk to others at their 
table using “indoor voices.” They may not go to other tables 
to talk to classmates or join them to finish their lunch. Before 
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leaving their assigned seats, students should clean off the 
table, check the floor for wrappers, etc. and take them with 
other refuse to the labeled cans. Milk and juice boxes are 
placed in the first three cans; plastic juice bottles go into the 
recycling bin. Boxes and juice bottles are placed in two 
different cans. As good citizens interested in our planet’s 
welfare, students should follow these recycling directives. To 
facilitate the number of students using the cafeteria, students 
should leave for the playground as soon as they have 
finished eating. No food or drink may be taken outside.  
 
PLAYGROUND 
Students must respect and obey playground supervisors and 
the rules set up for play areas. Students must respect each 
other in word and action. Improper language and behavior is 
not permitted. Playground supervisors will encourage students 
to respect others and abide by the rules. Students lacking 
respect receive a behavioral report. Rough games, tackle 
football, and hardball are not permitted. Playground 
structures and swings are for students in grades K-6. Other 
students may use them only until younger students arrive. 
Students are expected to return play equipment to the 
basket at the end of recess. 
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LOCKER POLICY 
Students go to their lockers before school, mid-morning, and 
at dismissal. The locker should be kept clean and uncluttered; 
students should display only the class schedule, mirror, and 
other appropriate items on the inside of the locker door. 
  
DISMISSAL 
The order of dismissal is buses, walkers, and then carpool 
students. 
Students in after school activities will leave after the carpool 
students. 
Latchkey, choir, after school computer lab students, band 
groups, and scouting groups are dismissed from assigned 
rooms and taken to their meeting places. Authorized persons 
are required to remain with students in these groups at all 
times. 
  
  
10.  Bus Transportation 
 
The Bloomfield Hills School District provides bus 
transportation to students who live within the boundaries of 
the Bloomfield Hills School District and beyond walking 
distance of St. Hugo of the Hills School. Bus routes are 
established by the Bloomfield Hills Transportation 
Department to meet the needs of our students. These routes 
and schedules are given to parents at the beginning of the 
school year. 
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Each student should be familiar with the following rules:  

 Students are expected to conform promptly to     
directions of the bus driver. 

 Students will wait until the bus comes to a complete stop 
before attempting to enter or leave the bus. 

 Students are to keep their hands and heads inside the 
bus at all times. 

 Students are expected to help keep the bus clean, 
sanitary, and orderly. 

 Students are not allowed to use obscene language or 
gestures. 

 Students are not to interfere with the driver in any way 
so as to distract his/her attention from driving. 

 Students are not to deface the bus in any manner. 

 Students may not open bus windows unless the driver 
gives permission. 

 Students may not eat or drink on the bus. 

 Only the bus driver determines the need for using 
 the emergency door.         

 The driver has the option of assigning seats when 
necessary. 

  
Students who fail to comply with these guidelines or other 
regulations set forth by the bus driver will receive a 
disciplinary notice and parents will be notified. A second 
notification may require a student’s removal from the bus. 
  



  31 

11.  Car Transportation 
 
Please enter the parking lot as directed, follow the traffic 
pattern, and drop off children from the passenger side of the 
vehicle. Use the lower exits to leave the parking lot as 
directed. Do not drop off children in the parking lot. Do not 
use either Hickory Grove or Aldgate to drop off or pick up 
children. The circle drive is reserved for parents picking up a 
sick child or for visitors to the school. 
  
 
12.  Middle School  Student Activities 
 
Activities are provided that give middle school students 
opportunities to socialize, e.g. field trips, sports programs, 
electives, bazaar, Halloween parties, school play, and a 
dance (grades 7&8 only). Many parents have expressed 
concern regarding mixed parties held in homes. AS A 
SCHOOL, WE DO NOT ENCOURAGE OR PROMOTE THESE 
PARTIES. 
  
Students in grade 8 are encouraged to be on the Student 
Council. Students run for President, Vice-President, Secretary, 
and two class representative positions in each of the three 
homerooms. Elections are held soon after the school year 
begins. 
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13.  Attendance 
 
Parents are responsible to see that any child ages 5-16 is in 
school on a daily basis. They are required to report a 
student’s absence from school by calling the school office 
before 9:00 A.M. To avoid a busy signal, messages can be 
left on the school voicemail during the evening or early 
morning hours. If a parent has not called by 9:00 A.M., a 
designated person will call the home to confirm the absence.  
Students will not be admitted to class without an admission 
slip from the office.  Missed class work and homework 
assignments are expected to be completed and handed in no 
later than two days after the student returns to school. 
Parents will receive notification of excessive absence, and 
further action will be at the discretion of the principal. 
  
VACATIONS 
Parents are encouraged to arrange family vacations 
according to the school calendar. WHEN THIS IS IMPOSSIBLE, 
STUDENTS WILL BE GIVEN MAKE-UP WORK UPON THEIR 
RETURN TO SCHOOL, and must be made up within a 
reasonable time period as determined by each teacher.   It is 
extremely important that students are in school for the Iowa 
Testing in October. Please check the school calendar when 
making vacation plans. 
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TARDINESS 
Students are tardy if they are not in their classrooms when 
the 8:15 bell rings. They must obtain an admission slip from 
the office before going to class.  
 
LEAVING SCHOOL EARLY 
During school hours, students are not permitted to leave the 
school grounds. Parents will be contacted if a student 
becomes ill. Students must report to the office before leaving 
the building, and parents must sign them out in the office. 
  
EMERGENCY SCHOOL CLOSINGS 
Winter weather conditions sometimes dictate the closing of 
school. If the buses are unable to run, school will not be in 
session. The closing of Bloomfield Hills Schools, which includes 
St. Hugo’s, is announced over School Reach (our parent 
notification system) and local major network affiliates. 
  
14.  Dress Code 
 
Students wear uniforms the entire school year. Information on 
purchasing uniforms from the Dennis Uniform Company is 
available in the school office or from our local 
representative.  
 
Students are expected to dress in proper uniform.  
Appropriate socks and shoes must be worn.  Clothing is 
always expected to be neat, clean and unpretentious.  
Hairstyles and jewelry must be conservative.  If any doubt 
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arises, administration reserves the right to determine the 
appropriateness of an action or item.  
 
BOYS: 

 Navy blue pants 

 Black or brown leather belt (grades 3-8) 

 Light blue dress shirt (grades 5-8) 

 Light blue uniform collared knit shirt (grades K-5) 

 Solid navy blue fabric tie (grades 6-8) 

 Socks: white or navy blue 

 Sweater or St. Hugo School half zip sweatshirt, if 
desired: navy blue 

 
 

GIRLS: 

 Uniform skirt/jumper 

 White blouse 

 Sweater or St. Hugo School half zip sweatshirt, if 
desired, navy blue or red 

 Socks or tights: plain red, navy blue, or white 

 Headbands: solid red, white or navy blue 

 Navy blue leggings (grades K-5) 
 

N.B. Particulars regarding the Dress Code may be found in 
the Back to School information, entitled, “Directives for 
Students and Parents.”  These directives are signed and filed 
each school year. 
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In grades K-5 uniform navy blue “leggings” may be worn 
with the uniform in cooler months.  In grades 6-8 Dennis 
Uniform navy blue sweat pants, or plain blue sweatpants, 
may be worn under the uniform but are removed during the 
school day.  
 
GYM UNIFORMS 
Students are required to wear the St. Hugo of the Hills School 
gym uniform, including gym shoes used only for gym classes. 
These uniforms are available for purchase at the beginning 
of each school year from the Phys. Ed. Department. 
  
NON-UNIFORM DAYS 
Students are to dress appropriately, adhering to the 
pertinent directives given. The student might be excluded 
from class for not adhering to the directive. 
  
15.  Discipline/Code of Conduct 
 
The discipline policy of St. Hugo of the Hills School is based 
upon Christian principles and ideals, and recognizes the 
dignity and worth of each student. The immediate objective 
of school discipline is to maintain an effective learning 
atmosphere. The ultimate objective of school discipline is 
personal growth in abilities, attitudes, and habits essential for 
acceptable and self-controlled behavior. 

  
The discipline policy of St. Hugo of the Hills School is based 
upon the following core principles: 
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We encourage enthusiasm and spontaneity yet realize that 
children can become disorderly. An environment must be 
provided so that children may learn to develop skills to 
improve their behavior and cope with normal developmental 
issues. 

  
Further, we believe that discipline is a part of rearing good 
citizens and that a critical part of education is teaching that 
actions have consequences. 

  
The administration and school counselor work closely with 
students, teachers, staff, and parents to establish and 
strengthen a network of support and provide safe 
opportunities to practice positive, respectful interactions. 

  
A child who misbehaves will be given the opportunity to 
correct his or her behavior. If the inappropriate behavior 
persists, then school personnel will notify the parents. Parental 
cooperation in working with St. Hugo staff is expected and 
appreciated. 

  
PROBATION 
A student will be placed on probation if he/she continues to 
engage in unacceptable behavior. The student and his or her 
parents will meet with the principal and concerned staff 
members. During a student’s probation period he/she will be 
subject to at least the following restrictions: 
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 No field trips 

 No class parties 
Behavior and academic guidelines will be established for 
continued inclusion in St. Hugo of the Hills School. 

  
 
SUSPENSION AND EXPULSION 
St. Hugo of the Hills School, realizing its obligation to the 
student, will extend every reasonable effort to assist students  
in adjusting to the social and academic requirements of the 
school environment. Decisions to suspend will follow only after 
other means of motivation have failed and/or circumstances 
of crime, scandal, or disruption necessitate this extreme 
disciplinary action. Authority to suspend rests with the 
principal. 

  
The expulsion of a student from a Catholic school is such a 
serious penalty that it will be invoked rarely, and then only 
as a last resort. Nevertheless, there may be situations that 
will demand removal of a student from the school. Expulsion 
is the permanent dismissal of a student from the school. 
Authority for expulsion rests with the principal. 

  
HARASSMENT 
It is the policy of the Archdiocese of Detroit and St. Hugo of 
the Hills School to make every effort to provide an 
educational experience free from all forms of harassment. 
We are committed to a positive and safe learning 
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environment free of fear, intimidation, or hostility. Students 
are expected to treat others with respect and dignity. 
Sexually inappropriate behavior directed towards faculty, 
staff, or other students will not be tolerated and will result in 
disciplinary action, up to and including expulsion from school. 
All complaints are taken seriously and should be reported 
immediately to the principal. Retaliation in any form for 
reporting or cooperating in good faith will not be tolerated. 
  

 
16.  Categories of Misconduct 

 Disrespect of authority 

 All forms of cheating 

 Theft 

 Gambling 

 Defacing property (vandalism) 

 Willful destruction of another person’s property 

 Use of profane or obscene language or gestures 

 Physical, verbal, or electronic threats and/or actual 
abuse of students or staff members 

 Aggressive behavior or threatening other students 

 Violation of compulsory attendance laws 

 Truancy from school 

 Authorizing or conspiring to write threats to cause some 
physical or personal injury to student(s) or staff 
member(s) 

 Extortion 
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 Persistent disobedience and/or breaking of school rules 
and regulations, e.g. being disruptive in the classroom 

 Gross misbehavior, conduct detrimental to the normal 
functioning of the school or school activities. This includes 
inappropriate playground and/or bus behavior. 

 Student use of addictive substances such as alcohol, 
tobacco, steroids, or other illegal drugs  

 Items such as, but not limited to CDs, Ipods, laser lights,  
electronic games are prohibited. If a parent requests in 
writing that a student have a cell phone, it must be kept 
in her or his locker or book bag to be used only after 
school. It must be turned off during the day. 

 Trespassing, being off limits during school, e.g. 
playground, street, etc. 

 Any conduct which the principal or staff believes is a 
threat to students, staff, or the school as a whole 

The principal reserves the right to determine the 
appropriateness of an action or item, if any doubt arises. 

  
17.  Detention 
Detaining a student for a short period of time before or after 
school is called a detention. Some actions meriting a 
detention are: 

 Inappropriate cafeteria behavior 

 Gum-chewing 

 Non-compliance on the playground 

 Tardiness 
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 Throwing snowballs 

 Classroom disruption/disobedience 
  
18.  Fighting 
Fighting is a serious offense against the order of the school 
community. The parties involved in an incident of fighting may 
be sent home immediately, normally not to exceed a day’s 
length of time. This is an opportunity for the students to reflect 
upon the seriousness of the incident and upon the need to 
develop more positive options and responses to the problems 
that caused the fighting. The parents and students must have 
a conference with the principal before the students will be 
permitted to return to the classroom. Teachers will give 
special assignments to anyone suspended. Before returning to 
class, the completed work must be handed to the classroom 
teacher. If tests are given during the period of suspension, 
they may not be made up. A serious incident of fighting 
involving physical injury is grounds for expulsion. 
  
WEAPONS 
St. Hugo of the Hills School adheres to the weapons policy of 
the Archdiocese of Detroit. The policy is as follows: 
“Students are prohibited from bringing weapons to or having 
weapons in school, on the school premises, or in the 
immediate vicinity of the school. 
  
Definitions 
A WEAPON is any object, which can be used to threaten or 
injure another. It includes, but is not limited to: guns of any 
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kind, nature, or description; knives; chains; karate sticks; 
brass knuckles; sling shots; sharpened instruments; ammunition, 
etc. 
  
SCHOOL PREMISES include the school building and the 
adjacent grounds, e.g. parking lots, playgrounds. IMMEDIATE 
VICINITY of the school means within a block radius of the 
school. 

  
Any student discovered or suspected of carrying, possessing, 
concealing or transferring any weapon on school premises, or 
in the vicinity of the school, shall be immediately excluded 
from classes pending investigation. Any teacher or other 
school employee (paid or volunteer) who has any information 
regarding a violation or suspected violation of this shall 
report all such information to the principal who will take 
appropriate action including the application of policies and 
rules relating to expulsion and suspension. 

  
Any student found to be in violation of this policy and rule is 
subject to permanent expulsion. 
  
Any student who interferes with or likewise obstructs the 
search and questioning allowed in this policy and rule shall 
be subject to disciplinary action including the possibility of 
expulsion. 
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19.  Policy on Use of Alcohol/Other Substances 
 
No alcoholic beverages are allowed at any activity that 
includes children and is sponsored by St. Hugo of the Hills 
School. Further, all chaperones of St. Hugo of the Hills School 
functions shall refrain from the consumption of alcoholic 
beverages while responsible for students. The use of illegal 
drugs, addictive substances, steroids, or tobacco is also 
prohibited. Our building is smoke free. 
  
20.  Child Abuse/Child Neglect Reporting 
 
State law requires designated persons including school 
administrators, school counselors, teachers, social workers, 
and members of the clergy, having reason to believe that a 
child under the age of eighteen years has been abused or 
neglected to report the matter promptly to the Family 
Independence Agency in the county where the suspected 
abuse or neglect occurred. 

  
“Child abuse” is defined as harm or threatened harm to a 
child’s health or welfare by a parent, legal guardian, 
teacher, teacher’s aide, clergy, or any other person 
responsible for the child’s health or welfare through non-
accidental (i) physical or mental injury; (ii) sexual abuse; (iii) 
sexual exploitation; or (iv) maltreatment. “Child neglect” is 
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defined as failure to provide adequate food, clothing, 
shelter, or medical care. 

  
21.  Communicable Diseases 
 
Catholic Schools in the Archdiocese of Detroit must comply 
with all state and local law and health department 
regulations regarding communicable diseases. The 
recommendations of the local health department shall be 
followed and shall include reporting to appropriate 
agencies. 
St. Hugo of the Hills School conforms to all health department 
regulations. All students are required to have a physical 
examination and updated immunizations when entering 
school. The school provides the forms. Kindergarten students 
must have vision testing prior to entrance. 

  
 
22.  Fire and Tornado Drills 
 
St. Hugo of the Hills School follows state regulations 
regarding fire and tornado drills. We conduct five fire drills 
and two tornado drills each year. 
The Crisis Management Team conducts three practice 
lockdowns each year. 
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23.  Emergency Procedures 
 
Emergency information is required for each student. This 
information is on file in the school office. In severe 
emergencies, room mothers will call all families. In individual 
student emergencies, parents are contacted. If parents cannot 
be reached, then other persons named on the emergency 
form are called. 
  
24.  Parent/Teacher Communication 
 
Our Parent Bulletin is sent home weekly on Monday and 
posted on our website. The Herald, the St. Hugo of the Hills 
church bulletin, contains a column entitled “School News” 
which also informs parents of upcoming events. Some 
teachers send weekly bulletins about classroom activities. 
Teachers communicate with parents through Powerschool, or 
by e-mail, phone, or written correspondence when necessary. 
If you feel the need to meet with your child’s teacher, please 
make an appointment in advance. 

  
MESSAGES FOR STUDENTS 
School announcements are made mid-afternoon each day. In 
case of an emergency, messages from home may be given to 
students at this time.  
 
Messages received by 11:00 A.M. can be delivered to the 
classrooms.  
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GRIEVANCE PROCEDURE 
Occasions may arise when differences of opinion occur 
between a parent and a teacher. The parent should first 
discuss the problem with the teacher concerned. Only when 
this approach proves unsatisfactory should a parent consult 
the principal about the situation. 
 
PARENT-TEACHER CONFERENCES 
Parent-Teacher Conferences are scheduled once a year in 
November for students in grades 1-8. Kindergarten teachers 
meet with parents in the fall and spring. 
Report cards for Kindergartners are given to parents in 
January and June. 
 
SCHOOL CALENDAR 
A tentative school calendar is formulated and distributed by 

the principal each May. A final calendar is published in   
the August newsletter each year as well as on the school 
website. 
 
 
25.  St. Hugo of the Hills Athletic Program 
 
Statement of Philosophy 
St. Hugo of the Hills School offers three levels of sports 
participation for students as well as children of registered 
parishioners who attend Religious Education classes. The goal 
of these programs is to encourage our children to participate 
in a team effort, to understand the value of various athletic 
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skills, to display good sportsmanship, and to recognize the 
power of a positive attitude. The detailed athletic policy is 
available online at the school’s website. 

  

 INTRAMURALS 
The intramural program is dedicated to giving every 
athlete an opportunity to participate on a team, with an 
introduction to competition. Equal playing time will be given 
to each participant, with an emphasis on developing 
fundamental skills and knowledge of the sport. 

  

 5th AND 6th GRADE CYO TEAMS 
The emphasis at this level is participation. Fifth and sixth 
grade CYO team participation involves tryouts and 
possible cuts. Every effort will be made to ensure that each 
child has an opportunity to play. The coaches will help all 
student athletes learn the fundamentals of the game, 
develop their skills, give their best effort at all times, work 
together as a team, and demonstrate good sportsmanship. 
These teams will attempt to maximize each athlete’s 
participation by appropriate game experience. Practice 
attendance, effort, and attitude will affect game 
participation. 

 7th AND 8th GRADE CYO TEAMS 
Seventh and eighth grade CYO teams are the most 
competitive programs that St. Hugo of the Hills offers the 
student athlete. The participants will learn to sacrifice their 
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individual desires for the greater good of the team, with 
an emphasis on the success of the team. 

  
ELIGIBILITY FOR CYO TEAMS 
There are separate teams for boys and girls. Participating 
athletes are selected through a tryout process. The Athletic 
Director selects the coaches. The number of teams is 
determined by interest, availability of practice facilities, 
availability of qualified coaches, and costs. 

  

 In order to participate in tryouts, it is mandatory that 
each student submits a completed physical examination, 
as well as a parent and student approval form to the 
coach prior to the first day of tryouts. The physical 
examination must occur after May 15th to be valid for 
the following school year. STUDENTS WILL NOT BE 
ALLOWED TO PARTICIPATE IN TRYOUTS WITHOUT THE 
COMPLETED FORMS. Forms may be obtained from the 
school website. 

  

 To be eligible to participate on St. Hugo CYO teams, the 
student must attend St. Hugo of the Hills School or be a 
Catholic registered in St. Hugo of the Hills Parish and 
MUST attend St. Hugo of the Hills Religious Education 
classes. A parish student must be registered with religious 
education before September 1. 
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 To play CYO sports at St. Hugo, it is required that 
parents of all participants of a sports team and 
cheerleading squad be members of the Booster Club for 
the current school year. In addition to the Booster Club 
membership, a fee is charged per child per sport. This 
fee must be paid upon registration. No child will be 
denied participation because of inability to pay the 
required fees, however. If this should occur, please 
contact the principal or the Athletic Director. All requests 
are handled in strict confidence. 

  
THE FALL SEASON 
The fall season runs from mid-August to the end of October.  
In the spring, a survey is passed out to students in grades 4-7 
to determine the number of students interested in the 
upcoming fall sports. This helps determine the number of 
teams. The CYO entry forms are due in May for the fall 
season. 
  
Tryouts occur in mid-August before school begins. Tryout 
schedules are mailed in mid-July for the upcoming fall sports.  
New students should receive the schedule with other 
information in the packet sent by the school office. 
  
 
 
FOOTBALL 
Grades: 5 through 8 
Boys only 
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Time: 6 days per week 

  
SOCCER 
Grades: 5 through 8 
Separate teams for girls and boys 
Time: 3 to 4 days per week 

  
VOLLEYBALL 
Grades: 5 through 8 
Girls only 

  
FOOTBALL CHEERLEADING 
Tryouts for the fall season are scheduled the previous spring.  
The team practices over the summer.  
Grades: 5 through 8 
Girls only 
Time: practice 2 to 3 days per week and cheer at football 
games played on the weekends 

  
THE WINTER SEASON 
The winter season runs from early November to mid-March. 
Registration takes place in early September. Tryout schedules 
are passed out in school in mid-October.  
Tryouts are held in early November. 

  
BASKETBALL 
Grades: 5 through 8 
Separate teams for boys and girls 
Time: 2 to 4 days per week (games played on weekends) 
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BASKETBALL CHEERLEADING 
Grades: 5 through 8 
Girls only 
Time: practice 2 to 3 days per week and cheer at basketball 
games played on the weekends 
Also compete in CYO cheerleading competition in early 
spring 
 
  
THE SPRING SEASON 
The spring season runs from mid-March to mid May.. 
Registration takes place in January. Tryout schedules are 
passed out in school in late February.  

  
BASEBALL 
Grades 5 through 8 
Boys only 
Time: 4 to 5 days per week 

  
 
 
LACROSSE (boys only) 
Grades: 5 through 8 
Time: 4 to 5 days per week 

  
SOFTBALL 
Grades: 5 through 8 
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Girls only 
Time: 4 to 5 days per week 

  
 

 INTRAMURAL SPORTS PROGRAM 
This program is for boys and girls in grades K-4. Everyone 
who signs up will have the opportunity to play. Learning the 
fundamentals of the sport is stressed. No scores are kept 
during the games. 
  
  
WINTER SEASON 
The winter season runs from late November to late February. 
Information and sign-up sheets are passed out in school in 
early November. 

  
 
BASKETBALL 
The first two weeks are devoted to working on fundamentals. 
After the first two weeks, the students are divided into teams 
and practice as teams the third week. For the rest of the 
season they actually play games. 
  
Separate teams for girls and boys 
Teams grouped by grade levels 
Time: Sunday afternoons 
Coaches: Parent volunteers 
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26.  St. Hugo of the Hills Booster Club 
 
The St. Hugo Booster Club is a volunteer organization 
composed of parents who are interested in our student 
athletes, our sports programs, and our physical facilities.  
The Booster Club provides funding for maintenance and 
improvements to the gymnasium and the sports fields. 
  
 
As one would expect, an athletic program of the scope, size, 
and quality of St. Hugo has a very large budget. Expenses 
include equipment, field and gym floor maintenance, CYO 
entry fees, officiating costs, playground equipment, uniforms, 
and coaching fees. Membership dues and player fees 
provide money for the programs. 
  
  
27.  Other Athletic Opportunities 

 

 BLOOMFIELD BASEBALL LEAGUE 
This league is open to all youth attending St. Hugo of the 
Hills School, ages seven through sixteen. The league plays 
at Bloomfield Hills school fields. The philosophy is to 
provide all youth the opportunity to play baseball. The 
league provides uniforms, bats, balls, and bases. Fees are 
determined yearly and vary depending on the player’s 
age when registered, and if other siblings are registered. 
Teams are managed and coached by volunteer parents. 
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Sign-up is usually in January. Players are notified of 
placement by the team manager. There are five leagues, 
according to age. There are two games per week for 
players age seven through twelve, and three games per 
week for those age thirteen through sixteen. Any questions 
may be directed to the Bloomfield Hills Recreation 
Department at 248-433-0885 or write to Bloomfield 
Baseball League, Inc., P.O. Box 977, Bloomfield Hills, 
Michigan 48303. 

  

 BLOOMFIELD HILLS YOUTH SOCCER LEAGUE (BHYSL) 
Volunteer parents at various schools throughout Bloomfield 
Hills run this league for recreational and instructional 
purposes. All children will play the same amount of time 
per game as their teammates and no official scores are 
kept. This league is open to all students attending St. Hugo 
of the Hills School in grades kindergarten through grade 5 
(and may extend through grade 6). The number of teams is 
determined by the number of volunteer parent coaches. 
There is no guarantee that a St. Hugo student will be 
placed on a St. Hugo team, although efforts will be made 
to do so. Team members are reshuffled each year and 
placement depends on the number of open spaces. There 
are two seasons, fall and spring. Students must sign up for 
each season. Games are held on Saturday or Sunday 
afternoons at various schools in Bloomfield Hills and seven 
to eight games are played per season. Sign-up and fees 
are handled by BHYSL. Parents are responsible for 
providing their own child’s uniform and equipment, 
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consisting of one jersey, shorts, socks, shin guards, and 
cleats. Please contact the Bloomfield Hills Recreation 
Department at 248-433-0885 for more information. 

  
28.  Fund Raising/Fund Raisers 
 
St. Hugo of the Hills School conducts a variety of fundraisers 
throughout the school year. The purpose of these important 
events is to raise additional revenue for school improvements 
and to keep our tuition costs down. Profits obtained through 
fundraising efforts go into the PTG budget and are disbursed 
to areas as needed. In the past, monies raised have provided 
new playground equipment, upgraded computer hardware 
and software, new band instruments and music, and school 
facility improvements. 
  
Our fund-raising activities would not be successful without the 
sharing of talent and time by our wonderful St. Hugo parents. 
Participating in these functions is an opportunity to contribute 
to the children’s school environment, share in the extra benefit 
of meeting new people, and become involved in the St. Hugo 
family. 
  
Some of the fund-raisers are: 
Magazine Drive, Book Fair, SCRIP program, Kroger Rewards, 
Hollywood Market Apples to Apples program, Target Red 
card rebates, Restaurant Nights, Fun Run and the Auction. 
Parents should choose the fundraisers in which they wish to 
participate. They are not expected to support each one.  
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There is only one mandatory fundraiser each year, the Spring 
Raffle. 
 
29.   Afterword 

 
Thank you, parents, for taking the time to sit down with your 
children to read, explain, and discuss the contents of this 
handbook. It is our hope that in setting high academic and 
behavioral standards for our students and then channeling 
the supportive efforts of school and home, we will realize the 
fruits of our labor in the formation of individuals who are 
academically sound, physically fit, morally grounded, and 
spiritually graced. 
 
Together ~ and strengthened by God’s ever-present help 
and blessings ~ we can make a difference in our children 
and in the world. 


