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MISSION STATEMENT 
 

Our mission at The Hillsdale Preparatory School is to impart the knowledge and academic skills 
with which our students can advance to schools of higher learning, and become educated, 
productive, responsible citizens of America. 
 To promote enhanced self-respect through academic accomplishment, correct behavior 

and proper regard for others. 
 To impart a love and respect for truth and knowledge, and to create a desire for its 

lifelong pursuit. 
 To provide a solid phonics-based ability to read at the highest levels. 
 To provide a balanced education of linguistic skills, mathematics, science, music, and art. 
 To provide a body of knowledge necessary to be creative and use analytical thinking in 

the development of abstract and associative skills. 
 To provide guidance relative to nutrition, exercise, and the importance of healthy bodies. 
 To guide students in the development of effective study skills. 
 To instill a respect for manners and civility toward all. 
 To help the student fully understand history, especially that of American and Western 

European history, in word and deed; to better understand how our world has developed to 
be what it is, and to help the student realize a viable role in society and a purposeful 
existence. 

SCHOOL PHILOSOPHY 
Drawing upon the tradition of classical education, Hillsdale Preparatory School was established 
to follow the steps of The Hillsdale Academy.  Academia, discipline, and virtuous character are 
integrated in the formation of a Hillsdale Preparatory School student.  These attributes will 
continue to form their character and mold their responsible actions throughout life, long after 
they have left their school days behind. 
 
EXPECTED SCHOOL-WIDE LEARNING RESULTS;  
Academia 
HPS students are analytical thinkers and problem solvers who: 
 Acquire a classical foundation of core knowledge. 
 Make responsible decisions based on the study of traditional virtues. 
 Use problem solving techniques to evaluate concepts and principles. 

Discipline 
HPS students are clear and comprehensible communicators who: 
 Listen, read, write, speak and absorb. 
 Exercise multiple disciplines through the expression and communication of classical 

education. 
 Employ technology to communicate effectively to the global market. 

Character 
HPS students are exemplary citizens who: 
 Demonstrate standards of excellence in virtuous character, manners and civility. 
 Understand the principles of a democratic society, emphasizing American and Greco-

Roman history. 
 Exhibit responsible citizenship through the demonstration of learned values, integrity, 

and ethical service. 
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THE HILLSDALE PREPARATORY SCHOOL COMMUNITY 
 
Hillsdale Preparatory School symbolizes a partnership among the students, parents, faculty, 
administration, and staff.  These partners are united in their commitment to our common 
objectives and dedicated to our Mission Statement. 
 
As role models and instructors, Hillsdale Preparatory teachers are valued by students and parents 
for their caring attitudes.  Intelligence, effective teaching ability, loyalty, and responsibility are 
characteristics we expect of the faculty.  The bar is held equally high for the students of Hillsdale 
Preparatory School.   
 
Parents expect and appreciate direct and frequent communication from the faculty and 
administration regarding their children.  Hillsdale Preparatory School’s parents should be 
receptive and responsive to the school’s suggestions for helping students. 
 
The Headmaster and Board of Directors believe solely in the mission statement and standards 
defined in the school’s handbook and oversee its implementation in the school.  In their 
capacities as policy makers and leaders, these individuals advance Hillsdale Preparatory School’s 
role as an institution committed to children. 
 
At Hillsdale Preparatory, maintaining a morally disciplined learning environment is vital. 
Traditional moral values are encouraged through the eight pillars of character:  Citizenship, 
Cooperation, Courage, Integrity, Honesty, Respect, Responsibility, and Perseverance.  We 
expect these pillars to be constantly valued and frequently demonstrated. 
 
We prepare students to accept the privileges and responsibilities of citizenship in our morally 
founded republic by providing standards and examples of ethical and moral values by which one 
should live.  Every child is capable of achieving his or her potential to the fullest extent when 
treated with respect, fairness, kindness, loving discipline, and appropriate instruction. 
 
BOARD OF DIRECTORS 
The Board of Directors is the governing body for The Hillsdale Preparatory School.    Meetings 
are scheduled for the 4th Monday of each month at 5:00 PM at the school.  Special meetings are 
scheduled when needed.  All Board meeting notices are posted at the main entrance of the school 
and are open to the public. 
 
 
Hillsdale Preparatory School Board of Directors 
President:  Dr. John Willson   Vice President:  Dr. Arlan Gilbert  

Secretary/Treasurer:   Mr. Harold Jones      Trustees:  Dr. Charles Vear   

                Mr. Charles Bianchi Dr. Charles Blood Mr. Charles Maurer 

Administration 
Geroge Bauman, Headmaster    Melody Henthorne, Administrative Assistant 
 
Management Company 
Henway Consulting Inc.   Mr. Robert Henthorne, CEO       
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ENROLLMENT 
Hillsdale Preparatory School is a public K thru 8th grade charter school.  Expenses to the parents 
include the cost of uniforms, lunches and extracurricular activities. The HPS is a free school with 
no tuition costs.  
According to our charter, there is no academic requirement for admission.  However, to ensure 
proper class placement, testing may be administered to new students (grades K-8).  Continuing 
students shall have first priority and parents must complete the Intent to Enroll form for re-
enrollment.  Siblings shall have preference.  Enrollment depends on space availability and our 
adherence to maximum allowable class size.     
 
DAILY ROUTINE 
Arrival:         Students are greeted as they arrive in the lobby and are dismissed to their 

classrooms at 8:00 a.m.  
Morning Pledge:  The Pledge of Allegiance will be followed by a poetry recitation, a 

patriotic song and school announcements.   
Tardy Policy:    Anyone who arrives after (8:15 a.m.) will be marked tardy 
  (See “Tardiness”).  
 
ARRIVALS AND DISMISSALS 
8:15 a.m. Morning assembly  
3:30 p.m. Dismissal of students 
In order to facilitate a safe and efficient start to the day, students should arrive between 7:50-8:10 
a.m.  
 
If it is necessary to pick up your child early, please come to the office and we will call your 
child’s classroom while you sign them out.  If a person other than a parent is picking up your 
child, it is essential that we receive this information in writing or by phone by the parent prior to 
pick up.  We will only release your child to persons listed on the emergency form with proper 
identification. 
 
Arrivals will take place at the front building ONLY.  Our driveway is a one-way avenue.  The 
yellow-lined area is for pick up and drop offs only.  To avoid congestion during arrival and pick 
up, please do not leave your vehicle stationary for more than is necessary.   Please enter from the 
west drive (nearest to the preschool) and exit through the east drive.  For the safety of your 
children, always have them exit out the vehicles door closest to the school.   
 
Students in Kindergarten, first Grade, second grade and all older siblings will be dismissed from 
the main building, (the same location used for arrivals).   Please remain in your vehicle in a 
single-file line nearest the building.  Students in grades 3rd-8th will be dismissed from the 
auxiliary building classrooms in the south parking lot behind the main building. After dropping 
off or picking up your child, please park in the south parking lot if you want to enter the 
building.  If your child is to ride home with someone other than the regularly scheduled driver, 
please include the person’s name and the make and color of the car.  To avoid traffic confusion, 
please inform the new driver of the school’s arrival and pick up procedures. 
 
SCHOOL VISITORS 
It is against school policy for parents or visitors to go directly to a 
classroom without authorization.   All visitors must report to the school office.  To 
avoid disruption to classroom instruction at any point of the day, the school secretary will contact 



 6

the teacher to inform them of your arrival.  Please be aware that parents are considered visitors 
during the school day, and should not enter the classroom without permission.  We, as educators, 
consider “end-of-day time,” with our students to be of equal importance to the rest of the school 
day.  Every moment is used to its fullest.  Any interruption in the school day hinders your child’s 
education as well as the education of others.  The end-of-day period is where we attempt to 
summarize the most important elements of the day’s curriculum, and it also works to aid our 
student’s awareness of how to prepare for the next day’s classes.  Please allow us this time to 
ensure successful learning outcomes. 
 
ATTENDANCE AND ABSENCES 
ATTENDANCE 
All students unless ill or experiencing a family emergency are expected to attend daily.  Students 
shall follow their assigned daily schedules unless properly excused by the Headmaster or his 
authorized representative.  
 
ABSENCES 
  If you must take your child out of school early, please inform the office in writing, in 
advance. Each student shall provide a written explanation from his/her parent for any absence 
from class and for the release of a student from school during the school day.  The Headmaster, 
Administrative Assistant, or teacher may, at his or her discretion, accept personal or telephone 
contact with the parent in lieu of a written excuse from the parent for the student’s absence. 
Parents are expected to call the school office to report their child’s tardiness or absence.   
Students who leave school early, for any reason, must be signed out by the parent, 
guardian, or authorized person in the school office.   
 
TARDINESS 
We understand that there are occasional times when students may need to be tardy to school.  
However, please be aware that our school day begins with mathematics and reading.  Our goal is 
to always improve our student’s knowledge in the core subjects.  To maximize this progress it is 
essential that each child be at school promptly. Tardiness is when students arrive after 8:15. 
Excessive tardies will be addressed aggressively by the headmaster.     
 
PRE-ARRANGED ABSENCE 
It is the responsibility of the parent/child to retrieve missed work upon their return to school.   
 
SCHOOL RULES 

1. Respect all others and property. 
2. Observe the dress code. 
3. Come to class prepared and willing to work. 
4. Be attentive at all times. 
5. Trading cards and toys are not allowed. 

GRADING POLICY 
Grades K – 1: Evaluations of each student’s progress will be made quarterly using the following  
  designations: 

Kindergarten:      First : 
 O Outstanding     E Excellent 
 S Satisfactory     G Good 
 N Needs Improvement    S Satisfactory 
 D Developing     N Needs Improvement 
 U Unsatisfactory 
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Grades 2-8:  Report cards will be sent home quarterly.  Students will receive letter grades for all 
assignments.   Students will also be graded on their work ethic.  The grading scale is: 

 
A+  100% B+  89-88% C+  79-78% D+   69-68%    F  59% and below 
A    99-93% B    87-83% C    77-73%  D     67-63% 
A-   92-90% B-   82-80% C-   72-70%  D-    62-60% 
 

PROMOTION OF STUDENTS 
A student will be promoted to the succeeding grade level when he/she has: 
 a. in the opinion of the professional staff, achieved the instructional objectives set  
  for the present grade; and 
 b.  demonstrated the degree of social, emotional, and physical maturation necessary  
  for a successful learning experience in the next grade. 
 
The administrative guidelines for promotion, placement, and retention of students include: 
 a. ensuring students who are falling seriously behind their peers or who may not be  
  promoted receive the special assistance they may need to achieve the academic  
  outcomes of Hillsdale Preparatory School’s core curriculum; 
 b. require the recommendation of the relevant staff members for promotion,   
  placement, or retention; 
 c. require that parents are informed in advance of the possibility of retention of a  
  student at a grade level; 
 d. assure that efforts are made to remediate the student’s difficulties before he/she is  
  retained. 
  
Promotion to the next grade is achieved by successful completion of coursework for the current 
grade.  Retention recommendations will be made by a child study team for particular students. 
 
HOMEWORK 
It is the philosophy of The Hillsdale Preparatory School to require homework three to four nights 
a week, throughout the school year, depending upon the assignment. 
 
Parents are requested to supervise homework sessions and encourage their child to complete 
their homework to the best of their ability.  Please remember that doing homework for your 
child conflicts with the purpose of homework.  Please do not do your child’s homework.  
Ordinarily, students spend the following amounts of time completing their homework 
assignments (this is only a guideline):  

Kindergarten  15 to 25 minutes Grades 1-2 20 to 35 minutes 
 Grades 3-4     45 to 60 minutes Grades 5-8 60 to 90 minutes 
 
FIELD TRIPS 
Written parental or legal guardian permission is required for a student to go on any field trip off 
school grounds.  Children must always have written permission to ride with other parents. 
Parents will always be given advanced notice of field trips.   
 
For trips involving travel, teachers will inform parents of such details as destination, lunches, 
spending money, departure and arrival times, and any special rules. Student/adult ratios may vary 
with the nature of the field trip. 
 
Students who disobey school rules and/or defy teacher authority may be denied the right to 
participate in field trips.  The decision will be made by the Headmaster in consultation with the 
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teacher(s) conducting the field trip.  The Code of Student Conduct applies to students at school 
and on school related trips/activities away from school. 
 
BIRTHDAY Recognition 
Birthdays: Please keep birthday treats for your child simple.  Cookies or cupcakes are 
acceptable.  Time will be set aside at lunch or during the afternoon for a treat to be shared with 
classmates.  If delivering treats during class time hours, please deliver the treats to the office, not 
the classroom.   
 
If you desire to distribute birthday party invitations for at-home parties here at school, all 
classmates must be included.  If your guest list does not include everyone, please mail those 
invitations. 
 
COMMUNICATIONS 
Scheduled Parent-Teacher Conferences:  Fall conferences are scheduled at school, after the end 
of the first quarter.  Spring conferences are scheduled at the school, after the end of the third 
quarter.  If an “other than scheduled” conference is desired by the parent, please contact the 
school office.   
Parent-Teacher Phone Conferences:   If a parent wishes to contact a teacher by phone, start by 
contacting the school office.    
Lost and Found:  Please label everything that is sent to school.  All lost and found items are 
placed in a storage container in the main building.  Unmarked items not claimed will be 
periodically donated to those in need. 
Electronic Devices:  Students are not allowed to bring electronic devices, including MP3 players 
(i.e. IPods) etc. on campus.  These devices will be confiscated and parents will be responsible for 
picking them up from the school office.   
Cell Phones:  A student may possess a cellular telephone or other electronic communication 
devices (ECD) in school, on school property, at after school activities and at school-related 
functions, provided that during school hours and on a school vehicle the cell phone or other ECD 
remains off.  Also, during school activities when directed by the Headmaster, teacher(s) or staff, 
cell phones and other ECDs shall be turned off and stored away out of sight. 
 Possession of a cellular telephone or other ECD by a student is a privilege, which may be 
forfeited by any student who fails to abide by the terms of this policy, or otherwise engages in 
misuse of this privilege. 
 Violations of this policy may result in disciplinary action against the student which may 
result in confiscation of the cellular telephone or ECD.  The student who possesses a cellular 
phone or ECD shall assume responsibility for its care.  At no time shall the school be responsible 
for preventing theft, loss or damage to cell phones or ECDs brought onto its property. 
Urgent Calls Home and Messaging:  Parents and students are encouraged to communicate during 
non-school hours to confirm personal plans and/or arrangements.  Urgent calls home are 
“evaluated” on an individual basis as to necessity.   Please advise the staff when your student’s 
plans will interrupt the school day or change our dismissal. 

 
 
MEDICAL 
Emergency Medical Information Form 
An emergency medical information form must be completed for every HPS student.  Students 
will not be allowed to participate in any activities off school grounds unless an emergency 
medical information form is on file in the office. 
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Illness 
The school does not have facilities to care for the children when they are sick.  If your child 
becomes ill while at school, you will be notified using the information you provided on your 
Child Information Card.   
Emergency Medical Information Form 
Parents will be asked to sign an emergency medical information form to permit the teacher or 
adult in charge to secure medical assistance for the child in an emergency. The parents will be 
notified as quickly as possible of medical care being given to the child. 
Medication 
In March 2002, the Michigan legislature passed a bill (PA 51 of 2002) related to the 
administration of medications to pupils in Michigan schools.  Predicated on our understanding of 
that legislation, we as a school dispense medication to your child only under the following 
conditions:   

1.  We must have on file a Standing PRN Order from your doctor.  (The medical 
abbreviation P.R.N. meaning "when necessary" from the Latin "pro re nata.")  It must state 
which medication(s) is/are prescribed for your child with complete  dosage and 
identification  information.  This information should appear on your doctor’s letterhead or 
prescription pad.   
2.  A medication form must also be completed by the parent/guardian.  This form  may be 

 obtained from the school office.  This regulation extends to over the counter 
 medications, including all pain relievers and cough drops.  Your doctor must issue an 
 “as needed” order indicating specific dosage for your child’s age and weight.  This is 
 especially important if your child requires a dosage different from package 
 recommendations. 
If a student has a fever or displays other symptoms of illness, the parent/guardian specified on 
the emergency medical information form will be notified.  After notification, the student must 
be picked up as soon as possible.   Rapid response is important both for your child’s protection 
as well as that of other students and staff. 

 
Please note: 
 It is essential that a student’s address, phone numbers and emergency contacts be kept 

current.  Please notify the office immediately of any changes. 
 Medications are only given with written authorization from the parents and physician.  Forms 

are available in the office. 
 The school cannot administer medicine, including products such as aspirin or Tylenol unless 

prescribed by a doctor and/or authorized by a parent in writing.  All medication must be in 
the original container.   

 Students, who need to take prescribed medication, including inhalers, must have the 
appropriate form signed by the parent and physician before the medication can be brought to 
school.  The medication and form must be left in the health office and the original pharmacy 
label must be on the item. 

 
If your child has any special health needs, please inform the office as soon as possible. 

 
OTHER EXPECTATIONS AND INFORMATION 
Lunch Time Expectations 
Soft drinks are strictly prohibited at school. Beverages should be in a shatterproof, re-sealable 
container. Clearly label your student’s lunch with his or her name. No microwaves are available 
during lunch time.    
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Recess Expectations 
Students K-8 need and want a time during the day to engage in self-directed activity. Recess is 
made available for that breath of fresh air, a moment of independence, a friendly conversation, or 
an appropriate game. As in the classroom, the supervising teacher is the authority during recess. 
When playing games, students are expected to include anyone interested in participating.   
Games that are abusive or demean an individual are forbidden. Students will not be allowed to 
take anything other than school supplied items to recess.  Students are to remain in the 
designated recess area at all times.  
Tobacco/Smoke Free School Zone 
The use of any tobacco products within the school buildings, the school facilities or on the 
school grounds by any individual, including school personnel, is prohibited.  Students will be 
subject to disciplinary procedures outlined in the Code of Student Conduct. 
Drug Free School Zone 
The use and/or possession of drugs or alcohol are illegal and will be treated by the school as a 
serious offense.  Any student found with or using alcoholic beverages or drugs during school 
hours or at school-related activities shall be referred to the Headmaster for long term suspension 
or expulsion.  The student's parent(s) will be notified and required to attend a conference with the 
Headmaster and possibly the Board of Directors.  The police will be notified and the student may 
be liable for arrest and prosecution. 
Firearms 
The federal Gun-Free Schools Act of 1994 requires school districts to expel a student from 
school for a period of not less than one year if it is determined that the student brought a firearm 
to school.  Expulsion may be permanent. 
Sexual Harassment 
The school is committed to providing a working and learning environment based on dignity and 
respect, free of harassment or intimidation.  All those associated with the school are expected to 
foster a climate that is supportive, respectful and conducive to teaching and learning.  Title IX of 
the Education Amendments of 1972 (Title IX) and the Department of Education’s implementing 
regulations prohibit discrimination on the basis of sex in federally assisted education programs 
and activities.  
 
 “Sexual harassment is unwelcome conduct of a sexual nature.  Sexual harassment can include 
unwelcome sexual advances, requests for sexual favors, and other verbal, nonverbal, or physical 
conduct of a sexual nature.  Sexual harassment of a student can deny or limit, on the basis of sex, 
the student’s ability to participate in or to receive benefits, services, or opportunities in the 
school’s program.  Sexual harassment of students is, therefore, a form of sex discrimination 
prohibited by Title IX under the circumstances provided in this guidance” (“Revised Sexual 
Harassment Guidance:  Harassment of Students by School Employees, Other Students, or Third 
Parties, U. S. Department of Education, Office for Civil Rights, January 2001). 
 
Sexual harassment is among the behaviors that are destructive to a positive working and learning 
climate, and as such is prohibited by state law, federal law, and school policy.  Any member of 
the school community who engages in sexual harassment as defined below will be in violation of 
this policy.  The Employee Manual is explicit in its discussion of sexual harassment and 
consequences of inappropriate behavior by employees. 
This policy encompasses behavior of adults towards adults or students, and students towards 
students or adults. 
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DEFINITION: 
It is a violation of this policy when a person makes any sexual advances, requests for sexual 
favors, or other verbal or physical conduct of a sexual nature when submission to or rejections of 
advances, requests or conduct is made either explicitly or implicitly a term or condition of the 
provision of benefits, privileges, employment or placement services or as a basis for the 
evaluation of academic achievement; or such advances, requests, or conduct have the purpose or 
effect of unreasonably interfering with an individual's education or career by creating an 
intimidating, hostile, humiliating or sexually offensive educational or employment environment. 
 
Sexual harassment, as defined above, may include, but is not limited to, the following: 

 verbal or written harassment or abuse,  
 pressure for sexual activity,  
 repeated remarks to a person with sexual or demeaning implications,  
 unwelcome touching,  
 suggesting or demanding sexual involvement accompanied by implied or explicit threats 

concerning one's grades, job, etc. 
 display of lewd or sexually explicit materials, inappropriate jokes, or language of a 

sexual nature. 
 
RESPONSIBILITIES: 
All persons associated with the school are responsible for: 

1. Ensuring that his/her behavior does not sexually harass any other person associated with 
 the schools. 
2. Reporting any observed or experienced harassment or mistreatment immediately to the 

Sexual Harassment Grievance Officer and cooperating fully in the investigation of 
alleged sexual harassment; and 

3. Actively participating in the school’s effort to prevent sexual harassment in the 
 schools. 

 
Retaliation of any form, including threats, intimidation, reprisal or harassment, towards any 
person who makes a sexual harassment complaint, or who assists in or participates in an 
investigation, proceeding, or hearing is unlawful and will not be tolerated and can be considered 
grounds for dismissal of staff and/or removal of a student from school. 
 
FALSE REPORTS: 
False (fabricated) claims of sexual harassment can cause permanent damage to the victim of such 
claims and must therefore be treated as a very serious matter.  A false claim may be considered 
grounds for dismissal of staff, or discipline including the removal from the educational setting 
for a student, who makes a false claim. 
 
CONFIDENTIALITY: 
Reports and complaints of sexual harassment will be kept as confidential as possible consistent 
with the rights of all parties. 
 
SEXUAL HARASSMENT GRIEVANCE OFFICER: 
The Board of Directors has appointed the Chief Administrative Officer, or their designee, as the 
Grievance Officer who will be responsible for processing all sexual harassment complaints in 
accordance with the procedure outlined below. 
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COMPLAINT PROCEDURES: 
1. What one person may consider acceptable behavior may be viewed as sexual harassment 

by another person.  Therefore, the victim should make clear to the harasser that the 
behavior is offensive and must stop.  If the harasser does not stop the behavior or the 
victim is uncomfortable confronting the harasser, or if the behavior warrants further 
action in the opinion of the victim, the victim should lodge a complaint with the 
Grievance Officer. 

2. Upon receipt of the written complaint, the sexual harassment Grievance Officer will 
investigate the matter.  The complaint should be as specific as possible, including names, 
dates, times, places, witnesses, and specific words or action which were experienced as 
offensive.  In cases involving students, the student's parents will be notified immediately 
of the complaint, the steps to be followed, and the ways in which they will be involved in 
the process. 

3. All complaints of sexual harassment will be promptly investigated.  Depending on the 
circumstances, the investigation may encompass any or all of the following: 

 a) The alleged victim may write a letter to the alleged harasser describing the 
offensive behavior, the circumstances under which it took place, the way the 
behavior made the victim feel, and requesting that the harasser apologize and 
promise not to repeat the behavior.  The Grievance Officer will then meet with the 
alleged harasser, hear the harasser's account of the situation, present the victim's 
letter, and discuss the matter. 

 b) Where appropriate in the opinion of the Grievance Officer, a meeting will be held 
between the alleged victim and the alleged harasser to clarify the facts and to 
attempt to mediate a resolution. 

c) The Grievance Officer may interview all parties and witnesses to the alleged 
harassment. 

4.  In cases of alleged student harassers, the Grievance Officer will determine if these facts 
constitute harassment.  Disciplinary consequences such as detention, suspension, or 
expulsion consistent with school rules may be implemented.  In cases of alleged adult 
harassers, the Grievance Officer will report the facts of the alleged harassment and will 
determine if these facts constitute harassment The Grievance Officer will recommend to 
the Board of Directors appropriate action, which could include disciplinary action up to 
and including termination of employment by Henway Consulting L. L. C. 

5. If disciplinary steps are taken, copies of the reports of facts and the written decision will 
go to the harasser, the personnel file in cases of adult harassers, and to the parents in 
cases of student harassers.  The victim, and his or her parents, if the victim is a student, 
will also be informed of the determination as to whether harassment occurred. 

6. Repeated or extreme forms of harassment, violence, or civil rights infringements will 
result in a recommendation for expulsion or termination from the Hillsdale Preparatory 
School. 

The Grievance Officer will make complete records of all sexual complaints, facts, steps taken, 
determinations, and resolutions, and those records will be kept in a central file in the 
Headmaster’s office for a period of 60 years. 
 
STATE and FEDERAL REMEDIES: 
In addition to the above, if someone believes he/she has been subjected to sexual harassment, 
he/she may file a formal complaint with either or both of the governing agencies set forth below.  
The complaint process does not prohibit filing a complaint with these agencies.  Each of the 
agencies has a short time period for filing a claim (EEOC - 180 days; MCAD - 6 months). 
 
The United States Equal Employment Opportunity Commission (EEOC)State of Michigan 
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Child Abuse or Neglect 
Michigan State law rightfully requires the school to report any suspicious or obvious abuse or 
neglect of a child to the Michigan Department of Human Services.  Please be aware that the staff 
takes this responsibility seriously and will act immediately to meet this reporting requirement of 
the law. 
Interrogation by Police and Other Outside Agencies 
The schools have legal custody of students during the school day and during hours of approved 
extracurricular activities.  It is the responsibility of the school administration to make an effort to 
protect each student's rights with respect to interrogations by law enforcement officials and 
representatives of other agencies.  Therefore: 

1.  When law enforcement and or agency officials find it necessary to question students 
during the school day or periods of extracurricular activities, the Headmaster or designee 
will be present when possible. 
2.  An extensive effort will be made to contact the student's parent or guardian to ensure 
that the responsible individual is notified of the situation, when applicable. 

Non-Discrimination Policy 
Hillsdale Preparatory School does not discriminate against applicants, employees or students on 
the basis of race, religion, color, national origin, political belief, marital status, sex, age, height, 
weight or handicap unless it impairs an individuals ability to perform work responsibilities 
adequately.  Sexual harassment will not be tolerated in school employment practices and/or 
educational programs or activities. 
Inquiries regarding compliance with Title IX, Section 504, or any other federal or state 
regulations may be directed to the Headmaster, the Michigan Department of Education, or the 
Director of the Office of Civil Rights, U.S. Department of Education. 
Care of Textbooks and Library Books 
Students are responsible for all textbooks, library and classroom books issued or supplied to 
them during the school year.  All lost or damaged books must be replaced by the student.  
Lost or Stolen Items 
Hillsdale Preparatory School is NOT responsible for lost or stolen items. 
 
Effective Communications 
E-Mail - Legal precedent has established that the first thing to remember about e-mail is that it is 
PUBLIC mail.  Because of the public nature of e-mail, we do not recommend this mode of 
communication for addressing parent/student concerns.  Electronic communication sent to the 
board of directors, administration, or teachers may, at the recipient’s discretion be recognized as 
having been received.   Acknowledgement of receipt does not guarantee favorable consideration 
of identified issues.  Personal follow-up initiated by the sender is recommended.   
Written/Verbal – Effective communication usually requires an effective strategy.  Emotional 
responses seldom meet that criterion.  With this in mind, consider the following nine easy steps 
when a problem arises at school: 

1. Identify and consider your concerns.  Do your homework.  It is critical to pull together all 
the facts and speak about the problem clearly. 

2. Develop potential solutions.  This sets a positive tone and shows you want to work in 
partnership to resolve the problem. 

3. Consider preparation of a written document.  The document should include a list of your 
concerns, prospective solutions and any questions you might have.  The tone should 
reflect your desire to work positively with those here at school.  Leave a duplicate of your 
document with your child’s teacher. 
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4. Make an appointment and meet with the teacher.  Spouses are always welcome to 
accompany you.  Be sure to notify the teacher if others will be at the meeting.  

5. Approach the meeting with an optimistic attitude.  Try to leave your emotions at the door.  
Pessimistic behavior puts others on the defensive, and will create unnecessary resistance 
to your message.  Respectful, optimistic behavior is appreciated by all participants.  
Using your document as the meeting’s agenda will keep the meeting productive. 

6. At the conclusion of the meeting identify the next step, determine who will be 
responsible for that step, and determine when (a date) the next step will occur?  This 
increases the likelihood of a positive outcome.   

7. Document events.  Keep a record of all meeting and phone calls including dates and 
people involved along with any written communications.  Respectfully notify the school 
that you are recording the events.  This informs the school that you are serious. 

8. If you and the teacher are unable to resolve the problem, go up a link in the chain of 
command (teacher, Headmaster, then, only if all other avenues have been exhausted, to 
the school board).  Use steps 1-7 with each person in the chain.  For the issue to come 
before the board, the board’s president must be contacted at least one week prior to the 
next board meeting. 

9. Working together with the school we can ensure the success of the education of your 
child.  Never forget however, you as the parent are responsible for your child’s education.  
Ultimately, your child’s future depends on our combined efforts to effectively convey the 
promise of our mission.     

Animals or Pets to School 
A student is not to bring an animal or reptile of any type to school without permission of the 
Headmaster or classroom teacher.  The request must be curriculum related and there must not be 
a danger to students or employees or the animal/reptile/pet.  If a student brings an animal or 
reptile to school without prior permission, the student will not be permitted to attend classes and 
will be required to remain outside the school in an area far enough away from the school to 
ensure the safety and well being of students and staff.  The student’s parents will be contacted 
immediately to remove the animal/reptile/pet from the school.  Failure to remove an 
animal/reptile/pet from the school grounds immediately will result in a call to the County Animal 
Control officer for proper removal and care of the animal.   
 
 
Asbestos Management Plan 
Hillsdale Preparatory School is required by Federal Law 40 CFR 763.85b to notify parents, 
guardians, and staff of the availability of the AHERA Management Plan for the school at least 
annually.  This school was re-inspected by Northern Analytical Services, LLC, in February, 
2009.  Based on a letter furnished by the inspector, the school buildings have been reported to be 
ACM (asbestos) free and that no further action is required at this time.  Documents pertaining to 
this inspection have been made available to the State of Michigan as required.  The School’s 
copy of this inspection is on file at the school office, along with the Asbestos Management Plan, 
for your review, should you wish to do so.  A copy will be furnished within 14 working days for 
a nominal fee. 
Special Education 
Hillsdale Preparatory School attempts to provide appropriate educational programs for children 
who are identified with disabilities and who have an approved Individual Educational Plan.  The 
school embraces the instructional practice known as inclusion.  When the IEP calls for pull out 
services, the student will be permitted to leave the classroom to work with a properly trained 
professional educator. 
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 The goal of special education programming is to provide students with an educational 
plan that best meets their individual needs in the least restrictive environment.  This means that, 
to the extent appropriate, students will be provided services within the regular education 
classroom with the necessary support. 
 If you have concerns about your child's progress, arrange to speak with your child's 
teacher.  If appropriate, your child's teacher will consult with a Teacher Support Team for 
suggestions on classroom and instructional modifications.  For further information on all special 
education services and programming, contact the Headmaster. 
 
DRESS CODE 
Uniforms are a fundamental part of school culture at Hillsdale Preparatory School.  Uniforms 
allow students to focus on their studies and to be free of the peer pressure that can result from a 
fashion competition. We expect our students to dress modestly in a way that is not distracting to 
others.  For this reason, all students are asked to wear the same uniform   
 
Shoes 
Boys: Shoes may be black, brown or navy  
Girls: Shoes may be black brown or navy. 
 *Boots, platforms, high heels, and sandals are NOT allowed at anytime. 
Socks 
Boys: Solid black or navy crew or dress socks 
Girls: Solid navy or white anklets, knee socks and tights 

Leggings may be worn they must be navy, they can’t be white 
Pants 
Boys: Navy dress pleated or flat front pants 
Girls: Navy dress pleated or flat front pants 
 The full line of French Toast long skirts, skorts and skirts in navy and red plaid design 
    *Cargo pants and painter pants are not allowed 
Shirts 
Boys: White or red polo long or short sleeve 
 White button front oxford long or short sleeve 
Girls: White or red polo long or short sleeve 
 White blouse button down oxford or peter pan long or short sleeve  
 *Navy sweaters may be worn at anytime 
 
The official source for Hillsdale Preparatory School uniforms is the French Toast 
Company (800) 373-6248.  Uniforms may be purchased on-line at www.frenchtoast.com(*), or 
www.marcusuniforms.com ,by fax and sent directly to your home.  NOTE:  Additionally, while 
stocking levels do vary, some French Toast uniform pieces can be purchased through other 
vendors.  This includes polo’s, blouses, pants, shorts & skirts (not plaid items).  Shoes, 
backpacks, belts and optional outerwear may be purchased from other vendors as long as they 
conform to this dress code.   
 
General Uniform Information: 
Belts:  Any clothing that has belt loops is required to be worn with a belt.  They will be plain 
black, dark brown or navy blue with simple buckles. 
Jewelry:  Girls may wear post-style stud pierced earrings that are simple in style.  No dangling, 
magnetic, or stick-on earrings will be allowed.  All students may wear silent watches.  Hair 
accessorizing must be simple and non-disruptive. No facial piercings are allowed. 
Extras: No body art or temporary tattoos are allowed. No Fake nails are to be worn at school. 
Students are not allowed to have their hair cut into a Mohawk.  
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Gym Attire:  Students, grades 3 to 8, must wear solid color navy sweats or shorts and a solid 
gray t-shirt to gym class.  Only non-marking tennis shoes will be allowed in the gym. 
Students, grades K to 2, must wear non-marking gym shoes, and girls wearing skirts must wear 
shorts underneath. 
Casual Day:  One Friday per month, students are allowed to wear their non-uniform.  Students 
will not be allowed to wear tank tops, halter tops, strapless tops, short shorts and skirts (above 
fingertip), or non-enclosed shoes.  If you have questions regarding what is appropriate, please 
contact your child’s teacher or the office.    
SCHOOL CLOSINGS 
Please watch for unexpected closings to be announced by 6:30 a.m. on local television channels 
WILX Channel 10 Lansing-Jackson, WTOL 11 Toledo, WLNS 6 Lansing-Jackson, and local 
radio stations WCSR 92.1 FM, 1340 AM and WNWN 98.5 FM.  Please listen specifically for 
Hillsdale Preparatory School.  Please do not call teachers or the school. 
EMERGENCIES AND DRILLS 
Most emergencies involve the weather.  Procedures have been developed in an effort to ensure 
safety and security for all children when they are under the care of the school.  Parents are 
encouraged to keep informed of weather patterns and possible school closings and to make sure 
child care arrangements are in place for emergency closing of school. 
Fire and Tornado Drills 
Fire and tornado drills are regularly scheduled to educate students in safe practice in case of an 
emergency.  The teacher will review rules of safety and evacuation routes with students.  
Evacuation routes and tornado watch locations are posted in each classroom and use area of the 
school.  The teacher or person responsible for a group of students will take class roll to determine 
the presence of all students who are present on that day.  Students and staff will return to class 
when the teacher is given approval—verbal or hand signal—by the Headmaster or school 
secretary.   
Tornado Emergencies 
Students will not be dismissed from school when there is a tornado watch, warning, or actual 
tornado.   During a tornado watch, students will remain inside the building in designated areas, 
local radio stations will be monitored closely, and staff will take safety precautions. Students will 
be released to their parents or designated adult upon request. 
 During a tornado warning or tornado, all students and staff members will remain in the 
building.  Everyone will take shelter in designated areas and will follow outlined safety 
precautions.  Students may be detained beyond the usual dismissal time.  Parents who have come 
to the school to pick up students are encouraged to stay at school until the tornado warning or 
tornado has passed and safe conditions prevail.  Out of respect for parental responsibility for 
their children, a student will be released to parents only. 
Shelter-in-Place Drills 
The State of Michigan has made it mandatory for schools to practice two Shelter-in-Place Drills 
per year.  We will follow this mandate just as we do Fire Drills and Tornado Drills.  These drills 
will be conducted in coordination with the local emergency management coordinator. 
Emergency Closing during the School day 
In the event of severe weather or other unexpected emergencies, the school may be forced to 
dismiss students early.  If school must be dismissed early, parents are encouraged to have 
prearranged, adult supervision of their children.  Parents are expected to provide the school with 
an emergency number in case of the child’s illness or emergency closing.  If the parent cannot be 
contacted, the school will make reasonable efforts to contact the person designated for 
emergency situations. 
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Notification of Rights under FERPA 
 

The Family Educational; Rights and Privacy Act (FERPA) afford parents and students over 18 years of 
age (“eligible students”) certain rights with respect to the student’s education records.  These rights are: 
 

(1)      The right to inspect and review the student’s education records within 45 days of the day the 
School receives a request for access.  Parents or eligible students should submit to the School 
principal [or appropriate school official] a written request that identifies the record(s) they wish to 
inspect.  The School official will make arrangements for access and notify the parent or eligible 
student of the time and place where the records may be inspected. 

(2)      The right to request the amendment of the student’s education records that the parent or 
eligible student believes is inaccurate.   
     Parents or eligible students may ask the School to amend a record that they want changed, and 
specify why it is inaccurate.  If the School decides not to amend the record as requested by the 
parent or eligible student, the School will notify the parent or eligible student of the decision and 
advise them of their right to a hearing regarding the request for amendment. 

(3)      The right to consent to disclosures of personally identifiable information contained in the 
student’s education records, except to the extent that FERPA authorizes disclosure without 
consent.   
     One exception, which permits disclosure without consent, is disclosure to school officials with 
legitimate educational interests.  A school official is a person employed by the School as an 
administrator, supervisor, instructor, or support staff member (including health or medical staff 
and law enforcement unit personnel); a person serving on the School Board; a person or company 
with whom the School has contracted to perform a special task (such as an attorney, auditor, 
medical consultant, or therapist); or a parent or student serving on an official committee, such as a 
disciplinary or grievance committee, or assisting another school official in performing his or her 
tasks. 
     A school official has a legitimate educational interest if the official needs to review an 
education record in order to fulfill his or her professional responsibility. 
     Upon request, the School discloses education records without consent to officials of another 
school district in which a student seeks or intends to enroll.   
     The right to file a complaint with the U.S. Department of Education concerning alleged 
failures by the School District to comply with the requirements of FERPA.  The name and 
address of the Office that administers FERPA are: 

Family Policy Compliance Office 
U.S. Department of Education 

400 Maryland Avenue, SW 
Washington, DC  20202-5901 
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Notification of Rights under the Protection of Pupil Rights 
Amendment (PPRA) 

 
PPRA affords parents certain rights regarding our conduct of surveys, collection and use of information 
for marketing purposes, and certain physical exams.  These include the right to: 
 Consent before students are required to submit to a survey that concerns one or more of the following 

protected areas (“protected information survey”) if the survey is funded in whole or in part by a 
program of the U.S. Department of Education (ED) – 
1.  Political affiliations or beliefs of the student or student’s parent; 
2.  Mental or psychological problems of the student or student’s family; 
3.  Sex behavior or attitudes; 
4.  Illegal, anti-social, self-incriminating, or demeaning behavior; 
5.  Critical appraisals of others with whom respondents have close family relationships; 
6.  Legally recognized privileged relationships, such as with lawyers, doctors, or ministers; 
7.  Religious practices, affiliations, or beliefs of the student or parents; or 
8.  Income, other than as required by law to determine program eligibility. 

 Receive notice and an opportunity to opt a student out of – 
1.  Any other protected information survey, regardless of funding; 
2.  Any non-emergency, invasive physical exam or screening required as a condition of attendance, 

administered by the school or its agent, and not necessary to protect the immediate health and 
safety of a student, except for hearing, vision, or scoliosis screenings, or any physical exam or 
screening permitted or required under State law; and 

3. Activities involving collection, disclosure, or use of personal information obtained from students 
for marketing or to sell or otherwise distribute the information to others. 

 Inspect, upon request and before administration or use –  
1.  Protected information surveys of students; 
2.  Instruments used to collect personal information from students for any of the above marketing, 

sales, or other distribution purposes; and 
3.  Instructional material used as part of the educational curriculum.  

These rights transfer to from the parents to a student who is 18 years old or an emancipated minor under 
State law. 
 
Hillsdale Preparatory School has developed and adopted policies, in consultation with parents, regarding 
these rights, as well as arrangements to protect student privacy in the administration of protected 
information surveys and the collection, disclosure, or use of personal information for marketing, sales, or 
other distribution purposes.  Hillsdale Preparatory School will directly notify parents of these policies at 
least annually at the start of each school year and after any substantive changes.  Hillsdale Preparatory 
School will also directly notify, such as through U.S. Mail or email, parents of students who are 
scheduled to participate in the specific activities or surveys noted below and will provide an opportunity 
for the parent to opt his or her child out of participation of the specific activity or survey.  Hillsdale 
Preparatory School will make this notification to parents at the beginning of the school year if the District 
has identified the specific or approximate dates of the activities or surveys at that time.  For surveys and 
activities scheduled after the school year starts, parents will be provided reasonable notification of the 
planned activities and surveys listed below and are provided an opportunity to opt their child out of such 
activities and surveys.  Parents will also be provided an opportunity to review any pertinent surveys.  
Following is a list of the specific activities and surveys covered under this requirement: 
 Collection, disclosure, or use of personal information for marketing, sales or other distribution. 
 Administration of any protected information survey not funded in whole or in part by ED. 
 Any non-emergency, invasive physical examination or screening as described above. 
 
Parents who believe their rights have been violated may file a complaint with: 

Family Policy Compliance Office, U.S. Department of Education 
400 Maryland Avenue, SW, Washington, DC  20202-5901
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STUDENT RIGHTS 
 

EDUCATION 
 The rights of all students are ensured by the Constitution of the United States and the 
State of Michigan and by all applicable federal, state, and local statutes. These rights, including 
the right to an education, shall be recognized without regard to race, religion, sex, creed, ability 
to pay, national origin, disabling condition, or intellectual ability. Students have a right to a 
public education beginning with kindergarten and extending through the twelfth grade. 
ENVIRONMENT 
 Students have the right to expect a safe school environment in which to learn and a 
climate within the school that is conducive to learning. 
RESPECT 
 Students have a right to expect courtesy, fairness, and respect from members of the 
school staff and other students. 
PROPERTY 
 Students have a right to expect that other students and school personnel will respect their 
personal property. 
PARTICIPATION 
 Students have a right to participate in school activities, subject to qualification 
requirements and compliance with Board of Director policies and regulations. 
EXPRESSION 
 Students have the right to address policies both publicly and privately, in writing and 
orally. Students may advocate change in any law, policy, or regulation. 
APPEAL 
 Students have the right to seek a review and change in policies and decisions concerning 
student conduct.  A parent has the right to seek a change in a school policy or decision 
concerning his or her child 
A PARTNERSHIP IN RESPONSIBILITY 
Hillsdale Preparatory School is committed to respect for the rights of others. Rules governing 
discipline and conduct are written so that parents, students, teachers, and administrators know 
what is required of students. By working together under clearly stated and consistently enforced 
regulations, we can administer firm, fair and consistent discipline practices. 
 
Parents, teachers, staff, school administrators, and the Board of Directors are responsible for 
helping students develop self-discipline. The Code of Student Conduct delineates the partnership 
that the school and the larger-community share across several broad concepts. 

o Environment, which includes the climate of the school; 
o Education, which includes preparation and work habits; 
o Respect, which includes treatment of others; 
o Participation, which includes involvement in school activities; and 
o Expression, which includes dress, verbal, and nonverbal issues. 

 
These broad concepts appear in each statement of responsibilities contained in this handbook. 
Beliefs 
The following beliefs guided the development of the Code of Student Conduct: 
1. Schools must be safe and secure for students and staff. 
2. Students have rights and responsibilities in the learning environment of the school. 
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3. The school is for instruction and learning, and anything that distracts from that process 
 must be dealt with by school officials. 
4. Students and their parents should be knowledgeable of school and classroom rules. 
5. Students have a responsibility to exercise self-control over their own behavior. 
6. The responsibility for discipline is shared among students, school personnel, the Board 
 of Directors and parents. 
7. Students who violate school and classroom rules must be afforded their rights to due 
 process, which are procedurally, morally, and legally fair and correct. 
8. Students, when they violate school and classroom rules, should be assigned 
 disciplinary measures with the purpose of correcting their behaviors. 
9. The disciplinary measures of the school should be a problem-solving process and should 
 focus on the causes of the infraction. 
10. Students who commit criminal acts should be administered measures that are severe 
 and swift when the safety of the general school population is at issue. 
School Jurisdiction 
The authority of the school over the conduct of students extends to the following locations: 
1. On the school grounds during, before, and after school hours. 
2. On school sponsored transportation for all school-related activities  and the regular school 
 day.  
3. On the school grounds as either a spectator or a participant at any other time when school 
 is being used by a school group. 
4. Off the school grounds at any school-related activity, function, or event as a participant or 
 a spectator. 
Student Expression 
The Headmaster will maintain open channels of communication through which students may 
express their individual or group concerns and suggestions which will be formally and 
informally deliberated. 
 
We sincerely believe that continued recognition of students’ rights and responsibilities will 
develop within our youth a student philosophy that will nurture their internal strengths, will deter 
the influence and spread of degrading attitudes, and will perpetuate the American ideal of a 
responsible, democratic system of government. 
RESPONSIBILITIES 
 
Student Responsibilities 
Environment 
1. Assist the Headmaster and his staff in the operation of a safe and orderly school, where 
 all students can learn and develop socially. 
2. Be clean and dress in compliance with the HPS Parent/Student Handbook and school 
 rules of sanitation and safety in a fashion that will not disrupt classroom procedures and 
 in a manner that conforms to community standards of decency. 
3. Obey school rules and/or the law concerning use, possession, distribution or sale of 
 tobacco, marijuana, or controlled substances as defined under the Drug Control Act, drug 
 paraphernalia as defined by the State of Michigan, imitation controlled substances, 
 nonprescription or prescription drugs, or alcohol on school property, on the way to and 
 from school, or while attending school-sponsored activities. 
4. Obey laws and regulations that forbid supplying, handling, using, transmitting, or  
 possessing any type of weapon on school property, on the way to and from school, or at 
 any school-sponsored event. 
5. Report to the Headmaster or his staff incidents when your safety or the safety of others 
 may be jeopardized. 
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Education 
1. Support education for everyone as provided by applicable federal, state, and local 
 statutes, without regard to race, religion, sex, creed, ability to pay, national origin, 
 disability, or intellectual ability. 
2. Take advantage of the studies offered by the school. 
3. Complete assigned work, study, and read. 
4. Attend school regularly and punctually. 
5. Be prepared for learning by bringing materials and supplies to classes. 
Respect 
1. Be self-controlled and non-disruptive on school property and/or at school activities. 
2. Be reasonable, modest, self-controlled, non-suggestive, non-intimidating, and considerate 
 in your relationships with other students and with school employees. 
3. Keep your language and gestures respectful and free of profanity or obscenities. 
4. Respect private, public, and school property. 
5. Be informed of laws and school rules regarding students' rights and responsibilities. 
Participation 
1. Support and participate in school activities. 
2. Remain on the school campus during the school day. 
Parent Responsibilities 
Environment 
1. Insist that your child is clean and dressed in compliance with school rules of sanitation 
 and safety and in a fashion that will not disrupt classroom procedures. 
2. Support school officials in maintaining a safe and orderly school environment, free of 
 disruptions, which interfere with learning and teaching. 
3. Ensure that you and your child understand school rules and/or the law concerning 
 students' use, possession, distribution, or sale of tobacco, marijuana, or controlled 
 substances as defined under the Drug Control Act, drug paraphernalia as defined by the 
 School Code of Michigan, imitation controlled substances, nonprescription or 
 prescription drugs, or alcohol on school property, on the way to or from school, or while 
 attending school-sponsored activities. 
4. Ensure that you and your child understand that supplying, handling, using, transmitting, 
 or possessing any type of weapon on school property, on the way to or from school, or at 
 any school-sponsored event is prohibited. 
 
 
Education 
1. Become acquainted with your child’s school, staff, curriculum, and activities. 
2. Ensure that your child has the necessary materials and supplies needed for classes and 
 activities. 
3. Ensure that your child has a quiet and proper place to study at home. 
Respect 
1. Guide your child, from the earliest years of his or her life, to develop socially acceptable 
 standards of behavior, to exercise self-control, and to be accountable for his or her 
 actions. 
2. Teach your child, by word and example, respect for law, for the authority of the school, 
 and for the rights and property of others. 
3. Know and understand the rules your child is expected to observe at school; be aware of 
 the consequences for violations of these rules, and accept legal responsibility for your 
 child's actions. 
4. Encourage your child to respect honest work and to develop an interest in exploring 
 broader fields of knowledge. 
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5. Accept the right of the Board of Directors to require respectable behavior of all students 
 and nonstudents at all activities involving the school. 
6. Help your child understand and respect the purposes of schooling, learning, and teaching. 
Participation 
1. Send your child to school as required by The Michigan School Code. 
2.  Request and attend parent-teacher conferences. 
3.  Attend school functions and activities with your child. 
4.  Volunteer for school functions. 
Expression 
1. Encourage your child to conduct him or herself in an acceptable manner. 
2. Encourage your child not to make obscene gestures or libelous, racist, or sexist 
 statements or to use intimidating tactics toward others. 
3. Encourage your child not to interfere with the educational progress of others or the 
 educational program by using inappropriate verbal or nonverbal expressions. 
4. Encourage your child to dress appropriately, in compliance with the HPS Parent/Student 
 Handbook, so that his or her appearance will not disrupt the educational process or 
 activities. 
Teacher/Staff Responsibilities 
Environment 
1. Reflect personal enthusiasm for teaching and learning and genuine concern for the 
 individual student. 
2. Express positive reinforcement for acceptable behavior. 
3. Project the image of your profession, your school, and education for everyone in a 
 positive manner. 
4. Be professional, and be a role model for students. 
5. Refer to the student's teacher or an administrator any student whose behavior requires 
 special attention. 
6. Report all incidents of suspected child abuse or neglect as required by Michigan Law. 
 
Education 
1. Guide learning activities so students learn to think and reason.  
2. Provide opportunities for students to develop socially acceptable skills, attitudes and 
 behaviors. 
3. Provide meaningful schoolwork for students with the expectation that all students will be 
 successful. 
4. Inform parents regarding student achievement and behavior, and consult with parents 
 whenever necessary. 
Respect 
1. Guide students to assume responsibility for their actions and to respect the rights of 
 others. 
2. Be firm, fair, and consistent in enforcing school rules on school property and at all 
 school-sponsored activities. 
3. Demonstrate by word and personal example self-discipline and respect for law.  
4. Respect the dignity of everyone. 
Participation 
1. Assume the rights and responsibilities of shared decision-making. 
2. Participate in the establishment of school rules and regulations regarding student 
 behavior; explain these rules to students, and require observance of them. 
3. Assist the administration of the school in developing the school philosophy, objectives 
 and procedures for the efficient and orderly operation of the school.  
4. Participate in school activities. 
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Expression 
1. Ensure that expressions by anyone do not interfere with the educational program. 
2. Encourage students to express themselves appropriately and respectfully. 
3. Do not use language that is obscene, slanderous, racist or sexist. 
4. Encourage students, parents, other teachers, and other staff to use language that is not 
 obscene, slanderous, racist or sexist. 
5. Represent your profession positively through your appearance and conduct at school and 
 at school-sponsored events. 
6. Refrain from initiation of or participation in sexual harassment activities. 
Administrator Responsibilities 
Environment 
1. Create the best teaching-learning conditions possible for student learning. 
2. Create a safe, caring school environment for everyone. 
3. Take the lead in establishing reasonable rules and regulations for the orderly operation of 
 the school. 
4 Make rules and regulations known and understood by students, parents, teachers and 
 staff. 
5. Report all incidents of suspected child abuse or child neglect as required by Michigan 
 Law. 
Education 
1. Organize school schedules and teaching assignments, and require effective classroom 
 management and instruction. 
2. Maintain open lines of communication between school and home and between staff and 
 administration. 
3. Encourage the recognition of students' accomplishments. 
Respect 
1. Be firm, fair, courteous, and consistent in all decisions affecting students, parents and 
 staff. 
2. Demonstrate by word and personal example respect for law, self-discipline, and genuine 
 concern for all persons. 
Participation 
1. Provide leadership by creating a school culture where shared decision-making can 
 flourish. 
2. Become acquainted with students and parents by visiting classrooms and attending school 
 activities. 
3. Receive teacher or staff referrals of students with behavior problems, confer with these 
 students, communicate with parents, and set up cooperative procedures for correcting 
 student behavior. 
Expression 
1. Do not use language that is obscene, racist, sexist or libelous. 
2. Encourage and ensure that students, parents, teachers and other staff use appropriate 
 expressions that are not obscene, racist, sexist, slanderous, disruptive, libelous, or 
 intimidating. 
3. Exemplify leadership qualities, and represent your profession positively through your 
 appearance and conduct at school and at school-sponsored events. 
4. Ensure that students, parents, teachers, and staff members follow the appropriate dress 
 code for the school and for common decency and that the code is consistently and fairly 
 enforced. 
5. Be aware of and follow guidelines prohibiting sexual harassment. 
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Board of Directors and Management Responsibilities 
Environment 
1. Inform the community of what is expected of students and what the consequences are 
 when rules are violated. 
2. Give full support to school staff and others charged with the responsibility for managing 
 the schools. 
Education 
1. Maintain a well-trained staff at all levels. 
2. Develop programs and activities that provide for all students, including those with special 
 needs. 
3. Provide vision for the school that includes curricular programs and activities designed to 
 provide students with opportunities to learn and develop. 
Respect 
1. Be fair, courteous and consistent in making decisions regarding those students whose 
 behavior problems have been appealed to the Board of Directors in accordance with state 
 law. 
Participation 
1. Become acquainted with school, staff and students by visiting buildings regularly and 
 by attending school activities. 
2. Encourage and support shared decision-making. 
Expression 
1. Provide guidelines and regulations to schools regarding appropriate expressions by 
 students, parents, teachers, and other staff members consistent with federal, state and 
 local laws. 
2. Ensure and protect freedom of expression for all publics and constituencies. 

 

GUIDELINES FOR STUDENT BEHAVIOR 
Expressions and Limitations 
Students may exercise the right to freedom of expression through speech, assembly, petition, and 
other lawful means and have the right to advocate change of any law, policy, or regulation.  The 
exercise of this right may not interfere with the rights of others nor may oral or written student 
opinions be used to present material that falls into one or more of the following categories: 
1. Material that reasonably leads the Headmaster or teacher to forecast substantial 

disruption of, or interference with, school activities or that endangers the health or safety 
of students; 

2. Material that is libelous or slanderous - statements that are inaccurate or false statements 
that injure the person as to his or her reputation, cause personal humiliation, mental 
anguish, and suffering or other injuries; 

3. Material that advocates the commission of a criminal act or is a criminal act as defined by 
the Criminal Code of the United States, the State of Michigan, the County of Hillsdale or 
the City of Hillsdale; 

4. Material that is obscene as defined in the Michigan School Code, as amended.  
Distribution of Literature by Students and Nonstudents 
The Headmaster or his designee shall coordinate distribution or display of literature by students 
enrolled in the school. The material must be approved by the Headmaster, must not be in 
violation of applicable Board of Directors regulations, and must bear the name of the sponsoring 
individuals or school organizations. 
Search and Seizure 
Desks, lockers, and storage spaces, which are provided to students without charge, are the 
property of the school.  The Headmaster or designee may have general inspections on a periodic 
basis and may open desks, lockers, or storage spaces in the presence of a witness and examine 
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the contents, including personal belongings of students, when there are reasonable grounds to 
believe that they contain illegal drugs, contraband, weapons, or stolen property, or that the 
student has violated or is violating state or federal laws, Township Codes, or Board of Directors 
policies or regulations, provided the search is conducted primarily for enforcing order and 
discipline in the school and not for criminal prosecution.  Reasonable efforts to locate the student 
shall be made prior to the search. If the student is present, the school official shall advise him/her 
of the circumstances justifying the search and seizure of the objects that the official believes the 
search may disclose. If the student is not present, he or she shall be informed of the search. 
Stolen items and items that are specifically prohibited by law, Board of Directors regulations, 
and township or school regulations may be impounded. The student shall be given a receipt for 
any items impounded by school authorities, and parents shall be notified of any items 
impounded. 
DISCIPLINARY ACTION 
Definition of Discipline 
Discipline is the positive direction of behavior toward established standards of conduct, fully 
understood and based upon reason, judgment, and consideration of rights of others. Ideal 
discipline is self-directed and self-controlled. Schools, community, and parents share the 
responsibility for helping students develop self-discipline. When self-control falters and self-
discipline fails, disciplinary forces from outside the individual must be imposed to protect the 
rights of others and to ensure uninterrupted instruction by teachers for students. 
 At the school, as in the community at large, certain rules and procedures are established 
to guide students through constructive growth and into mature adulthood. The rules and 
procedures are basically the same from kindergarten through grade 8. Parents, teachers, and 
others responsible for the welfare and education of these students cooperate to interpret and 
enforce these rules. The Headmaster is entrusted to maintain proper student discipline and to 
invoke appropriate disciplinary measures.  
The Headmaster is to recommend expulsion for the following first-time offenses occurring on 
school property, at school-sponsored activities, or for school-related reasons as required by MI 
law: 
1. Arson or attempted arson; 
2. Assault and/or battery of an employee or student; 
3. Possession, use, or sale of a firearm or dangerous weapon; 
4. Manufacturing, growing, distribution, and/or sale of drugs and/or drug paraphernalia; 
5. Extortion, attempted extortion, robbery, and/or larceny; 
6. Possession, use, distribution, sale, lighting, or discharge of explosive devices; 
IN-SCHOOL SUSPENSION 
When students are suspended in-school, they are not relieved of the requirement to complete all 
class work assigned in class during said suspension.   Students will receive grades for these 
assignments.  For a student who has been suspended for three or more days, the Headmaster will 
require the parent to meet with him to develop a corrective action plan, which is signed, by the 
parent, child, teacher, and Headmaster.  If a student is assigned in-school suspension, a parent 
will be expected to enter an agreement with the Headmaster, which outlines the guidelines of the 
in-school suspension program. 
OUT OF SCHOOL SUSPENSIONS 
Definitions:  Out-of-school suspensions are considered in the following classifications: 
 Short-Term: The child's teacher may suspend him or her for one day and/or until a parent 

comes to school and holds a satisfactory conference with the teacher. The Headmaster can 
suspend a student for up to ten days. 

 Long-Term: A student can be suspended for more than ten days following approval of the 
Headmaster's recommendation by the Board of Directors or its appointed representative. 

 Expulsion: A student can be expelled only by action of the Board of Directors based upon 
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recommendation of the Headmaster or his designee. Expulsion from school excludes the 
student from regular school attendance until readmitted by the Board.   

 Notification: A letter from the Headmaster or his designee will be sent to the student's 
parent(s) when the student is assigned in-school suspension or out-of-school suspension or is 
recommended for long-term suspension or expulsion. 

The suspension notice for in-school suspension shall include at least the following 
information: 
1. Reason (s) for the suspension and date (s) of suspension are to be clearly stated; 
2. A parent is expected to participate in a conference with the Headmaster or teacher in 

order for the student to be readmitted to the regular classroom; 
3. The student will not be allowed to participate in classroom and school activities during 

the suspension period; and 
4. Appeal procedures shall be clearly stated in detail. 
 
If a student is assigned in-school suspension, a parent will be expected to enter an agreement 
with the Headmaster, which outlines the guidelines of the in-school suspension program. 
 
The suspension notice for out-of-school suspension (fewer than 10 days) shall include at least the 
following information: 
1. Reason(s) for the suspension and date(s) of suspension are to be clearly stated; 
2. A parent must come to school for a conference with the Headmaster in order for the 

student to be readmitted to school; 
3. The student will not be allowed to participate in classroom and school activities during 

the suspension period; 
4. The student is not to go on school property; 
5. Appeal procedures shall be clearly stated in detail. 
The suspension notice for long-term suspension/expulsion (greater than 10 days) shall include at 
least the following information: 
First Notice 
1. The reason(s) for a suspension are to be clearly stated; 
2. A parent should be told that an investigation is being conducted by the administrators and 

what the most severe recommendation might be; 
3. A date and time for a conference is given when a parent, accompanied by the student, 

must come to school for a conference with the Headmaster or designee to present and 
hear information; 

4. The student will not be allowed to participate in classroom and school activities during 
the suspension; and 

5. The student is not to go on school property. 
Following the conference, the Headmaster will make a decision to move forward with a 
recommendation to the Board of Directors for long-term suspension or expulsion and inform the 
parent(s) and student. If the Headmaster moves forward with the recommendation, the 
Headmaster will write to the President of the Board and send a copy of the notice to the 
parent(s). 
Second Notice 
1. The proposed action and reason(s) for the recommendation are to be clearly stated; 
2. The right of the student and his/her parent(s) or guardian to a hearing before the Board of 

Directors or its designees for long-term suspension and for expulsion recommendations; 
3. The right to inspect the student's school records. 
Subsequently, the Headmaster will notify the student and his or her parent or guardian of the 
time and place of the hearing with the Board of Directors or its designee and the rights parents 
have in the process. 
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Students with Disabilities.   Students with disabilities may be suspended for inappropriate 
behavior. Headmasters may suspend a student with disabilities for short-term suspension. 
Headmasters may suspend a disabled student from school for a total of ten (10) days in a school 
year.  In making decisions concerning inappropriate behavior by students in Special Education, 
the teacher and the Headmaster are to consult with the student’s Special Education resource 
teacher to ensure consistency with the student’s IEP. 
 
Headmaster may recommend a student with disabilities for long-term suspension or expulsion 
(greater than ten days) by following these procedures: 
1. The Headmaster will follow regular procedures for long-term suspension or expulsion as 

described above. 
2. Once the Headmaster has made a recommendation for long-term suspension or expulsion 

of a student with disabilities, he or she will convene teachers who will determine: 
(1) if the student is eligible for special education services; 
(2) if the student is appropriately placed in a special education program; and 
(3) if there is a casual relationship between the student's disabling condition and the 

conduct for which he or she is to be disciplined. 
3. The parent will be notified in writing of the time and place of the committee meeting and 

its purpose. 
Appeal Procedures 
In-school Disciplinary Actions 
Should a parent disagree with disciplinary action of the school other than out-of-school 
suspensions or expulsions, the parent may appeal the decision as follows: 
1. Appeals should be made to the Headmaster by arranging an appointment or by writing to 

the Headmaster. 
2. If the parent is dissatisfied with the result of the appeal to the Headmaster, the parent may 

appeal to the Designee of the Board of Directors. Appeals must be filed, in writing, 
within three school days of receipt by the parent of the Headmaster’s notice of 
disciplinary action. 

Out-of-School Suspension (ten days or fewer) 
Should the parent disagree with a suspension of ten days or fewer, the parent may appeal the 
decision of the Headmaster as follows: 
1. Appeal requests must be made in writing by the parent to the designee of the Board of 

Directors. Such written request must be filed with the Headmaster within three school 
days of the notice of suspension, or the right to review and appeal is waived. 

2. If the parent is dissatisfied with the designee's decision, he or she may appeal the decision 
to the Board of Directors by filing a written request of appeal within five school days or 
the right to further appeal is waived. 

In cases of immediate appeal, if the Headmaster determines that the student’s presence at school 
does not create a continuing danger to persons or property or an ongoing threat of disruption, the 
student may be allowed to continue in school on a regular basis until the appeal is considered. A 
favorable decision will allow the student to continue in school, whereas a decision supporting the 
Headmaster will require the student to serve the full suspension beginning the next school day 
after receiving notice of the decision. In situations where the student is excluded during the 
appeal process and the appeal is ultimately favorable to the student, opportunity will be provided 
for the completion of make-up assignments. 
Long-Term Suspensions (more than ten days) 
Require a board hearing, due process, notification and board action.  
Expulsions 
Following the Headmaster's recommendation for expulsion, the Board of Directors will hold a 
hearing. 
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 Hillsdale Preparatory School 
CODE OF STUDENT CONDUCT CHECKLIST 

 
A parent or guardian is expected to read this Code of Student Conduct carefully and review each 
section of this handbook with his or her child. The student and the parent must sign this 
verification form and return the entire checklist to the school. Your signature indicates that you 
have reviewed each section with your child. 
 
1. THE SCHOOL HAS AUTHORITY OVER SCHOOL ACTIVITIES. 

*The school has authority over the school grounds before, during, and after school hours. 
*The school has authority off the school grounds at school-related events. 
*The school has authority over school buses and school sponsored transportation. 

2. LEARNING IS THE PRIMARY PURPOSE OF SCHOOL. 
*Anything that interferes with learning will not be permitted. *Come prepared with 
materials and assignments. 

3. STUDENT ATTITUDES ARE IMPORTANT TO THE SCHOOL. 
*Students are expected to display positive attitudes, such as honesty, respect, tolerance, 
and courtesy. 

4. STUDENTS ARE TO WEAR THE SCHOOL APPROVED UNIFORM. 
*Clothing must be clean and modest. *Clothing cannot portray profane, obscene, vulgar, 
or racist language or tobacco, substance or alcohol abuse. 

5. STUDENTS HAVE THE RIGHT TO EXPECT A SAFE SCHOOL. 
*School staff in cooperation with parents and students must ensure safe and secure places 
for teaching, learning, and school-related events. *Weapons and acts of violence will not 
be tolerated. 

6. STUDENTS MUST LEARN TO GET ALONG WITH OTHERS. 
*Students can expect courtesy, fairness, and respect.  *Students must offer courtesy, 
fairness, and respect. *Harassment and intimidation will not be tolerated. 

7. STUDENTS MAY EXPRESS THOUGHTS AND OPINIONS. 
*Use suitable methods of expression and wait for an appropriate time. *Do not use foul 
language or obscene gestures. 

8. ATTENDING SCHOOL EACH DAY IS VERY IMPORTANT. 
*Students should be in school, on time, every day prepared for instruction. 

9. VANDALISM IS NOT ACCEPTABLE. 
*Personal and school property must be respected and cared for by everybody. *Do not 
damage or destroy school property. *Do not damage the property of others. 

10. HILLSDALE PREPARATORY SCHOOL CODE OF STUDENT CONDUCT IS FOR 
ALL STUDENTS. 
*Parents, students, and staff are responsible for knowing the contents of this booklet. 

11. THE PRINCIPAL IS THE SCHOOL’S LEADER. 
*The Headmaster has the right to make a final decision when rules have been broken. 

12. SERIOUS MISBEHAVIOR CAN RESULT IN SERIOUS CONSEQUENCES. 
*You should understand these important words. *Suspension means that the student is 
not allowed to attend class for one or more days. *Expulsion means that a student may 
not attend school. 
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Hillsdale Preparatory School  

Student, Parent, and Teacher Compact 
 

Student Agreement 
I will work to the best of my ability.  Therefore I will strive to do the following: 
 Come to school ready to learn. 
 Return my assignments and home activities completed and on time. 
 Follow the rules of the school. 
 Do my part in keeping my school clean and safe. 
 Set aside a regular time and place to complete homework. 
 Show my school communications and papers to a parent or guardian. 
 Attend school regularly and be punctual. 
 Have the supplies I need for class. 
 Show respect for myself, my school, and other students. 
 
Signature:        Date:       
 
Parent Agreement 
I want my child to achieve.  Therefore I will encourage him or her by doing the following: 
 See that my child is punctual and attends school regularly. 
 Support the school in its efforts to maintain proper discipline. 
 Encourage my child’s efforts to do his or her best. 
 Encourage positive attitudes. 
 Stay aware of what my child is learning. 
 Attend parent-teacher conferences and other school functions. 
 Communicate with teachers and/or school officials regularly. 
 Supervise the completion of homework and projects, being careful to guide learning. 
 Establish time for sharing daily school experiences and completing homework. 
 Read with my child and let my child see me read. 
 
Signature:        Date:       
 
 

 
 

After signing above, please return this Compact to your 
child’s teacher or our Administrative Assistant. 
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Hillsdale Preparatory Computer and Internet Use 
Acceptable Use Policy  

2016‐2017 
 

The Hillsdale Preparatory School provides internet services for K‐8 students and educators to access vast 
amounts of information through school computers and networked resources. School computer and 
internet access is provided free of charge and is available to students for educational activities, not for 
personal use.  School computer use is a privilege, not a right. Before a student is allowed to use school 
computers and internet services, the student and the student’s parent/guardian must agree, sign, and 
return the PARENT/GUARDIAN AND STUDENT CONSENT FORM. The signed acknowledgment will be 
retained by the school for reference.  
 
School Network Use and Access Policies  
Hillsdale Preparatory has strict security measures in place to prevent students from viewing 
inappropriate information and images through the internet. Reasonable precautions will be taken to 
supervise student use of the internet, however, the academy and its affiliates cannot guarantee that 
such material will never be accessed.  

 
1) Network access is to be used only by the authorized student. All use must be under the supervision of 
the associated classroom teacher. Assuming the identity of another user is strictly forbidden.  
 
2) Users shall respect the privacy of other users. Users shall not intentionally seek information on, obtain 
copies of, delete, damage, or modify files, other data, or passwords belonging to other users, or represent 
themselves as another user. To do so is considered theft. 
 
3) Users shall not harass other users by sending annoying, obscene, slanderous, or threatening messages. 
Hate mail, harassment, discriminatory remarks, other antisocial behaviors, and chain letters are prohibited 
on the network. To do so is considered harassment. 
 
4) Users will abide by copyright laws and licensing agreements pertaining to internet and computer use. 
Users shall make proper citations and not plagiarize any sources. Hillsdale Preparatory School is neither 
responsible for nor liable for content accessed by or created by users that directly violate these proprietary 
laws.  
 
5) Computer and Internet use shall be consistent with the goals of the Hillsdale Preparatory School.  
Computers can be utilized to market products and services related to school instructional activities, only 
under the direct supervision of the sponsoring teacher. Use of the network for personal profit or gain is 
strictly prohibited.  
 
6) Deliberate or malicious use of the school network system in a manner that inhibits system and network 
resources to the point that usage causes interference with others’ services is prohibited.  
 
7) Users who attempt to access pornographic material, inappropriate files, or programs that are harmful to 
the integrity of the network will permanently lose access privileges, and will be subject to disciplinary 
actions deemed appropriate by the school administration. Accountable users will also be held directly 
responsible for any related damages caused by the infraction.  
 
The previously listed acceptable use practices are not all-inclusive, but only representative and 
illustrative. Users who commit an act of misconduct that may not be listed will also be subject to 
termination of access privileges and/or disciplinary action.  
 
PLEASE KEEP THIS PAGE FOR YOUR REFERENCE. Revised July, 30, 2012  
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PARENT/GUARDIAN AND STUDENT CONSENT FORM 
PLEASE COMPLETE THIS FORM AND RETURN TO  

Hillsdale Preparatory School. 
 
 

SCHOOL YEAR 2016‐2017 
 

Please complete and return this form if you agree to allow your child access to school network 
and internet services, according to the terms below. Unreturned or incomplete forms will 
exclude your child from internet‐based classroom activities and/or assignments but still 
allows computer‐based assessment and testing.  
 
We, the parent/guardian and student, have read and will abide by the Hillsdale Preparatory 
School Acceptable Use Policy. We understand that this access is designed for educational 
purposes only and that we will be held accountable for all activities associated with the use 
of the school network and related services.  
 

I understand and agree to follow these guidelines and agree to use the school network for 
educational purposes only.  
 
 
 
Student Name (Print): _________________________________ Grade: ____________  
 
 
 
Student Signature: ____________________________________ Date: ____________ _ 
 
 
I hereby give my permission for my child to use the Internet for the duration of my child’s 
term at the Hillsdale Preparatory School.  
 
 
 
Parent/Guardian Name (Print): _________________________________  
 
 
Parent/Guardian Signature: _________________________________ Date: ____________  
 
Date of Infraction      

 

Violation Disciplinary Action 
     

     

     

     

 

 


