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MISSION AND VISION 
“Unless you become like a little child you shall not enter into the Kingdom of Heaven. 

Let the little children come unto me; for such is the Kingdom of Heaven.” (Matthew 18:3, 19:4) 

​ At The Epiphany School, we journey together as a community of believers, deepening our Catholic 
faith through God’s love and service to others. Our dedication to maintaining a tradition of excellence, 
fostering spiritual growth, honoring our unique gifts, and celebrating the importance of community 
result in a value-centered educational environment that inspires academic success for all Epiphany 
students.  
​ We strive to be a leading Catholic educational community where every child is valued and a deep 
sense of belonging is fostered. The Epiphany School is committed to nurturing compassionate, 
faith-filled leaders of tomorrow who demonstrate intellectual curiosity, embrace the richness of 
diversity, and are committed to improving the world with purpose and integrity. We welcome God’s 
love for us, accepting our individual and collective responsibilities to share the Good News and build 
the Kingdom of God. 
 
HISTORY OF THE EPIPHANY SCHOOL 
​ In 1869, soon after the Epiphany Church parish was founded, a religious education program was 
established in a house owned by the church at 236 East 22nd Street. About 300 people attended this 
program, which continued for three years. In 1873, to meet the needs of a growing parish, the program 
was reestablished and offered religious education three evenings a week to 900 students.  
​ In 1888, The Epiphany School opened at its current location, and began to provide full education for 
the school age children of the parish. Kindergarten was added in 1975; a Pre-K was added in 1983. A 
Nursery program was started in 1993.  From 1888 until 1978, the Sisters of Charity conducted 
Epiphany’s education program. During the period from 1900-1935, the Christian Brothers taught the 
boys. Since 1978, a lay principal and staff have continued the rich tradition and goals begun by these 
two renowned teaching orders.   While the physical foundation and structure of The Epiphany School 
are part of the original building erected in 1888, the inside of the school was rebuilt in 1947.  
​ In September 1991, the school expanded with the addition of a renovated building on East 28th 
Street between Third and Lexington Avenues. The building accommodates more than 250 students. 
Grades Four through Eight use the Upper School building, which is equipped with newly refurbished 
classrooms, a science lab, two computer labs, a library, and a modern gymnasium. The Epiphany School 
Early Elementary Center, located on East 29th Street in the lower level of St. Stephen’s Church, serves 
students in Toddler Twos, Nursery and Pre-Kindergarten.  The continued expansion of our school 
reflects the commitment of the parishioners and parents of Epiphany to enable the school to provide 
an educational environment of the highest order for the students. 
​ Today, The Epiphany School provides an educational environment that inspires academic 
achievement, fosters spiritual growth, and celebrates the individual. It is a place where teachers, 
administrators, students, and parents partner to ensure a nurturing, supportive school community. Our 
students receive a well-rounded, highly competitive, and individually challenging academic experience, 
grounded in the value-centered Catholic tradition. 
 
THE EPIPHANY SCHOOL FOUNDATION  
​ Founded in 1999, The Epiphany School Foundation raises funds through annual giving and special 
events to benefit The Epiphany School.  Gifts to The Annual Fund from parents, alumni and friends are 
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fully tax-deductible and provide an anchor for The School by providing tuition assistance, professional 
development for teachers, and first-rate technology for all students.   

The Epiphany School’s commitment to provide a quality education, grounded in a Catholic, 
value-centered tradition, is strengthened by financial contributions.  Support of The Foundation’s 
efforts broaden institutional resources and enhance academic and extracurricular programs that are 
the core of our educational enterprise.  Gifts from private foundations and corporate entities also play 
an important role in the continued improvement of curriculum and facilities at The School.   

The Foundation hosts various special events throughout the academic year, including The Walk, 
Giving Tuesday, Hall of Fame, Spring Benefit and Golf Outing.  Epiphany Alumni also stay connected 
with The School through The Foundation office.  If you are interested in getting involved or 
volunteering with The Foundation, please email or call: volunteer@epiphanyschoolfoundation.org, 
212-473-6158. 
  
ACADEMIC POLICIES 
Academic Expectations 

We expect students to perform to the best of their ability. Teachers will evaluate student progress 
on a regular basis using tests, quizzes, projects, homework, class work and participation. After an 
assessment is graded, the mark will be posted on FACTS Student Information System and it will be sent 
home for the parent and student to review. Parents should review their child’s progress weekly using 
FACTS. 

Class Meetings are held in September. You will receive the curriculum guide, classroom rules, and 
expectations of each teacher at that time.  Please review these thoroughly with your child. 
Academic Honesty and Integrity 

The Epiphany School recognizes that honesty in academic endeavors is essential and is the basis for 
true success. The teachers and administrators of The Epiphany School expect all students to do their 
own work and not submit ideas copied or borrowed from another source as their own. This expectation 
refers to ALL assignments (homework, in-class assignments, essays, tests, projects, presentations, etc.). 
When helping your child with homework or projects, please keep in mind that he/she will not truly 
learn the skills and information if the work is not her/his own. 

The examples of academic dishonesty listed below are meant to be illustrative rather than 
comprehensive: 

●​ Bringing answers into a testing area 
●​ Asking for, providing, or using crucial information about an assessment that has already been 

completed by one party  
●​ Plagiarism - Copying the work of others (or allowing others to copy), including classmates, older 

siblings, books, periodicals, videos, websites, and Artificial Intelligence tools, without citing 
sources. 

●​ Unauthorized aid from parents, tutors, other individuals, or AI tools such as ChatGPT, Bing, 
Gemini, Claude, or Brisk that is presented as the student’s own thoughts and work. 

All cases of academic dishonesty will be reported to Mrs. McHugh, Mrs. LaGuardia, and Mrs. 
Higgins. The penalties for violating any of the rules of academic honesty include, but are not limited to, 
one or more of the following: parents are informed of the incident, a complete revision of the work in 
question, disciplinary action, a failing grade assigned to the work in question, and/or additional written 
work. 
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Students may receive support, advice, and guidance from parents, tutors, and AI tools as they learn 
and research, but the final product submitted must be representative of the student’s own work and 
knowledge. Acceptable support of student learning includes: 

●​ Parent or tutor guidance through the steps of solving a similar math problem. 
●​ A parent encourages their child to revise an answer that is incorrect. The revision is made with 

minimal support from the parent. 
●​ Drafting a response in your own words and then using AI tools or peer review to check grammar 

and spelling before submitting. 
●​ Asking an AI chatbot a question and using the provided answer to inform your thinking as you 

write a response in your own words. 
Citing of sources has become increasingly important as advances in technology make information 

and intellectual property more accessible. Epiphany’s students will begin to cite sources using simple 
lists in the Lower School and progress to the use of MLA citation format in the Upper School. Source 
citation is expected every time that direct quotations or assistance from AI tools are used.  
Assessments 

In addition to class and school exams, your child will also take part in the Archdiocesan Testing 
Program which consists of tests that are designed to measure academic growth over a period of time. 
The program includes the Archdiocesan religion test for grades 3-8, interim assessments (MAP), and 
New York State Education Department assessments.  All students enrolled at our school are expected to 
participate in all exams and assessments.  No alternative assignments will be provided. If a 
parent/guardian refuses to allow their child to participate in these assessments, their child will not be 
permitted to attend school on testing dates. 

The faculty reviews these test results regularly, in conjunction with classroom performance, to 
inform their instructional methods, create student groupings in English Language Arts & Math, and to 
make promotion or retention decisions. Standardized testing data is also considered when nominating 
students for high school scholarship opportunities. 
Test Grades Administration Description 

ADNY Religion Assessments K – 8 3 times per year 
Formative assessments used to 
monitor curriculum pacing and 
student knowledge of the faith. 

NWEA MAP Interim Assessments K – 8 3 times per year 
Standardized assessment of Reading, 
Language Arts, Math, and Science 

New York State Tests 3 – 8 Spring 
Standardized assessments of English 
Language Arts and Mathematics. 

Grades and Grading  
Report cards are distributed four times a year for Grades K to 8.  Toddler Twos, Nursery, and PreK report 
cards will be distributed twice per year. The report card is an important part of the ongoing 
communication between the school and the home. Dates for the end of each marking period can be 
found on the school calendar. 

Academic Achievement  
The first part of the Archdiocesan Report Card is used to mark the student’s achievement in 

academic subjects.  Academic achievement is measured using a variety of student assessments: 
classwork & participation, homework, quizzes, formative assessments, and summative 
assessments. Numerical marks are recorded on report cards for Grades 1-8 for each subject 
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area.  The Archdiocesan Weighted Grading Policy is used to calculate each student's academic 
achievement for the report card.  Student assessments are weighted in the following categories 
for grades K-8: 

●​ Summative Assessments:  45% 
●​ Quizzes:  25% 
●​ Classwork & Participation:  20% 
●​ Homework:  10% 

There are no grades for Computer Science, Penmanship, or Library as these areas are to be 
supportive of, and integrated into, the total learning experience.  Foreign Language will be given 
a letter grade if the class meets for less than 120 minutes per week.   

Midterm and Final exam scores will no longer be displayed in distinct columns of the report 
card. In most subjects and grades, exams of this type will not be administered. They may be 
used in Religion (grades 3-8), Regents Algebra 1 (Math 9), and other subjects at the discretion of 
school leadership. When midterms or final exams are administered, the grade will be factored 
into the Quarterly Average and will be listed in the comments section of the Report Card. 

The Final Report Card Grade is an average of the four previous quarter grades. This Final 
Grade will be recorded on the student’s permanent record.  Passing is any mark 70% or above 
or any mark of D or higher.  Passing is determined by the numerical/letter score, not the 4-1 
ratings scale.  

Character Development  
The Conduct and General Effort Scale indicates grades for General Effort and Character 

Development.  A single letter grade is used with progress codes indicating improvement needed 
in any sub-category.   

Honors and Awards 
Good conduct and effort is a requirement to receive honors and awards. Therefore, a 

student must receive an A (excellent) or B (good) in Conduct and General Effort to be eligible.  
The Epiphany Beacon Award recognizes students of exemplary character who radiate 

Christ's light through their everyday actions. Their kindness and helpfulness positively influence 
their peers, contributing to the welcoming and joyful atmosphere that defines Epiphany 
classrooms. The Epiphany Beacon Award is given quarterly to one student in each 1st-8th grade 
homeroom. 

Academic awards are given at the end of each school year to students in Grades 5-7. The 
Final Grade column of the report card is used to determine eligibility. 

●​ Principal’s List: final grades of 95 or above in all academic subjects 
●​ First Honors: final grades of 90 or above in all academic subjects 
●​ Second Honors: final grades of 85 or above in all academic subjects 
●​ Achievement Awards: final grade of 90 or above in any individual academic subject 
Eighth grade students are eligible for additional awards, honors, and acknowledgements 

based on academic achievement, commendable character, and community service. These 
awards are bestowed at the graduation ceremony.  

Graduation  
At the discretion of the principal, each school has the right not to certify the student's graduation or 

provide transcripts of the student's academic record to third parties such as other schools, colleges, or 
employers, or to issue a diploma to the student, if there has been a breach of a material condition of 
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this educational contract (i.e., failure to meet financial obligations, infractions against the school’s code 
of conduct, etc.). 
Homework – See “Homework” section of this Handbook  
Report Card Distribution 

There are four report periods per year – November, January, April, and June.  Quarterly report cards 
can be viewed in FACTS, and a hard copy of the report card will be distributed in June. Report cards will 
be withheld if financial obligations have not been met and fees are outstanding. A parent/teacher 
conference will be scheduled in connection with the first report cards.  Follow-up conferences will be 
scheduled as needed at the request of either the parent or the teacher.  Report cards will be withheld if 
financial obligations have not been met and fees are outstanding.   

Final report cards may not be given before the last day of school, as indicated on the school 
calendar.  In the event that a student will leave school prior to the last day in June and all financial 
obligations have been met, the student may give the teacher a self-addressed stamped envelope and 
the report card can be mailed the last day of school.   

Report cards and access to academic records may be withheld if financial obligations have not been 
met and fees are outstanding. 
Retention/Promotion  

Very few decisions we make about children are more important than recommendations to promote 
or to retain a student. When a school accepts a student, that school accepts the responsibility for 
providing appropriate instruction to help the student achieve the prescribed goals. If the student 
successfully achieves the program’s objectives, the student progresses to the next level.  

Testing, diagnosis, and actual performance, however, may indicate that some students cannot 
follow the school’s complete course of study. The principal and school faculty develop for each of these 
students a special program, based on the school’s regular program, which follows the New York State 
Standards and Archdiocesan Essential Learnings. A copy of the student’s modified program is retained 
in the student’s file. Conferences must be held with the parents periodically to inform them of the 
specific demands of this program and on-going progress. Therefore, the decision to retain a student 
presupposes that the school has done everything to help the student achieve success, and the student 
still has not made satisfactory progress.  

The following types of behavior might indicate that the student has not demonstrated acceptable 
progress toward mastery of standards:  

●​ failure to complete assignments  
●​ failures on multiple summative assessments  
●​ failure in core academic subjects 

Generally, a student would be retained only once in the elementary grades (1 - 5), and only once in the 
upper grades (6 - 8).  

If a student is being considered for retention, teachers must begin discussing this possibility with 
the principal early in the school year. Parent conferences must be held periodically, and notification of 
the possibility of retention must be made no later than mid-January, with written notation having been 
made on the report card. If a student completes all requirements for promotion or graduation, a family 
cannot self-select the student to be retained in their grade. Although the teacher consults with the 
principal, the final decision for retaining a student rests with the principal.  
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ACCIDENTS 
A student accident insurance fee is included in the school’s yearly fees.  In the event of an accident 

at school, you may obtain a claim form from the office. Please note that the school accident insurance 
is secondary to the parent’s own medical insurance coverage. 
 
ADMISSION POLICIES 

Roman Catholic schools in the Archdiocese of New York base their educational purpose and all their 
activities on the Christian teaching of the essential equality of all persons as rooted in God’s love.   
Thus, with discrimination so repugnant to their nature and mission, Catholic schools in this Archdiocese 
do not discriminate on the basis of race, color, national and ethnic origin, or gender in the 
administration of educational policies, admission policies, scholarship and loan programs, and athletic 
and other school-administered programs.   

This policy is subscribed to by all Catholic elementary and secondary schools in the Archdiocese of 
New York, whether owned or operated by the parishes within the Archdiocese, Catholic school regions, 
or religious communities within the Archdiocese.    

The process for admission to The Epiphany School is: parents must complete the school application 
form and provide all required documents. Following an interview and evaluation of the materials, the 
parent will be notified in writing about the status of the child.  Students are required to have all 
vaccinations as required by the New York State Department of Health before admission to the school. 

The Epiphany School endeavors to give preference in admission following these guidelines: first, to 
Catholic students whose parents are active parishioners of the Epiphany parish; second, to Catholic 
students whose parents are active parishioners of any Roman Catholic church in Manhattan; third, to 
siblings of currently enrolled students; fourth, to Catholic students whose parents are not active 
parishioners; fifth, to non-Catholic students.  
 
AFTER SCHOOL & EXTRACURRICULAR ACTIVITIES 

Students are encouraged to participate in the extracurricular activities of the school.  Participation 
in these activities is a privilege.  Students are expected to fulfill their obligations in the classroom (class 
work and homework).  In order to participate in extracurricular activities, students must pass each 
subject on their report card and model acceptable behavior both during the school day and during the 
selected activity.  Failure to meet academic or behavioral requirements will result in the student’s 
suspension or dismissal from the activity.  Participation in these activities requires a commitment of 
both student and parent.  Attendance will be taken at each activity to determine a student’s 
participation.  In individual cases regarding participation in extracurricular activities, the principal holds 
the final determination.  

As long as a student is engaged in school-sponsored programs or activities, the student is expected 
to follow school policy. Directors of individual activities may also issue rules of behavior, which 
recognize the special nature of non-classroom activities. In instances where students are picked up, 
parents are expected to make arrangements to pick up their children at the end of the program or 
activity. Students will be released only to a parent or a person previously specified in writing by the 
parent. Program fees are expected to be paid in full as scheduled. Past due balances will result in your 
child not being allowed to participate in the program until their accounts are brought up to date. 
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ANNOUNCEMENTS 
Informational announcements are handled through the school P.A. system.  Courteous attention is 
expected when any message is presented over the P.A. system, especially when prayers are said.  All 
announcements must be written, brought to the office, and approved by the principal. 
 
ARTIFICIAL INTELLIGENCE - RESPONSIBLE USE GUIDENLINES 

Responsible use of Artificial Intelligence in Catholic Schools must always remain faith-centered and 
mission-aligned, supporting the holistic development of students—intellectually, socially, and 
spiritually—while upholding Catholic values and the dignity of every person.  Antiqua Et Nova, released 
by the Vatican in January 2025, notes the important relationship between artificial and human 
intelligence. Our approach to AI follows this teaching: technology must serve humanity, never replace 
it, and always respect Catholic faith and morals. 

●​ AI is a tool to support, not replace, teacher-led instruction and human relationships. 
●​ All AI use must: 

○​ Align with Catholic teachings and values. 
○​ Respect privacy and protect students. 
○​ Encourage creativity, critical thinking, and moral decision-making. 

●​ AI should be used with transparency, fairness, and respect for the dignity of each community 
member 

Teachers will review examples of acceptable and unacceptable AI use with students at the 
beginning of each school year. Parents are expected to reinforce and model this same approach to AI 
use when supporting student learning at home.  
Acceptable Uses of AI 

AI should enhance learning, not replace thinking. Students may use AI for formative instructional 
support, provided they follow clear guidelines and receive teacher oversight. Any AI use must follow 
the teacher’s assignment requirements, including specific directions and rubrics.  

Use of Artificial Intelligence in education should be tailored to the developmental needs of students 
at different grade levels: 

●​ Elementary (K–4): AI tools may be used primarily for formative support, such as vocabulary 
practice, formative spelling and grammar checks, and guided use of AI tutors under adult 
supervision. 

●​ Middle School (5–8): Students may engage with AI for brainstorming, research summaries with 
teacher guidance, and language learning tools, with explicit instruction on ethical AI use and 
citation practices.  

Any use of AI-generated assistance must be clearly cited, even when modified or adapted. Students 
should clearly acknowledge AI contributions while demonstrating their own learning and original work. 
Students must always acknowledge AI contributions. Examples: 

●​ “Assisted by ChatGPT, June 2025, for summary purposes only.” 
●​ “Used Grammarly AI to check spelling and grammar.” 
●​ “Image generated with Canva AI Art, June 2025.” 
Students may use AI under teacher supervision to support learning, such as through instructional 

support or language tools. AI should enhance, not replace, student engagement and reflection. 
Acceptable uses include, but are not limited to: 

●​ Grammar and spelling suggestions, similar to using spell check tools. 
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●​ Research support, when used to gather general information or inspiration with proper citation. 
All research generated by AI should be fact-checked against another source. 

●​ Brainstorming or outlining ideas, provided the student develops their own original final product. 
●​ Help understanding a complex topic, provided the AI chatbot's response is used to better 

understand the topic and is not submitted as the student’s original work. 
●​ Creation of extra practice and study materials 
●​ Assistance with Self-Checking, Reflection & Revisions, provided the AI chatbot does not write 

text that will be submitted without proper citation. 
●​ Creation of presentation materials, with proper citation of AI support 

Unacceptable Use of AI 
Students may not use AI in ways that are dishonest, harmful, or contrary to Catholic values. 

●​ Academic Dishonesty - Using AI tools to complete schoolwork in a way that misrepresents a 
student’s own effort, knowledge, or skills. This includes avoiding learning tasks, submitting 
AI-generated work as personal work, or using AI to gain unfair academic advantage. 

●​ Inappropriate Content - Using AI to search for, create, or share material that is disrespectful, 
harmful, or inconsistent with the values of The Epiphany School and the Catholic Church. This 
includes content that is violent, offensive, or contrary to our mission of respect, faith, and 
integrity. 

●​ Bullying and Harassment - Using AI to threaten, mock, embarrass, or harm others. This includes 
generating or sharing messages, images, or other content that targets individuals or groups in a 
way that is unkind, unsafe, or disrespectful. 

Accidental vs. Deliberate Misuse 
Students are encouraged to use AI responsibly to support their learning. If a student misuses AI, the 

situation will be handled with care through local disciplinary processes, ensuring that each case is 
addressed thoughtfully and fairly.  

●​ Accidental exposure (e.g., inappropriate chatbot responses) must be promptly reported to the 
Vice Principal or Principal.  

●​ Deliberate misuse (e.g., cheating, plagiarism, deception, offensive content, harassment) must 
be reported to the Principal and be documented. Deliberate misuse of AI may result in 
academic (grade reduction) and/or disciplinary consequences (detention, suspension). Serious 
or repeated offenses may be investigated by the Office of the Superintendent and can result in 
significant disciplinary action (suspension, expulsion). 

 
ATTENDANCE 
In the state of New York, full-time education is compulsory from age 6 to age 16. Regular attendance is 
the responsibility of the children’s parents or guardians. As required by New York State and 
Archdiocesan policy all instances of absence and late arrival, regardless of the reason, will be recorded 
on the student’s record and will appear on the student’s report card. Students will be considered 
“present” whether attending classes remotely or in-person. 
Absence 

Excused Absence   
A child is legally absent from school for the following reasons: sickness, sickness or death in 

the family, impassable roads or extreme weather.  All other absences are unexcused.  
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Unexcused (“illegal”) Absence:   
All reasons for absence other than those listed above are deemed unexcused by New York 

State even if an absence note has been submitted – ex: doctor’s appointments, high school 
visits, family travel. 

Doctor or dental appointments should be scheduled for after school or on Saturdays. Family 
vacations are not to be planned for those days when school is in session. The school provides 
families with an annual calendar to ensure that does not happen. If it is necessary for a child to 
be dismissed during the school day, the parent or adult (must be 18 years of age or older) 
chosen by the parent MUST come to the school for the child. The school must be informed 
ahead of time about such occurrences.  

Missed Assignments 
Teachers are not required to prepare work for students who are absent from school due to a 

planned absence (ex: family travel, high school visit, doctor’s appointment). Such students 
should obtain their missed assignments from a classmate or Google Classroom. Students are 
expected to return to school with homework assignments complete and prepared to make up 
any missed tests or quizzes on the day that they return to school.   

Students who are absent due to illness should focus on rest and recovery so that they may 
return to school in full health. The table below provides recommendations for students who are 
well enough to complete some school work during their recovery. 

Absence due 
to Illness 

Recommendation Resources 

1-2 days ●​ Do not focus on the completion of classwork. Take 
time to rest and recover. 

●​ Complete HW assignments to the best of your 
ability.  
○​ Teachers understand that you may not have all 

the needed books or information to complete 
everything. 

○​ Create a list of any questions; Share it with your 
teachers upon your return 

●​ When you return, talk to your teacher to reschedule 
missed tests or quizzes 

●​ Google Classroom 
●​ Homework Buddy 
●​ Outreach to 

friends or other 
families 

3-5 days ●​ Take time to rest and recover.  
●​ When you are feeling well enough, try to keep up 

with your lessons by reading the text or watching 
anShe  instructional video 

●​ Contact your teacher to determine which 
assignments are the most important for you to 
complete 

●​ Mrs. LaGuardia will help to coordinate assignments 
and scheduling for departmental classes (Gr. 5-8) 

●​ When you return, meet with your teacher/Mrs. 

●​ Google Classroom 
●​ Teacher 
●​ Assistant Principal 
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LaGuardia to review material and scheduling of 
assignment deadlines and make-up assessments. 

Notifying the School 
When a child is absent, parents are required to phone the school by 9:00 A.M. Absence 

notes are still required in addition to the phone call. When the child returns to school from an 
absence, a completed absence form must be given to the teacher (See Appendix). This form is 
included in the appendix of this document and contains appropriate spaces for the child’s name, 
date of absence, class, reason for absence, and the signature of a parent or guardian. Email is 
not acceptable.  

Excessive Absence & Lateness 
Excessive absence and lateness may be considered educational neglect. Students in 

Kindergarten through 8th grade who are absent or late 10 or more school days, whether 
excused or unexcused, and who have not satisfactorily completed the required work may be 
considered for retention. Students with more than 10 absences are in jeopardy of not 
successfully completing the school year. Certification of an absence is required for each instance 
beyond the 10-day limit. The principal will meet with the student’s parent/guardian to 
determine appropriate next steps.  Satisfactory completion of required school work is 
mandatory. 

Lateness 
Our busy, academic day starts on time; please make all efforts to have your children be on time for 

school. It is very important for the child that he/she arrives at school on time (Arrival times are outlined 
in the “Daily Schedule” section of the handbook). Student lateness interrupts the learning process for 
your child and all other children in the classroom.  Any student arriving at school after the published 
opening time is considered late.  All lateness is recorded and marked on the report card. Students who 
arrive at school late must report to the main office to receive a late pass. Chronic lateness is not 
acceptable and may result in disciplinary action. 
 
BELONGING & DIVERSITY 

At The Epiphany School, we are dedicated to embracing diversity and fostering a sense of belonging 
as fundamental values within our community. These values are deeply rooted in Catholic Social 
Teaching principles, emphasizing human dignity, solidarity, advocating for the common good, and social 
justice.  

Our commitment to these principles is reflected in the following endeavors: 
●​ Appreciating the richness that arises from diverse backgrounds, cultures, and perspectives. 
●​ Treating all individuals with respect, kindness, empathy, and dignity, regardless of their race, 

gender, ethnicity, political affiliation, or religion. 
●​ Encouraging acts of service that reduce division and uplift the vulnerable. 
●​ Instilling responsibility and compassion in our students, empowering them to share God's love 

by making a positive difference in the lives of others. 
By embracing diversity, we enhance the educational experience for all students, preparing them to 

become compassionate global citizens who contribute to the common good of our community and 
beyond. All members of The Epiphany School community are expected to act in ways that demonstrate 
these shared values. Together, we can inspire compassionate leaders who embrace diversity, promote 
belonging, and actively live our Catholic faith. 
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BIRTHDAYS 
Birthday Books 

Donating a book to the school library in honor of your child’s birthday is a custom that has helped 
us increase and replenish our supply of books.  Parents should talk to the librarian for suggestions of an 
appropriate book. Your child’s name and birthday are inscribed in the book, which is made part of our 
collection. 
Birthday Celebrations in School 
       Students may bring individually portioned snacks to share with their classmates (ex: fruit, cookies, 
cupcakes). Simple is always best. Goody bags, balloons, and birthday decor are not permitted.  Nut-free 
is required in Toddler Twos - Kindergarten and is strongly encouraged in Grades 1-8. Those with 
summer birthdays are welcome to celebrate on their half-birthday.  Parents must notify the teacher of 
their plans in writing, in advance. 
Birthday Celebrations out of School  

Birthday parties held outside of school should follow the following guidelines: 
●​ DO NOT DISTRIBUTE INVITATIONS AT SCHOOL. Please contact your EFA Class Parent 

Representative if you are in need of email addresses. 
●​ Presents should not come to school. 
●​ Try to invite the entire class, all boys or all girls, or a small amount, so children’s feelings are 

not hurt from not being invited. 
●​ Children attending the party should leave school with their parent or caregiver and then go 

to the party.  Please do not meet your party guests directly at school dismissal. 
●​ Remind your children of birthday etiquette and the feelings of those children not attending 

certain parties. 
 
BOOKS 
      By signing the handbook agreement, parents/guardians authorize The Epiphany School to obtain 
state-loaned textbooks, software, library materials and/or computer hardware on behalf of their child 
pursuant to New York State Textbook, Software, Library, and Computer Hardware Laws.  All resource 
materials chosen for use in academic courses must be consistent with the religious nature of our 
schools.   

All books must be properly covered. Contact paper is NOT to be used to cover any textbooks. Each 
child is responsible for keeping her/his books in good condition. Books that are lost or defaced become 
the liability of the student and her/his parents. If a book is lost or defaced, the school will bill the 
parents for the cost.  
Assigned Textbooks  

When a textbook is lent to a pupil on a semi-permanent basis, the New York State Department of 
Education requires that: 

●​ the pupil’s name be placed in the space provided in each book 
●​ the teacher make a record of the number of the book  
●​ the teacher make a record of the condition of the book 
●​ in September, each child will put a clean cover on each textbook received  
●​ students not make permanent marks in the textbook, including underlining and highlighting 
●​ in June, all textbooks are collected, extra materials and covers are removed.  
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Notebooks 
Each subject must have its own notebook or notebook section.  The student’s full name, 

homeroom, and subjects contained within must be clearly labeled on the front cover of the notebook.  
All work for a subject must be done in the corresponding notebook. (Ex: Science work should be done 
in the Science notebook, not the Math notebook.) Notebook entries should be made in chronological 
order.  All work must be neat and legible.  Teachers may check student notebooks at any time, without 
warning.  This policy also applies to notes kept electronically in Notability or any other App. 
Supplementary Books 

When books are handed out to the children for use during a specific period within the classroom, 
they will be immediately collected after they have been read. If the book is to remain with the child for 
any length of time, her/his name must appear in the book and the teacher should have a record of this.  
Library Books 

Books may be borrowed for two weeks. Books are charged to the child so that he/she will have the 
experience of signing out a library book and abiding by due dates. If books are returned late, there will 
be a one cent per day fine per book, payable by the child. All lost library books must be paid for so that 
the school can purchase a replacement copy. If the book is located after a new order is placed, the child 
will be allowed to keep the old book since he/she has paid for it.  
 
CELL PHONES, SMARTWATCHES & PERSONAL ELECTRONICS 

Cell phones, smartwatches, and personal electronic devices are not to be used during the school 
day or during after school programs as they create distractions from the students’ education. Students 
are encouraged to leave these items at home. Students who choose to bring a cell phone,  smartwatch, 
or any personal electronic device to school will be required to store their device in the classroom 
storage box.  The device must be completely silenced with no vibrations to prevent interruptions from 
ringers and alerts. Student cell phones, smartwatches, and personal electronics cannot be used at any 
time during the school day without explicit permission from school administration. 

If you need to contact your child during the school day, please call the school office.  Students will 
be permitted to call parents during the school day, for urgent matters, using a telephone located in the 
office. 

The school is not responsible for lost, stolen or damaged cell phones, smartwatches, or personal 
electronic devices brought to school or placed in the classroom collection area. Students and families 
assume all risks associated with bringing these devices to school and school sponsored events. 
 
CHANGE OF ADDRESS, EMAIL, OR PHONE NUMBER 

The office must be informed immediately if there is a change of home address, telephone numbers, 
or email address for purposes of mailing and/or emergency notification. All students are required to 
have a residential address on file with the school office. P.O. Box numbers are not sufficient. 
 
CHARTER OF THE PROTECTION OF CHILDREN AND YOUNG PEOPLE 

All institutions and programs of the Archdiocese will comply with the Safe Environment Policies of 
the Archdiocese.  The Department of Education has developed a curriculum for the children in our 
parishes and schools, entitled "Right, Safe, Good Relationships", which provides age-appropriate 
instruction in child sexual abuse. The lessons in this curriculum must be given annually to all children in 
all grades. 
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Parents/Guardians reserve the right to remove their children from the classes.  The school 
administration and faculty should take care to cause as little embarrassment to these students as 
possible.  If parents/guardians choose not to have their child participate in the safe environment 
classes, the parents will be offered training materials, and will be asked to sign a form acknowledging 
that the materials were made available to them. This form will be maintained in the records of the 
school.  If the parents decline to sign such a form, a notation of this will be made in a record 
maintained by the school. 
 
CHILD ABUSE LAW 

Under NYS law, school personnel are legally obliged to report any suspected cases of child abuse or 
neglect to the proper agency.  In so reporting, no allegation is made against a parent or caregiver.  
Rather, it is a judgment by the school that the child may be presenting signs of abuse or neglect.   
 
CHILD CUSTODY 

At the time of school entry or at any other time when a change in custody status/arrangements 
occurs, it is the responsibility of the parent(s) to provide the principal with a copy of the legal 
document from the parent for any student for which there is a legal custody agreement or for any 
student not residing with her/his parent.  School communication with the appropriate guardian is 
essential.  Accordingly: 

●​ Custodial parents must identify, in writing, other adults who may have access to information 
regarding their child. 

●​ Non-custodial parents may receive information (when requested) regarding the child unless 
specific documentation to the contrary is provided in the legal custody agreement. 

●​ Non-custodial parents may pick up a child only if written permission has been granted by the 
custodial parent. 

 
COMMUNICATION BETWEEN HOME AND SCHOOL 

As parents, you are your child’s first teachers; you are our partners in education (see “Parents as 
Partners”). Therefore, regular communication with you is an essential part of your child’s school 
experience. Scheduled parent conferences allow teachers and parents to discuss student achievement 
as well as to develop means to assist students in areas of difficulty. 
Contacting a Teacher 

Faculty members follow complicated and highly structured schedules. To reach a faculty member by 
telephone, please call the school office and leave a message, briefly stating the reason for your call and 
where you can be reached during the day. You may also use email. Faculty email addresses are available 
under Academics/Faculty on the school website: www.theepiphanyschool.org. Communication with 
your child’s teachers can also occur through notes sent via your child’s backpack.  If the message 
requires immediate response please use a phone message as the teacher may not be able to access 
her/his emails during the school day and notes may be misplaced. Teachers are also free to meet for 
conferences whenever it is deemed needed. Open lines of communication help optimize education for 
the children.   

All faculty members and staff are expected to reply to parent communications promptly.  If you do 
not receive a reply within two business days, please reach out again or contact the school 
administration. 
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Messages for Students 
Telephone messages for students will be taken by the school office and given to them at the earliest 

convenient time. If it is necessary for students to use the office phone, they should seek the permission 
of their teacher and the administrative assistant.  Students are not permitted to use cell phones during 
the school day or during after school programs. 
 
CONFIDENTIALITY 

There is a professional, legal, and moral ethic that requires all persons to safeguard all student 
information of a privileged nature.  It is imperative that such information be regarded as a sacred trust.  
If there is evidence of knowledge that could impact the health or safety of any person, the teacher has 
the responsibility to share the information with the principal. 

Under Section 423 of the Child Protective Services Act, school officials are required to report when 
they have reasonable cause to suspect that a child coming before them in their professional or official 
capacity is an abused or maltreated child.   

The rules that govern privileged information apply, as well, to any personal or academic information 
that is discovered through daily classroom instruction or other social interaction with students, parents 
or peers.  Always, the sense of confidentiality should prevail.   
 
CONTACTS WITH THE MEDIA 

Parents have the right to exclude their children from videotaping, audio recording, school pictures, 
other photography or participation involving printed materials or the internet.  Parents should provide 
such documentation to the school office; otherwise, they must fill out the Media Authorization and 
Release Form, distributed electronically and included in the Appendix. 
 
DAILY SCHEDULE 

In addition to the schedule overview given below, students follow a busy daily course schedule.   

 Arrival Window School Hours Dismissal Time 

Toddler 
Twos 

8:45-9:00am 
9:00am - 12:00pm 

3 designated days/week 
12:00pm 

(11:50am retrieve parked strollers) 

Nursery  
& PreK 

8:15-8:30am 
8:30am - 2:30pm 

Mon-Fri 
2:30pm 

(2:20pm retrieve parked strollers) 

Grades 
K-3 

8:15-8:35am 
Breakfast 8:00-8:20am 

8:35am-2:35pm 
Mon-Fri 

2:40pm 

Grades 
4-8 

8:05-8:25am 
Breakfast 7:50-8:15am 

8:30-2:45pm 
Mon-Fri 

2:50pm 

Arrival & Dismissal Procedures 
Early Childhood Center: Toddler Twos, Nursery, & PreK 

●​ Arrival will take place at 152 East 29th Street using the doors closest to Lexington Avenue. 
Dismissal will take place at 152 East 29th Street using either the doors closest to Lexington 
Avenue or the doors closest to Third Ave. This will be determined by class and communicated by 
the classroom teacher. 
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●​ Upon arrival, faculty will escort students from the entrance door to their classroom.  
●​ At dismissal, faculty will escort students to the 29th St exit and dismiss them directly to a parent 

or caregiver. 
●​ Stroller parking is available. We respectfully request that families in Toddler and Nursery to 

bring an umbrella stroller if possible. If Pre-K families use a stroller, it must be an umbrella 
stroller. Teachers or other staff will park strollers inside the building at drop-off. At pick-up, 
families can find their strollers parked outside of the doors closest to Lexington Avenue. 

Lower School: Kindergarten - Grade 3 
●​ All Kindergarten - 3rd Grade students will enter via 234 East 22nd Street using the door closest 

to 3rd Avenue. Students will proceed directly to their classrooms. Faculty members will be 
stationed in the hall & stairs in September to help students find their classrooms. 

●​ Faculty will escort students outside for dismissal.  Each grade will have a designated area along 
the church plaza & school building.  Kindergarten will be dismissed at the corner of 2nd Avenue 
progressing to 3rd Grade closest to the school building. 

●​ Stroller parking is not available at the Lower School. 
Upper School: Grades 4-8 

●​ All 4th-8th Grade students will enter via 141 East 28th Street using the door closest to 3rd 
Avenue. Students will proceed directly to their classrooms. 

●​ Grades 4, 7, and 8 will be dismissed via the doors closest to Lexington Avenue. Faculty will 
escort students outside for dismissal. 

●​ Grades 5 and 6 will be dismissed via the doors closest to 3rd Avenue. Faculty will escort 
students outside for dismissal. 

Breakfast Program 
●​ Breakfast is available to students in Kindergarten through 8th Grade at no additional cost. 
●​ Kindergarten - Grade 3:  Enter the cafeteria via the side gate, 8:00-8:20am.   
●​ Grades 4-8:  Enter via 141 East 28th Street (using the door closest to 3rd Avenue) at 

7:50-8:15am, proceed directly across the gym, and to the cafeteria for breakfast. Please ring the 
doorbell for entry prior to 8:05am. 

●​ Faculty will supervise students entering the cafeteria, during their breakfast, and ensure timely 
transition to their homeroom for the start of the school day. 

Late Arrivals 
​ Students arriving at school after the times indicated above must report to the school office before 
proceeding to their classroom.  Lateness will be noted on the student’s record.   
Late Pick-Up 
​ Parents are strongly encouraged to ensure prompt pick-up of their child(ren).  Students who are not 
picked up on time will wait for their caregiver in the school office or library. 
Early Dismissal 

If it is necessary for a child to be dismissed during the school day, the parent or designated 
caregiver must come to school for the child. The school must be informed ahead of time in such 
occurrences. 
Half Days  

On specified days, the school day is shortened to allow for faculty meetings.  All half-day dismissals 
are noted on the school calendar. On these days, the dismissal procedures and locations remain the 
same, but the dismissal times differ. Students in all grades will be dismissed at 11:30 a.m.  
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Safety at Dismissal 
For safety reasons, all children in Toddler Twos-3rd Grade are dismissed to her/his parent or 

caregiver by their classroom teacher. The teacher will not dismiss any student to anyone other than the 
parent or known caregiver without prior written consent of the parent. Please do not crowd the school 
exits and patiently allow time for the teacher to ensure safe dismissal of each child to her/his caretaker. 

Students in 4th-8th grade may be either picked up by a parent or caregiver, permitted by their 
parents to walk home alone or with friends, or escorted by a faculty member to and from 22nd Street. 
If you are interested in participating in the “escorted walk” program please contact your child’s 
homeroom teacher. Please send a note if there is to be any change in dismissal arrangements.  
 
DISCIPLINE CODE FOR STUDENT CONDUCT 

The goal of discipline in a Catholic school is to teach students to be in control of themselves and to 
choose socially and morally responsible behavior. Students are expected to conduct themselves, at all 
times, according to Christian principles and exhibit the values of their family, the Church and our school 
community. Behaviors not in support of the school’s paramount goals of ensuring the safety of all 
children, facilitating learning for all students and promoting self-respect in the individual child require 
disciplinary measures. These disciplinary measures require the student to accept personal 
responsibility for his or her actions which, in turn, help foster the development of self-discipline on the 
part of the student. The administration of this school does not engage in debates with parents about its 
rules, regulations or disciplinary actions. By enrolling a child in this school, the parent agrees to be 
supportive of all measures the school deems critical in the spiritual, academic and behavioral growth of 
the child. 

Good discipline is self-directed.  As such, all parents are to review the Student Honor Code on page 
19 with their child periodically throughout the school year as a reminder of the pledge each student 
takes to be a positive member of The Epiphany School community. 
Consequences for Poor Discipline 

Teachers discipline students directly for minor classroom disruptions, not coming prepared to class, 
not being in the complete school uniform, minor verbal disputes with other classmates, or other 
incidents which interfere in the teaching-learning process for the child and his or her classmates.  
Parents are notified of classroom problems by the teacher and are asked to help the teacher to ensure 
that inappropriate behavior is modified.  Teachers are not permitted to use corporal punishment on any 
child.  Perceived acts of corporal punishment should be reported to the principal of the school 
immediately by students and/or parents. 

Examples of unacceptable behavior that may be handed directly by the classroom teacher include: 
●​ disrupting class by talking out, throwing objects, making unnecessary movements, etc. 
●​ not meeting the requirements for homework preparation and submission 
●​ wearing inappropriate clothing 
●​ using profane language 
●​ inappropriate use of technology 

Examples of significant infractions that will be brought to the attention of school leadership include: 
●​ multiple occurrences of behaviors like those listed above 
●​ evidencing violent and aggressive behaviors that pose threats to the safety of students, 

others and/or to the school community 
●​ carrying weapons and other objects deemed to be potentially dangerous to others and to 

the school community 
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●​ bringing to school amounts of money unrelated to standard school activities & events 
●​ evidencing, in word or deed to others, serious disrespect  
●​ evidencing, in word or deed, racial, gender, or other forms of harassment including bullying 
●​ behaving in a manner that suggests the use of alcohol or illegal drugs (see section on Drug 

and Alcohol Abuse Policy) 
●​ other behaviors deemed inappropriate by the principal 

Consequences are issued to impress upon a student the serious nature of his/her words and 
actions.  They are not used to “set an example.” As a result, consequences may differ depending on the 
circumstances of the specific situation and what will be most impactful in helping the individual student 
learn from her/his mistakes. The school employs a progressive discipline system for minor acts of 
misbehavior in order to encourage students to change inappropriate behavior so that sanctions do not 
increase in severity.  Repeated violation of these rules and regulations may result in suspension from 
school or the non-re-registration of the child for the next school year.  School leadership does not 
engage in debate about behavioral consequences or disciplinary action. 

Common behavioral consequences include: 
•​ Student removed from classroom 
•​ Conduct Report mailed or emailed home describing the behavior 
•​ Conference between the parents and concerned faculty member 
•​ Recess Detention – The student loses her/his recess privilege for the day and remains in the 

cafeteria with the supervising teacher.  Parents will be notified at the discretion of the 
teacher. 

•​ After School Detention – The student is required to remain in school from 3:00-4:00 p.m. to 
serve detention.  Students may not talk or complete schoolwork.  A Detention Notice will be 
issued to notify the parents of the incident and the date detention is to be served.  As we 
strive to teach students to take responsibility for their actions, detention takes precedence 
over appointments, practices, lessons, ball games, etc. and will not be scheduled at the 
student’s convenience. 

            In an effort to set clear disciplinary guidelines for both teachers and students there are several 
misbehaviors with clear-cut, non-negotiable consequences. 
Talking during a fire or other emergency drill 2 Recess Detentions 
Late to school more than 3 times per Quarter 1 After School Detention 

Use of cell phones or other personal electronics 
(ex: smartwatch) during the school day. 

1 After School Detention 
Parent must pick up the electronic device from the office. 

Chewing gum 
1st Offense: 1 Recess Detention 

Subsequent Offenses: 1 After School Detention 
Providing an assignment a fellow student intends 
to copy 

1 After School Detention 

Academic Dishonesty 
1 After School Detention AND 

Completion of an alternate assignment / Grade of 75% 

Inappropriate iPad Use  

1st Offense: Reminder of proper usage 
2nd Offense: 1 After School Detention 

3rd Offense: After School Detention AND 
 iPad stored in the school office until dismissal 

Subsequent Offenses: After School Detention AND 
 iPad stored in the school office until claimed by guardian 
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It happens that some classroom discipline issues are referred to the administration of this school.  
This would include chronic minor problems listed above or major problems such as, but not limited to, 
chronic lateness, the verbal abuse of the teacher by a child; signs of disrespect to a teacher or another 
adult on the staff; fighting; physical, sexual, or verbal harassment of a fellow student; violent behavior; 
stealing; smoking; vandalism; or the possession of drugs, drug paraphernalia, cigarettes, alcohol, 
dangerous items, or a weapon.  The administration handles such matters in a variety of ways 
depending on the severity of the incident, including the possibility of suspension for a period of one to 
five days.   

In cases of vandalism, the parent must pay the full cost of the repair or replacement of the item 
before the child may return to school.  In cases of theft, the item is either returned in good condition or 
the cost of replacement is borne by the parent before the child may return to school. In cases where a 
physical fight results in significant injury to another child or adult or when a child is in possession of 
drugs, alcohol or a weapon, the school reserves the right to summon the police before notifying the 
parents. The school reserves the right to expel the child.   
      Individual-directed threats of violence or harm communicated directly or indirectly by any means, 
as well as building-directed threats of violence or harm communicated directly or indirectly by any 
means (e.g., shooting, bomb threats), or to harm students, employees, or visitors are taken seriously.  
Upon knowledge of the threats, the principal will notify the Regional Superintendent and call the 
parents.  The Office of the Superintendent and school administration will determine the course of 
action to be taken up to and including calling law enforcement, requiring a mental health assessment 
and follow-up treatment, and/or expulsion. 

It is the expectation of this school that student behavior is exemplary both on and off school 
grounds.  A student always represents his or her parents and the entire school community.   Therefore, 
the school reserves the right to punish students for acts such as, but not necessarily limited to stealing, 
fighting, vandalism, harassment or any other type of threatening or inappropriate misconduct 
(personally, via the telephone or the internet) and prohibited use of personal electronic devices 
including but not limited to cell phones, tablets, and cameras.  Such misconduct could result in any 
number of punishments, including suspension and/or expulsion. 

Lastly, a child’s arrest of a crime on or off school grounds, within or beyond the vicinity of the 
school, at any time could result in the child’s suspension or expulsion. A child’s conviction of a crime on 
or off school grounds, within or beyond the vicinity of the school, at any time, could result in the child’s 
expulsion. 

​​  
DRUG AND ALCOHOL POLICIES 
In recognition of the seriousness of drug and alcohol problems to which children are exposed, The 
Epiphany School will follow the policy as stated below: 

•​ If a teacher suspects that a child is under the influence of either drugs or alcohol, the matter 
will be referred to the principal immediately. 

•​ The principal will verify the teacher’s observation and will notify parents. 

•​ If the student confirms suspicion or appears unstable, student should be brought to the 
attention of the School Nurse (as per the Emergency Guidelines) 

•​ If necessary, the principal will call 911 (as per the Emergency Guidelines) 

•​ The police may be called if the student is in possession of an illegal substance (as per the 
Emergency Guidelines),  
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•​ Parents must pick up the child immediately should it be determined that the suspicion is 
founded. Parents will be expected to follow the recommendations of the school principal if the 
child is to continue in the school; and 

•​ Any student who appears to be under the influence of alcohol or any drug, and appears at a 
school function in questionable condition, will be barred from attending or participating in that 
ceremony, party, dance, or school outing.  Parents will be notified and appropriate action will be 
taken, which may include suspension or expulsion from the school. 

 
ELECTRONIC DEVICES 

Personal electronic devices – cell phones, tablets, watches, and cameras – have become part of our 
everyday lives.  The Epiphany School strives to maintain technological relevance while maintaining an 
educational environment free of undue distractions.  The use of electronic devices by faculty, 
administration, staff and students must be appropriate to the educational setting, and may not distract 
the student, other students, or the class as a whole during the course of the school day and after 
school.  

Students who use electronic devices in school must demonstrate maturity in the manner of use and 
responsibility for their care. iPads loaned from The Epiphany School to students are for approved 
coursework only.  Students are not permitted to download apps, software, or books independently.  
Students who receive electronic devices from The Epiphany School are responsible for their care.  If an 
electronic device is damaged, lost, or stolen, the parents are responsible for financial charges 
associated with replacing or repairing the item. 

The Epiphany School is not responsible for the security, loss, or theft of personal electronic devices 
brought to school by students. In the event an electronic device, including a student’s personal cell 
phone, is believed to contain evidence of a violation of school policy and/or a threat to the school 
community, the individual possessing the electronic device is obliged to grant the administration of the 
school access to the device and the information on the device to ensure compliance with policy and the 
safety of the school. 

Please consult the iPad Acceptable Use Agreement, Teaching with Technology, and the Internet and 
Computer Network Use Agreement for further information. 
 
EMERGENCY CLOSINGS/DELAYED OPENINGS 
●​ The schools in the Archdiocese of New York follow the policy of local public schools when closing 

due to inclement weather, loss of power or other issues. 
●​ In addition to following the lead of New York City public schools, Catholic schools in the Bronx, 

Manhattan and Staten Island may need to close based on local situations. That said, all closure 
decisions must be approved by the Superintendent of Schools.  Schools in Westchester, Putnam and 
the Upper Counties that rely on public school districts for bus transportation will follow the delayed 
opening and/or closing policy of the local district. 

●​ Catholic schools throughout the Archdiocese of New York utilize the Immediate Response 
Information System (IRIS Alert) to notify parents directly about delayed openings and closures due 
to weather. The school will also post schedule changes on our website.  

●​ When a school in the Archdiocese is closed for the day due to inclement weather or other 
unforeseen situation, the following will apply: 
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o​ All school-related extracurricular activities, interscholastic contests, team practices and field 
trips will be canceled 

o​ After School and/or extended day care programs will be closed all day. 
 
EMERGENCY (CRISIS) RESPONSE PLANS 
Preparation and Drills 

All staff of The Epiphany School receive annual training regarding school safety and crisis response 
plans.  There are 3 key responses that may be needed depending on the type of emergency: evacuate, 
lockdown, and shelter in place. Response directions are posted in every classroom. Teachers use age 
appropriate language when discussing emergency preparedness with their students.  For example, 
evacuations may be discussed as “Fire Drills,” while lockdowns may be referred to as “Police Drills.” 

Emergency drills at regular intervals are required by the law and are an important safety 
precaution. It is essential that when the signal is given, everyone obeys promptly, and follows 
appropriate protocol to evacuate, lockdown, or shelter in place. Teachers will direct the students.  
Students are expected to remain silent to ensure they can hear directions from Epiphany staff and/or 
first responders. Evacuation drills may take place on any day and at any time, regardless of weather 
conditions. 
Emergency Evacuation Sites 

 In the event of a crisis that requires emergency evacuation from our school building, students will 
be brought to a safe location, then parents & guardians will be notified.  Epiphany has identified several 
emergency evacuation sites based on the type of crisis and the safest route for our students to travel.  

●​ Epiphany Parish Hall - 373 Second Avenue 
●​ Epiphany Upper School Gym - 141 East 28th Street 
●​ Churchill School - 301 East 29th Street 
●​ Church of Our Saviour - 59 Park Avenue 

Catholic schools throughout the Archdiocese of New York utilize the Immediate Response Information 
System (IRIS Alert) to notify parents.  IRIS Alerts will be sent to notify families of the evacuation site in 
use and directions for reuniting with their child. 
  
ENVIRONMENTAL PROTECTIONS 

The Epiphany School’s buildings are regularly inspected for the presence of asbestos, lead paint, 
and lead in drinking water by Adelaide Environmental Health.  Inspections are conducted in accordance 
with NYC Health Code schedules and safety compliance levels.  When corrective action is required, the 
repairs are completed promptly and reevaluation is conducted to ensure the correction action was 
successful. Inspection reports are available upon request. 
 
EPIPHANY FAMILY ASSOCIATION 

All Epiphany parents and guardians are members of the Epiphany Family Association (EFA). The EFA 
exists to foster a strong sense of community at The Epiphany School through events that benefit the 
students, faculty, and parents of the school. Through active involvement in the EFA, parents can have a 
direct, positive impact on their child(ren)’s experience at The Epiphany School. The annual EFA dues 
paid by all families helps to underwrite the many special events and activities sponsored by the EFA. 

The volunteer EFA Board coordinates meetings, activities, and events. The Boards are formed in the 
spring of odd-numbered years, when openings are announced and all parents without previous service 
have the opportunity to volunteer. Each board serves for two years. Each homeroom has a class 
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representative, a volunteer parent who works closely with the teacher and the parents to coordinate 
parent involvement in certain class activities.  These Class Representatives serve as a vital link between 
parents, teachers, and the EFA Board.  Class Reps and the EFA Board work together closely and 
communicate regularly to make it easier for all parents in the school to be active and informed. 
Events and Volunteerism 

EFA-sponsored events provide fun ways for parents to get actively involved. Past special events have 
included: Parents Night Out, Halloween Day Parade (Lower School), Halloween Night Party, Epiphany 
Game Show Night, 7th & 8th grade dance, 5th & 6th grade Party, Family Dance Party, and the Spring 
Carnival. Parents are encouraged to pitch in at these events and participate in the many school 
volunteer opportunities through volunteerspot.com links sent out prior to each event. 

Epiphany is blessed with an active parent volunteer tradition that makes all the difference. A 
growing majority of parents volunteer in one or more activities each year. Whether you can volunteer 
only a few hours per year, or can make a more extended commitment, you will have a meaningful 
impact on your child’s experience at The Epiphany School. The full schedule of EFA events is on the 
school calendar. Contact efa@theepiphanyschool.org for more information. 
 
EXPECTATIONS AND RESPONSIBILITIES FOR STUDENTS 
Students attend the school in order to fully develop their God-given talents and capabilities.  To 
accomplish this, students are asked to: 

●​ do their best work at all times. 
●​ treat all members of the school community (i.e., teachers, staff, priests, parents and students) 

with respect.  This includes respecting the work of others by not cheating. 
●​ obey all school rules and regulations, including those forbidding the use of drugs, alcohol, 

cigarettes, or disruptive behavior. 
●​ develop personal standards of conduct that reflect Christian morals and behavior, and refrain 

from use of inappropriate language, verbal threats, and sexual behavior (including touching, 
gestures, writing, and dress). 

●​ speak in a well-modulated tone of voice. 
●​ observe the school dress code, including standards on no-uniform days. 
●​ help care for school property and keep the school free from damage and defacement.  
●​ report concerns to an adult, especially if they witness what they know to be a violation of 

school conduct policy, violent or criminal act or become aware of a potentially violent or 
criminal act in school or at a school function. 

Students are expected to adhere to the Student Honor Code included in the Appendix of this 
handbook. 
 
FACTS Student Information System 

FACTS, an advanced web-based system for school management and data sharing, is utilized by the 
school to integrate all of our record-keeping practices. Each parent is given a unique username and 
password which will provide access to your child’s class assignments, grades, and links to the school 
website.  Parents are strongly encouraged to review their child’s progress weekly. 

While FACTS and ADNY ensure that the school data is maintained in a physically and electronically 
secure environment, it is crucial that you do not share your username or password with anyone. 
Individuals using the FACTS SIS are expected to adhere to the responsible user behaviors outlined in the 
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Internet and Computer Network Use Agreement and the general guidelines and safe practices of the 
Teaching with Technology section of this handbook. 
 
FACULTY MEETINGS & CONFERENCE DAYS 

The school and Archdiocese of New York will schedule early dismissal days to accommodate faculty 
meetings and professional development throughout the school year. The dates and times for these 
early dismissal days are provided on the school calendar. 
 
FIELD TRIPS 

Field Trips serve an educational purpose, and their value is an integral part of the school’s 
instructional program. They broaden the students’ educational experiences. Field trips are privileges 
given to students; no student has an absolute right to a field trip. 

It is the policy of the schools within the Archdiocese that overnight trips, trips to water parks, 
amusement parks, dude ranches, beaches/pools, and ski slopes are strictly prohibited. 

•​ Field trips are designed to correlate with teaching units and to achieve curricular goals. 
•​ Field trips vary on each grade level. 
•​ Field trips are permissible when advanced planning, location and experience ensure a successful 

learning opportunity. 
•​ Individual teachers in consultation with the administration reserve the right to restrict or deny 

student participation on any field trip due to, but not limited to, poor academic performance 
and/or poor conduct or behavior. 

•​ A written official permission slip, signed by the parent/guardian, is required before a child will 
be permitted to attend a field trip. Verbal or emailed permission cannot be accepted.  

 
FOOD SERVICES 
Hands will be washed/sanitized before each snack and lunch period. Glass containers are not 
permitted.  Refrigeration and heating are not available. Students are not permitted to share food or 
drinks. 
Early Childhood 

●​ Snacks and lunch will be eaten in the classroom.  All snack and lunch items must be nut-free. 
●​ Toddler Twos: Students will bring an individual snack to school each day.  Lunch is not part of 

the school day. 
●​ Nursery & PreK: Students will bring an individual snack and lunch to school each day.  

Grades K-8 Lunch 
●​ Lunch will be eaten in the school cafeteria.  
●​ Students bring lunch from home or may participate in the school lunch program. Menu 

offerings are subject to change based on availability of ingredients. The school lunch program is 
complimentary to all students and does not require registration. 

●​ Kindergarten: Students will bring an individual snack to school each day. All snack items must be 
nut-free. 

Breakfast Program 
●​ Breakfast is available to students in Kindergarten through 8th Grade at no additional cost. 
●​ Kindergarten - Grade 3:  Enter the cafeteria via the side gate, 8:00-8:20am.   
●​ Grades 4-8:  Enter via 141 East 28th Street (using the door closest to 3rd Avenue) at 

7:50-8:15am 
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GUIDELINES FOR EDUCATING NON-CATHOLICS 
Parents must be made aware of the intentional Catholic witness in our schools. The Epiphany 

School, as a Catholic school within the Archdiocese of New York, has as its primary mission the 
formation of children in the Catholic faith.  All children will participate in the total academic life of our 
school, including religious education. According to the norms of our Church, it is expected that 
non-Catholics participate as fully as they can in the liturgical and prayer life of the school.  

The religious educators of our schools are committed to teaching the fullness of revelation as it is 
taught by the Roman Catholic Church and as the life and doctrine are set forth in the Religious 
Education Guidelines of the Archdiocese of New York. While our teachers value ecumenical education, 
and respect the traditions of other ecclesiastical communities, they always teach within the context of 
fidelity to the doctrine and traditions of our teaching Church.  
 
HARASSMENT/BULLYING POLICIES 

All persons have a right to be treated with dignity and in a Catholic school environment all 
demeaning behavior is unacceptable.  Students, parents or guardians who become aware of acts of 
bullying or harassment involving any student must report these incidents to the principal.   

The school provides a safe environment for all and participates in the ADAPP anti-bullying 
curriculum annually.  Verbal, internet, telephone, or written threats made against the physical or 
emotional well-being of any individual are taken seriously.  Students making such threats, even in jest, 
face appropriate disciplinary action, including detention, suspension, or expulsion.  The principal 
investigates all complaints of harassment and bullying.  Students determined to have been involved in 
harassing and/or bullying behavior are subject to detention, suspension, or expulsion and, where 
appropriate, will be referred for counseling services and/or reported to the local authorities.   

Harassment, intimidation or bullying includes, but is not limited to, written, verbal, or physical acts, 
which physically harm a student or damages the student’s property or has the effect of substantially 
interfering with a student’s education or is so severe, persistent, or pervasive that it creates an 
intimidating or threatening educational environment or has the effect of substantially disrupting the 
orderly operation of the school.  Harassment, intimidation or bullying can take many forms, including: 
slurs, rumors, jokes, innuendos, demeaning comments, drawings, pranks, gestures, exclusion or other 
forms of relational aggression, or physical attacks, actions or threats. Actions may take any form 
including written, oral, physical or electronic.    

These behaviors, which are contrary to the teachings of the Catholic Church, are prohibited in all 
Catholic schools in the Archdiocese of New York and will not be tolerated regardless of time or place. 

No student shall be subjected to bullying and harassment on the basis of actual or perceived traits 
or characteristics i.e., age, color, creed, national origin, race, religion, gender, physical attributes, 
physical or mental ability, ancestry, political beliefs, socioeconomic status, or familial status.   
 
HEALTH 
Eye Glasses:  Please inform your child’s teachers and the school nurse, in writing, if your child wears 
eyeglasses.  This will allow teachers to ensure their proper use during the school day. 
Head Lice:   Head lice are common in children.  They can be easily passed from one child to another 
(through hats, scarves, combs, etc.) in schools or other places where children congregate.  Head lice are 
not a sign of poor health habits or being dirty, and should not be treated as such.  New York City 
schools have a “no head lice” policy which means that: 
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●​ Any student who has live head lice is not allowed to attend school until they have received 
treatment.   

●​ Following treatment, a child will be allowed back in school only if her/his hair is free of lice.   
●​ Students will be re-examined by the school nurse before returning to the classroom.   
●​ Students found to have head lice on re-examination will not be allowed to attend school 

until they are lice free. 
●​ Students with nits, but no live lice will not be excluded from school activities but should still 

receive treatment at home. 
If your child has head lice or nits, please notify the school office, so that we may confidentially monitor 
the situation in her/his class. 
Illness 
​​       If your child contracts a contagious illness, please contact the school so that we may alert the 
parents of her/his classmates.  An absence note must be sent to the homeroom teacher upon the 
student’s return to school. Absence notes cannot be emailed. For everyone’s well being, the school 
requests that the following guidelines be observed: 

●​ keep your child home until 48 hours after receiving medication for strep throat  
●​ keep your child home until 24 hours after receiving conjunctivitis medications 
●​ keep your child home until 24 hours after vomiting 
●​ students must by fever-free (less than 100.0°F) without the aid of medication for at least 24 

hours before returning to school 
​​       If your child has a chronic illness such as asthma, severe food allergies, seizure disorder, or a 
condition that warrants frequent use of the bathroom, it is the parent’s responsibility to notify the 
school and classroom teacher in writing in September so that we are aware of the condition. 
​​       In the event of illness during the school day students will be sent to the school nurse. There is a 
nurse on staff at both school buildings throughout the school day. The school nurse will contact you 
when your child is seen. If warranted by illness or injury, a parent or an assigned adult guardian may 
come to the school and take the child home before dismissal.  The Epiphany School reserves the right 
to call 911 in any case of medical emergency. 
Immunizations 
​​Students are required to have all vaccinations as required by the Department of Health before 
admission to and for continued attendance at The Epiphany School. New York law requires that a 
record of vaccinations be on file in the school office. The doctor who completes this record must 
provide the date of each inoculation and the record must be kept up-to-date. No student can be 
admitted to class on the opening day of school, at any grade level, unless a record of the required 
inoculations is on file at The Epiphany School. New York City Department of Health and Mental Hygiene 
immunization requirements are included in the appendix.  
Medication 
​​​ If a student needs any kind of medication during the school day, it is the parent/guardian’s 
responsibility to bring the medication to the school nurse and it will be kept there. The appropriate 
Medical Administration Form (MAF) must be for allergies, asthma, diabetes,  or other medication must 
be completed by the licensed, prescribing physician and submitted to the school nurse.  
​​​ Medication must be presented in a properly labeled container.  Prescription medication must be in 
the original container.  On the prescription medication, the pharmacy label should display: 

●​ student name 
●​ name and phone number of the pharmacy 
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●​ licensed prescriber name 
●​ date and number of refills 
●​ name of the medication, dosage and frequency of administration 

​​Medication should not be transported daily to and from school.  Parents should be advised to ask the 
pharmacist for two containers – one for home and one for school.  

The school may receive a written request from a parent or physician to permit a student to carry 
and self-administer his or her own medication.  Under certain circumstances it may be necessary to do 
so.  Such a decision will be made on a case-by-case basis and will reflect the age and maturity of the 
child, severity of health care problem, particularly asthmatic or allergic conditions 

●​ prescriber order directing the student be allowed to carry his/her medication 
●​ written statement from parent requesting compliance with prescriber order 
●​ student has been instructed in the procedure for self administration and can assume this 

responsibility 
●​ parent contact is made to clarify parental responsibility in monitoring the child on an 

ongoing basis to insure the child is carrying and taking the medication as ordered. 
 
HOMEWORK  

Homework represents the opportunity for partnership, a cooperative effort between home and 
school, involving parents, teachers, and students.  It is an essential part of the instructional program at 
The Epiphany School. The effort put into homework, and all other assignments, is a direct reflection of 
the student’s desire to succeed. Our teachers do not expect to see correct answers all the time; they 
expect an honest attempt from each student to do her/his best. Homework should be attempted even 
if the student did not fully understand the lesson. Homework is a crucial part of helping students to 
identify areas of weakness and learn from their errors.  Homework can be used: 

●​ to clarify and review material learned in class 
●​ to extend/broaden school activities 
●​ to provide drill/practice for specific skills 
●​ to complete unfinished tasks 
●​ to provide parents with an opportunity to become involved in the child’s learning 
●​ to promote/foster regular study habits in children 
●​ to provide motivation and opportunity for individual growth 
●​ to create experiences of in-depth study and supplementary reading 

Homework provides students with opportunities to apply learning and experience necessary 
practice.  It is also designed to develop a certain amount of independence among students and provide 
an opportunity for them to take personal responsibility for their own achievement. 

Teachers at The Epiphany School fully realize the uniqueness of each child in the school and her/his 
needs.  Although the guidelines set forth are based on the “average” child, individual differences 
among children must be taken into consideration by parents and teachers.  The importance of clear and 
concise communication between home and school cannot be over-emphasized. 
Homework Guidelines 

The following have been established as general time allotments per school night for homework 
tasks. These times are ACTUAL WORKING times, they do not include breaks, independent 
reading/read-aloud time, or the time required to memorize basic math facts that are expected of all 
students.  These times do not include inappropriate “cramming” when a student waits until the last 
moment to complete an assignment or study for a test. 
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General Time Allotments per School Night 
Grades Pre-K & K - 15 minutes 
Grades 1 & 2 – 20-30 minutes 
Grades 3 & 4 – 45-60 minutes 
Grades 5 & 6 – 60-90 minutes 

Grades 7 & 8 – 90-120 minutes 
●​ Homework is assigned to children based on specific instructional purposes related to classroom 

activities, themes and objectives.   
●​ Most homework will be assigned Monday to Thursday with limited amounts assigned for the 

weekend.  When a task/test is assigned for a Monday at least two school nights notice (when 
necessary) will be given. 

●​ At the elementary level, children will be given reasonable notice for the study of chapter 
tests/quizzes – 2-3 nights is recommended. 

●​ In addition to assignment pads, use of monthly planning calendars at all grade levels is 
recommended.  Such calendars can keep an overall record of upcoming assignment due dates, 
important events, specials, etc.   

●​ When homework assignments are consistently not being completed, parent-teacher contact is 
essential.   

●​ For grades 1-8, students will receive a homework/participation grade of 100 that will count as 10% 
of a student’s overall average each quarter.  Each time an assignment is not completed, a student 
will lose 3 points from that grade.  Each time a student is not prepared for class (i.e. does not have a 
pencil or textbook), 1 point will be deducted from that grade.  For example, if a student does not 
have their math homework once and forgets to bring their math textbook to class twice, their 
homework grade for math for that quarter would be a 95.  

●​ Teachers may choose to grade certain homework assignments. These individually graded 
homework assignments are averaged with the homework completion grade to constitute 10% of a 
student's quarterly average. Each teacher will provide details about his/her homework policies at 
the beginning of the school year. 

 
LITURGY & RELIGIOUS EDUCATION 
​ All Catholic elementary schools will follow and adhere to current Archdiocesan policies and 
curriculum guidelines in religion.  Students in grades 3 through 8 are required to take the Archdiocesan 
Final Religion Examination. 
​ Non-Catholic students are expected to participate in the religious formation and education 
programs of the school, including, but not limited to, liturgies, religious functions, and religion classes 
for credit.  Parents of non-Catholic students must be willing to accept the standards, values, and 
regulations of the school. They must understand the religious education program of the school at the 
time of enrollment. 

 
MATERNITY/PATERNITY POLICIES (Students) 

In accordance with the teachings of the Catholic Church, The Epiphany School holds that all life is 
sacred and welcomes the gift of new life regardless of the circumstances. While not condoning sexual 
activity outside of marriage and being sensitive to victims of sexual crimes, it is the policy of the school 
to assist any student who becomes pregnant or fathers a child to meet this new responsibility. Students 
will receive support and encouragement from the school community during a time when they may feel 
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overwhelmed or scared. Teachers and administrators will make reasonable accommodations necessary 
for the health of the mother and her unborn child and to help the student achieve both his or her 
educational goals and fulfill his or her responsibilities as a parent.   

1.​ When a teacher, guidance counselor, principal, or other staff member is made aware that a 
student has become pregnant or has fathered a child, the student will be encouraged to meet 
with the Sisters of Life (212-737-0221) for support and encouragement during this challenging 
time. If he or she is willing, the Respect Life Office of the Archdiocese of New York 
(646-689-2613) may facilitate an introductory meeting with the Sisters of Life at the school. 
Other efforts of assistance may include helping the student inform his or her parents or 
guardians (if this has not already been done) and providing a referral for appropriate medical 
evaluation and prenatal care.  

2.​ If the student shares that the pregnancy is a result of a crime of a sexual nature involving a 
minor, we will follow the reporting policies outlined by the Safe Environment Office 
(646-794-2810).  

3.​ While responding with compassion and understanding to a crisis pregnancy, under no 
circumstances will any staff member advise, encourage, assist, facilitate, or cooperate in any 
way with a student obtaining an abortion. Violation of this policy may result in adverse 
employment action for that staff member. Any student who assists a pregnant student to obtain 
an abortion may also be subject to disciplinary action. If a student is being pressured or forced 
into an abortion by a family member or other person, we will support the student’s legal right 
to freely continue the pregnancy. The Sisters of Life can help to inform family members of the 
rights of minors in the case of pregnancy.  

4.​ In the tragic event that a student, or the mother of a student’s child, suffers an abortion or a 
miscarriage, and the school becomes aware, if appropriate, we will encourage him or her to 
meet with the Sisters of Life for support and healing from this trauma.  

5.​ The Epiphany School does not consider pregnancy in and of itself a reason for the dismissal of 
any student. We will work with the student and her parents to determine how she can best 
continue her education during her pregnancy and after the birth of her child.  

6.​ This information is intended to cover most cases of student pregnancy, but it also recognizes the 
circumstances in a particular student's situation may necessitate a deviation from the policy.  

7.​ Guidelines During Pregnancy  
a.​ The student must submit a letter from her physician which informs the school of her 

condition, together with any necessary accommodations that the physician recommends 
for her health and that of her unborn child.  

b.​ The decision concerning a student's continued school attendance is made by the 
principal after consultation with her parents or guardians, and in consideration of the 
best interest of the student, the unborn child, and the school's educational expectations. 
The principal or guidance counselor should discuss other options open to a pregnant 
student for educational plans during and after the pregnancy:  

■​ Transfer to a special school for pregnant and/or parenting students  
■​ Enroll in a special program for housing and education at The New York Foundling, 

etc.  
■​ Participating in regular coursework through online portals  
■​ Independent study or online home-schooling program  
■​ Home instruction (provided by the public school district)  
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Before these options are approved, a conference with the principal, parents, guidance 
counselors, and other administrators is necessary. The Sisters of Life can assist with 
exploring the available options.  

c.​ After receipt of a physician's letter concerning a student's pregnancy, the school nurse (if 
available), the student's guidance counselor (if available, ordinarily excluding Title I 
personnel), and other administrators (if necessary), should be notified immediately. Any 
adjustments to the student's schedule (e.g. physical education class, etc.) should be 
made after consultation with the parents or guardians, school nurse, and guidance 
counselor.  

d.​ If the student continues regular studies at the school during her pregnancy, special 
accommodation may need to be provided especially during the 1st trimester in case of 
pregnancy-related illness, in the later months of pregnancy, and following delivery. 
These may include approved absences, extensions on assignments, and postponement 
or exemption from tests and exams. The guidance counselor, school nurse and/or 
principal should meet with all the student’s teachers to develop a consistent and unified 
policy in the best interests of the student’s health and educational goals.  

8.​  Procedures After the Birth of the Child  
a.​ The student who chooses to resume regular studies at the school must present a letter 

from her physician stating that she is able to resume a full educational program.  
b.​ Consultation with all parties concerned should take place prior to the student's return to 

school. In all cases, the best interests of the mother and child should remain a priority.  
c.​ If needed, continuing assistance for the care and nurturing of the mother and child can 

be provided through the Respect Life Office of the Archdiocese of New York. 
 
MONEY 
       Money that is brought to school for a specific purpose (class trip, book fair, event tickets, etc.), must 
be put into an envelope with the child’s name, grade, and amount.  If a student does bring money to 
school, the money should be kept on the student’s person and not left in the school bag, coat pocket, 
lunch box, or desk.  The school is not responsible for lost money.   
 
PARENTS AS PARTNERS 

We, at The Epiphany School, consider it a great blessing to work with parents in the education of 
their children because we believe parents are the primary educators of their children.  Therefore, it is 
your right and duty to become the primary role models for the development of your child’s life – 
physically, mentally, spiritually, emotionally, and psychologically.  Setting a good example is the 
strongest teacher.  As the primary educator of your child, you are her/his greatest influence.  Your 
personal relationships with God, fellow parents, school faculty and staff, and others in your community 
will directly affect the way your child relates to God and others.  Ideals taught in school are not well 
rooted unless they are nurtured by the example of good morality and honest personal relationships 
within your family life.  As partners in the educational process at The Epiphany School, we ask parents: 
To set rules, times, and limits so that your child: 

●​ receives an adequate amount of sleep to function properly in the classroom 
●​ arrives at school on time and is picked up at the end of the day on time 
●​ is dressed according to the school uniform code, weather, and Christian virtue at all school and 

parish events 
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●​ completes assignments on time 
To assist in the child’s spiritual development by:  

●​ teaching the child the importance of prayer  
●​ modeling a spiritual relationship with God 
●​ attending Sunday mass, as a family, each week 

To assist in the child’s scholastic development by: 
●​ reinforcing teachers’ academic requirements 
●​ examining school work, weekly newsletters, FACTS postings, progress reports, and report cards 
●​ arranging for a regular time and place for their child to complete homework assignments 
●​ working with the school in a cooperative effort to carry out recommendations made in the best 

interest of their child, including those related to educational evaluations and counseling 
To assist in the child’s personal development by: 

●​ recognizing their child’s talents and interests so they may be developed in cooperation with the 
classroom teachers  

●​ teaching the child respect for authority, classmates, and property 
●​ teaching the child the importance of taking responsibility for her/his actions and behavior 
●​ explaining and reviewing the Student Honor Code and discipline policies with their child 

periodically 
●​ providing proper supervision at home, and not tolerating harassment, inappropriate or violent 

behavior, or viewing such in videos, movies, song lyrics, and on the internet.  
●​ teaching their child respect for law, for authority, for the rights of others, and for public and 

private property.  This includes showing respect for the work of others by not tolerating 
cheating under any circumstance. 

To support the educational process by: 
●​ being positive ambassadors for our school in the community 
●​ supporting the religious and educational goals of the school 
●​ always treating teachers, administration, and school staff with respect and courtesy in 

discussing concerns, especially in the presence of students 
●​ insisting on their child’s regular school attendance and punctuality and on complying with 

attendance rules and procedures 
●​ making all tuition and fee payments on time 
●​ supporting and cooperating with the discipline policy of the school 
●​ attending and participating in school functions and volunteering to help with school-related 

activities. 
The education of a student is a partnership between the parents and the school.  Just as the parent has 
the right to withdraw a child if desired, the school administration reserves the right to require the 
withdrawal of a student if the administration determines that the partnership is irreparably broken. 
 
PHILOSOPHY AND GOALS 
      The school endorses the call of the United States Conference of Catholic Bishops to express its 
educational ministry through the three objectives: personal spirituality, social justice, and a strong 
academic program in accord with Christian values.  This commitment extends to building Christian 
community and to fostering Christian service to the whole human family, 
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RE-REGISTRATION OF STUDENTS 
At the time of re-registration, parents will be notified if their child is being invited to return to the 

school in September or if the child will not be invited back.  If the re-registration fee is not paid in full 
by the designated date outlined by the school, we cannot guarantee a seat for your child in the 
upcoming school year. 
 
RELEASE OF STUDENTS (during school day) 
The school has a sign-out book located in the main office. Occasions for the use of a sign-out book are: 

●​ in the event of a student illness the parent or an adult designated by the parent must come to 
the school and take the child.  It is against the law to dismiss a  child during school hours except 
into the direct custody of a parent, guardian, or an adult designated by the parent.  If the parent 
cannot be contacted, the school office will contact the name listed on the child’s emergency 
contact slip.  Emergency slips are completed in September and must be updated as necessary. 

●​ for liturgies and services when altar servers leave the school, the students will sign out and in. 
●​ when a student is released to a parent or guardian, that adult must sign the book. 
●​ for a pre-arranged appointment when the student is released, the parent, guardian, or 

approved adult must sign the book.  
 
SAFETY GUIDELINES FOR STUDENTS 

●​ Always be certain that your parents know where you are. If your plans change, let them know. 
●​ Always carry identification. 
●​ Be discreet about your possessions, such as cell phones, wallet, iPads, etc. 
●​ You do not need to answer any questions from a stranger. 
●​ Do not accept anything from a stranger. 
●​ Remember to use 911. You do not need to deposit money to call 911 from a pay phone. 
●​ Memorize your home phone number, the phone numbers your parents can be reached at 

during the day and the phone number of the school. 
●​ If you feel threatened you should shout “POLICE” or “HELP” in a loud voice. If you need help, 

turn to police officers, firefighters, mail carriers, shopkeepers, doormen or people with children. 
●​ Always share your concerns about safety with your parents and your teachers. 
●​ Whether walking, on public transportation, or in taxis, it is always safer to travel with friends. 
●​ Pushing someone into the street is never funny and always dangerous. 
●​ Walk on the “busy” side of the street, avoid empty lots, construction sites etc. 
●​ Cross only at corners, with the light.  Wait for traffic to stop. Cars will turn “right on red”. 
●​ BE ALERT. Always walk with a sense of purpose. 

 
SCHOOL CALENDAR 

A detailed school calendar is available on our website. Please refer to the school calendar for 
holidays, school closings, parent conference dates, testing dates, school functions, class trips, and other 
important school activities. Emails and memos will be sent home throughout the school year to notify 
you of any changes made to the school calendar. 
School Closings 

The school is closed only on days listed on the school calendar. In cases of inclement weather we 
follow the discretion of the Archdiocese.  An electronic phone relay system is in place to notify parents 
of unscheduled school closings.  Unless you receive a phone call you can consider school will be open. 
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SCHOOL PUBLICATIONS 

All student or parental publications are subject to review and approved by the school 
administration prior to publication. The principal must have on file all current login information for any 
digital publication, email or social media accounts that represent or use the school name. Parents, 
volunteers and external consultants must submit any and all postings for approval in advance. 
Maintaining a positive public image for the school is the responsibility of the principal and 
Superintendent staff. 
 
SECURITY 

To assure the security of the building and the safety of each child, The Epiphany School strongly 
enforces its policy of requiring all visitors, even parents, to report to the office.  To avoid interruption of 
the learning process, no one may enter a classroom without permission from the principal. Staff receive 
annual training about the school’s safety and crisis management strategies. 
 
SEX OFFENDER POLICY  

This notice is to remind you of the importance of taking steps to keep your child safe when he or 
she is involved in outdoor activities, including traveling to and from school.  The following are some 
safety tips that we hope you will share with your children: 

●​ Students should never go home with strangers. 
●​ Students should never talk to strangers. 
●​ Students should never take things from strangers. 
●​ If students are approached by strangers and are still near the school, they should be 

encouraged to return to the school and immediately inform a staff member. 
●​ Young students should be escorted to and from school. 
●​ Older children should be encouraged to walk/travel to school in groups whenever possible. 

The teachers at our school will also remind students of the importance of not responding to strangers 
and actions each child should take if approached by a stranger, including reporting it to responsible 
adults. 

In addition, over the course of the school year, we may receive notification from the New York City 
Police Department, under the New York State Sex Offender Registration Act, that a registered sex 
offender has moved into the region where our school is located.  Copies of all the notifications we 
receive will be kept accessible to parents in the principal’s office.  You can also find information about 
registered sex offenders on the NYS Division of Criminal Justice Services website, located at 
www.criminaljustice.ny.gov/nsor/ -- or by calling 1-800-262-3257.  Finally, if our school is notified 
during the school year that a registered sex offender has moved within the vicinity of our school, 
further notice will be sent to you.  These procedures are part of our continuing effort to provide a safe 
environment for all children in this school. 
 
SMOKING 

New York State Law prohibits smoking in school buildings and on school property.  Smoking is 
prohibited at all times in Epiphany School buildings, in front of the school buildings and in schoolyards. 
This policy includes cigarettes, cigars, pipe or any other matter or substance containing tobacco, as well 
as the use of electronic cigarettes (e cigarettes), personal vaporizers, vape pens, e-cigars, e-hookah, 
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vaping devices, mod systems, pod systems or any similar system. This prohibition applies to faculty, 
staff, parents, and all visitors to the school.   

​​  
SPECIAL LEARNING NEEDS 

Students with learning differences are children of God and members of the Church.   The Epiphany 
School makes every effort to meet individual student needs by providing accommodations.  
Sometimes, however, a student may have needs that do not permit him or her to benefit fully from the 
program.  In those cases your child’s teacher and/or principal may schedule a meeting with you to 
discuss having an evaluation of your child’s learning needs.  Such evaluations can be done through the 
local public school district, i.e., Committee on Special Education (CSE), or privately.   

Once the results of the evaluation are available, parents/guardians are obligated to share 
educational/psychological testing results and any resulting plan with the school.  The parent/guardian 
must make an appointment to meet with the principal to discuss the results of the evaluation and the 
recommendations, and provide a copy of the Individualized Education Services Plan (IESP).   

If a student transfers in from a public school with an Individualized Education Plan (IEP), the 
parent/guardian must share the IEP and related evaluations with The Epiphany School. It is the family’s 
responsibility to request that the NYCPS Committee on Special Education (CSE) convert the IEP to an 
IESP.  

504 Accommodation Plans are not utilized in Catholic Schools of the Archdiocese of New York. The 
Epiphany School.  If reasonable accommodations can be made, a Student Assistance Plan (SAP) will be 
written and a copy of the plan will be placed in the student’s confidential file.  The accommodation and 
modifications will be reviewed yearly.  

Though parental placement in a non-public school does not require that every provision of an IEP, 
IESP, 504 Accommodation Request, or Student Assistance Plan be afforded to the student, faculty at 
The Epiphany School will strive to provide students with the accommodations that can be managed 
within our school structure and staffing patterns. Commonly used accommodations and services 
include extended testing time, SETSS, OT and Speech/Language therapy. The use of accommodations 
and scheduling of support services must be approved by school leadership. If the school cannot make 
reasonable accommodations, the school reserves the right to negate enrollment of the student.   
Extended Testing Time Accommodations 

Students who qualify for extended time on classroom and/or standardized assessments must be 
given the opportunity to use the full time required by their IESP or SAP.  For example, if a student 
qualifies for a time-and-a-half extension he/she will be offered 60-minutes to complete a 40-minute 
test.  Students should not be given extended time beyond their IESP or SAP recommendations.  
Students in grades 6-8 are to complete the assessment during recess or after school.  Students may 
continue to work into the next class period only when the teacher of her/his next class has given 
explicit permission.  Permission must be requested each time this situation occurs.  All efforts should be 
made to complete the assessment on the same day that it is given.   
 
SUMMER SCHOOL 

Since most summer schools offer mathematics and English language arts, a student who has failed 
in one or more of these subjects in the cumulative average of the report card will be required to take a 
remedial course during the summer. Summer school may also be recommended due to poor 
performance on standardized tests or in the classroom. Proof of successfully completing a summer 
school program is required to be presented to the principal in September. 
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      The summer school report card must be submitted to the office in September.  Failure to attend 
summer school will result in retention. It is the parent’s or guardian’s responsibility to provide 
documentation that summer school has been successfully completed.  In cases in which tutoring is 
allowed for the remediation, it must be undertaken by a qualified teacher who will provide 
documentation to the school of no less than 25 hours upon completion of the tutoring sessions. 
 
TEACHING WITH TECHNOLOGY 

“It is no longer merely a question of ‘using’ instruments of communication, but of living in a highly digitalized 
culture that has had a profound impact on ideas of time and space, on our self-understanding, our understanding 
of others and the world, and our ability to communicate, learn, be informed and enter into relationship with others” 

(Christus Vivit 86, Pope Francis). 
Protecting Students 

Access to the internet requires responsibility. The Epiphany School has taken precautions to control 
content and protect students from inappropriate material. The smooth operation of the network relies 
on proper conduct of the user who must adhere to the Internet and Computer Network Use 
Agreement.   

The agreement listed below outlines the student’s responsibilities when using the school’s 
computer equipment and network. If a user violates any of these provisions, her/his account will be 
suspended or terminated and appropriate disciplinary action will be taken. 
Protecting Resources 

Our computer hardware and network system is a school asset. It is our policy to maintain antivirus 
software on our network and anti-malware on our computers. Files, software and applications may 
never be downloaded by students unless directed to by a teacher.   

The school reserves the right to seek financial restitution for any damage caused by a student or 
other user.  The Administration will decide what is inappropriate use, and their decision is final.   
General Guidelines and Safe Practices 

The use of the internet and computer network is a privilege and inappropriate use will result in 
suspension or cancellation of those privileges. It is expected that users (students, parents, faculty & 
staff) will abide by our accepted rules of network etiquette both in and out of school.  These are not 
limited to but include the following: 

●​ Be polite.  Do not use vulgar, harassing, obscene, threatening, bullying, abusive, or sexually or 
racially insensitive language, or make statements that are slanderous or disparaging of anyone. 

●​ Do not reveal your address, name, phone number or other personal identifying information. 
●​ Do not post pictures, addresses or phone numbers of students, teachers or staff. 
●​ Never agree to get together with someone you “meet” online.  
●​ If you encounter material that is not appropriate (bullying, vulgar jokes, bigotry, etc.,) you are 

responsible for not pursuing this material and reporting the matter to appropriate school 
personnel. 

●​ Keep your work area clean and do not eat or drink near electronic devices. 
●​ Do not waste supplies such as paper, printer cartridges, or headphones. 
●​ Do not use the network in a way that disrupts other users. 
●​ Transmission of any material in violation of any U.S. or state regulation is prohibited.  
●​ The use of school computers and networking resources for commercial activities,  product 

advertisement, or political lobbying is not permitted.   
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●​ Email, messaging, and social media posts are not guaranteed to be private.  The administration 
has access to all mail, files, and documents.  Messages relating to or in support of illegal 
activities will be reported to the appropriate authorities.   

●​ Instant messaging, chat rooms, and social media sites shall not be accessed using school 
computers.  Exceptions to this may only occur when demanded by curriculum. 

●​ Technology use outside normal academic hours and/or off school grounds (including but not 
limited to cell phones, email, text messages, camera-phones, cameras, iPads, blogs, smart 
devices, AI, etc.) is subject to the same guidelines as previously cited. 

Social Media and Networking 
We recognize that teachers, parents, students, staff, and other school community members use 

social networking/media as a way to connect with others, share educational resources, create 
educational content, and enhance the classroom experience. While social networking is valuable, there 
are risks you should keep in mind when using these tools.  

In the social media world, the lines are blurred between what is public or private, personal or 
professional. All members of The Epiphany School community are expected to adhere to these social 
media and networking guidelines: 

●​ Follow the social network’s user agreement - including age requirements 
●​ Most social media networks require that users be at least 13 years of age to have an 

account. Students who are under 13 are strongly discouraged from using such networks.  
●​ Parents are strongly encouraged to closely monitor student participation in such sites 

and ensure that their child abides by the site’s user policies, including age requirements. 
●​ Use good judgment​​ in all situations. 

○​ Remember your association with The Epiphany School in online social environments. If 
you identify yourself as an Epiphany School parent, student or employee, ensure your 
profile and related content is consistent with how you wish to present yourself to 
colleagues, parents and students. Your online behavior should reflect the core values of 
The Epiphany School. 

○​ In the event that students elect to participate in such websites, they are prohibited from 
listing The Epiphany School as their school, as well as from including reference to the 
school name, employees of the school or fellow students in any postings to such a 
website.  

○​ You are personally responsible for the content that you publish online.  
○​ Regardless of your privacy settings, assume that all of the information you have shared 

on your social network is public information.  
○​ An employee may not include current students as “friends,” “followers,” or any other 

similar terminology used by various sites.  
○​ When contributing online, employees are expected to abide by state and federal laws 

regarding disclosure of student information, including the Family Educational Rights and 
Privacy Act. Employees are responsible for protecting confidential student information. 

●​ Always treat others in a respectful, positive and considerate manner. 
●​ Be cautious with respect to images​​​ 

○​ Do not post pictures or videos of others (students, co-workers, etc.) without their 
permission. 

○​ It is not acceptable to post pictures of students without the express, written consent of 
their parents. 
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○​ Respect brand, trademark, copyright information, and images of the school. 

●​ We ask that all adult volunteers  take a moment to review the privacy settings on their social 
media accounts while being conscious of the fact that the students you come in contact with at 
the Epiphany School may attempt to view your content and photographs. 

●​ The Epiphany School makes every effort to ensure students’ safety online, but will not be held 
accountable for any harm or damages that result from misuse of social media.  

●​ All social media accounts using the school’s name and content must be controlled by the school 
administration.   

●​ Parents, students, and alumni are prohibited from creating accounts in the school’s name and 
accounts aimed at critiquing The Epiphany School or any member of its community. 

●​ All social media content must reflect the standards and mission of the school. 
 

Internet and Computer Network Use Agreement 
This agreement contains specific statements for students to read and affirm.  These specific 
affirmations correspond with the general statements of our policy.  At the beginning of each school 
year, teachers will review this agreement with students.   All students and parents are required to 
sign and return the Family Handbook Agreement in order for students to be permitted to use The 
Epiphany School’s computer network resources. 
●​ I will not give out personal information about myself in an email or online form, including my 

name, school, address, etc., unless given permission by a teacher. 
●​ I will not give anyone other than a school administrator my password. 
●​ I will not attempt to gain or guess anyone else’s password or sign on with any other person’s ID 

and password. 
●​ I will not use offensive or threatening language in an email or in any other communication. 
●​ I will not type, draw, or input in any way anything on the school’s computers that includes 

vulgarities, swearing, or other inappropriate language or image. 
●​ I will only copy pictures or text into my documents.  I will not download any other type of file 

(ex: games, software, screensavers, etc.) on Epiphany School computers or devices. 
●​ I will not attempt to change the desktop setup or any other setting on the school’s computers 

or devices. 
●​ I will not attempt to visit websites that contain unsuitable material.  If I am unsure if a site is 

unsuitable, I will ask a teacher or member of the staff. 
●​ I will not take information or documents off the internet or from another user and pass it off as 

my own work. 
●​ I will cite the source of information included in reports I write, including but not limited to any 

pictures or text copied directly from the internet.Tec 
●​ During lessons and at all times at school, I will only use the computers and devices for 

schoolwork and educational programs. 
●​ I will not use the internet, social media, messaging platforms to bully, harass, or intimidate 

others. 
●​ I will not take or share pictures and videos of others without their explicit consent. 
●​ I will report any misuse of the internet, computers, devices, or network immediately to a 

teacher or member of the staff. 
●​ I understand that my parents will be informed if I misuse the internet, network, computers, or 

iPad. 
I have read this agreement carefully, as well as the general guidelines and safety practices.  I 
understand my responsibilities and boundaries in the use of The Epiphany School internet, computer 
network and resources. I agree to adhere to the school’s policy when using computer resources 
both in and out of school. 
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TITLE I 
Title I services provided during the school day for reading, math, and ESL (English as a second 

language) are essentially a “Pull Out Program.”  Title I requires students may not be taken out of the 
regular reading class to receive Title I reading, may not be taken out of the regular math class to receive 
Title I math, and may not be taken out of the regular language arts class to receive Title I ESL.  
According to school policy, students may not be taken out of the religion class to receive any of the Title 
I services. Title I services also include “push-in” options for teachers to assist students in need of 
remediation. Title I services may also take place after school if staff is available to provide such services. 

 
TITLE IX 

The School adheres to the tenets of Title IX: “No person in the United States shall, on the basis of 
sex be excluded from participating in, be denied the benefits of, or be subjected to discrimination 
under any education program or activity receiving federal financial assistance.” 

 
TRANSPORTATION 
MTA Student OMNY Cards 

Student OMNY Cards will be distributed to eligible K-8 students by the school office at the 
beginning of the school year. Guidelines for the distribution of OMNY cards are set by NYC agencies 
based on the student’s grade level and distance from school. OMNY cards are valid all year long and can 
be difficult to replace. Please store your child’s OMNY card in a secure, reliable location. OMNY card 
questions should be directed to Ms. Alice Keefe at akeefe@theepiphanyschool.org.  
School Bus 

A NYC Department of Education school bus is available to students in Kindergarten – 6th grade.  
School bus stops, routes, and schedules are set by the NYC Department of Education, not The Epiphany 
School.  Students who choose to use the school bus forfeit their right to receive a MTA MetroCard.  

Students and parents should consider riding on the school bus as a privilege and an extension of 
the school.  Thus, students are to demonstrate a respectful, Christian, and safety-conscious attitude at 
all times on the bus.  Students should obey the driver and monitors at all times.  Students should do 
nothing to cause annoyances or distraction to the driver, as this places the safety of all in danger.  In 
cases of extreme or persistent misbehavior, The Epiphany School will work in consultation with the 
public school district about possible consequences.   
Upper School Walk Program 

The Upper School Walk helps families manage pick-up and drop-off when siblings are enrolled in 
the Lower and Upper School.  Students participating in the Walk gather outside of the Lower School 
each morning and depart at 8:00am to walk to the Upper School with the supervision of a teacher. At 
the end of the school day, the group returns to the Lower School for dismissal at approximately 
3:15pm. This program is complimentary to all students and is available every day of the week. Advance 
registration is required. 
 
TUITION, FEES, AND FINANCIAL POLICIES 

Tuition is paid in five equal installments through Blackbaud Tuition Management on June 1, October 
1, December 1, February 1, and April 1. Additional fees, such as the General Activity Fee, Family 
Association Fee, Graduation Fee, and Sacramental Fee, are also billed through Blackbaud Tuition 
Management over the course of the school year. Please consult the Tuition section of the school 
website for current rates.  
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The General Fee covers the cost of insurance, standardized testing, workbooks, and a starting set of 
notebooks, assignment pad, folders and pencils. Textbooks belong to the school and are on loan. They 
are to be covered and returned to the school in good condition in June. The continuing expansion, 
upgrading, and maintenance of our computer systems are also included in this fee.  

We appreciate the financial sacrifice that parents make to send their children to Catholic school and 
make every effort to keep tuition and fees as affordable as possible.  The school derives the majority of 
our income from tuition and fees and expects parents to pay all tuition and fees on time. The school 
must operate in a financially sound manner in order to provide a top-quality Catholic education for 
every one of our students.  

Tuition is an annual commitment that is made at the time of registration. It is expected that all 
tuition and fees will be paid directly to Blackbaud Tuition Management by each designated due date 
(June 1, October 1, December 1, February 1, and April 1). Problems or difficulties involving finances 
must be addressed with the Principal directly. ​
Delinquencies 
Failure to keep current with your tuition obligation jeopardizes your child(ren)’s placement in school.  If 
tuition and fees cannot be paid on time, families must communicate with school administration in writing to 
prevent enforcement of delinquent tuition procedures. 

●​ Families whose tuition payment is delinquent (late) will receive an email notification from the school 
shortly after the due date. 

●​ Families whose tuition payment is delinquent 30 days are subject to a $50 late fee. 
●​ Families whose tuition payment is delinquent 45 days will receive a second notification; this letter 

will come from their principal. If a parent/guardian does not contact the principal within two weeks 
of receiving this letter, the child(ren) may not be permitted to attend classes. 

●​ Failure to address the delinquent tuition payment(s) as agreed with the principal may result in the 
child(ren)’s suspension. 

●​ Records and report cards cannot be transmitted for students with delinquent tuition payments, and 
financial aid/scholarships provided will be at risk and may be rescinded. 

●​ Families with delinquent tuition payments may be ineligible to re-register or apply for financial aid 
for the following school year. 

●​ Students with delinquent tuition payments may not participate in school activities and 
graduation ceremonies. 

●​ Checks and electronic payments that fail (ie: do not clear the bank) will result in a $30 fee per 
occurrence. 

●​ Families with accounts requiring collection action will be responsible for paying all collection 
fees, attorney’s fees, and other associated costs. 

Failed Payments 
Failed payments made within the Blackbaud Tuition System undergo scrutiny by the Archdiocesan 
Tuition Management Offices. Instances of multiple failed payments are considered unusual activity, and 
the following policy applies: 

●​ 3 failed payments within an academic school year will result in a change of payment terms. 
Additionally, an email notification will be sent to the family, informing them that the associated 
payment method has been deactivated. 

●​ 5 failed payments within an academic school year will result in a warning of potential dismissal 
from the school. Registration for the following school year will be placed on hold until the 
annual tuition has been paid in full. 
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●​ 7 failed payments within an academic school year will result in dismissal from the school 
without the ability for reinstatement. 

Withdrawals & Refunds 
Should you decide to withdraw your child from enrollment at Epiphany for any reason, the following 
policy applies. 

●​ Enrollment deposits are non-refundable and non-transferable. 
●​ All fees are non-refundable and non-transferable, including the general, family association, 

registration, and sacramental fees. 
●​ Records requests will not be processed until all financial obligations have been met. 
●​ Written notice must be sent to the principal that includes your child’s projected last day in 

attendance at The Epiphany School and notification of her/his new school enrollment. 
●​ If written notice of withdrawal is received on or before August 15th, the entire tuition obligation 

will be waived and any tuition payments made will be refunded upon written request to the 
school. 

●​ If written notice of withdrawal is received after August 15th, and the student does not attend, 
90% of the annual tuition will be forgiven.  The family is obligated to pay the remaining 10% of 
the annual tuition. If payments were made in excess of 10% of the annual tuition, a refund of 
the excess amount will be granted upon written request. 

●​ If a family chooses to withdraw their child(ren) from the school once they begin attending 
school, the family’s tuition obligation will be calculated based on the chart below. Calculations 
will be based on the last month in which the child(ren) attended one or more days of school.  If 
payment has been made in excess of the family obligation, a refund will be granted upon 
written request to the school. 

Withdrawal Date Annual Tuition Obligation 

September 80% of tuition forgiven; family obligation 20% 

October 70% of tuition forgiven; family obligation 30% 

November 60% of tuition forgiven; family obligation 40% 

December 50% of tuition forgiven; family obligation 50% 

January 40% of tuition forgiven; family obligation 60% 

February 30% of tuition forgiven; family obligation 70% 

March 20% of tuition forgiven; family obligation 80% 

April 10% of tuition forgiven; family obligation 90% 

May & June No adjustment; family obligation 100% 

 
UNIFORMS 

Uniforms are an important part of the way we remain connected as a school community.  When 
wearing The Epiphany School Uniform, inside and outside the school, students represent the school 
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and their behavior should be a credit to themselves, their families, and the school community.  We ask 
that all parents and students adhere to the uniform policy outlined below to help our school 
community retain this important part of our identity.   
General Uniform Guidelines 

●​ Only The Epiphany School uniform items may be worn during class time.  All other outerwear 
should be stored in the student’s cubby or locker. 

●​ Winter Uniform Shirts must be tucked in at all times 
●​ Belts are required for all boys and girls wearing pants. Pants must be worn at the waist. 
●​ Jumpers, skirts, skorts, and shorts should be long enough to touch the top of the knee and may 

be no more than 2 inches above the knee. 
●​ Hair styles and accessories should be simple and must not impede the student’s vision or hide 

the face. Unnatural hair color and exaggerated hair styles are not permitted. 
●​ Undergarments such as camisoles, turtlenecks, athletic shirts, or winter garments shall not be 

visible to the casual eye. 
●​ Students should not wear expensive or sentimental jewelry to school. Students may wear 1 

bracelet and/or 1 necklace. No hoops or dangling-style earrings are permitted. Boys may not 
wear earrings. 

●​ Cosmetics, including lip-gloss and nail polish, are not permitted. 
●​ Hats must be removed upon entering the school building. 
●​ Boots may be worn at school in inclement weather only.  
●​ Dress Down Days – Students may wear clothing of their choice to school. Sleeveless shirts, bare 

midriffs, flip-flops, and inappropriate graphics are not permitted. Skirts and shorts must reach 
below the student’s fully extended fingertip length. 

Uniform Items 
The school’s  visual uniform guide clearly outlines all uniform requirements. 

●​ Winter Uniforms – Required for all students in K-8, can be worn year-round. 
●​ Gym Uniforms – Required on the day your child has Gym class 
●​ Summer Uniforms – Optional September through mid-October and again in mid-May through 

June 
●​ Sweaters, Fleeces, and Blazers – Optional for all students to wear throughout the school year. 

All uniform items can be purchased from Lands’ End. 
●​ Lands’ End Uniforms - www.landsend.com/uniforms - (800) 963-4816 - school # 900052317 

 
SUMMARY STATEMENT 
       Once students have met the necessary admission requirements and have been accepted in the 
school, the school warmly welcomes these students for the coming school year and will strive to 
provide them with a solid Catholic spiritual and academic education in a supportive learning 
environment.  Students and parents must always be mindful that attendance at the school is by 
invitation. It is not a “right” because this is a private school.  Admission to and continued enrollment in 
this school include responsibilities regarding conduct, both inside and outside the classroom and 
school, and students are expected to conduct themselves in such a manner as to be a credit both to 
themselves and to their school.  
       In order to protect its standards of scholarship, discipline and character, the school reserves the 
right, and students and parents or guardians concede to the school the right to require the withdrawal 
of any student at any time, for any reason deemed sufficient in the sole discretion of the school and its 
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administrators. By the student’s attendance at the school, a student and his or her parents or guardians 
acknowledge the important obligations and restrictions contained in this handbook and agree to be 
bound by the terms of this handbook. 
       Students attending the school relinquish certain rights they might otherwise be entitled to if they 
were attending a public school.  For example, a student’s freedom of speech is limited in many 
important respects here at our school.  Speech, either written or oral, contrary to the Roman Catholic 
faith, the teachings of the Church or the directives of the local Bishop or Ordinary is prohibited, as is 
any other speech which is contrary or disruptive to the philosophy and purposes of our school.  
Another important right all students at the school surrender involves searches and seizures.  School 
administrators may search a student’s person and belongings if there is a reasonable belief, in the sole 
opinion of the school administrator, that contraband, illegal substances, or inappropriate objects are 
being concealed.  Any unauthorized items found may be seized.  Additionally, student desks and 
lockers, which are at all times under the joint control of the school and the student to whom the desk 
or locker has been assigned, may be searched by school administrators at any time, for any reason or 
for no reason at all.  Students should have absolutely no expectation of privacy with regard to any item 
in their desks or lockers. 
       Another important right that a student and his or her parents or guardians give up when they 
decide to have a student attend this school is the right to sue the school, the parish, the Catholic School 
Region Corporation, or the Archdiocese of New York, and/or any individuals acting on behalf of the 
school, such as the school administrators, teachers, staff or any of their agents for any matter relating 
to academic or disciplinary decisions or other matters covered within this handbook.  Each student and 
his or her parents or guardians, by their acceptance of enrollment at the school agree to and accept the 
school’s rule and policy that students, parents and guardians may not bring any civil action in any local, 
state or federal court or in any administrative agency or body to challenge any school decision on 
academic or disciplinary matters, including any decision relating to the rules, regulations, procedures or 
programs covered within this handbook.  Students and parents or guardians agree that any challenge to 
any school academic or disciplinary action or relating to the rules, regulations, procedures or programs 
covered in this handbook may only be challenged or appealed within the hierarchy of the school, 
subject to the limitations contained in this handbook.  This includes any decision relating to a student’s 
enrollment at the school or termination of that enrollment.   
       While any student and his or her parents or guardians are of course free to consult with legal 
counsel regarding any school decision taken with respect to a student, the school emphasizes that 
students and parents or guardians are not permitted to have legal counsel present during any meetings 
with school administrators.  School administrators are not obligated to meet with legal counsel at any 
time. 
       There are several grounds for disciplinary action or expulsion set forth in the “Discipline Codes” 
section of this handbook.  It should be noted, however, that any listing of prohibited conduct is set 
forth by way of example only and to provide guidance to the student and his or her parents or 
guardians.  It is not meant to be an exhaustive listing of improper conduct or resultant disciplinary 
action. 
 
SCHOOL'S RIGHT TO AMEND 
       The school reserves the right to amend this handbook without prior notice.  Notice of amendments 
will be sent as necessary.  
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STUDENT HONOR CODE 
 

RESPECT​  
I will speak and behave in such a way that respects students, self, teachers, and classroom/school rules. This includes, but is not 
limited to, personal space, personal belongings, and the thoughts and ideas of others. I will do my best to think before I speak, 
using kind words and a calm tone of voice even when I disagree with others.  I will not engage in the following behaviors: 
     ●   bullying or harassment of any kind 
     ●   spreading lies or rumors 
     ●   vandalizing property belonging to the school, staff, or students 
     ●   going into a fellow student’s locker, cubby, or desk 
     ●   using items that do not belong to me without explicit permission from the owner 

HONOR 
I will speak and behave honestly by not engaging in the following behaviors: 
     ●   lying to peers or any person of authority 
     ●   cheating of any kind 
     ●   plagiarizing any material 
     ●   stealing 
     ●   forging parent signature on any document, permission slip, or assignment 

●​ deliberate misuse of Artificial Intelligence or other technologies 

COOPERATION 
I will cooperate with our school family members in all areas of our daily lives.  This includes, but is not limited to, the following: 
     ●   classroom situations (accepting all students into the learning process) 
     ●   sharing supplies 
     ●   playground/recess behavior 
     ●   field trips 
     ●   sportsmanship (i.e., Gym class, Field Day, academic programs, athletic programs, recess) 

RESPONSIBILITY 
I will accept responsibility for my words, actions and their consequences throughout the day.  This includes but is not limited to 
the following situations: 

●​ classroom behavior (coming to class prepared with completed homework, assignments, make-up work and supplies) 
●​ personal behavior (monitoring actions and speech by thinking before I speak to ensure that my words and actions will not 

hurt others; not repeating or starting lies, gossip, or rumors) 
●​ accepting the consequences of my actions without undue argument 

HARASSMENT and BULLYING 
I understand that actions and words can be very hurtful to others.  I will not make verbal or written threats against the physical or 
emotional well-being of any individual.  I understand that bullying and harassment of any kind are not  
tolerated by The Epiphany School and may result in serious disciplinary action. 

DRUGS, ALCOHOL, and WEAPONS 
I understand that alcohol, illegal drugs, and weapons are damaging to my health and safety and are extremely dangerous.  I 
pledge not to be in possession of or use alcohol, illegal drugs or weapons.  I pledge not to bring them onto school or parish 
property or to school and parish events. I understand that doing so will result in serious disciplinary action and that the 
appropriate authorities will be contacted. 
 
Student’s Name:  _______________________________________​​ Homeroom:  _____________ 

Student’s Signature:  ____________________________________​​ Date:  __________________ 
 

This form must be submitted for each child in your family.   
Hard and electronic versions are accepted and will be upheld equally. 
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Media Authorization and Release 2025-2026 
 

I hereby consent to the taking of photographs, movies, videos, and images capable of reproduction in 
any medium of me, my children, or children of whom I am the designated guardian by the Department 
of Education, Archdiocese of New York and/or the Catholic School Region and their parents, affiliates, 
trustees, directors, members, officers, employees, volunteers, agents and contractors (the “School”). 
 
I hereby grant to The Epiphany School, the Epiphany School Foundation, and the Church of the 
Epiphany the right to edit, reproduce, use and reuse images for any and all purposes including, but not 
limited to, advertising, promotion and display, and I hereby consent to the editing, reproduction, use 
and reuse of said images in any and all media in existence and all media yet in existence including, but 
not limited to, video, print, television, Internet, and Podcasts. 
 
I forever grant, assign, and transfer to The Epiphany School, the Epiphany School Foundation, and the 
Church of the Epiphany any right, title and interest that I and/or my child/children may have in any 
images, including negatives, taken of me and/or my children by the School.  I hereby agree to release, 
indemnify and hold harmless the School and Foundation from any and all claims, demands, actions or 
causes of actions, loss, liability, damage or cost arising from this authorization. 
 
Child’s Name: _______________________________________________​ Homeroom:  _____________ 
 
Child’s Name: ________________________________________________​Homeroom:  _____________ 
 
Child’s Name: ________________________________________________​Homeroom:  _____________ 
 
Child’s Name: ________________________________________________​Homeroom:  _____________ 
 
 

❏​ I release and authorize the use of my child(ren)’s image as described above. 
 

❏​ I DO NOT release and authorize the use of my child(ren)’s image as described above. I recognize 
that my decision means that my child’s image will not be included in class newsletters or photo 
albums, the school calendar, and promotional materials. 

 
Parent’s Name:  ________________________________________​ ​ Relationship:  ____________ 
Parent’s Signature:  _____________________________________​ ​ Date:  __________________ 
 

 
Please include the names of all Epiphany students in your family on this form.   

Hard copy and electronic versions are accepted and will be upheld equally. 
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iPad Acceptable Use Policy 2025-2026 
 

The Epiphany School has a 1:1 Apple iPad program due to the generous support of the Epiphany School 
Foundation.  Use of these devices and associated technologies is a privilege. Students using iPads must comply 
with all school rules and policies, including but not limited to those stated in the Family Handbook.   

The school’s wireless network is managed to keep our students from accessing inappropriate materials. 
Students will be able to access other wireless networks when out of school. The Epiphany School cannot ensure 
the safety of other wireless networks.  Students are expected not to pursue inappropriate material and must 
adhere to the behaviors outlined in The Epiphany School’s Family Handbook. 

All iPads and related materials remain property of The Epiphany School and are subject to the same 
acceptable use guidelines as all other Epiphany School provided electronic devices.  All applications, files, and 
documents stored on the iPad are property of The Epiphany School. The Epiphany School reserves the right to 
confiscate and search a student’s iPad to ensure compliance with the policy detailed in the Family Handbook.  
Students in violation of policies may be subject to disciplinary action: repossession, overnight confiscation, and 
removal of content.  In the event of repossession or confiscation, completion of all class work remains the 
responsibility of the student.   

 Students who transfer, withdraw, are suspended or expelled, or terminate enrollment at The Epiphany 
School for any other reason must return their individual school iPad on the date of termination. iPads will remain 
property of The Epiphany School upon the student’s graduation. iPads, keyboards, cases, and charging blocks and 
wires are to be returned at the end of the enrollment period. A fee will be assessed for each item not returned in 
working condition. 
 
Using Your iPad 

Do Do Not 

●​ Bring your iPad to school every day. 
●​ Use your iPad ONLY as directed by your teacher. 
●​ Charge your iPad at home.  You will not be permitted to 

charge your iPad at school. 
●​ Use your school email only for messages related to school 

work. 
●​ Use the camera for school work only. 
●​ Use the protective case supplied by the school. 
●​ Turn off the sound while in classrooms. 
●​ Bring headphones to class with you everyday. 
●​ Keep your iPad clean. Use a gentle, soft cloth to clean the 

screen. 
●​ Be cautious and gentle when handling your iPad.  Screens 

can crack easily. 
●​ Know where your iPad is at all times. 
●​ Report lost/missing iPads to the school as soon as possible 

so that we may help locate and secure the iPad. 

●​ Add or delete apps. 
●​ Sync your iPad with a home computer, 

another AppleID account, or Apple’s 
Family Sharing option. 

●​ Play games accessible online. 
●​ Pursue inappropriate content.  If you 

think, “My teacher/parent wouldn’t like 
this,” you’re probably right.  Close the 
app or website immediately. 

●​ Enable passcodes. 
●​ Take photos or videos for personal use. 
●​ Download music, videos, apps, or other 

files without explicit directions from 
your teacher. 

●​ Add skins, stickers, or labels to your iPad 
or case. 

●​ Write on your iPad case. 
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●​ Report broken/malfunctioning iPads to the school as soon as 
possible so that we may begin the repair process. 

●​ Backup your files periodically to your Google Drive. 

●​ Use your school email account for 
personal (non-school) use. 

 
Consequences for Inappropriate Use 

●​ 1st Offense: Reminder of proper usage 
●​ 2nd Offense: After School Detention 
●​ 3rd Offense: After School Detention AND iPad stored in the school office until dismissal 
●​ Subsequent Offenses: After School Detention AND iPad stored in the school office until claimed by 

parent or guardian. 
●​ Add/Delete Apps OR Sync with another computer/account = After School Detention AND iPad must be 

claimed from the office by a parent AND additional restrictions may be placed on your device. 
●​ Email account misuse:  To be determined by school administration dependent on the nature of email 

messages. 
If you do not have your iPad in class because it is being held in the office, etc, you are responsible for finding an 
alternative way to complete your work.  Any assignments that must be submitted to your teacher via the iPad 
will be considered incomplete and/or late and points may be deducted. 
Malfunction, Damage, and Loss 

Lost iPads should be reported immediately.  In most cases, our administrator can locate your iPad remotely.  
If you delay reporting a lost iPad, the chance of locating it dramatically decreases as the battery loses power. The 
school will be responsible for repairing or replacing iPads and keyboards that malfunction, are damaged, or lost. 
The student’s parent is responsible for costs associated with repairs and replacement of lost, stolen, and 
damaged devices. 

Type Parent Financial Responsibility 

Accidental misuse, neglect, and damage  50% of total repair/replacement cost 
Percentage increases after 2 occurrences  

Deliberate misuse, neglect, and damage 100% of total repair/replacement cost 

Loss or theft - if not recovered within 2 weeks 100% of replacement cost 

Activities Strictly Prohibited 
●​ Accessing the iTunes App Store 
●​ Downloading files from the internet onto the iPad. 
●​ Adding or deleting Apps. 
●​ Any action that violates existing School policy or public law. 
●​ Sending, accessing, uploading, downloading, or distributing offensive, profane, threatening, 

pornographic, obscene, or sexually explicit materials.​ ​ ​ ​ ​ ​  
●​ Use of chat rooms, sites selling term papers, book reports and other forms of student work. 
●​ Use of any Messaging services-ex: iMessage, MSN Messenger, ICQ, AIM, IMO, etc. 
●​ Changing of iPad settings (exceptions include personal settings such as font size, brightness, etc). 
●​ “Jailbreaking” your iPad. 
●​ Spamming-Sending mass or inappropriate emails. 
●​ Gaining access to other student’s accounts, files, and/or data. 
●​ Use of the school’s internet/ email accounts for financial or commercial gain or for any illegal activity. 
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●​ Vandalism (any malicious attempt to harm or destroy hardware, software or data, including, but not 
limited to, the uploading or creation of computer viruses or computer programs that can infiltrate 
computer systems and/or damage software components) of school equipment will not be allowed. 

●​ Transmission or accessing materials that are obscene, offensive, threatening or otherwise intended to 
harass or demean recipients. 

●​ Bypassing the The Epiphany School web filter through a web proxy. 
●​ Plagiarism is a violation of the The Epiphany Code of Conduct. Give credit to all sources used, whether 

quoted or summarized. This includes all forms of media on the Internet, such as graphics, movies, music, 
and text.​ ​  
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​ ​ ​ ​ ​ ​ ​ ​ ​  

 

iPad Acceptable Use Agreement 2025-2026 
 

 
Student Pledge 
I have read, understand, and agree to abide by the iPad Acceptable Use Policy.  I will act responsibly 
and make good choices with using my ipad and computer networks both in school and out of school. 
 
Student’s Name:  _______________________________________​ ​ Homeroom:  _____________ 
Student’s Signature:  ____________________________________​ ​ Date:  __________________ 
 
 
Parent Agreement 

As the parent or legal guardian of this (these) student, I have read, understand and agree that 
my child(ren) shall comply with the terms of the foregoing iPad Acceptable Use Policy and the Internet 
and Computer Network Use Agreement outlined in the Family Handbook.  I understand that access is 
being provided to the students for educational purposes only.   

I understand that it is impossible for The Epiphany School to restrict access to all controversial 
materials, and I will not hold the school responsible for materials accessed on the School network.  

I accept full responsibility if and when my child(ren)’s use of technology is not in the school 
setting and understand that my child is subject to the same rules and agreements while not in school.  I 
will monitor my child(ren)’s usage when using the iPad outside of the School network.  I agree to report 
any inappropriate iPad use to the school administration. 

I am therefore signing this Policy and agree to indemnify and hold harmless The Epiphany 
School, its personnel, and the Archdiocese of New York against all claims, damages, losses and costs, of 
whatever kind, that may result from my child’s use of such networks and technologies.  Also, in the case 
of loss, breakage, or theft, I accept responsibility for the full repair and/or replacement costs.  I 
understand that the iPad and related materials  will remain the property of The Epiphany School. 
 
Parent’s Name:  ________________________________________​ ​ Relationship:  ____________ 
Parent’s Signature:  ______________________________________​​ Date:  __________________ 

 
 

This form must be submitted for each child in your family.   
Hard and electronic versions are accepted and will be upheld equally.  
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Data Privacy and Consent 2025-2026 
 

The Epiphany School puts premium value to the privacy and security of personal data entrusted by its students and 
parents for legitimate purposes in connection with the Technology Use  and Telecommunications Policy and any 
hardware and software used in connection therewith. When we speak of “personal data,” the term includes the 
concepts of personal information, sensitive personal information, and privileged information. The first two are 
typically used to distinctly identify you. 
Processing of Personal Data 
1.​ Collection of Information - We collect your personal data that you provide to us during your application for 

admission, information we acquire or generate upon enrollment, and during the course of your education with us 
in order to carry out the purposes associated with our Technology Use/Telecommunications Policy. 

a.​ Information you provide us during your application for admission. Upon application for admission, we 
collect information about personal circumstances and contact information, including, but not limited to, 
name, address, email address, telephone number and other contact details, family history, previous 
schools attended, academic performance, disciplinary record, medical record, etc. 

b.​ Information we acquire or generate upon enrollment and during the course of your education with us. 
Upon enrollment and during the course of your education with us, we collect information on your 
academic or curricular undertakings, the classes you enroll in and scholastic performance, attendance 
record, medical record, etc. We will also collect information for and in relation to co- curricular matters, 
such as outreach activities, as well as extra-curricular activities, such as membership in student 
organizations, leadership positions and participation and attendance in seminars, competitions and 
programs. We will also collect information in connection with any disciplinary incident, including 
accompanying sanctions that you may be involved in.  We will also collect information in connection with 
your use of hardware and software provided to you during the course of your education with us, 
including, but not limited to, address, telephone number, email address, other unique identifier, 
passwords or PINs, and account credentials (e.g., username and password). 

2.​ Access to Information - Your personal information is accessed and used by us.  We use and share your information 
as permitted or required by law to pursue our legitimate interests as an educational institution, including a variety 
of academic, administrative, historical, and statistical purposes. Some examples of situations when we may use 
your information to pursue our legitimate interests as an educational institution are as follows: 

a.​ evaluating applications for admission; 
b.​ processing confirmation of incoming students and transfer students in preparation for enrollment; 
c.​ recording, generating and maintaining student records of academic, co-curricular and extra- curricular 

progress; 
d.​ establishing and maintaining student information systems; 
e.​ maintaining directories and records; 
f.​ compiling and generating reports for statistical and research purposes; 
g.​ providing services such as health, counseling, information technology, library, sports/recreation, 

transportation, safety and security; 
h.​ managing and controlling access to campus facilities and equipment; 
i.​ communicating official school announcements; sharing marketing and promotional materials regarding 

school-related functions, events, projects and activities; and soliciting your participation in research and 
non-commercial surveys. 

3.​ Sharing of Information -  Some examples of when we may share or disclose your personal information to others 
include: 
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a.​ sharing of information to persons, including parents, guardians or next of kin, as required by law or on a 
need-to-know basis as determined by the school to promote your best interests, or protect your health, 
safety and security, or that of others; 

b.​ providing academic institutions, companies, government agencies, private or public corporations, or the 
like, upon their request, with scholastic ranking information or certification of good moral character for 
purposes of admission; 

c.​ reporting and/or disclosing information to government bodies or agencies (e.g., Commission on Higher 
Education, Department of Education); and 

d.​ conducting research or surveys for purposes of institutional development; and 
e.​ sharing of information to various third party vendors who provide services associated with our 

Technology Use / Telecommunications Policy and any hardware and software used in connection 
therewith. 

Data Protection  
       We shall implement reasonable and appropriate organizational, physical, and technical security measures for the 
protection of personal data which we collected. The security measures shall aim to maintain the availability, integrity, 
and confidentiality of personal data and are intended for the protection of personal data against any accidental or 
unlawful destruction, alteration, and disclosure, as well as against any other unlawful processing.  We only permit 
your data to be accessed or processed by authorized personnel who hold such information under strict confidentiality, 
including all third-party vendors.  
       Any data security incident or breach that comes to the knowledge of us will be recorded and reported as required 
by law. We will take all necessary and reasonable steps to address such incident or breach and mitigate any negative 
effect of such incident or breach. If there is strong suspicion that an incident affects your personal information, we will 
notify you of such incident in an appropriate manner. 
Consent 

I have read this form, understood its contents and consent to (a) the collection, use, processing and transfer by 
The Epiphany School of certain personal information about you (the “Data”); (b) any transfer of Data by any such 
authorized person for the purposes of implementing, administering and managing the purposes outlined above; (c) 
the use of such Data by any such authorized person for such purposes; and (d) the transfer to and retention of such 
Data by third parties in connection with such purposes.  I further agree and acknowledge that while The Epiphany 
School has taken all necessary and reasonable steps to ensure that all third parties protect such Data, The Epiphany 
School has no control over how the third party will use or disseminate my information. I agree to release and hold 
harmless The Epiphany School, its representatives, officers, employees, contractors, agents, and assignees, from any 
and all claims of action or damages of any kind arising from, or in any way connected to, the release or use of any 
information or records by any third party pursuant to this form and as allowed by all applicable laws. 
  
Student’s Name:  ______________________________________  Signature: _________________________________  
​ ​ ​ ​ ​ ​ ​            Date Signed:  _______________________________ 
 

As the parent of this student, I have read the data privacy consent form, understood its contents and provide 
consent to use the personal information collected as outlined and in accordance with this form.  I hereby give 
permission to use the personal information collected as outlined and in accordance with this form and certify that I 
have reviewed this information with my child.  
 
Parent’s Name:  _______________________________________  Signature: __________________________________  

​ ​ ​ ​ ​ ​ ​            Date Signed:  _______________________________ 
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Family Handbook Agreement 2025-2026 

 
 

We have reviewed The Epiphany School Family Handbook for 2025-2026  Our family agrees to abide by 
its policies, including but not limited to, those regarding academics, discipline, electronic devices and 
student uniforms. 
 
As a student of The Epiphany School, I pledge to abide by the Student Honor Code and the Internet and 
Computer Use Agreement. I pledge to put forth my best effort at all times - in my work, in my 
relationship with God, in my relationships with classmates, and in my relationships with faculty and 
staff.  
 
Student’s Name:  _______________________________________​ ​ Homeroom:  _____________ 
Student’s Signature:  ____________________________________​ ​ Date:  __________________ 
 
 
As a parent of The Epiphany School, I pledge to follow the guidelines suggested in the Parents as 
Partners section of the Family Handbook.   I have reviewed the policies of The Epiphany School Family 
Handbook, including the Student Honor Code, with my child.  My child is aware of what is expected of 
us as members of The Epiphany School community. 
 
Parent’s Name:  _______________________________________​ ​ Relationship:  ____________ 
Parent’s Signature:  _____________________________________​ ​ Date:  __________________ 
 
 

 
 
 
 
 
 

This form must be submitted for each child in your family.   
Hard and electronic versions are accepted and will be upheld equally. 
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HEALTH & IMMUNIZATION INFORMATION 
 

Required Annually for all students: CH-205 Health Exam Form  
 
Required Annually for the administration of medicine during the school day: 

●​ Allergy & Anaphylaxis MAF 
●​ Asthma MAF 

●​ Diabetes MAF 
●​ General MAF (over the counter or prescription medications not related to the conditions above) 
●​ All medications must be supplied by the parent, clearly labeled with the child’s name and 

dosage. 
 

The table below provides an overview of vaccinations required for enrollment at The Epiphany 
School. Additional information and detail is included on the following pages. 
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https://www.schools.nyc.gov/docs/default-source/default-document-library/ch205-child-adolescent-health-examination-form-english
https://pwsblobprd.schools.nyc/prd-pws/docs/default-source/default-document-library/health-and-wellness/allergy-anaphylaxis-medication-administration-form-sy2025-26.pdf?sfvrsn=318c093e_4
https://pwsblobprd.schools.nyc/prd-pws/docs/default-source/default-document-library/health-and-wellness/asthma-medication-administration-form-sy2025-26.pdf?sfvrsn=7db4ae3c_12
https://pwsblobprd.schools.nyc/prd-pws/docs/default-source/default-document-library/health-and-wellness/diabetes-medication-administration-form-school-year-2025-26.pdf?sfvrsn=985eecb3_10
https://pwsblobprd.schools.nyc/prd-pws/docs/default-source/default-document-library/health-and-wellness/general-medication-administration-form-sy-2025-26.pdf?sfvrsn=ffa193c6_4
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ABSENCE NOTE TEMPLATE 

 
 

Date:  _________________________ 
 

Dear Mrs. McHugh,  
 
Please excuse my child’s absence from school.  S/he is healthy,  ready to return to school, and resume 
normal activities. 
 
Student’s Name:  _____________________________________________________________________ 
 
Homeroom:  ________________​ ​ Teacher: ________________________________________ 
 
Date(s) of Absence: ____________________________________________________________________ 
 
Reason for Absence: ___________________________________________________________________ 
 
____________________________________________________________________________________ 
 
____________________________________________________________________________________ 
 
 
Doctor’s note attached?​ ▢ Yes​ ​ ▢ No 
 
Sincerely,  
Parent’s Name: ____________________________________________ 
 
Parent’s Signature:  _________________________________________ 
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HOUSEHOLD INCOME SURVEY 2025-2026 

Schools throughout New York State are eligible for up to $2,000 of funding per student toward educational 
programs such as, SmartBoards, Science Kits, Virtual learning systems for students, Free extended year summer 
programs, Professional development for teachers and principals, E-Rate funding for technology, Technology 
coaches and online programs, and School scholarships and grants. School officials will pool all responses when 
submitting data. Every student can benefit from these funds, regardless of income level. 

 
Please complete all questions below and return it to your child’s teacher by September 15, 2025 to 
help ensure that The Epiphany School receives appropriate access to the funds we are eligible for.   
 
List the last name and grades of all children in your household attending The Epiphany School: 

Last Name: _______________________________________​ All Grades: ___________________ 
 
Home Address: ______________________________________________________________________ 
 

The following section of the survey will be detached from the identifying information above  
once the school has logged that your family has responded and recorded aggregate data.  

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -  
1.​ Are you receiving assistance under the Temporary Assistance for Needy Families (TANF) program? 

 ❐ Yes​​ ❐ No 

2.​ Are any of your children enrolled at Epiphany eligible to receive medical assistance under the 
 Medicaid program?​ ​ ​ ​ ​ ​ ​ ​  ❐ Yes​​ ❐ No 

Please consider all individuals residing in your household when using the chart below to answer # 3-5. 

 
3.​ Is your household income less than or equal to the amount in column A?      ​  ❐ Yes​​ ❐ No 

4.​ Is your household income less than or equal to the amounts in columns B?​  ❐ Yes​​ ❐ No 

5.​ Is your household income less than or equal to the amount in columns C?​  ❐ Yes​​ ❐ No
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