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With the current pandemic and the fluidity of the situa=on it presents, our school must make every effort to meet the 
educa=onal needs of our students and their families effec=vely and safely.  St. Thérèse Catholic School has decided that 
each classroom teacher and specials may record or live stream the direct instruc=on periods during each school day 
un=l the threat of COVID-19 passes.  To increase student involvement and par=cipa=on, teachers may require that 
students turn on their video cameras during class.  (Direct instruc=on does not mean 5-6 con=nuous hours of live 
instruc=on, but rather accessing the short blocks of =me teachers are introducing/reviewing a skill with their classroom, 
typically 10-25 minutes for each lesson, =mes and presenta=on will vary by grade level.)  Providing this service, we will 
allow students to receive instruc=on at home should they be quaran=ned due to possible exposure or contrac=ng 
COVID-19 or isolated due to tes=ng posi=ve.  Parents will have the comfort of knowing their child(ren) will not miss out 
on classroom instruc=on.  The best instruc=on for our students is in person learning; however, we understand we have 
students with medical issues and/or families elec=ng a virtual op=on. 

The school will focus the camera on the teacher only and the materials he or she shares.  The focus will inten=onally 
NOT be on the students in the classroom, but the school cannot guarantee that a child will never be seen on the 
livestream.  The school will use the same guidelines that our media release policies list, do our best to safeguard the 
links provided to our homebound students, and never share a student’s personal informa=on online.  Furthermore, we 
ask that parents not copy, share, or download the video recordings provided by teachers.  This, too, will help us to 
ensure the privacy of our students. 

Careful considera=on has been given to how teachers can best meet the needs of our students, maintain their privacy, 
allow all students that are homebound for health reasons to remain connected to their classmates,  receive con=nuing 
faith forma=on, and be academically challenged.  To do this, providing parents/guardians and students access to the 
direct instruc=on and resources during absences is a necessary step. 

Each grade level has determined what digital pladorm they will be using, if they are recording videos or live streaming, 
and how they will be sending it to the parents/students. 

Canvas (Learning Management System), Google, and links on our school website will be used to post recorded videos, 
homework, and assignments.  They will share with you where their videos will be posted.  Teachers will be using Google 
Meet, Zoom, Loom, and Microsoh Teams to record their live stream teaching sessions. 

As far as homework assignments, tests, quizzes, all DL students have the same expecta=ons as the in-person students.  
Students can upload assignments via Google Classroom or Canvas, or they can scan the documents back to the teacher 
via email. 

We understand the DL student will be working from home on videos, homework, etc.  Students are expected adhere to 
the following: 

1. Follow the teacher’s instruc=ons on Google, Canvas, or other pladorms they are using for best DL instruc=on. 
2. When watching live stream videos, students will be at a table, not in pajamas, and not ea=ng food.  They will 

be respecdul of the teacher, listen to instruc=on, and if they have ques=ons, they can raise their hand on the 
computer or type a ques=on, email the teacher.   It is strongly recommended that students should also u=lize a 
school-issued or neutral background via sohware (Download Here), or at a minimum, select a place in the 
home that displays a blank or non-distrac=ng background.  

3. If possible, teachers will answer emails throughout the instruc=onal day.  Teachers will have 24 hours as well to 
answer emails from the students or parents.  However, they will not be expected to answer emails aher 5:00 
p.m. 

4. All assignments are due when the teacher assigns a due date.  DL students will follow the teacher’s policies 
and procedures on turning in homework, taking quizzes, tests, and late homework.   

We appreciate everyone’s prayers and support as we move forward to begin the school year. 

Blessings, 

Rick J. Ruhl, Principal 
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MISSION STATEMENT 

Through the love of Jesus Christ, we will be faithful, produc=ve and responsible ci=zens. 

VISION STATEMENT 

The vision of Saint Thérèse Catholic School is to develop within our students’ avtudes, behaviors and skills 
that will support students academically and socially, which will develop caring and respecdul ci=zens. 

School Rules 
Show respect for yourself, others, and Saint Thérèse Catholic School. 
Contribute posi=vely to the learning environment. 
Follow classroom rules, school policies and procedures. 

School authori=es have the right to establish and enforce rules of conduct in order to maintain a proper 
atmosphere for learning.  School regula=ons are designed to control behavior that disrupts the classroom, 
interferes with discipline, or infringes on the rights of others.  The school reserves the right to inspect all 
school and/or personal property at any =me it is deemed necessary.  All parents and students aqending Saint 
Thérèse Catholic School will respect and follow the guidelines established by the administra=on. 

The principal retains the right to amend the handbook for just cause.  If changes are made, parents will be 
no=fied as soon as possible when changes are made. 

Parents’ Role in Educa?on 
We, at Saint Thérèse Catholic School, consider it a privilege to work with parents and guardians in the 
educa=on of children because we believe parents are the primary educators of their children.  Therefore, it is 
your right and your duty to become the primary role models for the development of your child’s life —
physically, mentally, spiritually, emo=onally, and psychologically.  Your choice of Saint Thérèse Catholic School 
involves a commitment and exhibits a concern for helping your child to recognize God as the greatest good in 
his/her life.   

Good Example is the strongest teacher.  Your personal rela=onship with God, with each other, and with the 
Church community will affect the way your child relates to God and others.  Ideals taught in school are not 
well-rooted in the child unless these are nurtured by the example of good Catholic, Chris=an morality and by 
an honest personal rela=onship with God in your family life. 

Once you have chosen to enter into a partnership with us at Saint Thérèse Catholic School, we trust you will 
be loyal to this commitment.  During these forma=ve years (Pre-K to 8), your child needs constant support 
from both parents and faculty in order to develop his/her moral, intellectual, social, cultural, and physical 
endowment.  Neither parents nor teachers can afford to doubt the sincerity of the efforts of their 
educa=onal partner in the quest of challenging, yet nourishing, the student to reach his/her poten=al.  It is 
vital that both parents, guardians and teachers remember that allowing oneself to be caught between the 
student and the other partner will never have posi=ve results.  To divide authority between school and home 
or within the home will only teach disrespect for all authority.  If there is an incident at school, parents must 
make inves=ga=on of the complete story your first step.  Evidence of mutual respect between parents and 
teachers will model good, mature behavior and rela=onships. 

Students are naturally eager to grow and learn.  However, some=mes in the process of matura=on new 
interests may cause them to lose focus.  As this natural process occurs, the student needs both 
understanding and discipline.  At =mes, your child may perceive discipline as restric=ve.  However, it is 
boundaries and limits which provide a young person with both guidance and security.   

It is essen=al that a child take responsibility for grades he/she has earned and be accountable for homework, 
long-term assignments, major tests, service projects, and all other assignments.  This responsibility also 
extends to =mes of absence.  It is also essen=al that a student takes responsibility for his/her behavior. 
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Together, let us embrace this year with a commitment to partnership as we support one another in helping 
your child to become the best person he/she is capable of becoming. 

Parents as Partners 
As partners in the educa=onal process at Saint Thérèse Catholic School, we ask parents and guardians to: 

• Set rules, =mes, and limits so that your child gets to bed early on school nights; arrives at school on 
=me and is picked up on =me at the end of the day; is dressed according to the school dress code; 
completes assignments on =me; and has lunch money or sack lunch every day;  

• Ac=vely par=cipate in school ac=vi=es, including Parent-Teacher Conferences; 
• Pay for any damage to school books or property due to carelessness or neglect on the part of the 

student; 
• No=fy the school by phone or email when the student will be absent or tardy; 
• No=fy the school office of any changes of address or important phone numbers;   
• Meet all financial obliga=ons to the school; 
• No=fy the school of any special situa=on regarding the student’s well-being, safety, and health; 
• Complete and promptly return to school any requested informa=on; 
• Read school notes and newsleqers, and show interest in the student’s total educa=on; 
• Support the religious and educa=onal goals of the school; 
• Support and cooperate with the discipline policies of Saint Thérèse Catholic School; 
• Treat teachers and administrators with respect and courtesy in discussing student problems. 
• Support the student as they take responsibility for his/her behavior and academic success. 

Family Educa?onal Rights and Privacy Act 
Any natural parent, guardian, individual ac=ng as a parent in the absence of a parent or a guardian of a 
student of a diocesan school or a student or former student who has reached eighteen (18) years of age 
or is aqending an ins=tu=on of post-secondary educa=on has the following rights, (unless there is a 
court order, State statute or other legally-binding document precluding these rights): 

1. Inspect and review the student’s educa=on records; 
2. Request the amendment of the student’s educa=onal records to ensure that they are not inaccurate, 

misleading, or otherwise in viola=on of the student’s privacy or other rights;  
3. Consent to disclosure of personally iden=fiable informa=on contained in the student’s educa=on 

records, except to the extent that the Family Educa=onal Rights and Privacy Act and the regula=ons 
authorize disclosure without consent; 

4. File with the U.S. Department of Educa=on in complaint under 34 C.F.R. §99.64 concerning alleged 
failures by the agency or ins=tu=on to comply with the requirements of the Act and this part; and 

5. Obtain a copy of the diocesan policy (P4170 - Access to Official Student Records) and procedure for 
access to student’s records.   

Parents or eligible students may review copies of the diocesan school’s policies and procedures for 
inspec=ng and reviewing a student’s records and reques=ng amendments to a student’s records.  These 
policies are kept in the principal’s office of each diocesan school and may be reviewed during regular school 
hours. 

Expecta?ons of Saint Thérèse Catholic School Students 
The following list emphasizes the posi=ve ac=ons expected of students commiqed to studying in a Catholic 
school environment.  It is through the sharing of faith and values that we help students grow spiritually, 
socially, and academically to the best of their ability. 

1. Students are expected to model the ac=ons of Jesus. 
2. Students are expected to treat others in a Chris=an manner. 
3. Students are expected to demonstrate respect for all faculty and staff members, volunteers, and other 

students.  This would include refraining from physical and/or verbal harassment and profanity.  
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4. Demonstra=ng true pride in being part of the Saint Thérèse Catholic School community, students are 
expected to respect all property and to assist in maintaining order and cleanliness in the school 
buildings, church, and on school property.  

5. Realizing that liturgy is an important part of the school community, students par=cipate ac=vely in the 
planning and celebra=on of school liturgies. 

6. Students follow all guidelines and expecta=ons as outlined in this school handbook. 
7. Realizing that all individual gihs and talents are gihs from God, students strive to use all their gihs to 

develop their greatest poten=al. 

ENROLLMENT (P4010) - (See Appendix) 

School Admissions Policy 
Diocesan schools shall comply with state laws and regula=ons regarding school enrollment and aqendance 
to the extent possible, as consistent with the teachings of the Catholic Church and diocesan policy. 

Nondiscrimina?on Policy 
Diocesan schools shall follow and promote an open enrollment policy, accep=ng students without regard to 
color, race, gender, or na=onal origin, and reasonably accommodate the disabled in its educa=onal policy.  

Enrollment of Students 
Only a person having the legal custody of the child can enroll them in Saint Thérèse Catholic School.  A 
cer=fied copy of the student’s birth cer=ficate or bap=smal cer=ficate shall be required for original entrance 
at all grade levels.  Proof of legal custody may also be required in cases where a child does not reside with 
both natural parents. 

If these required documents are not provided to the school within thirty days of the student’s                      
enrollment, or appear to be inaccurate or fraudulent, the school shall no=fy the Indiana Clearing House for 
the Informa=on on Missing Children and will cooperate with local authori=es if the child has been reported 
missing.   

The custodial parent or legal guardian shall provide the name and address of the school the student last 
aqended, if any.  The school shall request the records from the last school the student aqended within 
fourteen (14) days of enrollment.    

Wriqen proof that the child meets state and county health requirements (immuniza=on record) for 
enrollment shall also be required. 
Students enrolling in grades 1-8 shall also provide copies of the following: 

• Most recent report card/transcript 
• Most recent results from tes=ng such as ISTEP+, IMAST, NWEA or other standardized tes=ng 
• IEP/ISP  

Kindergarten Entrance Requirement 
Saint Thérèse Catholic School follows state law in the enrollment of Kindergarten students.  To enter 
Kindergarten, the child must be five years old by August 1 of the year that the child will be aqending school. 

Saint Thérèse Catholic School may choose to administer the Gesell Assessment of Development Readiness or 
other readiness tests for determining proper placement in Kindergarten.  Students with birthdates aher 
August 1 will be considered if space is available and/or the student has been assessed by school personnel 
and meets state guidelines. 

Birth cer=ficates and bap=smal records are to be presented at the =me of registra=on for students entering 
Kindergarten. 
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Immuniza?on Informa?on 
All Pre-K and Kindergarten students must have received their immuniza=ons as required by the State 
of Indiana prior to the first day of school.  Your child may not aqend Pre-K or Kindergarten without 
documenta=on of immuniza=ons received OR a wriqen medical/religious exemp=on.   

All sixth grade students are required to have a measles booster (preferably an MMR).  Indiana law 
requires that all students in grades 6-12 be vaccinated against for following: Meisseria Meningi=s 
(Meningococcal disease), Varicella (Chickenpox) and Pertussis (Whooping cough).   

First Grade Entrance Requirements 
Indiana compulsory educa=on begins when a child is officially enrolled in school or the school year of the 
child’s 7th birthday, whichever is earlier. 

Students enrolling in a diocesan school aher successfully aqending kindergarten in another accredited 
school that has different age requirements shall be allowed to con=nue in school without interrup=on 
because of chronological age. 

Children with Excep?onal Educa?onal Needs 
Children with excep=onal educa=onal needs requiring special modifica=ons and accommoda=ons are 
accepted if their needs can be reasonably accommodated in the school.  Ini=al enrollment shall be on a 
proba=onary basis with the understanding that in the event the excep=onal needs of the child cannot be 
reasonably accommodated by the school, the custodial parents or guardians will agree to enroll their child in 
another school system which can accommodate the special needs of the excep=onal child. 
  
Children who otherwise meet all entrance requirements may not be denied admission solely on the basis of 
a diagnosis of a disease unless required by applicable state law or board of health policy; similarly, students 
may not be excluded merely on the basis of a diagnosis of a disease.  

However, as with any prospec=ve student who is diagnosed as having or is suspected of having a 
communicable disease, a child with a communicable disease may be excluded, if aher an individualized 
assessment of the child’s condi=on, in accordance with the school’s communicable disease policy/procedure, 
it is determined that the child’s presence in the classroom would expose others to significant health and 
safety risks. 

Student Transfers (P4020) - (See Appendix) 
Once the academic year has begun, students shall be discouraged from transferring to another diocesan 
school except in the case of a change of residence. 

Based on legi=mate educa=onal jus=fica=ons, Saint Thérèse Catholic School strongly discourages the transfer 
of students into grades 6 through 8.  A transfer of students of these ages is discouraged because it could be 
disrup=ve and detrimental to the student’s educa=onal development, which could create problems in social 
adjustment for both new students and those currently enrolled in Saint Thérèse Catholic School. 

Academic records, records of previous ability and achievement tes=ng, psychological tests and health 
records will be required from the previous school. 

Transfer students and new students will be placed on proba=on for a period of nine (9) weeks from the date 
of transfer.  During this proba=onary period, Saint Thérèse Catholic School reserves the right to ask transfer 
and new students to withdraw if serious academic or behavioral problems arise.  

The final decision of accep=ng a transfer student rests in the sole discre=on of the principal in consulta=on 
with the pastor. 

Expelled or Suspended Students from Other Schools 
Saint Thérèse Catholic School may consider accep=ng a student from another school who has been expelled, 
suspended, or has been a party to a major discipline problem as defined by the former school or interpreted 
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by applicable Saint Thérèse Catholic School opera=ng policies only aher a full and complete explana=on of 
all facts per=nent to an individual case has been evaluated.  This provision will not be followed when a 
student has been expelled for viola=ng the “Gun-Free” diocesan policy, which is required by state and federal 
law (P4560).  

Discovery that any informa=on provided to Saint Thérèse Catholic School was falsified will automa=cally be 
grounds to refuse the transfer request or to immediately dismiss the child from school if the discovery occurs 
aher the child has been enrolled. 

Tui=on and book fees will be charged to each family at Saint Thérèse Catholic School.  Students will not be 
admiqed to Saint Thérèse Catholic School if their family is not current and in good standing in all of their 
financial obliga=ons at their previous school and church.   

Registra?on 
Ini=al registra=on for Saint Thérèse Catholic School will be open to all registered members of Saint 
Thérèse Parish.  Any family not registered in the parish that wishes to enroll a child in Saint Thérèse 
Catholic School must have its admission approved by the pastor and principal.  

All students of Saint Thérèse Catholic School will be expected to follow the en=re schedule of all academics, 
including that of religion. 

All new students will be placed on proba=on for nine weeks. When this period is over, a mee=ng will 
be held with the parent/guardian, students, teacher, pastor and principal. If, at that =me Saint Thérèse 
Catholic School cannot meet the academic and or social, or emo=onal needs of the student, the 
student will be removed from Saint Thérèse Catholic School.  

Choice School Addi?on 
If due to health concerns, a family may opt to u=lize virtual learning; however it is a quarterly commitment.  
Virtual learning allows for instruc=onal learning to be delivered in real-=me by the student’s classroom 
teacher (updated 08/07/2020). 

FINANCIAL POLICIES 

Saint Thérèse Catholic School maintains a system of tui=on and fees that par=ally fund total educa=onal 
costs; Saint Thérèse Parish provides substan=al financial support to maintain opera=ons. 

Spring Enrollment Deposit Fees and Registra?on 
A non-refundable deposit of $25.00 per student or $75 per family in grades PreK-8 for the upcoming school 
year must be paid during spring enrollment.  The remaining registra=on fees are due in August.  The amount 
of the deposit is subject to change annually.  Failure to pay the deposit during spring enrollment may result 
in the school not admivng the student in the upcoming school year. 

Tui?on Payments 
Families may choose the method for tui=on payment from the following: 

1. Tui=on paid-in-full at Fall registra=on. 
2. Tui=on paid through FACTS Management. 

At the =me of enrollment, families using FACTS must complete a FACTS automa=c tui=on 
payment agreement form.  All FACTS accounts will be on a 10-month payment program, paid 
August through May.  A maximum of two payments may be deferred; no payments may be 
deferred beyond May. 

If tui=on payments are not current at the end of a school quarter (grading period), a student is subject to 
having his/her grade card withheld. 
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No student will be allowed to register at Saint Thérèse Catholic School for the following school year if tui=on 
and fee payments of any sort are overdue. 

Tui?on Assistance 
Commiqed to the educa=on of every child, Saint Thérèse Catholic School offers tui=on assistance to those 
families reques=ng such services.  Members of Saint Thérèse Parish will receive first considera=on for tui=on 
assistance.  If any funds remain, applica=ons from non-parishioners will be considered.  To be considered for 
assistance each family needs to complete a FACTS Grant and Aid assessment applica=on.  It is the discre=on 
of the Tui=on Assistance Commiqee to determine the tui=on assistance and/or distribu=on thereof.  Limited 
parish financial assistance for tui=on is available for distribu=on; no funds are available for book bills and 
fees.   

Diocesan Large Family Fund 
The Diocesan Large Family Fund for Tui=on Assistance is designed to provide assistance to Catholic families 
with 3 or more children in Catholic schools.  Applica=ons are available in the school office.  Any family 
applying to the Large Family Fund must first apply for assistance from Saint Thérèse Catholic School by 
applying through FACTS Tui=on Aid. 

Saint Thérèse Catholic School reserves the right to take ac=ons necessary to collect unpaid tui=on and fees. 

School Choice Voucher and SGO Programs 
Saint Thérèse Catholic School takes part in the Indiana School Choice Voucher and SGONEI programs.  Please 
contact the school principal for more informa=on.  

ATTENDANCE (P4040) - (See Appendix) 

Parent/Guardian Responsibility 
Parent(s)/legal guardians are responsible for having their children in school.  Indiana law prescribes that 
parents must have their children in public or private school from the age of seven (7) un=l the date on which 
the child: 

A. Graduates; or 
B. Reaches at least sixteen (16) years of age or less than eighteen (18) years of age and: 

1. the student and the student’s parent or guardian and the principal agree to the 
withdrawal; 

2. the student provides wriqen acknowledgment of the withdrawal which must include a 
statement that the student and the student’s parent/guardian understand that 
withdrawing from the school is likely to reduce the student’s future earnings and 
increase the likelihood of the student being unemployed in the future, and the student’s 
parent or guardian and the school principal each provide wriqen consent of the student 
to withdraw from school; and 

3. the withdrawal is due to financial hardships requiring a student to be employed to 
support the student’s family or dependent, illness or an order of a court that has 
jurisdic=on over the student, or 

C. Reaches the age of eighteen (18) years. 
whichever occurs first. 

Absence from School 
Absence from school shall fall into one of three of the following categories: 

Absences which are counted as present: 
1. Serving as a page in the Indiana General Assembly 
2. Court appearances pursuant to a subpoena 
3. Visita=on to a high school by an 8th grader 
4. Religious observances 
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5. Placement in a short-term inpa=ent program, which provides an educa=onal program 

Excused Absences: 
1. Illness of the student with a wriqen note from parent/guardian, doctor, or phone call from    
     parent/guardian 
2. Death in the immediate family 
3. Death for persons outside of the immediate family with parental permission 
4. Out-of-school suspension (make-up work is NOT accepted) 
5. Medical/Dental appointment over two (2) hours and legal appointments 
6. Inclement weather (at discre=on of the parents) 

Unexcused absences: 
1. No parent/guardian contact with the school giving an explana=on for the absence on the day of 

the absence 
2. No doctor’s note to excuse an absence once more that 5 consecu=ve day of absence has occurred 
3. Family vaca=ons 
4. Absences other than those defined as excused or absences counted as present 

Addi?onal AWendance Notes 
1. Students aqending school less than 2 hours are absent all day. 
2. Students arriving at school more than 2 hours late in the morning are considered absent ½ day.  
3. Students leaving school before 1:15 p.m. in the ahernoon are considered absent ½ DAY. 
4. Medical or Dental appointments over 2 hours are considered absent ½ day.  

Repor?ng an Absence/Late Arrival 
A parent or guardian must call the school office before 9:00 a.m. if a child is going to be absent from school 
or more than 30 minutes late.  If our office has not heard from you by 9:00 a.m. and your child is not 
present, we will call the day=me phone number to verify the absence. 

A wriqen note from the parent or guardian must be sent with the student upon returning to school sta=ng 
the date(s) and the reason the student was absent. 

Irregular AWendance Policy 
Aher a student has accumulated six (6) days of absences per school year, the principal will make contact with 
the student’s parents/guardians by mail or phone.   

Aher a student has accumulated twelve (12) days of absences per school year, a conference shall be held 
with the parents/guardians and the student.  An aqendance contract may be established at this =me.  

Aher a student has accumulated fiheen (15) days of absences per school year, a referral shall be made to the 
principal.  If the principal is unable to resolve the aqendance problem, a referral may be made to the intake 
officer of the local Juvenile Proba=on Department. 

Truancy 
A student is truant when he/she is absent from school or class without the permission of his/her                          
parent/guardian and the school.  Students who are habitually truant shall be reported to the juvenile 
authori=es in accordance with applicable state law and diocesan policies. 

Tardy Policy 
Regular aqendance is essen=al to successful school work.  Excessive tardiness can be a disrup=on to 
classroom order and the educa=onal process.  Students and parents are responsible for regular aqendance 
and punctually.  A student is tardy if he/she arrives at school aXer 8:15 a.m.  Students who arrive while 
classes are in church will be marked tardy by the teacher on duty.  Students who arrive aher classes are in 
session in the school building must report to the school office for a tardy slip.  
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In case of inclement weather, this policy will be evaluated as needed; our concern is that everyone arrives 
safely to school. 

Doctor/Dental Appointments 
Students who will be late in the morning should present a no=ce to the teacher one day before the 
appointment and indicate whether he/she will need hot lunch.  Students who need to be dismissed later 
during the school day must bring a note on the day of the appointment and call the school office.  All 
medical/dental appointments will require a slip from the doctor’s office sta=ng the date and reason for the 
appointment.  These slips must be presented to the school office upon the student’s return to school.  The 
notes are kept on file in the school office.  Without this note, the student absence will be considered 
unexcused.  This note is in addi=on to all notes and phone calls from parents.  (Revised 10/9/2013) 

Family Trips/Vaca?ons 
Parents are encouraged to plan family vaca=ons according to the scheduled school vaca=ons.  Saint Thérèse 
Catholic School publishes vaca=on dates well in advance to allow parents/guardians to plan for family trips.  
Use of regular school days to take family trips and/or extend family vaca=ons at Christmas or Spring Break is 
strongly discouraged.  In Indiana, school aqendance is mandatory and schools cannot give permission for 
absence beyond the law.  However, school officials do recognize that on rare occasions this may be out of the 
control of the parents or guardians.  Vaca=ons taken during the school year will be classified as unexcused 
absences.  Students will be able to makeup work and receive credit for assignments and/or tests that are 
missed.  Arrangements for the comple=on of work are made with the classroom teacher.  This work is to be 
done aher the student returns.  Teachers are not required to have class work and homework available for 
parents in advance of a student’s unexcused absence. 

Morning Arrival  
Parents will not be permiqed to come into the building for any reason.  Parents may call ahead or ring the 
buzzer and a staff member will meet you at the door.  If someone needs to drop off items, he/she will park in 
the school parking lot, put on a mask, push the intercom buqon near Door #1 and speak to the 
administra=ve assistant.  The administra=ve assistant will meet the visitor at door #1 to retrieve items.  
Guests dropping items off will not be permiqed to come into the inner school building.  

Visitors to School Buildings (P2410) - (See Appendix) 
For student and personnel safety, all visitors to Saint Thérèse Catholic School shall be directed by means of 
signs at the school’s main entrance to report to the school office upon entering the building. 

Visitors (contractors, guest speakers, etc.) will park in the school parking lot, put on a mask, push the 
intercom buqon near Door #1 and speak to the administra=ve assistant.  Signage will direct visitors to mask 
before entering Door #1, explain the purpose of their visit to the administra=ve assistant, undergo a health 
screening, and sani=ze/wash their hands. 

Parents/guardians must bring items forgoqen at home to the school office and not to the classroom.  
We will deliver the items at a =me when it will cause the least disturbance to the class. 

We encourage parents/guardians to visit your child’s classroom, but we ask you to follow a few guidelines to 
insure a smooth visit: 

1. Call or write the principal or classroom teacher reques=ng a visit at least one week prior to the 
desired date. 

2. The principal or teacher will return your request to arrange a date and =me. 
3. Remember to report to the school office before you go to the classroom.  Remember that this is not 

a conference =me.        
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Regular AXernoon Dismissal 
School dismissal is at 3:15 p.m.  All drivers must follow the normal procedure to pick up students at the end 
of the day.  Evening pick up will take place in front of the school and church awning.  The pick up line is a 
single file line in the curb lane and thru-lane on the north side of the Church.  Once full, all addi=onal cars 
will form three lines in the west Church parking lot.  All cars will display their family number in a manner that 
is easily visible.  Students will be dismissed by family car number, in a staggered dismissal paqern to avoid 
bunching.  Students will wear masks in the hallways while dismissing.  Once outside the building, students 
will wear their masks un=l they have reached their cars.  Once outside, students will wait to be released to 
their cars while maintaining social distance whenever possible.  Parents are to remain in their cars.  All cars 
will exit the grounds through the addi=on/Blu�on Road exit. 

Students who walk home or go to aher-care will be dismissed aher we finish the car dismissal.  If a student is 
not picked up by 3:30 p.m., he/she will be sent to aher-care at the expense of the parent or guardian. 

New for the 2020-21 School Year 
No Saint Thérèse Catholic School students will be allowed to go to our neighboring library branch aher 
school.  Due to restric=ons related to the ongoing COVID-19 pandemic, there will be no mee=ng room space, 
no aher-school programming, and no hang-out space in the building.  The branch will not be able to 
accommodate any group of any size within the building un=l further no=ce. 

Before-Care/AXer-Care 
Saint Thérèse Catholic School has contracted with LEARN Resource Center for all before-care and aher-care 
services this year.  LEARN Resource Center is a non-profit organiza=on that has been serving children since 
1966.  LEARN Resource Center will work directly with school parents on program details, enrollment, fees, 
payment collec=ons, etc. Go to: hqp://www.learnresourcecenter.org and  www.learnresourcecenter.org or 
more informa=on.f 

Before-school Program: Children are provided a variety of enrichment ac=vi=es and =me for recrea=on 
before school begins each day.  The before school program offers extended hours on school-delay days.  
Program is open from 6:45–8:00 a.m.  

Aher-school Program: Each day, LEARN will provide a nutri=onal snack, =me for students to work/complete 
homework, and to par=cipate in enrichment and recrea=onal ac=vi=es.  Program is open from when school 
is released un=l 5:30 p.m. 

If students are going to aher-care, they will wait to be released over the PA.  The aher-care announcement 
will not be made un=l all car riders have been released.  Students who are going to aher-care will exit the 
building and enter the Gym, maintaining social distance whenever possible.  As students exit the school 
building and enter the Gym, they will be wearing masks.  Students will sani=ze their hands and go to 
assigned aher-care area.  For pick up, parents will park in the school parking lot, put on a mask, walk to the 
Gym, and proceed to the small mee=ng room for signout.  As students and parents exit the Gym, they will be 
wearing masks.  With parental permission, students may remove masks once outside the building. 

Early Dismissal 
No child may have an early dismissal from school without a wriqen request from his/her parent/guardian.  
The iden=ty of any person calling for a child must be verified.  All requests by telephone for early dismissal 
must be verified by a return call to the telephone number on file for the child.  All children with early 
dismissal must be picked up in the office and signed out by the person picking them up.  If a child is ill, he/
she will not be sent home before calling the home.  An adult will accompany the child home. 

School Closing/School Delays 
When Saint Thérèse Catholic School is closed or delayed due to weather condi=ons, it will be 
announced as Saint Thérèse Catholic School.  Such closing or delays will be announced on the 
following television/radio sta=ons: WOWO-1190 AM; WLDE 101.7 FM; WAJI MAJIC 95FM; WFFT-FOX 
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55-TV; WANE-TV; WISE-TV; and WPTA-TV.  A shout-out message (electronic, recorded message) will be 
sent to phone numbers on file in the school office informing of a delay or closing.  In an emergency or 
special circumstance, it is necessary for the principal to close or delay school.  In such cases, you will 
hear the announcement on the same sta=ons, and in a shout-out message. 

Saint Thérèse Catholic School will begin with a 2-hour delay and move to a 3-hour delay when 
necessary.  On days with 3-hour delays, Saint Thérèse Catholic School dismissal will take place one 
hour later, at 4:15PM.   

Shout-outs will also be used to convey other important informa=on. 

Parents have the primary responsibility for their children.  Parents must decide if their child’s route to school 
is safe on days when weather is bad and school remains open.  Students are given an excused absence in 
these cases.  The child is marked absent for the day, but is allowed to make up school work. 

Leaving School at Lunch Time 
Children are not allowed to leave the school premises at noon.  If it is necessary for a child to leave the 
school grounds during the noon period: 

1. A wriqen excuse must be presented from the parent/guardian.   
2. An adult must accompany the student to and from the des=na=on. 
3. The adult must sign the student out and back in at the school office.   

COMMUNICATIONS  

A school calendar is distributed at the beginning of each school year.  Parents will be no=fied of 
changes through the monthly parent leqer.  Each week the principal will publish and distribute a 
newsleqer and calendar. 

Sugges=ons or comments on the improvement of educa=onal programs should be sent to the 
principal, pastor, or school board.  

Student rosters and personnel lists will not be distributed to anyone without the principal’s approval. 

A custodial parent informa=on card must be on file in the school office.  This card gives the school the 
necessary informa=on concerning custodial and non-custodial parent rights including: who may 
receive report cards, who will be invited to parent/teacher conferences, who may transport the child 
to and from school, medical informa=on, emergency phone numbers, home phone number, and 
parent or Guardian work phone number. 

In case of divorce, a copy of the custodial agreement must be submiqed to the school and is kept in the 
permanent record file. 

Parent/Guardian Concerns Procedure (P2310) - (See Appendix) 
To facilitate and promote the orderly and efficient resolu=on of concerns, parents/guardians wishing 
to address and/or ques=on an academic area or situa=on regarding a specific teacher or classroom 
procedure must follow the grievance procedure below: 

Step 1: Address the issues with the classroom teacher (or person with whom the student has the problem). 
Step 2: Address the issue with the Principal.   
Step 3: Address the issue with the Pastor. 
Step 4: If the issue is not sa=sfactorily resolved, then the parent/guardian should place his/her 
concerns in wri=ng to the person involved and his/her supervisors (e.g. pastor, principal). 
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Parents/guardians should follow the steps set forth in this policy, except where a situa=on is 
specifically covered under another school or Diocesan policy which provides for a different repor=ng 
procedure (e.g. harassment). 

Diocesan Internet Acceptable Use Policy (P4620) - (See Appendix) 
Saint Thérèse Catholic School will follow the Diocesan Internet Policy.  

Students Use of the Internet in School  
The Internet is an “electronic highway” connec=ng millions of computers all over the world and millions of 
individual users, allowing students access to communicate with fellow students all over the planet.   

The Internet is an interna=onal collec=on of thousands of independent networks.  It links tens of thousands 
of computers with the ability to communicate as if on a single network.  The Internet provides a means for 
people to interact and associate with others. 

Internet access is now available to students and teachers in many of our Catholic schools.  The access 
is being offered as part of a collabora=ve project involving the school and a local Internet Service 
Provider.  Our goal in providing this service to teachers and students is to promote educa=onal 
excellence by facilita=ng resource sharing, innova=on and communica=on. 

Electronic informa=on research skills are now fundamental to the prepara=on of ci=zens and future 
employees during an Age of Informa=on.  It is expected that staff will blend thoughdul use of such 
informa=on throughout the curriculum and assist students in the appropriate use of such resources. 

Use of the Internet enhances the present curriculum of diocesan schools.  The Internet is a tool for 
mo=va=on for increasing reading and wri=ng skills.  It is a resource for informa=on and for classroom 
research projects and other studies related to the curriculum.  It provides communica=on with professionals 
in every field.   

Use of the Internet is determined to be a privilege and not a right of the students in the Catholic schools.  As 
such, Internet usage will be regulated. 

Students Use of the Internet Off Campus (P4630) - (See Appendix) 
Saint Thérèse Catholic School reserves the right to impose consequences for inappropriate behavior that 
takes place off-campus and outside school hours.  Thus, inappropriate use of technology (for example, on a 
home computer), may subject the student to consequences.  Inappropriate use includes harassment (as 
defined by Diocese) of students or teachers, use of school name, remarks directed to or about teachers, 
offensive communica=ons and safety threats. 

Saint Thérèse Catholic School does not, however, ac=vely monitor student use of Technology (blogs, chat 
rooms, etc.).  While our filtering system establishes parameters for appropriate use within the school 
building, students and parents/guardians are primarily responsible for the appropriate and ethical use of 
technology, especially in the home. 

INSTRUCTIONAL PROGRAMS 

School Curriculum 
At the core of the Saint Thérèse Catholic School experience is a challenging Catholic curriculum intended to 
bring about the best in each student — intellectually, spiritually, physically, and socially.  The curriculum 
embraces the Catholic heritage and centers on the Chris=an values of discipline, responsibility, and 
community.  

Saint Thérèse Catholic School follows the guidelines for the instruc=onal programs given by the State of 
Indiana and the Diocese.  Textbooks approved by the state and the Diocese are used.  Students receive 
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instruc=on in the basic academic subjects including religion, mathema=cs, literature, reading, science, social 
studies, and spelling.  Special instruc=on in music, art, computer, and physical educa=on is also provided. 

Students are required to aqend weekly Mass and take part in prayer services.  All-school Masses are also 
celebrated on Holy Days of Obliga=on and other special days. 

Parent-Teacher Conferences 
Conferences are scheduled for the communica=on of each student’s academic progress throughout the first 
grading period.  Addi=onal conferences may be requested by the teacher or parent. 

Progress reports are sent at the mid-point of each quarter during the academic year.  Periodic Academic 
Progress Alerts may be sent during the academic year. 

Tes?ng 
State appointed grades (3-8) will par=cipate in the ILEARN achievement tes=ng.  ILEARN results and their 
implica=ons will be communicated to parents or guardians upon receipt from the scoring service.   

Grades K-8 will also par=cipate in NWEA growth tes=ng.  All 3rd grade students will par=cipate in the 
IREAD-3 tes=ng. 

Promo?on / Reten?on / Gradua?on (P4130)  - See Appendix 
A student may be placed, or may repeat a par=cular grade level for a variety of reasons determined by the 
principal, teachers, and parents including: ability; emo=onal and physical maturity; aqendance; comple=on 
of required curriculum/achievement; standardized tes=ng results, review of suppor=ve evidence, such as 
samples of student work, classroom test results, progress reports, etc; teacher recommenda=on; or previous 
reten=on in a grade. 

Homework 
Homework is an essen=al part of the educa=onal process and an important support system for classroom  
instruc=on.  A certain amount of homework is necessary to reinforce or prac=ce what is taught at school.  
Homework should provide: an extension of classroom ac=vi=es; an evalua=on tool for both teacher and 
student; and a posi=ve learning experience that emphasizes quality as opposed to quan=ty.  The work 
assigned is the responsibility of the child, not that of the parent.  If the child con=nuously insists on your 
help, please make an appointment with the teacher in order to find out the basis of the problem.  The length 
of =me spent on diligent homework should be appropriate for the student’s age and grade level.  Homework 
will be assigned at the discre=on of the classroom teacher.  It generally should not require more than 30 
minutes to complete for grades 1-3; and not more than 45 minutes for grades 4-5. 

Middle School  Homework 
Students in grades 6-8 can expect 60-90 minutes of homework per night.  The =me spent may fluctuate 
depending upon special projects and prepara=on for tests.   

Teachers will provide homework policy informa=on to parents at Back-to-School Night.  Students in 
grades 4-8 are given a daily assignment book to be used by them to write down all homework 
assigned and done each school day.  This is also a good way for parents to keep informed of all 
assigned work given to students.  Please look at their assignment books daily.  

Academic Progress Reports 
The academic year is divided into four, 9-week quarters.  Mid-term reports are issued each quarter and 
report cards are issued at the end of each quarter.  Mid-term reports keep parents informed and offer 
parents and students an opportunity to focus on areas of difficulty and =me to improve grades before report 
card =me. 
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Grading Scale Grades  

Pre-K — Grade 2 
Grades 3 — 8 

       

Honor Roll 
Students in Grades 4-8 will be eligible for Honor Roll: 

1. High Honors — students must receive A’s in all core academic subjects, including religion and special 
classes (art, computer, keyboarding, and physical educa=on).  Students must have no less than an A- 
in conduct. 

2. Honors — students must receive A’s and B’s in all core academic subjects, including religion and 
special classes (art, computer, keyboarding, and physical educa=on).  Students must have no less 
than B- in conduct. 

Students in grades 4-8 will be invited to the spring honors banquet if they have made the Honor Roll during 
the first three quarters of the current school year and meet the same grade standards on the fourth quarter 
progress report.   

Students who make the Honor Roll or have perfect aqendance for that quarter, will be recognized at 
academic pep sessions at the end of each grading quarter. 

Extra-curricular Eligibility 
All students in grades 5-8 are eligible to play sports and belong to Student Council.  They will become 
ineligible if they receive a failing grade (below 60) on their progress report or report card, or if they 
receive a D in conduct. 

If the student becomes ineligible because of grades or conduct, he/she will not be allowed to par=cipate in 
any prac=ces or games for two full weeks.  Aher that =me, grades will be reviewed.  If all grades are 60% and 
above, the student may return to prac=ces and games with full privileges.  If the student has any grade 
below 60%, the student remains ineligible un=l the next progress report or grade card is issued.  

95-100% O Outstanding

87-94% S+ Above Satisfactory

80-86% S Satisfactory

70-79% S- Low Satisfactory

60-69% N Needs Improvment

59% and below U Unsatisfactory

97 – 100% A+

93 – 96% A

90 – 92% A-

87 – 89% B+

83 – 86% B

80 – 82% B-

77 – 79% C+

73 – 76% C

70 – 72% C-

67 – 69% D+

63 – 66% D

60 -62% D-

59% - Below F
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The same procedure is followed for all other extra-curricular, school-related ac=vi=es, such as: children’s 
choir, school plays, talent shows, etc. 

The principal will inform the athle=c director or extra-curricular ac=vity sponsor of any par=cipant 
who becomes ineligible during the season. 

This policy is subject to principal/parent/teacher review in regard to individual cases. 

STUDENT DISCIPLINE 

Discipline is a system of rules and regula=ons that govern the conduct of the student that effec=vely work 
together, so that learning can take place.  Discipline is necessary for personality development, to help 
students learn acceptable standards of conduct, to help develop a set of moral standards to be a guide in 
moral decision-making and to help students feel secure within limits.  It is necessary so learning can take 
place.  

Every teacher has the right to establish a classroom structure that provides op=mal learning, to determine 
and request appropriate behavior from the students, and to ask for help from parents and the principal 
when assistance is needed with a student.  Teachers are free to implement their classroom policies in the 
way most produc=ve for them.  This may include =me during recess or aher school.  Teachers will explain 
individual classroom discipline polices at the Back-to-School Night mee=ng at the beginning of the school 
year.  Disciplinary Ac=on forms will also be reviewed. 

Students are to abide by the rules of the school and the individual classroom.  Classroom teachers or the 
principal will no=fy parents when students repeatedly do not observe the rules. 

The student disciplinary policy will be implemented for all Saint Thérèse Catholic School students in grades  
K-8 and applies to student conduct that occurs: on school grounds; off-school grounds at a school ac=vity, 
func=on, or event; traveling to or from school or a school ac=vity, func=on, or event; and at any =me or 
place when the principal determines that the student’s conduct causes harm or could poten=ally cause harm 
to other students, school employees, property, or the reputa=on of Saint Thérèse Catholic School or the 
Diocese.   

Chea?ng and Plagiarism 
Chea=ng and plagiarism of any type will not be tolerated, and academic and disciplinary consequences will 
be administered. 

Disciplinary ac=ons will be taken by any faculty/staff or administrator for inappropriate student 
behaviors.      

Major Disciplinary Offenses 
The following offenses will result in deten=on: defacing school or parish property; physical/verbal 
harassment of others; figh=ng; stealing; disrespect/deliberate disobedience/defiance; possession of 
inappropriate materials; chea=ng on assigned school work or tests; possession of cell phones during school 
hours; bullying (as defined by the school); and other. 

Disciplinary Ac?on Consequences 
• Students will serve deten=ons on either Tuesday or Thursday from 3:30-4:30 p.m.  Parents will be 

called and informed of the deten=on.  If the incident happens on Monday, Tuesday or Friday, the 
deten=on is served on Tuesday.  If the incident happens on Wednesday or Thursday, the deten=on will 
be served on Thursday. 

• Students serving deten=on who are not picked up at 4:30 p.m. will be sent to Aher-Care 
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program at the expense of the parent/guardian.   
• Students with assigned deten=on will be ineligible to par=cipate in sports, prac=ce or extracurricular 

ac=vi=es on the day of the assigned deten=on.   
• The school will no=fy the athle=c director, moderators/teachers, or coaches of any extracurricular 

ac=vi=es of the student’s ineligibility to par=cipate. 
• When a student receives a Disciplinary Ac=on Form, a copy of the form will be sent home with the 

student.  The form is to be signed by the parent/guardian and returned the next day to the homeroom  
teacher.  Signing the Deten=on Ac=on Form only acknowledges you have received it.  Your signature 
does not indicate your agreement with the ac=on(s). 

Procedural Process 
2nd Deten=on:  A conference will be scheduled with the student, parent/guardian, and principal 
and/or pastor. 
3rd Deten=on:  In-school suspension. A child may be placed on a Behavior Plan. 

Any student receiving three (3) Disciplinary Ac=on forms for behavioral reasons may be placed on a Behavior 
Plan.  A suspension or expulsion can be a consequence from the Behavior Plan.  Any student receiving two 
(2) suspensions has the possibility of being expelled from Saint Thérèse Catholic School. 

In-school Suspension 
The student is removed from the normal school situa=on, placed in a private work area and supervised by 
the principal or his/her designee.  The student will be given work from all subject areas and all work must be 
completed before returning to the normal school rou=ne.  All school-related extra-curricular ac=vi=es of the 
student will cease through the dura=on of the suspension.  The length of the in-school suspension will not  
exceed 3 days. 

Grounds for Suspension/Expulsion (P4520) - (See Appendix) 
The following types of student conduct cons=tute grounds for an out of school suspension or expulsion 
subject to Saint Thérèse Catholic School’s provisions for disciplinary review.  The grounds for suspension or 
expulsion below apply to student conduct which occurs: 

A.  On school grounds; 
B.  Off-school grounds at a school ac=vity, func=on, or event; 
C.  Traveling to or from school or a school ac=vity, func=on, or event; or 
D.  At any other =me when the principal determines that the student’s conduct either causes harm or 

could poten=ally cause harm to the other students, school employees or school property, or the 
reputa=on of the School or Diocese. 

This lis=ng is not intended to be exhaus=ve of all types of conducts —  
a. Any conduct which, in the opinion of the school officials, is contrary to the principles and teaching of 

the Catholic Church. 
b. Using violence, force, noise, coercion, threat, in=mida=on, fear, passive resistance, or other 

comparable conduct cons=tu=ng an interference with school purposes, or urging other students to 
engage in such conduct. 

c. Causing or aqemp=ng to cause damage to property belonging to any other person, student, school 
employee or the school/parish; stealing or aqemp=ng to steal property belonging to any other 
person, student, school employee, or school/parish. 

d. Inten=onally causing or aqemp=ng to cause physical injury or inten=onally behaving in such a  way 
that, in the opinion of school officials, could cause physical injury to any person. 

e. Threatening or in=mida=ng any individual for whatever purpose. 
f. Possessing, handling or transmivng a knife/gun or any other object which under the circumstances 

and in the sole opinion of the school officials could be considered a weapon.  A student who must 
use a knife as part of an organized ac=vity held by an organiza=on that has been approved by school 
officials is exempt from this rule so long as the knife is used as part of or in accordance with the 
approved organiza=on. 

g. Possessing, using, transmivng or being under the influence of a controlled substance or intoxicant 
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of any kind.  The prescribed use of a drug authorized by a medical prescrip=on from a physician is 
not a viola=on of this rule. 

h. Engaging in the unlawful selling of a controlled substance or engaging in a criminal law viola=on that 
cons=tutes a danger to other students or cons=tutes an interference with school purposes and/or 
educa=onal func=on. 

i. Failing in a substan=al number of instances to comply with direc=ons of teachers or other school 
personnel during any period of =me when the student is properly under their supervision. 

j. Engaging in any ac=vity forbidden by the laws of the State of Indiana that interferes with 
school purposes or educa=onal func=on. 

k. Viola=on or repeatedly viola=ng any rules that are, in the opinion of the school officials, necessary in 
carrying out school purposes and/or educa=onal func=on. 

l. Possessing or using, on school grounds during school hours, an electronic paging device a cell phone 
or any electronic hand-held device in a situa=on not related to a school purpose or educa=onal 
func=on. 

m. Engaging in any unlawful ac=vity on or off school grounds if the unlawful ac=vity is considered by 
school officials to be an interference with school purposes or an educa=onal func=on. 

n. Smoking or possessing cigareqes, drinking or possessing alcoholic beverages.  
o. All cell phones/electronic devices must be parked in the off-posi=on and turned in to the school 

office each morning.  

Out of School Suspension 
The student is placed under parental supervision and is sent home.  According to Diocesan policy, no make 
up work is allowed when a student is serving an out of school suspension.  All school-related, extra-curricular 
ac=vi=es of the student will cease through the dura=on of the suspension.  The length of the out of school 
suspension will not exceed 5 days. 

Suspension/Expulsion 
An automa=c, 3-day suspension and/or expulsion may be given for the following: 

A. Smoking or possessing cigareqes or marijuana, e-cigareqes, vape-pens, smokeless tobacco or 
chewing tobacco, drinking or possessing alcoholic beverages, using or possessing unauthorized drugs 
on parish property or at school related ac=vi=es (i.e. field trips); 

B. Malicious vandalism; or 
C. Any ac=on that might endanger oneself or anyone present. 

Disciplinary Review for Students (Suspension or Expulsion) (P4530) - (See Appendix) 
Any student accused of wrongdoing in viola=on of school or diocesan policy that could result in the student’s 
out of school suspension or expulsion from the school will be given: 

• An explana=on of what the student is accused of doing that is wrong; and 
• An opportunity for the student, in the presence of the student’s parents, to respond to the 

accusa=ons before either the principal or an impar=al tribunal established by the school’s 
administra=on for the purpose of making a recommenda=on on the maqer to the Principal. 

• The Principal (in consulta=on with the pastor in the case of an elementary school) shall be 
responsible to make a final decision on all such maqers.  The Principal’s decision shall be final and 
binding on all par=es. 

Failure or Refusal of Parents/Guardians to Par?cipate in a Disciplinary Proceeding (P4420) - (See Appendix)  
The failure or refusal of parents/guardians/custodians to par=cipate in diocesan or school discipline 
proceedings concerning student’s improper behavior may be considered educa=onal neglect and the child 
may be considered a “child in need of services” in accordance with I.C.31-6-4-3- (a) (7), and in that case, the 
maqer shall be referred to the Child Protec=ve Services Division of the Department of Welfare. 

Harassment Prohibi?on (P4580) - (See Appendix) 
It is the policy of the Catholic Schools of the Diocese of Fort Wayne-South Bend to maintain a learning and 
working environment that is free from harassment based on sex, race, na=onal origin, color, age, disability, 
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or any other impermissible factor that is prohibited by law and/or the teachings of the Catholic Church. 

It shall be a viola=on of this policy for any student to harass another student or employee, through conduct 
or communica=on of a sexual nature as defined in Sec=on I of the Procedure and on any other impermissible 
grounds as described in Sec=on II of this Procedure.    
  
This policy and procedure covers situa=ons in which a student claims to be the vic=m of harassment. 

Sexual Harassment 
Sexual harassment shall consist of unwelcome sexual advances, requests for sexual favors, and other  
inappropriate verbal or physical conduct of a sexual nature when made by any employee to a student, or 
made by any student to another student. 

Conduct of a sexual nature may include verbal or physical sexual advances, looks, leers, gestures, comments, 
jokes, or other inappropriate conduct based on the vic=m’s sex. 

The Diocese forbids sexual harassment and retains the right to address sexual harassment or inappropriate 
conduct of a sexual nature in the schools through whatever means it determines are reasonable and 
appropriate. 

Other Forms of Harassment/Bullying 
Harassment/ Bullying may be based on any protected characteris=c, including race, color, religion, 
na=onal origin, age, disability, or other protected area.  Harassment/Bullying may consist of 
unwelcome, derogatory, and/or inappropriate verbal or physical comments or conduct rela=ng to the 
vic=m’s race, color, religion, na=onal origin, age, disability, or other protected trait, made by any 
employee to a student, or made by any student to another student. 

Comments or conduct of an offensive or harassing nature may include verbal or wriqen comments, jokes, or 
physical gestures regarding physical, personality, or other characteris=cs related to a person’s race, color, 
religion, na=onal origin, age, disability, or other protected trait. 

The Diocese prohibits harassment and retains the right to address harassing conduct through whatever 
means it determines are reasonable and appropriate. 

Saint Thérèse Catholic School has implemented the Olweus Bully Preven=on Program.  The program 
has many parts but involves weekly classroom mee=ngs and lessons about the issues of bullying, 
student surveys, consequences for bullying behavior, and regular parent contact when dealing with 
bullying issues. 

Saint Thérèse Catholic School An?-Bully Rules 
1. We Will Not Bully Others. 
2. We Will Try to Help Students Who Are Bullied. 
3. We Will Try to Include Students Who Are Leh Out. 
4. If We Know That Somebody Is Being Bullied, We Will Tell and Adult at School and an Adult at 

Home. 

Complaint Procedures for Students 
Students and/or their parents/guardians may bring a harassment complaint by no=fying the pastor (in the 
case of an elementary school), principal, assistant principal, or other person specifically designated by the 
school, of the alleged harassment.   

School officials who receive complaints must insure that the complaint procedure explained below in Sec=on 
III, C is followed. 

The right of confiden=ality, both of the complainant and of the accused, will be respected consistent with 
the school’s legal obliga=ons and the necessity to inves=gate allega=ons of misconduct and to take 
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reasonable and  appropriate ac=on if warranted. 

All complaints of harassment shall be handled in the following manner: 
1. Complaints are preferred in wri=ng on forms supplied by the school.  If a verbal complaint is made, 

the school official who receives the complaint (i.e., the pastor, principal, assistant principal or other 
designee) shall complete a wriqen report; 

2. Wriqen reports must name the person(s) charged with harassment and state the facts; 
3. If the wriqen report iden=fies a student(s) as the alleged perpetrator, the school official who 

received and/or prepared the report must present it to the principal of the school where the alleged 
conduct occurred (or, as an alterna=ve, to the pastor or Vicar General if the principal is the subject of 
the report).  The principal will immediately (the same day) inform the superintendent, pastor (in an 
elementary school), and/or school aqorney; 

4. The principal who receives a wriqen report of harassment shall immediately review the report and 
informa=on readily available and should consult with the superintendent; 

5. The principal should determine if the allega=ons in the report and the informa=on readily available 
appears to meet the defini=on of harassment as given under Sec=on I or II, respec=vely.  

a. If the informa=on received or discovered, at any stage of the inves=ga=on, gives the 
recipient reason to believe that an alleged vic=m is a vic=m of child abuse or neglect as 
defined by law, the maqer must also be handled according to the child Abuse Repor=ng 
Policy 3610; 

b. If the allega=ons and informa=on ini=ally appear to cons=tute harassment, the principal 
shall take the following steps: 
(1) Complete the Inves=ga=ve Report of Alleged Harassment; 
(2) Conduct any necessary follow-up, gather addi=onal informa=on, conduct interviews with 

any students or staff having informa=on and gather witnesses who have knowledge of 
the situa=on; 

(3) Contact the parents of all students known to be involved. 

The principal is responsible for the decision in the maqer but may establish a Discipline Board to assist.   
The report and results of the inves=ga=on will be u=lized by the school to determine: 

a. appropriate disciplinary ac=on; 
b. need for counseling referral; and, 
c. who will be responsible for con=nued monitoring and appropriate follow-up of the situa=on. 

Sanc?ons for Misconduct 
A substan=ated charge against an employee or student in the school shall subject that employee or student 
to such disciplinary ac=on that the pastor/principal determines necessary consistent with Diocesan Policy 
and/or the school disciplinary policy.  

False Repor?ng 
Any person who knowingly files false charges of harassment against an employee or a student in an aqempt 
to demean, harass, abuse, or embarrass that individual may be subject to appropriate disciplinary ac=on. 

Student Accused of a Non-School Criminal Act (P4550) - (See Appendix) 
A student accused of a non-school related criminal act which does not subject the student to suspension or 
expulsion pursuant to Policy 4520 is presumed innocent and no academic or disciplinary penal=es will 
necessarily be imposed regarding that alleged criminal act unless the student is proven guilty or admits guilt 
through the civil law process.   

Gun-Free Schools (P4560) - (See Appendix) 
Students are prohibited from facilita=ng in any way the delivery of a firearm, destruc=ve device, or deadly 
weapon to school or school func=ons.  Further, students are prohibited from possessing a firearm, 
destruc=ve device, or deadly weapon while en route to or from school or school ac=vi=es, or while on school 
property or at school ac=vi=es.  A viola=on of this policy carries an automa=c expulsion from school.  The 
term of expulsion shall be established by the principal aher consulta=on with the Superintendent of Schools.  
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Subject to modifica=on by the Superintendent of Schools, a student expelled for bringing a firearm or 
destruc=ve device to school or a school ac=vity or for possessing a firearm or destruc=ve device on school 
property or at a school ac=vity may not return to the school un=l the first school semester aher a one (1) 
year expulsion period.  Excep=ons may be made to this policy concerning an=que or ornamental firearms or 
weapons that are transported or possessed for an authorized school program or ac=vity.  Any excep=on 
must be approved, in advance and in wri=ng, by the principal.  A viola=on of any limita=on or requirement 
contained within a policy excep=on that is granted by the principal shall be considered a viola=on of this 
policy. 

For purposes of this policy, the term “deadly weapon” means any firearm, destruc=ve device, weapon, taser, 
electronic stun weapon, equipment, chemical substance, or other item or material that in the manner it is 
used or could be used, or is intended to be used, is readily capable of causing serious bodily injury. 

The administra=on reserves the right to evaluate each situa=on and choose the appropriate disciplinary 
ac=on according to the severity of the behavior. 

Lunch 
Those who serve as lunchroom supervisors have been hired to monitor all lunchroom ac=vi=es: prepara=on 
and serving of meals, student behavior and coordina=on of clean-up.  Students are expected to act with 
coopera=on and respect to each supervisor by following direc=ons immediately and completely, as they 
would with any other faculty or staff member.  The school principal will discipline students referred to the 
office. 

Rules and Procedures 
• School lunches are provided by FWCS, and are delivered in pre-packaged form. 
• Our students will eat meals in assigned classrooms/designated areas. 
• All students will sani=ze their hands before and aher they eat.  Students may take masks off to eat and 

put them on aherward. 
• Students will have a 20-minute period set aside to eat their lunch. 
• Students are expected to exhibit good table manners and courtesy at all =mes. 
• Politeness, courtesy, and coopera=on toward faculty, lunch assistants, and other students is expected 

at all =mes. 
• Students are responsible for cleaning up their own ea=ng area.  They are to pick up any trash dropped 

on the floor.  All students are required to carry their own trash and dispose of it in the proper 
containers. 

• Throwing of any item is never allowed. 
• Supervisors will not heat food for children.  Please do not send food that needs to be heated. 
• Soh drinks and/or fast food items may not be given to students for lunch. 
• Students who forget to bring their lunch will be provided with a hot lunch if extras are available.  If 

there are no extra hot lunches, a peanut buqer/jelly sandwich and milk will be provided. 
• Supervisors will be responsible for student dismissal at the end of each lunch period. 

Hot lunch and milk are offered to all students at prices set by Fort Wayne Community Schools Food Services.  
Informa=on regarding free or reduced lunch is available at the beginning of the school year. 

Playground 

Recess 
Children in grades K-8 have recess as part of their day.  Therefore, they will be expected to go outdoors when 
the weather allows.  If the temperature is 0 degrees Fahrenheit or below (wind chill), the students will not 
have outdoor recess.  Parents are asked to dress their children appropriately.  Proper dress includes coats, 
boots (when necessary), gloves, hats, and scarves. 
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General Expecta?ons       
The student will: 

• listen to and comply with the instruc=ons of any supervisor; 
• be respecdul to everyone; 
• not use foul, vulgar, obscene, or inappropriate language; and 
• not fight or play roughly at any =me. 

Outside Recess 

The following restric=ons for safety will be enforced:  
• no hard athle=c balls will be allowed on the playground; 
• no baseball bats will be allowed; 
• no tackle football; 
• no student is to allowed to leave the playground without adult supervision; and  
• no student will retrieve playground balls off of the playground without adult supervision. 

Inside Recess 
Students remain in their own classrooms and should be involved in quiet conversa=on or calm ac=vi=es.  
Yelling and running is not permiqed.  
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SCHOOL DRESS CODE   

The following dress code has been established for Saint Thérèse Catholic School.  It is primarily the 
responsibility of the parent/guardian to enforce this code by seeing that children leave for school, neat, clean 
and properly avred. 

All students enrolled in Saint Thérèse Catholic School will follow the established school dress code policy.  

Saint Thérèse Catholic School enforces a dress code for students in order that all students come 
appropriately avred for school.  Students are expected to dress in a manner that indicates they are engaged 
in serious educa=onal business.  The Saint Thérèse Catholic School dress code is wriqen to focus on 
uniformity and enforceability. 

Modesty, chas=ty, humility, unity, obedience, self-discipline, respect for just authority, respect for the inner 
gihs of our neighbor — not the outward appearance — these virtues, though not completely developed in a 
student by a dress code, are aided by a dress code.  Dress code also contributes to building an overall 
posi=ve school atmosphere.   

Dress Code Viola?on Procedures 
A uniform policy is in effect to ensure an orderly learning environment for all students.  Individual classroom 
teachers will be responsible for enforcing the dress code.  Parents will not be called to bring proper clothing 
for students that violate the dress code.  Deten=ons will be given to students who violate the dress code 
three (3) =mes per quarter.   

The principal/pastor reserves the right to amend the uniform policy at any =me.  Parents and guardians will 
be given prompt no=fica=on. 

The sample illustra=ons are intended to serve as visual examples.  Refer to the descrip=ons for all 
permissible colors, styles, etc. 

ALL STUDENTS 

Pants/Shorts 

• Navy or Khaki full-length pants only 

• No frayed, cut offs or holes 

• No skinny style, flair legged, bell boqoms, or overalls 

• No cargo, or back pockets (see illustra=on) 

• Navy or Khaki shorts (worn in the 1st and 4th quarter only) no outside pockets, no shorter than 3 inches above the knee 

• Solid-colored belt must be worn if pants/shorts have belt loops 

NOT ALLOWED             NOT ALLOWED             
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CORRECT PANTS     CORRECT SHORTS    

Footwear:  

• Gym shoe style (Recommended) 

• NO: cowboy boots, sandals, backless shoes, clogs, flip-flops, water shoes, crocs, high heels and Ugg Boots or similar boots 

• Snow boots for recess are permiqed for recess only 

• Socks or =ghts must be worn at all =mes 

• Shoes are at the principal discre=on 

• Shoes with laces that are meant to be =ed must be =ed 

GIRLS 

Shirts 

• Collared, plain white, or red/black with school logo 

• Long or short sleeve 

• No ruffles, lace, embroidery, or any other logo 

• Undershirts should be red, black, white or navy 

• Must be tucked in  

                

Sweaters 

• Cardigan or pull over (No hood) 

• Logo-free 

• White or navy 

• Must have a uniform shirt underneath 

             

Sweatshirts/Fleece coat 
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• Grey, red or black crew neck Saint Thérèse Catholic School logo sweatshirts 

• Navy blue crewneck sweatshirts without logos 

• No hoodies worn in the building 

• Saint Thérèse Catholic School red or black fleece jacket may be worn any=me 

• Must have a uniform shirt underneath 

                   

Jumper/Skirt/Skort 

• Jumper K- 3rd grade only 

• Skirt/Skort K-8  

• Navy, tan khaki or School Plaid (from Schoolbelles) 

• Must be no shorter than 3 inches above the knee 

                              

Leggings/Tights 

• Worn under skirt or jumper ONLY 

• Navy, black, or white 

• No labels, logos, words, or graphics 

Socks 

• Must wear socks with shoes 

• Solid color socks only 

Hair 

• Clean and combed out of eyes 

• No extreme hairstyles (at principal’s discre=on) 

• No extreme coloring - natural hair coloring only 

Make-Up 

• No facial make-up  

Jewelry/TaWoos/Piercings 

• No more than 2 earrings in each ear 

• No large dangling earrings 

• No nose, eyebrow, or lip piercings 

• Religious or medical necklace or bracelet are permiqed 
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• Watch (no smart watches) permiqed 

• No taqoos (temporary or permanent) permiqed 

If your student is not in compliance with dress code, he/she will be given a school uniform to wear for the day. 

BOYS 

Shirts 

• Collared plain white, or red/black with school logo 

• Long or short sleeve 

• Undershirts should be red, black, white or navy 

• Must be tucked in 

  

Sweaters 

• Cardigan, vest, or pull over (no hood) 

• White or navy 

• No logos 

• Must have a uniform shirt underneath 

                          

Sweatshirts/Fleece coat 

• Grey, red or black crew neck Saint Thérèse Catholic School logo sweatshirts 

• Navy blue crew sweatshirts without logos 

• No hoodies worn in the building 

• Saint Thérèse Catholic School red or black fleece jacket may be worn any=me 

• Must be worn over a uniform polo shirt. 
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Socks 

• Must wear socks with shoes 

• Solid color socks only 

Hair 

• Clean and combed out of eyes  

• No extreme hairstyles-fad cuts, man-buns, symbols cut into the hair (discre=on of the principal) 

• No extreme coloring - natural colors only  

• Cleanly-shaven face 

Make-Up 

• No facial make-up  

Jewelry/TaWoos/Piercings 

• No earrings 

• No nose, eyebrow, or lip piercings 

• Religious or medical necklace or bracelet permiqed 

• Watch (no smart watches) permiqed 

• No taqoos (temporary or permanent) permiqed 

If your student is not in compliance with dress code, he/she will be given a school uniform to wear for the day. 

Dress-up days: 
Students will be expected to be in dress-up clothes or their regular school uniforms.  Clothing worn on these days should be clothing 
that would be worn on a special occasion.  

• Dress pants (No jeans, athle=c pants, or leggings) 

• Dress shirt, polo shirt, or sweater (no spaghev straps, low-cut shirts, t-shirts, mid-drih shirts, or shirts with wri=ng of any 
kind) 

• Dresses or skirts (no shorter than 3 inches above the knee; leggings under skirt or dress only); Jean dresses and jean skirts, 
spaghev-straps, low-cut, and T-shirt dresses are not permiqed. 

• No shorts  

Dress-down days: 
Clothing on these days is to be more casual. It must be neat, not torn, and cannot have holes.  

• Jeans, joggers, cargo pants 

• khaki pants  

• athle=c pants (no see-thru)  

• No leggings 

• modest shirts (tank tops, sleeveless shirts, spaghev-straps, mid-drih tops are not permiqed)  

• T-shirts (inappropriate wri=ng is not permiqed)  

• sweatshirts (inappropriate wri=ng is not permiqed) 

• spirit wear items 

• Shorts are permiqed during hot weather dress =me, but they must be no shorter than 3 inches above the knee (No biker 
shorts). 

If your student is not in compliance with dress code, he/she will be given a school uniform to wear for the day. 
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Physical Educa?on Dress Code  
On days when students have physical educa=on, all students are required to wear approved gym clothes. 
Students will not change clothes at school; they will remain in their gym clothes all day. On gym days, gym 
clothes are to be worn by students in grades 4-8; students in grades K-3 will wear regular school uniform.  

Approved gym clothes include:  

▪ Red PE shirt with small Saint Thérèse Catholic School logo, purchased from the school office (not the school collared shirt) 

▪ Black gym shorts may be worn during the 1st and 4th Quarters (no more than 3 inches above the knee) 

▪ No marking soles, non skid, gym shoes  

▪ Black sweatpants must be worn during 2nd and 3rd quarter. (Yoga pants or leggings are NOT permiWed) 

Spirit Days  

• One Spirit Day per month  

o Short or long sleeve, Spirit T-shirts 

o Must wear uniform boqoms 

Masks  
All are expected to wear masks when entering the building.  No admiqance without a mask.  All are expected 
to wear face coverings when moving throughout the building.  Mask when moving.  Wear face covering 
correctly.  Use the face covering to protect others. 

Students who refuse to wear masks will be issued a Behavioral Referral. 

All staff and students will be required to wear masks when social distancing cannot be maintained.  This 
approach is consistent with guidance from the CDC, the Indiana State Department of Health, the Indiana 
Department of Educa=on and the American Academy of Pediatrics.  Masking is a powerful tool to decrease 
the spread of COVID-19 and other viruses. 

• Plain (any color), solid-colored masks, or masks with our school color uniform plaid. 

• Masks may not contain words, leqers, messages, or distrac=ng images.  Any images must be school-appropriate. 

• The administra=on reserves the right to determine school appropriateness. 
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HEALTH/SAFETY 

GENERAL STATEMENT - PUBLIC HEALTH AND SAFETY 

During public health and safety emergencies, our schools will follow Diocesan policies, direc=ves from our 
Bishop, Governor, and the Indiana Department of Educa=on; na=onal, state, and local health department 
guidelines; Federal Emergency Management Agencies; and more.  We count on the Indiana State Police, 
local and na=onal news, and weather agencies to help us to properly respond to severe weather events.  As 
an example, the COVID-19 pandemic led to the closure of our Catholic Schools based on a direc=ve from the 
Bishop, followed by the Governor’s execu=ve order to close all schools in the state.  In rare cases like the 
pandemic, our schools can experience closures for an extended period of =me.  When this occurs, our 
schools will transi=on to its extended learning format to provide con=nuing educa=on services to students 
who are impacted, whether that be a select number of students or an en=re student body. 

Because of public and health emergencies, our Catholic schools create safety and health plans.  They plan for 
a constant state of readiness by addressing four phases of emergency management that include mi=ga=on, 
preparedness, response, and recovery.  We will follow our plans to ensure the safety of all involved. 

Academic Integrity and Grading during Extended Learning  
Students will con=nue their respec=ve academic exercises remotely, should that become necessary.  The 
school’s expecta=ons of all students’ academic integrity and performance will be upheld and enforced during 
periods of extended learning.  Academic integrity includes honesty in ci=ng sources, sharing work on 
assignments only with permission, and prohibits chea=ng of any kind on assignments and assessments.  
Academic integrity also charges us to demonstrate responsible stewardship of our gihs and a strong work 
ethic.  Students and families who find challenges during extended learning periods must ini=ate 
communica=ons about those challenges to the classroom teachers and school principals in a =mely manner. 

The school grading policies and prac=ces remain intact and con=nue during any extended learning period.  

Tui?on 
In case of an extended learning period related to any public health and safety, or severe weather, event, the 
school will provide con=nuous educa=on services remotely for students.  Tui=on agreements, policies and 
prac=ces, will remain in effect and binding. 

AWendance 
In the event of an extended learning period arising out of any public health and safety, or severe weather, 
event, daily aqendance for remote instruc=onal days will be required.  The principal will communicate how 
aqendance will be taken.  During such extended learning periods, current aqendance policies will remain in 
effect and enforceable. 

In the event a student’s doctor recommends the student not return to the school building should his or her 
health be compromised related to a contagious disease event, the school may provide reasonable alterna=ve 
accommoda=ons for this student.  The school shall determine the level and character of any such reasonable 
accommoda=ons.  Reasonable accommoda=ons may depend on various factors, including class size, grade 
level, staffing, financial concerns, etc.  

The school’s guidelines for students and/or staff returning to school follow: 
Confirmed Symptoma?c Case 
● No fever without any fever-reducing medica=on; and 
● Improved Symptoms (ie. Respiratory symptoms like cough, shortness of breath); and  
● >= 10 calendar days from 1st day of symptoms OR 
● Two nega=ve COVID-19 test/24 hours apart 
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Confirmed Asymptoma?c Case 
● >= 10 calendar days passed without symptoms, and 
● Released by a healthcare provider 
Presumed Case of COVID 19 
● 72 Hours Fever free without any fever-reducing medica=on; and 
● Improved Symptoms (ie. Respiratory symptoms like cough, shortness of breath); and 
● >= 10 calendar days from 1st day of symptoms 

Administering of Medica?on 
In order to protect the health and welfare of the students and school staff alike, Indiana law requires that 
parents/guardians consent, in wri=ng, to the administra=on of medica=on.  In order for the school nurse, 
volunteer school nurse or a staff member to administer medica=ons to your student, the Wriqen Consent for 
Administra=on of Medica=on form must be completed and signed and on file in the school office.  Please 
carefully read the school policies regarding medica=on administra=on during school hours. 

1. The school must have on record a wriqen order form the prescribing physician/prac==oner and 
wriqen consent from the parent/guardian for prescrip=on or herbal medica=ons.  There must be a 
wriqen request from the parent/guardian for Over-the-Counter (OTC) medica=ons before they will 
be administered to a student at school.  (NOTE: The label on the prescrip=on boqle/package will 
meet the requirement for physician’s wriqen order.) 

2. Medica=ons prescribed and/or OTC meds must be kept in the original container with the pharmacy 
or brand label affixed.  The label must include the following: student's name, name of medica=on, 
dosage of medica=on, and prescribing physician/prac==oner (if applicable). 

3. Medica=on brought to the school must be checked in at the office and kept in a locked cabinet. 
4. Only a one-week supply of medica=on is to be brought to the school. 
5. The parent/guardian shall accept the legal responsibility for the safe arrival of his/her child's 

medica=on to the school.  
6. The school nurse/assigned staff member must be aware of the purpose for which the student is 

receiving the medica=on. 
7. In specific cases, the school nurse/assigned staff member may require the parent/guardian to come 

to the school to administer the medica=on. 
8. No school employee, other than the school nurse, will give injec=ons, unless appropriate training has 

been given. 
9. All prescribed medica=on will be administered strictly in accordance with the wriqen order or the 

physician/prac==oner. The dosage may be changed only if the school is provided with the wriqen 
order of the physician/prac==oner authorizing the change.  The school staff cannot take a physician’s 
order over the phone.  

10. Over-the-Counter medica=on will not be administered in any manner inconsistent with the 
instruc=ons on the brand label, unless the school receives a wriqen order of a physician/prac==oner 
authorizing such administra=on. 

Sec$on 4. IC 20-8.1-7-22 effec$ve July 1, 2001 of the Indiana State Code reads that a school corpora=on 
MAY NOT send home with a student medica=on that is possessed by a school for administra=on during 
school hours or at school func=ons.  Medica=on that is possessed by a school for administra=on during 
school hours or at school func=ons for a student in grades kindergarten through grade 8 may be released 
only to the student's parent/guardian or an individual who is at least 18 years of age and, designated, in 
wri=ng, by the student's parent/guardian to receive the medica=on. 

Accidents/Injury 
In case of serious accidents, the parent/guardian will be no=fied.  If it is impossible to reach the parent/
guardian through rela=ves or neighbors, the family doctor or emergency units will be called. 
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Water BoWles 
Following the guidelines of the CDC and the Allen County Department of Health, students will NOT be 
permiqed to use any of the school’s water fountains.  Students may bring a clear, see-through water boqle.  
Clear plas=c boqles with a small brand name label are acceptable.  Travel mugs, thermoses, which are not 
see-through, are not acceptable.  Each teacher will refill water boqles for his/her students.  They will create 
their own rou=ne protocols for refilling water boqles. 

SERVICES 

Classroom Aides 
Whenever possible, based on enrollment of at least 25 students in a classroom, Saint Thérèse Catholic 
School will provide classroom aides to assist the classroom teacher. 

Vision and Hearing Tes?ng 
Vision and hearing screenings are required by state law and by the Allen County Board of Health.  A 
wriqen objec=on to these screenings must be on file in the school office if a student is not to par=cipate in 
these ac=vi=es at school.  However, it will be the responsibility of the parent/guardian to complete this on 
their own within 30 days from the date it was offered at school.  A wriqen note/form from a qualified 
medical person must be sent to the school to be kept on file. 

Library   
Saint Thérèse Catholic School u=lizes the Allen County Public Library - Waynedale Branch. 

School-related Ac?vi?es 
Open House, art exhibits, science fair, athle=c events, etc. will be announced and publicized in the parent 
newsleqer.   

A Gradua=on Mass will be celebrated for students comple=ng the 8th grade.  Parents and rela=ves are 
invited to aqend; a recep=on will follow Mass. 

The pastor or his designate will be in charge of all servers.  It is the responsibility of parents to see that 
servers are faithful to their serving responsibili=es. 

Saint Thérèse Catholic School and/or affiliate organiza=ons will not sponsor any dance or mixed par=es 
exclusively for students aher school hours. 

School Insurance 
According to diocesan policy, school insurance is mandatory for all students and is included in registra=on 
fees.  A por=on of each student’s course fees is for student/athlete insurance coverage.  Students have 
coverage for accidents that happen during the school day at Saint Thérèse Catholic School or during school-
sponsored ac=vi=es.  Eligible, covered expenses will be paid in excess of other valid insurance plans.  Claims 
should be submiqed first to the parent/guardian’s primary insurance. 

If an injury occurs, seek medical care through your usual provider.  Then contact the school office, who will 
obtain the informa=on required to complete the school’s por=on of the claim form.  The claim form will be 
sent to the parent/guardian to complete their por=on.  The parent/guardian must mail the completed form, 
along with an explana=on benefits and corresponding itemized bills, to the plan administrator.  Completed 
claim forms must be submiqed within 90 days of the date of the injury.   

School Pictures 
Each student will have a photo taken for school records.  A school picture envelope will be sent home and it 
is the decision of the parent or guardian whether or not to purchase any photos. 
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Field Trips (P4320) - (See Appendix) 
Throughout the school year field trips are scheduled.  Such field trips are educa=onal in nature, and a 
privilege.  Individual teachers and the principal, at their discre=on, may refuse a student’s par=cipa=on in a 
field trip when circumstances warrant. 

Before each field trip, a permission slip will be sent home for parents or guardians to sign.  The signed field 
trip permission slip must be returned to the school in order for the student to par=cipate.  Faxed 
transmissions, telephone calls or e-mails will not be considered. 

Adult volunteers will be asked to drive on many of the trips since Saint Thérèse Catholic School does not 
have a bus.  Volunteer drivers must have proper auto insurance and enough seat belts in their auto for each 
student they are transpor=ng (see Safe Environment). 

Field trips are designed for school-aged children.  Many places specify that younger children, or non-
students of Saint Thérèse Catholic School, do not take part in field trips.  Therefore, only students of Saint 
Thérèse Catholic School will be allowed to aqend scheduled field trips.   Drivers may NOT make any extra, 
unapproved stops aher leaving the school grounds on the way to, or before returning to the school grounds 
from the designated field trip loca=on.  

No overnight field trips will be allowed during the school year as per Diocesan direc=ves. 

Classroom Par?es 
Classroom par=es may be scheduled during the year on a limited basis by classroom teachers.  Room parents 
are helpful in planning and assis=ng the teacher and in making sure that the par=es are age-appropriate and 
handled in a manner that takes the needs of all involved into considera=on (see Safe Environment). 

Class Movies/Videos  
While viewing movies/videos in the classroom can be educa=onal in nature and provide support for the 
curriculum, it is important that good judgment be used in viewing them on a regular basis.  Teachers may 
only show videos related to the curriculum being taught.  Please do not send videos with your child 
expec=ng the teacher to take classroom =me sharing them. 

Crisis Interven?on 
Because we are concerned with the safety and well-being of our students, Saint Thérèse Catholic School and 
the Diocese have prepared a Safe and Secure School Plan.  This plan addresses events that may threaten our 
students.  During the school year, we will conduct drills for fire and severe weather, as well as lockdown 
drills.  The plan also provides for responding to crisis situa=ons, such as iden=fying evacua=on sites and 
providing support for students and staff, including counseling services. 

Safe Environment 
Diocesan Policy mandates that anyone wishing to volunteer in any school related ac=vity such as 
driving/supervising field trips, visi=ng classrooms, assis=ng with classroom par=es or any other school-
related func=on, MUST complete all of the necessary SAFE ENVIRONMENT paperwork and background 
checks.  In order to ensure the safety of all students and school personnel, this Diocesan policy will be 
followed without excep=on.  Proper forms may be obtained in the school office.  

Volunteers  
Volunteers are individuals who provide services at a Diocesan school on their own ini=a=ve for no 
compensa=on or payment of any kind.  Volunteers assis=ng in a school or any school-related or athle=c-
related ac=vity may perform a number of suitable func=ons for which they are qualified based on their 
training or background.  Criminal history/background checks will be performed on all volunteers prior to 
assis=ng.  

All volunteers performing a service on a regular or recurring basis must have completed the Diocese of Fort 
Wayne-South Bend Volunteer Applica=on.  The acceptance, u=liza=on, and supervision of volunteers in a 
school is the responsibility of the school principal. 
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Under Indiana law, Diocesan schools have the right to obtain limited criminal history informa=on about any 
volunteer who will have contact with, care of, or supervision over enrolled students.  By volunteering at a 
Diocesan school, a person acknowledges that he/she can be subject to such a criminal background check. 

Before being placed in a volunteer posi=on that would involve regular contact with children or young 
persons, the applicant must: 

1.  Complete a Diocesan Authoriza=on and Release for Background Check Informa=on; and 
2.  Successfully pass the diocesan required reference and criminal history check process. 

Termina?on of Volunteer Services  
It is the principal’s responsibility to immediately discon=nue the use of a volunteer’s service at the school if 
the volunteer is no longer necessary, does not suitably perform assigned du=es, or otherwise engages in 
behavior unacceptable in a Diocesan school. 

Access to Official Student Records (P4170) - (See Appendix) 
In accordance with the Family Educa=onal Rights and Privacy Act (“FERPA”) of 1975, any natural parent, 
guardian or individual ac=ng as a parent in the absence of a parent or a guardian of a student has a right “to 
inspect and review” his/her minor student’s educa=on records, unless the school has been provided with a 
court order, State statute, or legally-binding document that specifically precludes such inspec=on and review.   
In addi=on, a student who has reached eighteen (18) years of age or is aqending an ins=tu=on of post-
secondary educa=on will have all access rights that his/her parent or guardian would have had prior to that 
=me.  Absent such court order or legally binding document, a non-custodial parent has the same right to 
inspect and review as a custodial parent. 

Such natural parent, guardian, or individual ac=ng as a parent in the absence of a parent or a guardian of a 
student may request the amendment of his/her student’s educa=on records to ensure that they are not 
inaccurate, misleading, or otherwise in viola=on of the student’s privacy or other rights.  If the principal 
decides not to amend the record as requested; such natural parent/guardian/ac=ng parent is en=tled to a 
hearing on his/her request.  20 U.S.C. § 1232(g); 34 C.F.R. Part 99 

Pastoral Response to Student Pregnancy, Abor?on, and Marriage (4410) - (See Appendix) 
The teachings and tradi=ons of the Catholic Church are the guiding principles of behavior for all students 
while enrolled in a diocesan school. 

Student Locker and Vehicle Searches (P4590) - (See Appendix) 
All students who enroll in a diocesan school must consent to the search of their person and personal 
belongings, lockers, school desks, etc. at any =me for any reason consistent with diocesan policy.  Lockers 
and desks are school property and may be searched at any =me.  The Principal or the principal’s designee, 
and one witness will be authorized to make these searches.   

Substance Abuse (P4570) - (See Appendix) 
The Diocese of Fort Wayne-South Bend recognizes that substance abuse (drugs and alcohol) is a disease and 
not a manifesta=on of character weakness.  Persons afflicted with this disease are en=tled to the same 
compassion and treatment as anyone afflicted with any other disease.   

If a principal becomes aware of facts or circumstances which gives the principal reason to believe that a 
student is experiencing a substance abuse problem, the principal and/or the school’s counselor shall meet 
with the student and arrange a conference with the student’s parent(s)/legal guardian(s) at which =me the 
underlying problem and treatment op=ons will be explored, as appropriate.  The principal reserves the right 
to require that a student sees a substance abuse counselor for an evalua=on and to require that 
recommenda=ons for treatment be implemented and followed by the student as a condi=on for the 
student’s con=nued enrollment in the school.  Should the student or the student’s parent(s)/legal 
guardian(s) refuse to cooperate, the principal may require the student to withdraw from school. 
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Notwithstanding the foregoing, the principal reserves the right to discipline a student, up to and including 
expulsion, for any viola=on of the school’s policies or rules and regula=ons of student behavior, regardless of 
whether the viola=on involved was related to a substance abuse problem. 

Environmental Tobacco Smoke (P5430) - (See Appendix) 
Effec=ve January 1, 1995, all facili=es (buildings which are enclosed) where kindergarten, elementary, and/or 
secondary educa=on or library services are being provided to children shall be smoke-free.  No one, whether 
an administrator, an employee, a student, or a visitor, is allowed to smoke in these buildings while such 
services are being provided to children. 

! ! ! 
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Please go to the Saint Thérèse Catholic School website — hqps://www.sqhereseschoolfw.org and read the 
Handbook.  Aher you have read the handbook, please sign and return this form to the school office.  This 
form must be returned by December 14, 2020. 

HANDBOOK RECEIPT ACKNOWLEDGMENT 

This is your copy of the Saint Thérèse Catholic School Parent/Student Handbook containing the rules and 
regula=ons for the 2020-2021 school year.  In order that you beqer understand the philosophy and 
expecta=ons of Saint Thérèse Catholic School, it is important that you thoroughly read this booklet.  Please 
share and discuss the contents with your child.  Your signature below indicates that you have read and 
accepted the rules and regula=ons of Saint Thérèse Catholic School.  Your coopera=on enables all of us to 
work together in the best interest of your child. 

Enrollment in Saint Thérèse Catholic School is subject to the approval of the Diocese and the Saint Thérèse 
Catholic School administra=on.  In order to foster an environment that promotes the op=mum, educa=onal 
and spiritual development of the student, every parent/guardian of each student is expected to act as a 
coopera=ve partner with the Diocese and Saint Thérèse Catholic School and comply with all the policies and 
rules established by the Diocese or Saint Thérèse Catholic School.  Saint Thérèse Catholic School retains the 
right to rescind approval for the enrollment of any student if it determines that there is a lack of coopera=on 
on the part of the student’s parent/guardian and, as a result, the withdrawal of the student would be in the 
best interest of the student, Saint Thérèse Catholic School, other students aqending Saint Thérèse Catholic 
School, or the fulfillment of the Saint Thérèse Catholic School’s mission. 

By signing below, we acknowledge that we have received a copy of the Saint Thérèse Catholic School Parent/
Student Handbook.  We understand that the handbook contains important informa=on about Saint Thérèse 
Catholic School, its administra=on, educa=onal and disciplinary policies and procedures Saint Thérèse 
Catholic School maintains in furtherance of its religious mission as part of the Catholic Diocese of Fort 
Wayne-South Bend. 

We agree to follow all rules and guidelines imposed in Saint Thérèse Catholic School by the school 
administra=on and/or the Diocese.  If we have any ques=ons about the content of the handbook, we 
understand that it is our obliga=on to ask ques=ons for clarifica=on.  This acknowledgement is to be 
returned to the school office aher being signed and dated.  However, the failure to read the handbook or to 
sign or return this acknowledgement shall not relieve us of the obliga=on to follow all rules and guidelines 
that Saint Thérèse Catholic School and the Diocese establish or in any way impede or prevent the school 
administra=on from opera=ng Saint Thérèse Catholic School consistent with those rules and guidelines. 

___________________________________ 
Student Signature 

____________________________________ 
Student Signature 

____________________________________ 
Student Signature 

____________________________________ 
Student Signature 

____________________________________ 
Parent/Guardian Signature 

____________________________________ 
Parent/Guardian Signature 

____________________________________ 
Date 

  

Print and sign this form.  Return to the School Office on or before December 14, 2020. 
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APPENDIX - DIOCESAN POLICIES  

Please Note: P before a policy number (example P4530) indicates a Diocesan Policy. 

P2310 
Diocese of Fort Wayne-South Bend 

Community Rela=ons 
Parent/Legal Guardian Concerns Procedure 

To facilitate and promote the orderly and efficient resolu=on of concerns, parents/legal guardians wishing to 
address and/or ques=on an academic area or situa=on regarding a specific teacher or classroom procedure 
must follow the grievance procedure below: 

Step 1: Address the issue with the classroom teacher in a formal manner (face-to-face or in wri=ng). 
Step 2: Address the issue with the Principal. 
Step 3: Address the issue with the Pastor (elementary schools only). 
Step 4: If the issue is not sa=sfactorily resolved, then the parent/guardian should place his/her concerns in 

wri=ng to the person involved and his/her supervisors (e.g., pastor and principal). 
Step 5: Contact the Catholic Schools Office. 

Parents/legal guardians should follow the steps set forth in this policy, except where a situa=on is specifically 
covered under another school or Diocesan policy which provides for a different repor=ng procedure (e.g. 
harassment). 

Recommended: April 23, 2015       Diocesan School Board 
Ra=fied: July 24, 2015         Diocesan Bishop 

P2410 
Diocese of Fort Wayne-South Bend 

Community Rela=ons 
Visitors to School Buildings 

For student and personnel safety, all visitors to diocesan schools shall be directed by means of signs at the 
school’s main entrance to report to the school office upon entering the building. 

All visitors must be required to enter into the school visitor log their name and purpose for their visit.  Any 
visitor allowed into areas of the building outside of the school office must be issued a visitor tag. 

See: School Health and Safety Manual 

Recommended: April 23, 2015       Diocesan School Board 
Ra=fied: July 24, 2015        Diocesan Bishop 

P4010 
Diocese of Fort Wayne-South Bend 

Students 
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Enrollment 

I. School Admission Policy 
Diocesan schools shall comply with State laws and regula=ons regarding school enrollment and 
aqendance to the extent possible, as consistent with the teachings of the Catholic Church and 
diocesan policy. 

II. Nondiscrimina=on Policy Diocesan schools shall follow and promote an open enrollment policy 
accep=ng students without regard to religion, color, race, sex, or na=onal origin, and reasonably 
accommodate students with disabili=es in its educa=onal programs. By way of example, and not 
exclusion, reasonable accommoda=on may include allowing access by a service animal as 
required by law. 

A. High School Admissions 
In the event enrollment appears to be reaching capacity, the school is to give preference in 
admissions to students with Ac=ve Registered Parishioner status from feeder schools.  The 
school may also give preference to siblings of current students or alumni and children of 
faculty and staff. 

When a school class has reached capacity, the names of children not able to be accepted (or 
on a wai=ng list) should be given to the other Catholic high school in the area no later than 
the end of May.  At the request and expense of the other Catholic high school in the area, 
the school which has reached capacity will address and then mail marke=ng materials 
provided by the other Catholic high school to the parents of the children not able to be 
accepted or on that school’s wai=ng list. 

III. All prospec=ve students are required to complete a baqery of academic assessment tests prior 
to admission to any diocesan school.  Students applying for admission are required to be tested 
on Language Arts, English proficiency, and Math.  The principal is responsible for the 
administra=on of all placement tests and repor=ng test result data to teachers and parents.  The 
principal must select placement tests for English proficiency, Language Arts, and Mathema=cs 
from an approved list provided by the Catholic Schools Office.  Requests for waivers or 
excep=ons to placement tes=ng must be submiqed to the superintendent of schools in wri=ng 
prior to admission of students. 

Upon review of test data and other relevant informa=on, the principal will make a determina=on 
regarding the schools’ ability to meet the needs of the student tested. 

IV. School Entrance Requirements 
A child can be enrolled only by a person having the legal custody of the child. A cer=fied copy of 
the student’s birth cer=ficate or a bap=smal cer=ficate shall be required for original entrance at 
all grade levels. Proof of legal custody must also be required in cases where a child does not 
reside with both natural parents. 

If these required documents are not provided to the school within thirty (30 days) of the 
student’s enrollment or appear to be inaccurate or fraudulent, the school shall no=fy the Indiana 
Clearing House for Informa=on of Missing Children (See P4030) and will cooperate with local 
authori=es if the child has been reported missing. 

The custodian parent or legal guardian shall provide the name and address of the school the 
student last aqended, if any.  The school shall request records from the last school the student 
aqended within fourteen (14) days. 
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Wriqen proof that the child meets State and county health requirements (immuniza=on record) 
for enrollment shall be required. 

V. Kindergarten Age Requirement 
Schools shall follow state law guidelines in enrolling Kindergarten students.  A child entering 
kindergarten must be five years old prior to August 1, or date set by the State.  A school should 
administer a developmental assessment for determining proper placement in kindergarten. 

VI. First Grade Entrance Requirements 
Indiana compulsory educa=on begins when a child is officially enrolled in school or the school 
year of the child’s 7th birthday, whichever is earlier. 

Students enrolling in a diocesan school aher successfully comple=ng kindergarten in another 
accredited school that has different age requirements shall be allowed to con=nue in school 
without interrup=on because of chronological age. 

VII. Children with Excep=onal Educa=onal Needs 
Children with excep=onal educa=onal needs requiring special class placement are accepted if 
their needs can be reasonably accommodated in the school. Ini=al enrollment should be on a 
tenta=ve basis with the understanding that in the event the excep=onal needs of the child 
cannot be reasonably accommodated by the school, the custodial parents or guardians will 
agree to enroll their child in another school sevng which can accommodate the special needs of 
excep=onal children. 

Ordinarily when a diocesan school cannot reasonably accommodate the excep=onal needs of a 
child, a recommenda=on for special class placement should be made to the custodial parent or 
guardian by the principal, aher consulta=on with the child’s teacher(s).  This recommenda=on 
can be for either special class placement within the Catholic school or referral to a public school 
for evalua=on or placement. If the custodial parent or guardian does not accept the school’s 
recommenda=on, it is expected that he/she will refute the decision in wri=ng. In some instances 
the custodial parent or guardian will be required to withdraw the child if the child’s con=nued 
presence, in the opinion of school personnel, would be detrimental to the child’s educa=onal or 
emo=onal needs, poses an undue hardship on the opera=on of the school or poses a threat of 
harm to the student, other students or school personnel. 

VIII. Students or Prospec=ve Students with Diseases 
Catholic schools shall comply with all applicable State law and all Board of Health policies 
regarding school enrollment and aqendance in rela=on to a student or prospec=ve student 
having a communicable disease. 

Prospec=ve students who otherwise meet all entrance requirements may not be denied 
admission solely on the basis of a diagnosis of a disease unless required by applicable State law 
or board of health policy; similarly, students may not be excluded merely on the basis of a 
diagnosis of a disease. 

However, as with any prospec=ve student who is diagnosed as having or is suspected of having a 
communicable disease, a child with a communicable disease may be excluded, if aher an 
individualized assessment of the child’s condi=on, in accordance with the school’s communicable 
disease policy/procedure, it is determined that the child’s presence in the classroom would 
expose others to significant health and safety risks. 

Upon being informed that a child is diagnosed as having or is suspected as having a 
communicable disease, a review team consis=ng of the student; his/her parent/guardian; his/
her physician; a physician represen=ng the school, parish, or diocese; and school or parish 
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administrators will be established to determine whether the child’s admission or con=nued 
presence in school would expose P4010 – Page 4 others to significant health and safety risks.  In 
making its determina=on the review team will conduct an assessment of the child’s individual 
condi=on.  The review team’s inquiry will include findings of fact, based on reasonable medical 
judgments given the state of medical knowledge about: 

A. the nature of the risk – how the disease is transmiqed; 
B. the dura=on of the risk – how long the carrier is infec=ous; 
C. the severity of the risk – the poten=al harm to third par=es; 
D. the probabili=es the disease will be transmiqed and will cause varying degrees of harm; and 
E. whether a reasonable accommoda=on exists and/or is required. 

The review must also take into considera=on the scope of the problem, educa=on-related issues, 
and the student’s right to confiden=ality. The recommenda=on of the review team and the 
decision of the parish and school administrators shall be considered confiden=al and will be 
submiqed for review only to the Superintendent of Schools, Secretary for Catholic Educa=on, 
and diocesan aqorney. 

In the event it is determined that a child is unable to regularly aqend a Catholic school, the 
parish, school, and diocese will assist the parent or guardian in loca=ng alterna=ve educa=onal 
service and obtaining religious and cateche=cal instruc=on. 

See “Special Needs Students – Release of Informa=on” form in the School Administra=ve Handbook and 
“Special Needs Students – Admission Form” in the School Administra=ve Handbook. 

Ra=fied: April 2, 2019        Diocesan Bishop 

P4020 
Diocese of Fort Wayne-South Bend 

Students 
Student Transfers 

I. Accep=ng Transfer Students From Another Diocesan School 
Students shall be discouraged from transferring to another diocesan school except in the case of 
a change of residence. 

The principal of the school from which the student expects to transfer shall be no=fied within 
five school days once the first inquiry is made. It is expected that the principals involved can 
arrive at a decision agreeable to both schools regarding the requested transfer. All unpaid bills at 
the original school must be sa=sfied before an official transcript may be sent to the receiving 
school so that enrollment can be finalized. 

In the case of high school students, all rules and regula=ons of the Indiana High School Athle=c 
Associa=on (IHSAA) regarding athle=c eligibility shall be strictly followed. 

II. Accep=ng Expelled or Suspended Transfer Students 
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A principal may consider accep=ng a student from another school who has been expelled, 
suspended, or has been a party to a major discipline problem as defined by the former school or 
interpreted by applicable school opera=ng policies and/or parent/student handbook or 
appropriate state law only aher a full and complete explana=on of the facts per=nent to an 
individual case has been evaluated.  This provision will not be followed when a student has been 
expelled for viola=ng the “Gun Free” diocesan policy, which is required by state and federal law 
(Policy 4560). 

Discovery that any informa=on provided to the receiving school was falsified will automa=cally 
be grounds to refuse the transfer request or immediately dismiss the child from the school if the 
discovery occurs aher the child has been enrolled. 

All unpaid bills at the original school, if diocesan, must be sa=sfied before an official transcript 
may be sent to the receiving school.  The final decision of accep=ng a transfer student rests in 
the discre=on of the principal (in consulta=on with the pastor in the case of elementary school). 

III. Accep=ng Students from Non-Accredited Private School or Home Schools 
Credits from a non-accredited in-state or out-of-state private school or home school shall not be 
accepted at face value, and parents shall be no=fied of this at the =me of enrollment.  In order 
to determine grade placement and/or credit, the principal shall require a baqery of tests or 
evidence of equivalency.  Evidence of equivalency shall include an evalua=on and the 
cer=fica=on of the instruc=onal staff and an evalua=on of the course of study followed from the 
private school or home school (refer to Policy 4010). 

Tes=ng shall be administered under the auspices of the enrolling principal.  The principal shall 
place the student and accept credits based upon the test results according to the local school 
policy. 

The tests and procedures used to appraise eligibility for credit and/or placement may include, 
but not be limited to, standardized achievement tests, criterion referenced tests, intelligence 
tests or other ability tests, departmental achievement tests, oral tes=ng, teacher semester tests, 
interviews, and teacher recommenda=ons. 

IV. In all cases, the receiving school must request records from the sending school within fourteen 
(14) days of enrollment. 

Recommended: February 9, 2017      Diocesan School Board 
Ra=fied: October 15, 2017       Diocesan Bishop 

P4040 
Diocese of Fort Wayne-South Bend 

Students 
Aqendance IC § 20-33-2-6 

The Diocesan schools consider the development of good aqendance habits as a vital and desirable 
undertaking for two essen=al reasons.  First, it is difficult for young people to learn if they are not in class; 
the teaching-learning process builds upon itself.  Secondly, research shows that educa=onal achievement is 
directly related to aqendance.  A student who misses a day of school misses a day of educa=on that cannot 
be retrieved in its en=rety. 

I. Parents/Legal Guardian Responsibility 
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Parent(s)/legal guardians are responsible for having their children in school.  Indiana law 
prescribes that parents must have their children in public or private school from the age of seven 
(7) un=l the date on which the child: 
A. Graduates; or 
B. Reaches at least sixteen (16) years of age or less than eighteen (18) years of age and: 

1. the student and the student’s parent or guardian and the principal agree to the 
withdrawal; 

2. the student provides wriqen acknowledgment of the withdrawal which must include a 
statement that the student and the student’s parent/guardian understand that 
withdrawing from the school is likely to reduce the student’s future earnings and 
increase the likelihood of the student being unemployed in the future, and the student’s 
parent or guardian and the school principal each provide wriqen consent of the student 
to withdraw from school; and 

3. the withdrawal is due to financial hardships requiring a student to be employed to 
support the student’s family or dependent, illness or an order of a court that has 
jurisdic=on over the student, or 

C. Reaches the age of eighteen (18) years. 
whichever occurs first. 

II. Absences from School 
Absences from school shall fall into one of the three following categories: 
A. Absences which are counted as present. 

1. Serving as a page for or honoree of the Indiana General Assembly; 
2. For students in Grades 7 through 12, serving on a precinct elec=on board or as a helper 

to a poli=cal candidate or poli=cal party on Elec=on Day with prior approval of the 
principal; 

3. Court appearances pursuant to a subpoena; 
4. Ac=ve duty with the Indiana Na=onal Guard for not more than ten (10) days in a school 

year, or par=cipa=on in civil air patrol as a member of the Indiana wing of the civil air 
patrol for not more than five (5) days in a school year; 

5. Placement in a short-term inpa=ent treatment program which provides an instruc=onal 
program; 

6. Homebound instruc=on; 
7. Religious observances. 
8. Approved, educa=onally related non classroom ac=vity per I.C. 20-33-2-17.5. 
9. Par=cipa=on or exhibi=on in the Indiana state fair by the student or a member of the 

student’s household if the student is in good academic standing but not to exceed five 
(5) instruc=onal days in a school year. 

B. Excused Absences 
1. Illness of the student (with wriqen statement by parent/guardian or doctor) 
2. Funerals 

a. for death in the immediate family 
b. for persons outside of the immediate family with parental permission 

3. Out-of-school suspension 
4. Medical and legal appointments – Such appointment should be scheduled aher school 

hours when possible. 
5. School/college visits (2 days) – Parents/guardians need to check with the individual 

school’s policy when arranging such visits. 
C. Unexcused Absences 

1. No parent/guardian contact with the school giving an explana=on for the absence on the 
day of the absence. 

2. No physician’s note to excuse an absence once more than 5 days of absence have 
occurred (see Frequent or Prolonged Illness below). 

3. Family vaca=ons. 
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4. Absences other than those defined as excused or absences counted as present. 

III. Truancy 
A student is truant when he/she is absent from school or class without the permission of his/her 
parent/guardian and the school.  Students who are habitually truant shall be reported to the 
juvenile authori=es in accordance with applicable state law and following diocesan procedures: 

The following may be evidence of habitual truancy: 
A. Refusal to aqend school in defiance of parental authority. 
B. Accumula=ng a number of absences without jus=fica=on over a period of =me, such as a 

grading period.  Habitual truancy is not evidenced by a single isolated incident of unexcused 
absence. 

C. Three (3) or more judicial findings of truancy. 

IV. Repor=ng an Absence 
A parent/guardian shall contact the school to report a student’s absence. Each school has 
established procedures for repor=ng absences. Absences will not be excused and the student 
may be considered truant if the procedure for repor=ng an absence is not followed. 

A wriqen explana=on for any absence signed by a parent/guardian is required upon the return of 
the student to school. The school is not required to provide credit for makeup of assigned work 
missed because the student’s absence is unexcused or the student is truant. 

V. Frequent or Prolonged Illness 
If a student is absent for five consecu=ve days due to illness, or has contracted a contagious 
disease, a physician’s statement may be required in order for the student to return to school. 

VI. Response to Irregular Aqendance 
If an irregular aqendance paqern begins to develop, the school may use the following procedure 
to encourage the student’s return to a paqern of regular school aqendance. 
A. Call daily from school (secretary, principal, or aqendance clerk), to the parent/guardian to 

verify absence and to determine reason. 
B. Aher a student is absent for six (6) days per school year, a school administrator, aqendance 

clerk, or counselor will make contact with the student’s parent/guardian. The date and 
content of this contact shall be documented. 

C. Aher a student is absent over twelve (12) days per school year, a conference shall be held 
with the parent/guardian and the student.  An aqendance contract may be established at 
this =me and documenta=on shall be kept. 

D. Aher a student is absent over fiheen (15) days per school year, a referral shall be made to 
the principal.  If the principal is unable to successfully resolve the aqendance problem, a 
referral may be made to the intake officer of the local Juvenile Proba=on Department. 

VII. Habitual Truancy Report to BMV 
If the student is at least 13 years of age but less than 15 years of age and is truant more than 10 
=mes in one (1) school year, the student shall be designated as a habitual truant and reported to 
the bureau of motor vehicles as provided by State law. 

Recommended: May 11, 2017       Diocesan School Board 
Ra=fied: October 15, 2017       Diocesan Bishop 

P4130 
Diocese of Fort Wayne-South Bend 

Students 
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Promo=on / Reten=on / Gradua=on 

I. Elementary Schools 
Each school shall develop a policy regarding grade level promo=on or Reten=on guidelines. The 
promo=on or reten=on is the local school’s decision based on evalua=on of the following factors: 
A. ability 
B. emo=onal and physical maturity 
C. aqendance 
D. comple=on of required curriculum/achievement 
E. tes=ng results/review of suppor=ve evidence, such as samples of student work, test results, 

progress reports, report cards, etc. 
F. previous reten=on in a grade 
A principal (in consulta=on with the teacher) may recommend that a student be retained in the 
present grade aher considering the above factors. 

II. The school may prepare a recommenda=on for reten=on whenever prac=cal and consistent with 
Diocesan educa=on standards.  These steps should be followed: 
A. Iden=fica=on and documenta=on of the student’s deficiencies by the end of the 90th day of 

school; 
B. Parent/teacher conference with parent/guardian to discuss the possibility of recommending 

reten=on of the child and to explore assistance (e.g., educa=onal and/or psychological 
tes=ng, tutoring, etc.) and op=ons; 

C. Upon con=nua=on of the learning problems, a wriqen recommenda=on for reten=on 
providing reasons for the recommenda=on signed by the principal and teacher; and 

D. Signature of the parent/guardian if the recommenda=on is rejected.  The signed document is 
placed in the student’s permanent folder. 

E. The school retains the right not to accept or enroll said student for the following year. 

III. High Schools 
The high schools shall follow all Indiana Department of Educa=on guidelines for gradua=on 
requirements and for placement at Grade 10. 

Recommended: February 9, 2017      Diocesan School Board 
Ra=fied: October 15, 2017       Diocesan Bishop 

P4170 
Diocese of Fort Wayne-South Bend 

Students 
Access to Official Student Records 

In accordance with the Family Educa=onal Rights and Privacy Act (“FERPA”) of 1975, any natural parent, 
guardian, or individual ac=ng as a parent in the absence of a parent or guardian of a student has the right “to 
inspect and review” his/her minor student’s educa=onal records, unless the school has been provided with a 
court order, State statute, or legally-binding documents that specifically precludes such inspec=on and 
review.  In addi=on, a student who has reached eighteen (18) years of age or is aqending an ins=tu=on of 
post-secondary educa=on will have all access rights that his/her parent or guardian would have had prior to 
that =me.  Absent such court order or legally-binding document, a non-custodial parent has the same right 
to inspect and review as a custodial parent. 

I. All schools shall follow the diocesan policy and procedure regarding requests for access to 
student educa=onal records, in accordance with FERPA. 
A. A “parent” means a parent of a student and includes a natural parent, guardian, or an 

individual ac=ng as a parent in the absence of a parent or a guardian. 
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B. An “eligible student” means a student who has reached eighteen (18) years of age or is 
aqending an ins=tute of post-secondary educa=on. 

C. All student records are confiden=al and may be accessed only by those authorized to do so. 
(See J.)  This includes health records, psychometric tes=ng, and student academic records 
but does not include counseling reports/files protected by statute. 

D. Personally iden=fiable informa=on is in all student records.  Personally iden=fiable 
informa=on will not be released without the prior wriqen consent of the parent or eligible 
student unless FERPA allows its release without consent, such release is in compliance with a 
judicial order or pursuant to any lawfully issued subpoena with prior no=ce to parents and 
students, or, if the informa=on released is “directory informa=on.” 

E. Parents and eligible students will be annually no=fied of their rights under the Family 
Educa=on Rights and Privacy Act (“FERPA”) through the local school parent/student 
handbook. 

F. All student files are maintained in a secure place including files of graduates. 
G. Parents are permiqed to inspect and review educa=onal records pertaining to their child 

who is under the age of 18 and who has not entered college.  These rights transfer from the 
parents to the student when the student becomes eighteen (18) years of age, or enters an 
ins=tute of post-secondary educa=on, (i.e., an “eligible student”), unless the student has 
been adjudicated incompetent. 

H. The parent or eligible student has authority to inspect and review records rela=ng to the 
student and is given full rights of inspec=on and review. 

I. The right to inspect and review educa=onal records includes: 
1. The right to reasonable requests for explana=ons and interpreta=ons of the records of 

the school; 
2. The right to receive copies of the records from the school if failure to provide those 

copies would effec=vely prevent the parent from exercising the right to inspect and 
review the records; 

3. The right to have access to records within a reasonable =me (no more than 45 days aher 
the request); 

4. The right to receive a copy of the student’s educa=onal records from the school to use in 
a contemplated or pending hearing within the school. 

J. The school may disclose a student’s records without a parent or eligible student’s permission 
as follows: 
1. To other school officials who have legi=mate educa=onal interests; 
2. To officials of other schools in which the student intends to enroll, provided that the 

parents are no=fied of the transfer, receive a copy of the record if desired, and have an 
opportunity for a hearing; 

3. To authorized representa=ves of the Comptroller General of the United States, the 
Secretary of Educa=on, or state or local educa=onal authori=es in accordance with 20 
U.S.C. §§ 1232g(b)(3) and (b)(5), and authorized representa=ves of the aqorney general 
for law enforcement purposes in accordance with § 1232g(b)(3). 

4. To appropriate persons in connec=on with a student’s applica=on for receipt of financial 
aid; 

5. To state and local officials to whom such informa=on is required to be disclosed by state 
statute adopted within a certain =me frame; 

6. To organiza=ons conduc=ng studies on behalf of educa=onal agencies to develop, 
validate, or administer predic=ve tests; 

7. To accredi=ng organiza=ons; 
8. To parents of a dependent student of such parents as defined by Sec=on 152 of the 

Internal Revenue Code; 
9. In connec=on with an emergency, to appropriate persons if knowledge of such 

informa=on is necessary to protect the health or safety of the student or other persons; 
10. a. To the en=ty or person designated in a Federal grand jury subpoena; b. To the en=ty 

or persons designated in any other subpoena issued for a law enforcement purpose. 
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11. Pursuant to a court order obtained by the Aqorney General or the Aqorney General’s 
designee rela=ve to the inves=ga=on and prosecu=on of terrorism; 

12. To the extent they contain informa=on provided to the school pursuant to Sec=on 
170101 of the Violent Crime Control and Law Enforcement Act of 1994, concerning 
registered sex offenders; 

13. To the extent the informa=on is “directory informa=on;” 
14. In a legal ac=on involving the school and parent(s) or eligible student(s) if such records 

are relevant for the school to either proceed with the legal ac=on, or defend itself in the 
legal ac=on; and 

15. Any other situa=on in which such disclosure is permiqed by federal, state or local laws or 
regula=ons. 

K. Each educa=onal file has a record of each request for access to and each disclosure of 
personally-iden=fiable informa=on from the file. The record of access includes: 
1. The iden=ty of the party or par=es; 
2. The date access was given, and 
3. The legi=mate interest the party had in gaining access to the informa=on. (The Record of 

Access and Review of Official Student Records form is found in the Administra=ve 
Handbook). 

L. Upon request, the parent or eligible student may obtain a copy of the record that was 
disclosed. 

M. The school requires wriqen, signed and dated consent of a parent or eligible student before 
it discloses personally-iden=fiable informa=on from the student’s educa=onal record, except 
in the situa=ons described in J. above.  The wriqen consent specifies: 
1. The records that may be disclosed, 
2. The purpose of the disclosure, and 
3. The person or class of persons to whom the records may be disclosed. (In such cases, the 

parent or eligible student, upon the parent’s request, shall be given a copy of the record 
disclosed.) 

N. The school permits a parent or eligible student to request correc=on of the student 
educa=onal record where they believe that such informa=on is inaccurate, misleading, or in 
viola=on of student’s rights of privacy or other rights.  If the school decides not to amend 
the record, the school shall inform the parent or eligible student of its decision and his or her 
right to have a hearing on such a decision in accordance with FERPA.  If the school, aher the 
hearing, decides the record is accurate, it shall inform the parent or eligible student of the 
right to place a statement in the record commen=ng on the contested informa=on in the 
record and why he or she disagrees with the decision. 

O. In compliance with FERPA, the following statement will appear annually in the local diocesan 
school’s Parent/Student/ Handbook: Such natural parent, guardian, individual ac=ng as a 
parent in the absence of a parent or a guardian of a student, or eligible student may request 
the amendment of his/her student’s (or his/her own) educa=onal records if he/she believes 
that such records are inaccurate, misleading, or otherwise in viola=on of the student’s 
privacy or other rights.  If the principal decides not to amend the record as requested, such 
natural parent/guardian/ac=ng parent/eligible student is en=tled to a hearing on his/her 
request. 20 U.S.C. § 1232(g); 34 C.F.R. Part 99. 

ANNUAL NOTIFICATION OF PARENTAL ACCESS RIGHTS TO STUDENT’S RECORDS 
Family and Educa=onal Rights and Privacy Act 

Any natural parent, guardian, individual ac=ng as parent in the absence of a parent or guardian of a student 
of a diocesan school, or a student or former student who has reached eighteen (18) years of age or is 
aqending an ins=tu=on of post-secondary educa=on has the following rights (unless there is a court order, 
State statute, or other legally-binding document precluding these rights): 

1. Inspect and review the student’s educa=onal records; 
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2. Request the amendment of the student’s educa=onal records if he/she believes that they are not 
accurate, 

3. Consent to disclosure of personally-iden=fiable informa=on contained in the student’s educa=on 
records, except to the extent that the Family Educa=on Rights and Privacy Act and the FERPA 
Regula=on 99.31 authorize disclosures without consent, and 

4. File with the U.S. Department of Educa=on a complaint under 34 C.F.R. § 99.63 and § 99.64 
concerning alleged failures by the agency or ins=tu=on to comply with the requirements of the Act 
and this part. 

Procedure for Inspec=ng and Reviewing Educa=on Records 
A parent/guardian/individual ac=ng as a parent/eligible student may inspect or review the student’s 
educa=on records through a wriqen request submiqed to the school’s principal which specifies the specific 
educa=on records to be inspected or examined. In the event the principal cannot determine the exact 
records as described, the principal or his/her designee shall immediately contact the parent/guardian/
individual ac=ng as a parent/eligible student by leqer or otherwise to determine the desired scope of 
educa=on records to be inspected. 

Compliance with all requests to access educa=on records will occur without unnecessary delay, and in no 
case, more than 45 days aher a request has been made. If requested, a parent/guardian/individual ac=ng as 
a parent/eligible student must be given access to the student’s per=nent educa=on records before any 
mee=ng regarding an individualized educa=on program or pending disciplinary hearing. 

All inspec=ons of educa=on records shall be made during regular business hours. 

Procedure for Reques=ng Amendment of Educa=onal Records 
In the event that a parent/guardian/individual ac=ng as a parent/eligible student believes that informa=on in 
the student’s educa=on records is inaccurate, misleading, or in viola=on of the student’s rights of privacy or 
other rights, he/she may submit a wriqen request to the principal for amendment of such records. 

The school shall decide whether to amend the records as requested within a reasonable =me aher it 
receives the request.  If the school decides not to amend the record as requested, it shall inform the parent/
guardian/individual ac=ng as a parent/eligible student of its decision and his/her right to a hearing. 

A parent/guardian/individual ac=ng as a parent/eligible student my request a hearing regarding amendment 
of the student’s educa=on records in wri=ng to the school principal. 

Disclosure of Educa=on Records to School Officials 
The school may disclose students’ educa=on records to school officials, including teachers, who are 
determined to have a legi=mate educa=onal interest in the records without prior consent from the parent/
guardian/individual ac=ng as a parent/eligible student. 

The school considers the following criteria in determining who cons=tutes a school official: A “school official” 
is any person in the Office of Catholic Educa=on, or the school where the student (whose educa=onal 
records are at issue) is aqending, or has aqended, who holds a posi=on that involves 1) administering the 
school aqended by that student, or several schools, including the school aqended by that student; 2) 
teaching at a school aqended by that student; or 3) providing guidance or counseling services to students at 
the school aqended by that student. 

The school u=lizes the following criteria for determining what cons=tutes a legi=mate educa=onal interest: A 
“legi=mate educa=onal interest” is an interest in viewing a student’s educa=onal records rela=ng to: 1) the 
student’s academic history and performance; 2) the student’s disciplinary history; 3) obtaining informa=on 
rela=ng to guidance counseling or providing academic, personal, or other guidance to the student; and 4) 
the administra=on of the school aqended by that student or Diocesan schools in general. 
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See Procedure P4170. 

See “Record of Access and Review of Official Student Records” form in the School Administra=ve Handbook 

Recommended: May 11, 2017        Diocesan School Board 
Ra=fied: October 15, 2017        Diocesan Bishop 

P4320 
Diocese of Fort Wayne-South Bend 

Students 
Field Trips 

School-sponsored field trips shall be limited to ac=vi=es, which meet Diocesan policy and applicable law by 
promo=ng the educa=onal philosophy and goals of the school, and facilitate aqainment of specific 
educa=onal objec=ves.  (This policy prohibits all field trips to amusement parks).  Teacher requests must be 
submiqed in wri=ng when seeking approval by a school administrator.  The reques=ng teacher is required to 
accompany the students on approved field trips but is discouraged from transpor=ng the students.  (See 
School Administra=ve Handbook) 

I. All field trips, including local, long distance, and overnight stays shall follow diocesan guidelines. 
A. Such trips should be well planned.  Full informa=on should be given to parents and the 

proper permission slips should be signed.  Adequate supervision by prepared adults should 
be in place for such trips.  A car and/or bus roster must be compiled. 

B. The following guidelines must be followed: 
1. Medical Authoriza=on Release forms (School Administra=ve Handbook) 
2. Documenta=on of insurance carrier coverage. 
3. Documenta=on of educa=onal purpose (Educa=onal Related Ac=vi=es form – School 

Administra=on Handbook). 
4. Adequate supervision. 
5. Diocesan Prac=cal Guidelines for Conduct When Interac=ng with a Child or Young Person 

must be followed. 
6. Policy for all youth events involving overnight stay conducted or sponsored by a parish, 

school or organiza=on of the Diocese of Fort Wayne – South Bend (effec=ve 06/01/12) – 
Refer to Policy 4330. 

7. Forms to accompany overnight policy (effec=ve 06/01/12) – Refer to Policy 4330. 
C. Insurance liability coverage also demands strict observance of the above criteria. 
D. All school rules apply on a field trip, however discipline is more stringent.  Behavioral 

expecta=ons shall be clearly defined and applied consistently. 
E. If the principal is not present, the teacher in charge of the field trip shall be the on-site 

representa=ve of the principal. 

The following alterna=ves to out-of-town field trips should be considered: 
F. Field trips can enrich classroom learning and open new areas of interest for the student. 

Schools are encouraged to use the vast resources of the diocesan area for one-day field trips 
for students, which meet the criteria established in the policy. 

G. The use of the camps for retreats and environmental educa=on and camping offer new 
learning situa=ons that will complement classroom learning. 

See “Field Trip Permission and Release Form,” “Emergency Medical Care Consent/Refuse to Consent Form,” 
and “Educa=onal Related Ac=vi=es Request Form” following this policy and in the School Administra=ve 
Handbook; and “Overnight Policy Forms,” Refer to Policy 4330 and the School Administra=ve Handbook. 

Recommended: May 11, 2017       Diocesan School Board 
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Ra=fied: October 15, 2017       Diocesan Bishop 

P4410 
Diocese of Fort Wayne-South Bend 

Students 
Pastoral Response to Student Pregnancy, Abor=on, and Marriage 

The teachings and tradi=ons of the Catholic Church are the guiding principles of behavior for all students 
while enrolled in a diocesan school. 

I. Pregnancy – Elementary Student 
Every human being is created in the image and likeness of God and his or her life must be respected 
and protected from the moment of concep=on un=l natural death.  When a student(s) becomes 
involved in a pregnancy, the Catholic school must act to provide assistance and support for the 
student and his or her family. 

While the first responsibility for the pastoral, spiritual, and psychological care of the students 
involved in a pregnancy belongs to the parents/guardians of the students(s), the Church and the 
school also bear serious responsibility. 

When a pastor/principal is made aware that a student(s) is involved in a pregnancy, the following 
ac=on shall be taken: 
A. The pastor and principal should meet with both par=es, the male and female, and their parents/

guardians to inves=gate the situa=on and to assure them, if necessary, that the young people 
involved will be provided with the opportunity to complete his/her educa=on in the Catholic 
school without interrup=on. 

B. Both par=es, the male and female, should then be referred for pastoral counseling given by a 
priest and a social worker or psychological counselor.  This counseling must emphasize the 
teaching of the Catholic Church on the sanc=ty of human life from the first moment of 
concep=on. 

C. The pastor and principal must seek to assist the young people to ensure that the child is born, 
not aborted. 

D. The school’s administra=on, aher consulta=on with the school’s pastor/designated priest, will 
decide whether any sanc=ons are to be imposed on the students.  Because of the public nature 
of the situa=on and the Catholic iden=ty of the school, the principal, in consulta=on with the 
pastor, reserves the right to undertake whatever addi=onal ac=on(s) seem appropriate for the 
well-being of the student(s) involved and the school as a whole. 

II. Pregnancy – High School Student 
Every human being is created in the image and likeness of God and his or her life must be 
respected and protected from the moment of concep=on un=l natural death.  When a student(s) 
becomes involved in a pregnancy, the Catholic school must act to provide assistance and support 
for the student and his or her family. 

If it has been discovered that a student enrolled in a diocesan high school is pregnant or is the puta=ve 
father of an unborn or already-born child, the principal will conduct ini=al, confiden=al mee=ng(s) invi=ng: 

A. the student(s) involved 
B. the parents/guardians of the student(s) 
C. a priest(s) assigned to the high school 

The purpose of the mee=ng is to inves=gate and, if necessary, to assure the par=es involved that the 
student(s) will be provided the opportunity to complete his/her educa=on in the Catholic school without 
interrup=on and also to emphasize the Church’s teaching on the sanc=ty of human life. 

In order to con=nue his/her educa=on at a diocesan high school, a pregnant student and/or a puta=ve father 
and the respec=ve parents/guardians must agree to: 
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A. secure con=nued professional prenatal/childrearing care and/or adop=on alterna=ves and 
B. receive pastoral and psychological counseling to assist in coping with the circumstances and to be 

helped to make the right decisions in keeping with Church teachings. (The schools pastor/designated 
priest must approve all such professional assistance.) 

The school’s administra=on, aher consulta=on with the school’s pastor/designated priest, will decide 
whether any sanc=ons are to be imposed on the students.  Because of the public nature of the situa=on and 
the Catholic iden=ty of the school, the principal, in consulta=on with the priest(s) assigned to the high 
school, reserves the right to undertake whatever addi=onal ac=on(s) seem appropriate for the well-being of 
the student(s) involved and the school as a whole. 

III. Abor=on 
Every human being is created in the image and likeness of God, and his or her life must be 
respected and protected from the moment of concep=on un=l natural death.  The Catholic 
Church views abor=on as a grave viola=on of this principle and as a most serious sin.  

Catholic schools must convey the seriousness of this act by its inclusion of this issue in its 
teaching at appropriate grade levels and in policies. 

Therefore, when informa=on becomes available to any Catholic school personnel that a student 
enrolled in a diocesan school is contempla=ng abor=on, has obtained a completed abor=on, or 
has aided or induced another person in any manner whatsoever in procuring an abor=on, the 
following steps shall be taken: 
A. The so informed school personnel must no=fy the Principal, who, in turn must no=fy the 

Diocesan Secretary of Catholic Educa=on. 
B. A confiden=al mee=ng shall be held with the student(s) and parent(s) or guardian(s) 

involved, the pastor/chaplain and pastoral minister (high school), and the Secretary of 
Catholic Educa=on or his/her representa=ve. 

C. The confiden=al mee=ng shall seek to ascertain the facts relevant to the contempla=on of, 
aid or inducement for, or commission of an abor=on and to provide the appropriate pastoral 
assistance. 

D. Both par=es, male and female, should be referred for pastoral counseling given by a priest or 
pastoral counselor.  The student(s) may be referred to a licensed mental health provider for 
further support. This counseling should provide both healing and an affirma=on of the 
teaching of the Catholic Church on the sanc=ty of human life from the first moment of 
concep=on. 

E. Because of the gravity of the situa=on, the Catholic iden=ty of the school, and the concern 
for the school as a whole, a course of ac=on will be developed which may provide for: 
a) a plan which will allow for the student(s) to remain in school, or 
b) the student(s) being denied the privilege of con=nuing his/her educa=on in a diocesan 

school. 

The school’s principal, in consulta=on with the pastor/chaplain will make a recommenda=on to the Diocesan 
Secretary of Catholic Educa=on regarding whether any sanc=ons should be imposed on the student(s).  The 
Secretary for Catholic Educa=on will present the principal’s recommenda=on, along with his/her 
recommenda=on, to the Bishop. The Bishop will make the final decision. 

IV. Marriage 
The school administra=on will defer the decision regarding the disposi=on and con=nued 
enrollment of any student entered into marriage to the Secretary for Catholic Educa=on or a 
delegate of the Bishop. 

See mandatory repor=ng requirements in Policy 4510 - Parent/Student Handbook. 

Recommended: May 11, 2017       Diocesan School Board 
Ra=fied: October 15, 2017       Diocesan Bishop 
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P4420 
Diocese of Fort Wayne-South Bend 

Students 
Failure or Refusal of Parents/Guardians/Custodians to Par=cipate in a Disciplinary Proceeding 

The failure of parents/guardians/custodians to par=cipate in diocesan or school discipline proceedings 
concerning their student’s improper behavior or delinquency, or if the behavior of the student has been 
repeatedly disrup=ve in the school, may be considered educa=onal neglect and the child may be considered 
a “child in need of services” in accordance with I.C. 31-34-1-7, and, in that case, the maqer shall be referred 
by the building level administrator to Department of Child Services or local office of juvenile proba=on. 

Recommended: May 11, 2017       Diocesan School Board 
Ra=fied: October 15, 2017       Diocesan Bishop 

P4520 
Diocese of Fort Wayne-South Bend 

Students 
Grounds for Suspension or Expulsion of Students 

I. The grounds for suspension or expulsion below apply to student conduct which occurs: 
A. On school grounds; 
B. Off school grounds at a school ac=vity, func=on, or event; 
C. Traveling to or from school or a school ac=vity, func=on, or event; or 
D. At any other =me when the principal determines that the student’s conduct either causes 

harm or could poten=ally cause harm to the other students, school employees or property, 
or the reputa=on of the School or Diocese. 

II. The following types of student conduct cons=tute a non-exclusive lis=ng of grounds for 
suspension or expulsion subject to the school’s provisions for disciplinary review contained in 
P4530. 
A. Any conduct which, in the opinion of school officials, is contrary to the principles and 

teachings of the Catholic Church. 
B. Using violence, force, noise, coercion, threat, in=mida=on, fear, passive resistance, or other 

comparable conduct cons=tu=ng an interference with school purposes, or urging other 
students to engage in such conduct. 

C. Causing or aqemp=ng to cause damage to property belonging to any other person, student, 
school employee or the school, stealing or aqemp=ng to steal property belonging to any 
other person, student, school employee, or school. 

D. Inten=onally causing or aqemp=ng to cause physical injury or inten=onally behaving in such 
a way that, in the opinion of school officials, could cause physical injury to any person. 

E. Threatening or in=mida=ng any individual for whatever purpose. 
F. Viola=on of the diocese’s Gun-Free School Policy, or possession of or control over a knife or 

other cuvng type of device not used for school sanc=oned purposes. 
G. Possessing, using, transmivng, or being under influence of any controlled substance, 

including lawfully prescribed medica=ons taken in a nonprescribed manner, or intoxicant of 
any kind.  The prescribed use of a drug authorized by a medical prescrip=on from a physician 
is not a viola=on of its use. 
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H. Engaging in the unlawful selling of a controlled substance or engaging in a criminal law 
viola=on that cons=tutes a danger to other students or cons=tutes an interference with 
school purposes and/or educa=onal func=on. 

I. Failing in a substan=al number of instances to comply with direc=ons of teachers or other 
school personnel during any period of =me when the student is properly under their 
supervision. 

J. Engaging in any ac=vity forbidden by the laws of the State of Indiana that interferes with 
school purposes or educa=on func=on. 

K. Viola=ng or repeatedly viola=ng any rules that are, in the opinion of the school officials, 
necessary to carrying out school purposes and/or educa=onal func=on. 

L. Using on school grounds during school hours an electronic paging device, mp3 player or 
similar device, cell phone or other mobile message conveyance device in a situa=on not 
related to a school purpose or educa=onal func=on. 

M. Engaging in any unlawful ac=vity on or off school grounds if the unlawful ac=vity is 
considered by school officials to be an interference with school purposes or educa=onal 
func=on. 

Recommended: May 11, 2017       Diocesan School Board 
Ra=fied: October 15, 2017       Diocesan Bishop 

P4530 
Diocese of Fort Wayne-South Bend 

Students 
Disciplinary Review for Students (Suspension or Expulsion) 

Any student accused of wrongdoing in viola=on of school or diocesan policy that could result in the student’s 
suspension or expulsion from the school will be given: 

1. An explana=on of what the student is accused of doing that is wrong; and 
2. An opportunity for the student, in the presence of the student’s parents, to respond to the 

accusa=ons before either: the principal, his or her designee, or impar=al tribunal established by the 
school’s administra=on for the purpose of making a recommenda=on on the maqer to the principal. 

The principal (in consulta=on with the pastor in the case of an elementary school) shall be responsible to 
make a final decision on all such maqers. The principal’s decision shall be final and binding on all par=es. 

Recommended: May 11, 2017       Diocesan School Board 
Ra=fied: October 15, 2017       Diocesan Bishop 

P4550 
Diocese of Fort Wayne-South Bend 

Students 
Student Accused of a Non-School Related Criminal Act 

A student accused of a non-school related criminal act which does not subject the student to suspension or 
expulsion pursuant to Policy 4520 is presumed innocent and no academic or disciplinary penal=es will 
necessarily be imposed regarding that alleged criminal act unless the student is proven guilty or admits guilt 
through the civil law process. 

Some circumstances, such as a need to protect the safety and/or the privacy of the student or others, may 
necessitate such student’s removal from the normal academic sevng pending the outcome of the civil law 
process. In this case, the wishes of the student and/or custodial parents/legal guardians will be considered, 
but the final decision regarding removal is the principal’s, aher consulta=on and approval of the pastor and 
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Superintendent of Schools.  Should such a removal be deemed necessary, a program of home study will be 
developed and implemented for the student. 

See P4520 – Grounds for Suspension or Expulsion of Students 

Recommended: May 11, 2017       Diocesan School Board 
Ra=fied: October 15, 2017       Diocesan Bishop 

P4560 
Diocese of Fort Wayne-South Bend 

Students 
Gun-Free Schools IC § 20-33-8-16 

Students are prohibited from facilita=ng in any way the delivery of a firearm, destruc=ve device, or deadly 
weapon to school or school func=ons. Further, students are prohibited from possessing a firearm, 
destruc=ve device, or deadly weapon while en route to or from school or school ac=vi=es, or while on school 
property or at school ac=vi=es.  A viola=on of this policy carries an automa=c expulsion from school.  The 
term of expulsion shall be established by the principal aher consulta=on with the pastor (if an elementary 
school) and the Superintendent of Schools.  Subject to modifica=on by the Superintendent of Schools, a 
student expelled for bringing a firearm or destruc=ve device to school or a school ac=vity or for possessing a 
firearm or destruc=ve device on school property or at a school ac=vity may not return to the school un=l the 
first school semester aher a one (1) year expulsion period. Excep=ons may be made to this policy concerning 
an=que or ornamental firearms or weapons that are transported or possessed for an authorized educa=onal 
purpose, or firearms or weapons that are used as part of an authorized school program or ac=vity. Any 
excep=on must be approved, in advance and in wri=ng, by the principal.  A viola=on of any limita=on or 
requirement contained within a policy excep=on that is granted by the principal shall be considered a 
viola=on of this policy. 

Principals will provide informa=on to the Catholic Schools Office annually concerning the following: 
I. a descrip=on of circumstances surrounding any expulsions imposed under the policy; 
II. the number of students expelled from the school under the policy; and 
III. the types of instrument concerned. 
IV. For purposes of this policy, the term “firearm” means: 

A. any weapon (including a starter gun) which will or is designed to or may readily be converted to 
expel a projec=le by the ac=on of an explosive; or 

B. the frame or receiver of any such firearm; or 
C. any firearm muffler or firearm silencer. 

V. For purposes of this policy, the term “destruc=ve device” means: 
A. an explosive, incendiary, or poison gas; 
B. bomb; 
C. grenade; 
D. rocket having a propellant charge of more than four ounces; 
E. missile having an explosive or incendiary charge of more than onequarter ounce; 
F. mine; 
G. device similar to any of the devices described in clauses; 
H. any type of weapon by whatever name known which will, or which may be readily converted to, 

expel a projec=le by the ac=on of an explosive or other propellant, and which has a barrel with a 
bore of more than one half inch in diameter; or I. any combina=on of parts either designed or 
intended for use in conver=ng any device into any destruc=ve device and from which a 
destruc=ve device may readily be assembled. 
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VI. For purposes of this policy, the term “deadly weapon” means any firearm, destruc=ve device, 
weapon, taser, electronic stun weapon, equipment, chemical substance, or other item or material 
that in the manner it is used or could be used, or is intended to be used, is readily capable of causing 
serious bodily injury. 

See “Gun-Free Schools Report” following this policy and in the School Administra=ve Handbook. 

Recommended: May 11, 2017       Diocesan School Board 
Ra=fied: October 15, 2017       Diocesan Bishop 

P4570 
Diocese of Fort Wayne-South Bend 

Students 
Substance Abuse 

The Diocese of Fort Wayne-South Bend recognizes that substance abuse (drugs and alcohol) is a disease and 
not a manifesta=on of character weakness. Persons afflicted with this disease are en=tled to the same 
compassion and treatment as anyone afflicted with any other disease. 

If a principal becomes aware of facts or circumstances which gives the principal reason to believe that a 
student is experiencing a substance abuse problem, the principal and/or the school’s counselor shall meet 
with the student and arrange a conference with the student’s parent(s)/legal guardian(s) at which =me the 
underlying problem and treatment op=ons will be explored, as appropriate.  The principal reserves the right 
to require that a student see a substance abuse counselor for an evalua=on at the parent/guardian(‘s) 
expense, and to require that recommenda=ons for treatment be implemented and followed by the student 
as a condi=on for the student’s con=nued enrollment in the school.  Should the student or the students 
parent(s)/legal guardian(s) refuse to cooperate, the principal aher consulta=on with the pastor may require 
the student to withdraw from school and/or the principal may contact 
Department of Child Services. 

Notwithstanding the foregoing, the principal reserves the right to discipline a student, up to and including 
expulsion, for any viola=on of the school’s policies or rules and regula=ons of student behavior, regardless of 
whether the viola=on was involved or related to a substance abuse problem. 

Recommended: May 11, 2017       Diocesan School Board 
Ra=fied: October 15, 2017       Diocesan Bishop 

P4580 
Diocese of Fort Wayne-South Bend 

Students 
Harassment Prohibi=on 

It is the policy of the Catholic schools of the Diocese of Fort Wayne-South Bend to maintain a learning and 
working environment that is free from harassment based on sex, race, na=onal origin, color, age, disability, 
or any other impermissible factor that is prohibited by law and/or the teachings of the Catholic Church. 

It shall be a viola=on of this policy for any employee of the Catholic schools to harass a student through 
conduct or communica=ons of a sexual nature as defined in Sec=on I of the Procedure to this policy or on 
any other impermissible grounds described in Sec=on II of the Procedure to this policy. It shall also be a 
viola=on of this policy for any student to harass another student or employee, through conduct or 
communica=on of a sexual nature as defined in Sec=on I of the Procedure and on any other impermissible 
grounds as described in Sec=on II of this Procedure. (For harassment against 
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employees, see Policy and Procedure 3630).  The use of the term “employee” in this policy and procedure 
also includes non-employees and volunteers who work subject to the control of school authori=es. 

See Procedure to P4580 
See P3630-Legal Issues: Harassment Prohibi=on (Personnel) 
See forms to report harassment in School Administra=ve Handbook 

Recommended: May 11, 2017       Diocesan School Board 
Ra=fied: October 15, 2017       Diocesan Bishop 

Procedure for Policy 4580 
Harassment Prohibi=on 
This policy and procedure covers situa=ons in which a student claims to be the vic=m of harassment (see 
Policy 3630 and accompanying Procedure rela=ng to employees who claim to be vic=ms). 

I. Sexual Harassment 
A. Sexual harassment shall consist of unwelcome sexual advances, requests for sexual favors, 

and other inappropriate verbal or physical conduct of a sexual nature when made by any 
employee or volunteer to a student, or made by any student to another student or any 
employee or volunteer. 

B. Conduct of a sexual nature may include verbal or physical sexual advances, looks, leers, 
gestures, comments, jokes, or other inappropriate conduct based on the vic=m’s sex. 

C. The Diocese forbids sexual harassment and retains the right to address sexual harassment or 
inappropriate conduct of a sexual nature in the schools through whatever means it 
determines are reasonable and appropriate. 

II. Other Forms of Harassment 
A. Harassment may be based on any lawfully protected characteris=c, including race, color, 

religion, na=onal origin, age, disability, or other protected characteris=cs.  Harassment may 
be based on any other personal trait or characteris=c, whether or not obvious or readily 
discernable. Harassment may consist of unwelcome, derogatory, and/or otherwise 
inappropriate comments or physical conduct. Comments and conduct of harassing nature 
may include but are not limited to verbal or wriqen comments, insults or jokes, regardless of 
whether the targeted person is present, physical gestures or inappropriate touching.  See 
also Policy 4620 – Diocesan Internet Acceptable Use and Policy 4630 – Student Use of 
Internet Off Campus. 

B. Harassment prohibited by this Policy concerns behavior by an employee or volunteer toward 
a student or by a student toward another student or any employee or volunteer. 

C. The Diocese prohibits harassment and retains the right to address harassing behavior 
through whatever means it determines are reasonable and appropriate. 

III. Complaint Procedures for Students Regarding any form of Harassment 
A. Students and/or their parents/guardians may bring a harassment complaint by no=fying the 

pastor (in the case of an elementary school), principal, assistant principal, or other person 
specifically designated by the school, of the alleged harassment. School officials who receive 
complaints must insure that the complaint procedure explained below in Sec=on III, C is 
followed. 

B. The right of confiden=ality, both of the complainant and of the accused, will be respected 
consistent with the school’s legal obliga=ons and the necessity to inves=gate allega=ons of 
misconduct and to take reasonable and appropriate ac=on if warranted. 

C. All complaints of harassment shall be handled in the following manner: 
1. Complaints must be made by the student, and parent/guardian if under age 18, in 

wri=ng on forms supplied by the school. 
2. The principal should determine if the allega=ons in the report and the informa=on 

readily available appears to meet the defini=on of harassment as given under 
Sec=on I or II, respec=vely. 

56



a. If the informa=on received or discovered, at any stage of the inves=ga=on, 
gives the recipient reason to believe that an alleged vic=m is a vic=m of child 
abuse or neglect as defined by law, the maqer must also be handled 
according to the child Abuse Repor=ng Policy 3610; 

b. If the allega=ons and informa=on ini=ally appear to cons=tute harassment, 
the principal shall take the following steps: 
(1) Complete the Inves=ga=ve Report of Alleged Harassment; 
(2) Conduct any necessary follow-up, gather addi=onal informa=on,  
conduct interviews with any students or staff having informa=on, and gather 
witnesses who have knowledge of the situa=on; 
(3) Contact the parents of all students known to be involved. 

3. The principal who receives a wriqen report of harassment shall immediately 
review the report and informa=on readily available and should consult with the 
superintendent; 

4. The principal is responsible for the decision in the maqer but may establish a 
Discipline Board to assist. The report and results of the inves=ga=on will be 
u=lized by the school to: 

a. determine appropriate disciplinary ac=on; 
b. determine need for counseling referral; and, 
c. determine who will be responsible for con=nued monitoring and 

appropriate follow-up of the situa=on. 

IV. Sanc=ons for Misconduct 
A substan=ated charge against an employee or student in the school shall subject that employee or 
student to such disciplinary ac=on that the pastor/principal determines necessary consistent with 
Diocesan Policy and/or the school disciplinary policy. 

V. False Repor=ng 
Any person who knowingly files false charges of harassment against an employee or a student in an 
aqempt to demean, harass, abuse, or embarrass that individual may be subject to appropriate 
disciplinary ac=on. 

Recommended: May 11, 2017       Diocesan School Board 
Ra=fied: October 15, 2017       Diocesan Bishop 

P4590 
Diocese of Fort Wayne-South Bend 

Students 
Student Locker and Vehicle Searches 

All students who enroll in a diocesan school must consent to the search of their person and personal 
belongings, cellular phones and any other electronic devices, lockers, school desks, vehicles, etc., at any =me 
and for any reason consistent with this policy. 

I. Persons and Personal Belongings 
The school reserves the right to examine the contents of the student’s pockets, purses, back packs, 
book bags, or other personal belongings when an administrator has reason to suspect they may 
contain inappropriate or illegal materials or items. This right of inspec=on is effec=ve at all =mes 
while the student is on school premises or at a school-sponsored event. 

II. Student Lockers 
All lockers, school desks, cloak rooms, etc., (“lockers”) made available for student use on the school 
premises, including but not limited to, lockers located in the hallways, physical educa=on and 
athle=c dressing rooms, industrial educa=on classrooms, and art classrooms, are the property of the 
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school.  These lockers are made available for student use in storing personal effects such as clothing, 
coats, etc., school supplies, and personal items necessary for use at 
school, but the lockers are not to be used to store items which cause or could cause an injury, an 
interference with school purposes or an educa=on func=on, or which are inappropriate or forbidden 
by federal or state law or diocesan or school policy or rules. The student’s use of the locker does not 
diminish the school’s ownership or control of the locker. A student may not expect to have privacy in 
a locker or its contents. 

The school retains the right to inspect the locker and its content to ensure that the locker is being 
used solely in accordance with its intended purposes. 

Each school shall develop rules and procedures for the inspec=on and maintenance of school 
lockers. 

III. Vehicles 
Parking facili=es may be made available to students upon approval of the school administrators. The 
school, however, reserves the right to establish rules for the use of such parking facili=es including 
the right to examine the contents of any vehicle while parked on school premises when an 
administrator has reason to suspect that the contents of such vehicle may include items or elements 
which are in viola=on of school or diocesan policy, inappropriate, illegal to possess, have been stolen 
or lost, or present a threat to the health, safety, or welfare of students or staff. 

IV. Searches will be conducted by the administrator or administrator’s adult designee in the presence of 
a witness. 

Recommended: May 11, 2017       Diocesan School Board 
Ra=fied: October 15, 2017       Diocesan Bishop 

P4620 
Diocese of Fort Wayne-South Bend 

Students 
Diocesan Internet Acceptable Use Policy 

I. Background 
The Internet is an “electronic highway” connec=ng millions of computers all over the world and 
millions of individual users, allowing students access to communicate with fellow students all over 
the planet. 

The Internet is an interna=onal collec=on of thousands of independent networks.  It links tens of 
thousands of computers with the ability to communicate as if on a single network. The Internet 
provides a means for people to interact and associate with others. 

Internet access is now available to students and teachers in many of our Catholic schools.  The 
access is being offered as part of a collabora=ve project involving the school and a local Internet 
Service Provider. Our goal in providing this service to teachers and students is to promote 
educa=onal excellence by facilita=ng resource sharing, innova=on and communica=on. 

Electronic informa=on research skills are now fundamental to the prepara=on of ci=zens and future 
employees during an Age of Informa=on.  It is expected that staff will blend thoughdul use of such 
informa=on throughout the curriculum and assist students in the appropriate use of such resources.  
Use of the Internet enhances the present curriculum of diocesan schools.  The 
Internet is a tool for mo=va=on for increasing reading and wri=ng skills.  It is a resource for 
informa=on and for classroom research projects and other studies related to the curriculum.  It 
provides communica=on with professionals in every field. 
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Use of the Internet is determined to be a privilege and not a right of the students in the Catholic 
schools.  As such, Internet usage will be regulated. 

II. School’s Responsibility 
The diocesan Catholic schools will employ the diocesan policy sta=ng the Acceptable Use of the 
Internet in the school and u=lize wriqen Internet User and Permission Agreements.  Each student, 
parent /guardian, and teacher shall sign the annual wriqen agreements.  They outline the agreed to 
terms and condi=ons of Internet use and shall be kept on file.  The policy specifically sets out 
acceptable uses, rules of on-line behavior, and access privileges.  It also 
covers the penal=es for viola=ons of the policy, including security viola=ons and vandalism of the 
system.  The policy is provided for all schools by the Catholic Schools Office. 
All use of the Internet must be in support of educa=on and research and consistent with the 
purposes and Chris=an mission of Catholic schools.  Students are responsible for good behavior on 
school computer networks just as they are in a classroom or a school hallway. 

Communica=ons on the network are ohen public in nature. General school rules for behavior and 
communica=ons apply.  The network is provided for students to conduct research and to 
communicate with others under proper supervision.  Access to network services will only be 
provided to students aher they agree to act in a Chris=an, considerate and responsible manner. 

Independent student use of telecommunica=ons and electronic informa=on resources will be 
permiqed upon submission of permission forms that include guidelines for the student’s 
responsibili=es.  Based upon the acceptable use guidelines outlined here, the Catholic school 
administrators will deem what is appropriate and inappropriate and their decision is final.  The 
administra=on, faculty, and staff of the school may request the principal to deny, revoke, or 
suspend specific user accounts when viola=ons occur. 

The school is not liable for informa=on stored on school diskeqes, hard drives or servers; for 
informa=on retrieved through school computers, networks, or online resources; for personal 
property used to access school corpora=on computers, networks, or on-line resources; or for 
unauthorized financial obliga=ons resul=ng from use of Diocesan resources and accounts to access 
the Internet. 

III. Acceptable Use 
The use of the Internet and related technologies must be in support of educa=on and research and 
consistent with the educa=onal objec=ves, purposes, and mission of the Catholic schools. Use of 
other organiza=ons’ networks or compu=ng resources must comply with the rules appropriate for 
these networks. 

Individual users of the computer networks are responsible for their behavior and communica=ons 
over those networks.  It is impera=ve that users comply with the school’s standards and honor the 
agreements they have signed. 

Network storage areas may be treated like school lockers. School administrators may review files and 
communica=ons to maintain system integrity and ensure that students are using the system 
responsibly and consistent with the acceptable uses outlined herein. Users should expect that files 
stored on school servers will not be private. 

A defined network e=queqe is followed. 

IV. Unacceptable Use 
The use of the Internet connec=on in the school is a privilege, not a right, and inappropriate use will 
result in a cancella=on of those privileges.  The Catholic school administrators will deem what is 
appropriate and inappropriate, and their decision is final.  The following are not permiqed: 
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A. Accessing, uploading, downloading, or distribu=ng immoral, pornographic, obscene, or sexually 
explicit materials. 

B. Sending or displaying unchris=an, immoral, offensive, violent, pornographic, obscene or sexually 
explicit messages or pictures. 

C. Using violent, abusive, obscene or sexually explicit language. 
D. Harassing, insul=ng, or aqacking others. 
E. Damaging computers, computer systems, or computer networks or aqemp=ng to harm or 

destroy data of another user. 
F. Viola=ng copyright laws. 
G. Unauthorized use of another’s password. 
H. Trespassing in others’ folders, work, or files. 
I. Inten=onally was=ng resources. 
J. Employing the network for commercial purposes 
K. Downloading or transmission of any material in viola=on of any federal, state or local law, 

regula=on, rule or ordinance. 

Addi=onally, malicious use of the network to develop programs that harass other users or infiltrate a 
computer or compu=ng system and/or damages the sohware components of a computer or 
compu=ng system is prohibited. 

V. Consequences For Viola=ons of the Privileges 
The faculty, staff, or parents/guardians may request the administrator or designee to deny, revoke, or 
suspend a specific student user’s access to the Internet and related technologies due to 
unacceptable use.  Internet policy is stated in the school handbook.  Addi=onal disciplinary ac=on 
may be taken at the school in accordance with exis=ng disciplinary prac=ce as stated in the school 
handbook and/or Diocesan policy.  When applicable, law enforcement agencies may be involved. 

VI. Parents’/Guardians’ Responsibility 
During school, teachers will guide students in accessing appropriate materials.  Outside of school, 
families must bear responsibility for such guidance as they also must with informa=on sources such 
as television, telephones, movies, radio, and other poten=ally offensive media. 

It is the family’s right to decide whether or not to apply for the student’s independent access to an 
Internet account.  The school administra=on and teachers believe that the benefits to students from 
access in the form of informa=on resources and opportuni=es for collabora=on exceed the 
disadvantages.  Parents/guardians accept responsibility for guidance of Internet use, sevng and 
conveying standards for the child to follow when selec=ng, sharing or exploring informa=on and 
media.  Parents/guardians will be responsible for any financial obliga=on incurred through the use of 
Internet and related technologies that is not specifically previously approved and included as part of 
the school’s budget. 

Parents/guardians are required to sign an annual Permission Form and an Acceptable Use Policy with 
their child.  Students may not access networked computer services such as electronic mail and the 
Internet without this annual expressed permission. Individuals and families may be held liable for 
viola=ons. 

Parents/guardians will be no=fied that their children will be using school resources and accounts to 
access the Internet. Parents/guardians have the op=on to request alterna=ve ac=vi=es not requiring 
Internet access. 

VII. School Professionals’ Responsibility 
The students will, in most cases, be closely supervised during usage of the network.  Precau=on will 
be taken that they are instructed on proper usage when they are working independently. Students 
may pursue electronic research independent of staff supervision only if they have been granted 
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parental permission and have submiqed all required forms.  Permission is not transferable and may 
not be shared. 

Staff will provide training in the proper use of the network.  They will provide developmentally 
appropriate guidance to students during students’ use of telecommunica=ons and electronic 
informa=on resources to conduct research and other studies related to the school curriculum. As 
much as possible, access to the network will be designed to point students to resources which have 
been evaluated by staff, and students shall be provided with guidelines and lists of 
informa=on par=cularly suited to the learning objec=ves. 

The smooth opera=on of the network relies upon the proper conduct of the ones who use it. They 
must adhere to strict guidelines.  These guidelines include the responsibili=es of not viola=ng the 
privacy of other users, the right of free expression, and not plagiarizing other users’ works. 

With access to computers and people all over the world also comes the availability of material that 
may not be considered to be of educa=onal value in the contexts of the school sevng and the 
school’s purpose and Chris=an mission.  All diocesan schools should take precau=ons to restrict 
access to controversial materials by using special CIPA approved sohware. 

All staff members are responsible for repor=ng any suspected incorrect usage of the Internet to 
school authori=es. School authori=es reserve the right to inspect accounts without no=ce, with or 
without cause.  The student is responsible for adhering to all rules and guidelines while on-line with 
the Internet. 

See “Internet: User and Parent/Guardian Permission Agreement”; “Acceptance of Parent/Guardian”; 
and “Acceptance of Sponsoring Teacher/Technology Facilitator” forms in the School Administra=ve 
Handbook. 
See Policy 4630 – Student Use of Internet Off Campus 

Recommended: May 11, 2017       Diocesan School Board 
Ra=fied: October 15, 2017       Diocesan Bishop 

P4630 
Diocese of Fort Wayne – South Bend 

Students 
Student Use of Internet Off Campus Policy 

I. School Handbook Informa=on 
Handbooks will express clear expecta=ons while taking into considera=on changing  
circumstances that are a part of school life. 

Parents will have the primary responsibility to oversee Internet use.  Building level administrators 
reserve the right to respond to Internet use concerns that are brought to their aqen=on from 
outside the school. 

II. Handbook Statement for Internet Use Outside of School 
The school reserves the right to impose consequences for inappropriate behavior that takes place off 
campus and outside school hours.  Thus, inappropriate use of technology (for example, on a home 
computer,) may subject the student to consequences.  Inappropriate use includes harassment, 
derogatory use of the school name, offensive or immoral communica=ons and safety threats.  The 
school does not, however, ac=vely monitor student use of technology (Internet blogs, chat rooms, 
etc).  While the school filtering system establishes some parameters for appropriate use within the 
building, students and parents/guardians are primarily  responsible for the appropriate and ethical 
use of technology, especially in the home. 

61



Recommended: May 11, 2017       Diocesan School Board 
Ra=fied: October 15, 2017       Diocesan Bishop 

P5430 
Diocese of Fort Wayne-South Bend 

Business and Non-Instruc=onal Opera=ons 
Environmental Tobacco Smoke 

All facili=es (buildings which are enclosed) where pre-school, kindergarten, elementary, and/or secondary 
educa=on or library services are being provided to children shall be smoke free.  No one, whether an 
administrator, an employee, a student, or a visitor is allowed to smoke in these buildings. 

Recommended: May 10, 2018       Diocesan School Board 
Ra=fied: August 20, 2018       Diocesan Bishop 
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