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What greater work is there than training the mind and forming the habits of the young?”
St. John Chrysostom

Dear Parents and Guardians,

Welcome to Our Lady of Hungary Catholic School! I am truly honored to serve as the principal of this vibrant,
faith-filled community. As we begin this new school year, I want to extend my heartfelt gratitude to you for
choosing a Catholic education for your child and entrusting us with the opportunity to help form not only future
scholars, but lifelong disciples of Christ.

At Our Lady of Hungary, our mission is to provide authentic Catholic education in a caring environment rooted in
Gospel values. We are committed to nurturing each child spiritually, academically, emotionally, and
socially—helping them grow in knowledge and in faith. Together with you, we strive to develop young people who
will love and serve Christ, their families, and the world. We believe that the success of every child is built upon a
strong partnership between home and school. As parents, you are the primary educators of your children in the ways
of faith and life. It is our goal to work alongside you in a spirit of mutual trust and cooperation, supporting one
another in this sacred responsibility. Together, let us create an environment where Christ is at the center of all we do.
Thank you for taking the time to read the Parent/Student Handbook, which outlines the policies and procedures that
guide our daily operations. Please read the handbook carefully and return the signed agreement form, which affirms
your commitment to the shared expectations and mission of our school. A new agreement will be required should
the handbook be revised in the future.

The faculty and staff at Our Lady of Hungary School are dedicated to your child’s growth and well-being. We look
forward to a year filled with learning, joy, and grace. May God, who has begun this good work in us, bring it to
completion with the help of the Holy Spirit.

In Christ’s peace,
Francisca Flores

School Principal
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Qur Lady of Hungary School

Our Lady of Hungary School is a pre-Kindergarten through Grade 8 Catholic Elementary and
Middle School under the Diocese of Fort Wayne South Bend Catholic Schools Office.

The curriculum stresses academic achievement within a Christian community where the
child feels that he/she is loved and respected by his/her peers as well as the teacher. United with
each other in meaningful liturgy and prayer, the students can further come to an understanding of
the Christian life. At Our Lady of Hungary School we are attempting to teach as Jesus did.

The Diocesan curriculum guidelines, consistent with the State of Indiana guidelines, are
followed for the teaching of all secular subject areas. The curriculum is marked by current content
and fresh approaches to methodology. There is emphasis on principles rather than fact, on learning
through problem solving rather than by precept. We strive to offer a program which makes use of
many sources of reading material, a wide variety of audio-visual and technology tools, and a
multi-text approach to the content areas.

Diocese of Fort Wayne/South Bend Schools Mission Statement
The Mission of the Catholic Schools of the Diocese of Fort Wayne-South Bend is to evangelize and
form disciples of Jesus Christ in the Catholic Church through the ministry of education.

Our Lady Of Hungary School Mission Statement

Provide an authentically Catholic education in a caring environment.

Vision
The highest expectations and standards for spiritual growth, academics, and order are held for our
Scholars and Saints as we provide opportunities for growth.

Our Values
Faith
Respect
Responsible
Safety

We Believe
How we make decisions
We Believe That the purpose of a Catholic education is to instill in
our scholars and saints a true love of God, and a complete reliance on Him

We Believe Everyone must be treated with fairness, dignity, and
respect.
We Believe Learning must take place in a well maintained

atmosphere that is conducive to learning.

We Believe A balanced curriculum forms our scholars and saints
spiritually, physically, intellectually, emotionally, and
artistically.
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Philosophy
Our Lady of Hungary School endorses the call of the Catholic Bishops of the United States to

express its educational ministry through the objectives of personal spirituality and a strong
academic program in accord with the Curriculum Guide for Catholic Schools in the Diocese of Fort
Wayne South Bend.

1. To develop the total Christian personality by instilling in the
students a respect for life and reverence for Christian living.
2. To develop within the school a strong religious education program
based on Catholic Theology, Scripture, Liturgical experience, and service so that each
child will grow and develop in the Christian way of life.
3. To facilitate the intellectual, social, and physical development of
each child through a variety of instructional methods such as small and large group
instruction, departmental classes, and other tools for basic knowledge and formation.
4. To aid students in evaluation of their own capabilities and
vocational possibilities.
It is the consensus of the faculty that every human being has a right to pursue knowledge
corresponding with his/her dignity and God-given ability, regardless of background or sex. In
the early years, education is of the utmost importance because through education and guidance
the children of today become the Catholic citizens of tomorrow.

The Spirit of OLHS
Our Mascot: Bulldog
Our Colors: Blue, Gray, and White

The History of OLHS School

Established in 1927, Our Lady of Hungary School has consistently maintained high academic
standards, grounded in the teachings of the Catholic faith. The school was founded by the Daughters
of Divine Charity, a religious order of Sisters, who were invited to staff Our Lady of Hungary School
upon its founding. They arrived nearly 100 years ago amid the ringing of the church bells and much
jubilation by the parishioners and soon to be students. Today there are ten lay teachers and a lay
principal staffing the school continuing the same mission to provide an authentic Catholic education
in a caring environment.

We have ten classroom teachers, five specialty teachers (art, music, gym, library, Spanish), 1
resource title I teacher(Math), and two counselors from Catholic Charities.

The educational program at OLHS is in line with State and Diocesan standards. OLHS is accredited
with other schools in the Fort Wayne /South Bend Diocese by the State of Indiana and Lumen.
Teachers use a multitude of learning opportunities that appeal to learners’ auditory, visual and
kinesthetic learning styles. Computer-based instruction is used under the supervision of classroom
teachers and teacher aides, and is used to reinforce instruction and extend teacher-led lessons.
Students also have weekly classes in art, music, physical education, library and in middle school,
Spanish.



8

We have two part time counselors and a part time school nurse. The Title I program, administered
by South Bend Community School Corporation, allows qualified, at-risk students in Grades K-5 to
receive additional reading and math tutoring during the school day and a two week summer
program.

Accreditation

OLH School is an accredited school with the Indiana Department of Education and Lumen
Accreditation.

SCHOOL PARTNERSHIP

Enrollment in Our Lady of Hungary School is subject to the approval of the Our Lady of Hungary
school leadership administrative team. In order to foster an environment that promotes the
optimum educational and spiritual development of the student, every parent/guardian of each
student is expected to act as a cooperative partner with the diocese and school and to comply with
all policies and rules that are established by the diocese and school. The school retains the right to
rescind approval for the enrollment of any student if it determines that there is a lack of cooperation
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, the school, other students attending the school, or the fulfillment
of the school’s mission.

PARENT RESPONSIBILITIES

Parents will establish and maintain in the home a positive attitude toward education, the school, the
administration, and the teachers/staff. Parents will address the other adults as needed with their
concerns. Sharing negative opinions of teachers and staff by a parent with a child has a negative
impact on the child’s overall success in education due to it nurturing poor relationships and respect.
Parents will show an interest in their child’s schoolwork. Parents will attend the annual
Back-to-School Open House/ Back-to-School Night in August/September, Parent-Teacher
Conferences, and other requests for attendance from the school. Parents will see that their child is
dressed in the proper school uniform. Parents will ensure their child’s daily on-time attendance.
Parents will keep their child out of school when he/she is obviously ill and could be contagious.
Parents will report and explain to the school any absence by 9:00 a.m.

Parents will inform the school of any physical or psychological condition or circumstances which
may affect their child’s ability to learn, to attend school regularly, or to participate in school
activities. Parents will pay all fees and tuition as they come due (lunch, aftercare, sports, field trips,
ete).
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TEACHER RESPONSIBILITIES

Teachers will serve as Catholic role models.

Teachers will maintain orderly classrooms.

Teachers will show high expectations on the student learning.

Teachers will help students become self-disciplined and responsible persons.

Teachers will maintain needed contact with parents when concerns become excessive. Teachers
may direct parents to PowerSchool to allow them to stay apprised of their academic progress.
Teachers will establish and maintain a positive attitude.

ADMINISTRATION RESPONSIBILITIES

Administration will serve as Catholic role models.

Administration will seek to meet the needs of students by serving the teachers, staff, and parents to
the best of their ability and with the right intention.

Administration will help students become self-disciplined and responsible persons.

STUDENT RESPONSIBILITIES

Students will show respect for all teachers, staff members, the principal, the pastor, parent
volunteers, and parents on the grounds during drop-off & pick-up, as well as each other. Failure to
do so will result in consequences up to removal from Our Lady of Hungary School. Probatory status
will be the first 60 days after enrollment date. Students will show respect for school property and
the property of others. Students will be on time for school. Students are required to be in their seats
by 8:00 a.m. and for all classes throughout the day. Excessive truancy, including tardies, will have
consequences up to removal from Our Lady of Hungary School. Students will come to school
well-rested and prepared to participate in classroom activities, and adequately fed so as to be ready
to participate in academic learning. Students will come to class prepared with assignments, proper
books, paper, pens, etc. Excessive failure to do so will have consequences up to removal from Our
Lady of Hungary School. Students will keep all school-owned books covered; a fine will be assessed
for lost or damaged textbooks. Fines will be required to be paid prior to further attendance at Our
Lady of Hungary School. Students will keep desks in good order. School authorities maintain the
right to inspect contents in student desks, backpacks, and on persons. Students will use assigned
play areas during recess in accordance with established playground

rules. Permission to leave the grounds is to be obtained from the playground supervisor. Play items
are to be used only during recess when permitted, or they may be confiscated. Electronic games,
iPods, CD players, cell phones, smart phone watches, Air Pods, earbuds, or any other electronic
devices are not allowed to be used during school hours and we recommend they are not brought to
school.

If cell phones / smart watches / any electronic devices are brought to school they must be turned
off and given to the front office secretary at the beginning of the school day unless otherwise
directed. Use of any of these during the school day without staff permission will result in immediate
confiscation. Additional offenses will result in loss of privileges or other consequences given from
the administration. When the cell phone or other electronic device is confiscated, the administration
holds the right to insist that the parent retrieve it in person. Continuous and intentional disregard to
follow administration requests will have consequences up to removal from Our Lady of Hungary
School. Students may only use their school accounts (ending in olhsb.org) for educational purposes.



Students that use their school accounts for non-academic purposes may have their accounts
suspended or disabled. Our Lady of Hungary School.
is not liable for any loss of data or inconvenience caused to the student if this occurs.

ADMISSION - Admission Procedure

In the spring of each school year the registration of students for Our Lady of Hungary School will
take place for the following school year. Students must meet requirements of age for all grade levels
and meet educational requirements when entering grades kindergarten through eight. A birth
certificate is required at the time of initial registration. A placement test may be administered to
students entering grades K - 8; sometimes this is not necessary after reviewing the records from the
previous school. All new students will be admitted to the school on a probationary status of 60 days
that may be extended up to one year in certain cases approved by the principal and pastor. If a
problem should arise, a conference will be held with parents, teacher, and /or administrator.
Depending on the severity of the problem, a behavioral or academic plan will be devised or the
student may be asked to leave Our Lady of Hungary School. Students will be accepted in the
following order:

First: Returning students who meet all of the following requirements:
1) Payment of all fees - registration fee, tuition, etc. incurred during the previous year.
2) Students of Faculty and Staff
3) Brothers and sisters of students already enrolled in the following order:
A.  Students of Active Parishioners.
B. Catholic students from other parishes.
C. Non-Catholic students.

Second : New students

1) Students of Active Parishioners.

2) Catholic students from other parishes.
3) Non-Catholic students.

In the event that more students enroll than there is space available, a lottery for all new Choice
Scholarship students for the particular grade will be held and then a waiting list will be established ,
then children will be accepted according to the above guidelines provided that the registrations
were received by the due date.

Registrations must be renewed annually at the time of spring registration, including persons who are
on the waiting list. The principal, in consultation with the pastor, reserves the right to depart from
the above guidelines if circumstances so warrant.

Requirements

Children entering Pre-K must be four (4) years of age by October 1*. Children

entering Kindergarten must be five (5) years of age by October 1*. Students will be conditionally
accepted into Kindergarten with full acceptance contingent on displayed readiness on the
Kindergarten entrance test. At the time of registration, all new students seeking admission to Our
Lady of Hungary School are evaluated based on current standardized test scores, academic records,
attendance, and behavior records.

10



Requirements include:
*Verification of active parish affiliation/stewardship
+Use of weekly envelopes or automatic deposit
*Health Records
*Immunization Records
+All students entering Our Lady of Hungary School must have current
Immunizations including voluntary Covid immunizations. The only
exemption to the policy is if a student has an illness
that would compromise his/her life by being immunized.
Documentation of a compromising condition, such as, but not
limited to, leukemia must be presented prior to acceptance.
*Birth Certificate (original)
*Baptismal Certificate (Catholic applicants only)
*Report Cards
*Standardized Test Results
*Record of IEP or 504 Plan (These must be presented at the time the
Application is submitted.) The school will determine its capacity for fully
educating students with a Learning Plan or 504 Plan.
Students applying for Admission in Grades 1-8 must present a copy of the current report card and
standardized test results. These will be reviewed to determine whether the program at Our Lady of
Hungary School will meet the educational needs of the students. An interview with the principal is
part of the admission process.

Testing in some academic areas and an interview with the administration will be held for all new
incoming students. All new students will be given a trial period of 60 days in which to prove

himself /herself both socially and academically. If during this trial period there are any problems,
the parents will be directed to withdraw their child from attendance at Our Lady of Hungary School.
The recommendation and decision of the school is final.

Our Lady of Hungary School is limited in its human capital resources and will make reasonable
accommodations for learning differences when possible. Our Lady of Hungary School cannot
accommodate students who have extraordinary learning differences. If after admission, the
educational and/or behavioral needs of a student exceed what would be considered reasonable, the
student may need to be separated from Our Lady of Hungary School. This decision will be made for
the student’s educational and /or behavioral needs to be fully met in another educational setting. If
the decision to separate the student from Our Lady of Hungary School is made by the school, the
student’s tuition due would be prorated if applicable.

Non-Catholic students whose parents accept the philosophy of Our Lady of Hungary School will be
accepted on a space available basis. Non-Catholic students are expected to attend all religious
observances and be respectful of Catholic teaching, rituals, and tradition.

No student will be admitted to Our Lady of Hungary School after the initial fall count date without
express permission of the principal.

Enrollment/Re-Enrollment
e The $50 Application Fee for each student enrolled must be submitted with the application.
The Enrollment Fee for new students is due upon acceptance to the school.
e Returning students must reserve their spot by paying the Enrollment Fee by the date
designated.
e All Application Fees are non-refundable.

11



e There will be a $35 returned check fee for all checks made payable to Our Lady of Hungary
that do not clear the bank.
e All prior fees must be paid in full before your child will be enrolled.

Withdrawal Policy
Families must notify the school in writing if a student is withdrawn from the school.

Learning Disabilities

Our Lady of Hungary School , in cooperation with the Diocese of Fort Wayne-South

Bend and with the South Bend Community School Corporation, provides testing for learning
disabilities, speech needs, and psychological needs. The school cooperates with South Bend
Community School Corporation to provide the best care possible to our students. We seek to serve
our students on Individual Service Plans to the best of our ability as a private Catholic school. Special
Education aids are on staff to offer services to students.

H 1k P

Homework is a resource in helping students to learn. It is for the purpose of enforcing, extending,
enriching, and /or strengthening skills. Homework will be given on a regular basis for grades 6-8.
Parents are the first educators of their child and should extend learning at home. Students are
encouraged for homework in grades 1-5 to read, or be read to, for approximately 20 minutes
minimum a day. Parents are encouraged to engage the content of the reading with the child
whenever possible. Memorizing Math facts is a critical foundation to the future of the child’s Math
success. Parents are encouraged to assist in this memorization process daily or as often as possible.
Homework may include:

1. Finish work not completed in class

2. Make-up work after an absence

3. Study for tests, quizzes, etc.

4. Practice oral reading

5. Reading

6. Leisure reading

7. Study of words

8. Drill on math facts

9. Application of math concepts

10. Recitation of Poetry

11. Note-taking on assigned material

12. Work on special projects

13. Memorization

12



14. Reread science, history, and other assignments

15. Recite a story from the classroom

Student’s Role in classwork/homework (Grades 6-8)

Each student has a responsibility to develop good work and study habits. Homework will be given on
a regular basis for grades 6-8.

The student should:

1. Understand the assignment before leaving class.

2. Record assignments in the purchased physical journal assignment book and keep up to date with
assignments.

3. Take home any materials and information needed to complete the classwork /homework.
4. Use time wisely. Long-term assignments should be planned and not completed all at once.

5. Set aside a special time and a special place free from distractions in your home to work on all
homework assignments.

6. Check carefully the completed classwork /homework.
7. Return all completed classwork /homework to the teacher by the date requested.

8. Assume responsibility for obtaining and completing any work missed during an illness or excused
absences (i.e., band, serving, appointments, etc.).

9. Study for upcoming tests by reviewing all materials covered.
10. Go to bed at a decent hour to ensure a healthy 7-10 hours of sleep & eat breakfast.

11. Do all things possible to ensure arriving at school on time and prepared for the day.

Parents’ Role in classwork /homework (Grades 6-8)

Cooperation by parents is a necessary factor in meaningful classwork /homework experiences.
Parents can encourage their children by showing interest and exhibiting helpful attitudes toward
classwork /homework.

Parents should:

1. Provide a quiet, well-lighted place for their son or daughter to study.

2. Establish a regular “homework /classwork time” in the home and have a special place free from
excessive noise and other distractions where the child can work.

3. Encourage and support their child’s efforts; be available for questions, but
remember...classwork /homework is the child’s responsibility, not the parents’.

4. Communicate with the teacher whenever their child has consistent difficulty with
classwork /homework assignments.
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5. Encourage their child to seek help and ask questions when in doubt about an
assignment.

6. Help students organize adequate time for classwork /homework completion.
7. Ensure their child is at school on time, well rested, and having had breakfast.

8. Check PowerSchool on occasions to ensure awareness of a child’s current grades.

Report Cards (All Grades)

Report cards will be issued at the end of each quarter. They will be sent home via the child with a
notification sent of their disbursement. The parent is responsible to contact the main office if the
report card is not received.

Parent-Teacher Conferences (All Grades)

Parent-Teacher Conferences will take place in Oct/Nov. However, a parent-teacher conference may
be scheduled as needed or as requested during the school year. Parents or teachers may request
conferences at any time as the need arises. A parent is expected to attend one meeting with the
teacher prior to Thanksgiving break, most of which will take place on our official Parent-Teacher
conference night. Meetings that need more than 10 minutes of time should be scheduled at a
different time mutually agreed upon by the parent and teacher.

Athletic/Extra-curricular Policy

The following guidelines have been developed to assist students and their parents in recognizing and
accepting academic work as the primary focus of Our Lady of Hungary School to participate in any
school-sponsored sports program or extra-curricular activity a student must maintain an acceptable
passing grade in all subject areas, maintain a 2.0, and have acceptable conduct and effort in school.
Ongoing review of grades will be done. Students must maintain the student-athlete expectations. If
a child is placed on athletic probation, he/she is not allowed to

practice or play for the team during that probationary period. Decisions regarding exemptions are
solely the final decision of administration.

Promotion and Retention Policy

A student may be promoted, assigned, or retained for a variety of reasons determined by the
principal, teachers, and parents.
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A student should have a cumulative average of a passing grade in four of the six core subjects and a
total GPA in the core classes of at least a 1.0 (D avg) or he/she will not be promoted. Core subjects
are Religion, Math, English/Language Arts, Reading /Literature, History, and Science. If the student
fails two of these subjects or does not receive a GPA of 1.0, then he/she will either be retained or
assigned to the next grade level. In addition, he /she will be dismissed from our Our Lady of Hungary
School. A student may be retained for the following reasons:

1.) Kindergarten through Grade 2 if the student does not have a satisfactory reading average or it is
believed that the emotional and/or social health of the child could flourish;

2.) Grades 6 through 8 if the student has an average of F in two core subjects or an overall gpa below
1.0; and 3.) Both the parents and teachers/ administration agree that retention may be the best
decision for a struggling student. A student recommended by a teacher for retention, especially for a
second time, may result in dismissal from the school if parents insist on promoting the child
forward. The school is not able to provide the amount of resources necessary for the student who
continues to fall behind grade level. This can apply in other cases as well where it becomes obvious
to the school that we are unable to service the specific needs of a child. Students not passing the
Indiana 3rd grade IREAD test will receive reading remediation for the remainder of 3rd grade. The
student MUST retake the IREAD test at a specified time during the final weeks of school (or within
the allowed window). Failure to re-take this state required test would result in dismissal from our
school. We seek to assist in remediation as best as we can to bring that student to grade level and be
successful as a student at Our Lady of Hungary School. If a student fails to pass IREAD the student
in 3rd grade will be retained in 3rd grade.

ATTENDANCE

When a child is absent, his/her parent is to notify the school by 9:00 a.m. to report the absence and
the reason if the parent wants the absence excused. Specific health check questions may be asked if
in compliance with directives from our school nurse consultant and /or health department.

When the child returns to school, a written excuse should be presented, signed by the parent,
stating the date and the specific reason for an absence.

Requests for homework are not necessary in a short-term absence situation. If books/items are
needed, then they will be gathered for pick-up after a determined period of time. A child who has 10
or more unexcused absences may be referred to the Juvenile Justice Center, the CASIE Center, or
Child Protective Services.

Chronic unexcused absences may result in loss of school privileges such as participation with dress
down days, field trips, extracurricular activities and clubs, attendance/tardy probation, and/or
dismissal from Our Lady of Hungary school .Chronic excused absences may also result in a new
requirement of a doctor’s note for absences to be approved as excused. It is best to not put your
child in this circumstance where attendance is an issue.

FROM THE NATIONAL CENTER FOR EDUCATIONAL STATISTICS:

Why Does Attendance Matter? Every school day counts in a child's academic life...

A missed school day is a lost opportunity for students to learn. The primary rationale for
high-quality attendance data is the relationship between student attendance and student
achievement. Teacher effectiveness is the strongest school-related determinant of student success,
but chronic student absence reduces even the best teacher's ability to provide learning
opportunities. Students who attend school regularly have been shown to achieve at higher levels
than students who do not have regular attendance.The effects of lost school days build up one
absence at a time on individual students. Any absence, whether excused or not, denies students the
opportunity to learn in accordance with the school's instructional program, but students who miss
school are sometimes further

excluded from learning opportunities as a consequence of chronic absenteeism.
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Absence

When a student is absent from school, a parent must call the office by 9:00 AM each day of the
absence. If the office does not receive a call, a parent will be contacted. This policy is for the
protection of the students.

Students must be fever free for 24 hours before returning to school. Students who are sent home
during the school day with a fever will not be allowed to return to school the next day as this would
not allow for the 24 hour protection of the entire school community.

Should absence for any reason other than illness seem imperative, parents are requested to consult
with the Principal and present a written reason for the absence.

The school calendar provides for extended weekends and vacations throughout the school year.
Parents are encouraged to schedule trips or family outings during these times so as to eliminate the

need to interrupt a child’s learning process. Missed assignments are the student’s responsibility.
Students who are absent due to illness have one day for each day of absence to make up the missed
assignments, quizzes or tests. For example, a student who was absent three days would be given
three school days to complete the missed work.

When a student is absent for three or more days due to illness, a parent may call the school office
before 9:30 AM to arrange for homework assignments. Homework assignments may be picked up at
the school office between 3:00 PM - 3:30 PM.

For short absences, students should make arrangements with classmates regarding assignments.
Students may also receive missed assignments from their teacher when they return to school.

Teachers are not required to give make-up tests or assignments for absences due to vacations. No
assignment will be given in anticipation of the vacation. (See also Homework due to
vacations/planned absences.) These are unexcused.

Arrangements for regular classroom tests missed due to an excused absence are to be made with
the individual teachers. These tests must be taken within one week of the original test date. Due to
the educational advantage of returning graded tests to students in a timely manner, some missed
tests may not be made up. Excessive absence of 18 days or the equivalent of days absent combined
with total tardiness, will cause a student to be retained in the current grade for another year unless
waived by the principal.

Tardiness — School begins at 8:05 a.m. as soon as the Bell ring

A child is tardy if he/she is not sitting in his/her classroom seat by 8:05 a.m. A written excuse,
signed by the parent, stating the specific reason for tardiness is to accompany the child upon
his/her arrival at school. A late arrival is preferred to a day’s absence.

Several studies have shown that school tardiness has a negative impact on learning outcomes.

“By the mere nature of arriving late and missing school hours, students receive fewer hours of
instruction than students who are in class when the bell sounds. But not only does a student who is
consistently arriving late to school establish bad punctuality habits, their tardiness also disrupts the
learning of other students in their classes. The researchers found that students who are frequently
late to school often miss out on important opening announcements and academic

activities. ‘Teachers can become frustrated as late students disrupt instruction, often requiring
re-teaching of what they have missed. Tardy behavior can also negatively affect the overall
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classroom environment, the study says. Arriving late to school can also mean that students miss out
on activities designed to build connections with their peers, potentially impacting their social
interactions and creating a greater sense of alienation from their classmates” (Teacher
Magazine,Feb. 2017). Student tardiness due to circumstances beyond their control (car trouble,
traffic accidents, etc.) are tardy, but it is an “excuse tardy” Students tardy due to oversleeping or
alarm failure are tardy, but it is an “unexcused tardy”. If a child is late, he or she must be escorted to
door A, the Main Door, by a parent or guardian. A child who is tardy regularly may be referred to the
Juvenile Justice Center, the CASIE Center, or DCS. Chronic tardiness may result in loss of school
privileges such as participation with dress down days, field trips, extracurricular activities, athletics,
and clubs as well as attendance/tardy probation and /or dismissal from Our Lady of Hungary
school. Students who frequently arrive at school before 8:05 a.m. receive an additional 10-15 minutes
of math bellwork. This may not sound like much but 10 min. x 180 days = 30 hours more of Academic
review than habitual late students. In addition, timeliness allows the student to enter into the
rhythm of the school day.

Truancy
Students who are habitually truant shall be reported to the juvenile authorities in accordance with

applicable state law. Parents will receive a letter from school administration if students has more or
equal 10 unexcused absences.

Vacations

Students taking vacations on days not scheduled by the school will not be given make-up work in
advance. All work missed will be made up following the student’s return to school. Both the main
office and the homeroom teacher should be consulted and notified in writing of such vacations. By
law, the school is not authorized to approve travel and vacation trips. It does recognize that
custodial parents and guardians are responsible for their children and must assume the
responsibility for such absences. Vacation days are marked as “unexcused” in PowerSchool.

No child is excused early without a written request from the parent or communication with the
main office/administration. The parent is expected to call the office unless other arrangements have
been made. Scheduling of dentist and doctor appointments during school hours should be avoided
whenever possible. To secure our students’ safety and to properly follow the pick-up

procedures, there will not be early dismissal after 3:00 p.m. If you predict a situation that you will
need your child prior to regular dismissal times, then please pick up your child prior to 3:00 p.m. and
park in the Parish parking lot to avoid pick-up parking. A parent MUST notify the office BEFORE
arriving at school.

All WEATHER related school building delays and closings follow Marian High School. In the case of
severe or inclement weather, the school building closings of Marian/OLHS will be announced on
local radio and television stations, as well as the Alert Messaging Connection. Whenever school is
canceled due to weather or any other emergency, all after-school activities scheduled for that day
will be officially canceled unless contacted otherwise.

Volunteers

All volunteers must complete a background check. Volunteers must also do online training every two
years. This is in compliance with Diocesan Safe Environment Policy. This includes parents/guardians
who wish to accompany field trips, room parties, lunchroom volunteering, etc. To begin the process
within a week, please contact the school. The parent is responsible to communicate in order to
ensure the receiving of the necessary information and get it completed.

17



Visitors and Telephone Calls
The school office will be open daily from 7:30 a.m. to 3:30 p.m. for the convenience of parents and

students.

All visitors to the building are asked to report to the office to sign in and receive a visitor’s badge.
Parents on Visitor business during the school day should not interrupt classes to speak to a teacher
or their own child. Parents wanting to see a teacher should make an appointment with the teacher.
It is important that teachers remain free to monitor the children in their care. Teachers have
voicemail messaging and emails. No child should be called on devices during school hours; please
contact the main office to communicate a message to your child. Students are not permitted to have
cell phones or other devices on their person during the school day. If a child does not need his/her
phone at school, please keep it in the safety of your home. Our Lady of Hungary school is not
responsible for devices brought to school. Even after we have collected cell phones, we are not
responsible for them. It is the individual’s risk to bring any device to school. We suggest cell phones
not be brought to school. If a child must bring an expensive device/item/money to school, we
recommend it remain in the office for safekeeping. Emergency messages OR messages to a child for
a change in dismissal plans should be left with the main office. A child will be permitted to use the
school phone to communicate home as needed. A student forgetting lunch or who is in uniform
code violation may be given permission to call home after considerations to accommodate from
school have been made. Students who often forget items will not be allowed to call home for
non-emergency purposes (ie PE clothes).

Absence During the School Day
Students needing medical appointments during school hours require a written note by the parent.

Parents are required to sign out their child. If the child returns to school during the same school
day, he /she must be signed back into school in the office. Students who are away from school for an
appointment for 3 % hours or more will be counted as absent for %2 a day. Three (3) early
withdrawals each of which are less than 3 %2 hours are considered a one-half day absence. Students
who are tardy more than 30 times may be issued an early withdrawal due to the excessive time. Due
to compulsory attendance requirements, excessive tardiness may result in a student needing to be
retained and to repeat the school year.

UNIFORM CODE

Uniform Policy for the 2026-2027 school year. The uniform policy is a direct reflection of the
school’s overall mission as a Catholic Christian educational institution dedicated to the development
of the whole person. A student’s dress and grooming must show respect and concern for oneself and
others. Students should dress modestly in any and all school-related events. Students’ dress will not
present a distraction to themselves or other students. We expect our students to be well groomed
and dressed neatly and cleanly. Overall appearance will not be ragged, unkempt, excessive, or
extreme. Clothing, shoes, and accessories will present no safety hazards. Students’ skin must be
clean and free of writing or other marker/ink markings. The administration reserves the right to
rule on the final interpretation of any and all uniform code guidelines. If a student is uncertain about
the acceptability of an outfit or article of clothing, he or she should bring it to the administration for
review before wearing it to school OR bring an additional set of permitted uniform
clothes/shoes/etc...(come prepared to change). Uniform code - All final decisions are the right of
the administration. The following policy states only what IS ALLOWED to be worn. Anything NOT
listed below should be considered “not allowed to wear” The following applies to students in grades
K - 8 unless otherwise indicated. SHIRTS: Boys and Girls MUST wear the approved Our Lady of
Hungary school LOGO navy blue, gray , sleeve polo shirts or long sleeve polo shirts sold at

mhttps: //ourladyofhungryschooluniforms.itemorder.com. These will be the only uniform shirts

permitted. Shirts must be able to be completely tucked into pants, shorts, when attending classes,
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Mass or other religious services. Undershirts must be white or black only with no print designs.
SWEATERS: Plain navy blue, gray , pullover, or cardigan. The only fleece

that may be worn during the school day is a spirit-wear fleece with OLHS' logo. The fleece may be
any previous year’s design. PANTS: Boys and girls may wear loose-fitting dress-up navy
khakis/slacks. They must be standard waistline pants with plain navy, black, or brown belts. All
uniform pants & uniform shorts must be navy dress-up Khakis NOT “jeans-looking” khakis, and not
cargo pants). FOR GRADES 5-8: All uniform pants MUST be loose fitting with NO elastic. For grades
5-8, all uniform pants/shorts must have belt loops & students must have a belt. BELTS: All students
in grades 5-8 must wear pants/shorts with loops and belts. All belts must be solid navy, black, or
brown colored. Students will be asked to wear belts on special occasions or when there is a visitor at
the school.

SOCKS: All students must wear socks, and all socks must be visible above the top of the shoe. Socks
must be SOLID white, tan, navy, or black. Girls may wear solid colored white, tan, navy, or black
leggings /tights under a jumper, skort, or skirt. NO emblems, logos, or designs. SHOES: Dress or
athletic shoes are both acceptable. Athletic shoes are to be worn for gym classes. Shoes should be
flat with a back and no raised heels. A shoe with a heel may be worn only for special occasions or on
mass days or when designated, such as May Crowning or other dress-up days. Solid Black Shoes
must be worn. Crocs, sandals, and style boots are only permitted when communicated on special
dress down days. Snow or rain boots may be worn to and from school but should be changed to
regular shoes for the day.

ACCESSORIES:
SCARF (K-8): No scarves are to be worn with the uniform.
COSMETICS: No cosmetics at all for grades K-5. No eye make-up may be worn K-8.
Girls may wear natural looking make-up in grades 6-8.
JEWELRY (K-8):
e Girls may wear one pair of earrings, one simple earring per ear such as a
post-earring, no loops or no earrings that dangle.
e Boys may not wear any kind of earring to school.
e Do NOT pierce a boy’s ear during school times on the calendar.
e Necklaces are to be simple and not showing with the exception of a simple Crucifix/Cross or
Catholic medallion. No chain link necklaces showing or hidden.
e One single wrist bracelet may be worn but it must be simple. Students may not
wear plastic/rubber bracelets unless it is something promoting a Catholic
cause/message or has been approved.
e Students may only wear one simple ring/band per hand. Rings with symbols,
images, gems, etc. are not permitted.

HAIR (K-8): Should be neat, clean, one natural color, and well groomed for all students. Hair should
not be worn below the eyebrows. The boy's hair length should not extend below the collar of the
shirt. For boys and girls, extreme or unusual hairstyles will not be permitted. Hair may not be worn
in a manner that draws attention to it; it should be simple, neat, and well-groomed.

Girls' hair may NOT be shaven. Boys’ and girls’ hair may NOT be shaven with names, symbols, lines,
designs, patterns, etc. and it can not be Mohawk, unbalanced cut, or any design contrary to the
simple clean-cut look (business-look). The face and the eyebrows should be visible. Middle school
boys must maintain a clean-shaven appearance with no visible facial hair. No bandanas may be
worn by boys or girls. Boys may not wear or display anything in their hair. Girls may wear a simple,
plain, and appropriate headband or hair-bow (maximum 1-inch); however, novelty

headbands and hair-bows are not permitted. Hair accessories must match the uniform.

NAILS: Girls who choose to wear nail polish must use clear nail polish. Nails must be natural and
not fake/acrylic. Girls and boys must keep their nails short and well-kept. Boys may not wear any
type of nail polish.
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GUIDELINES FOR SPIRIT WEAR FRIDAYS (optional): Our Lady of Hungary school’s

official spirit-wear OR sports/extracurricular school /team jerseys are acceptable with regular
uniform bottoms for Spirit Wear Fridays.

GUIDELINES FOR NON-UNIFORM DAYS (optional): We will have special themed non-uniform days
and all rules of the uniform code apply with the exception of the theme permitted. Generally,
information will go out to explain the theme and purpose of the non-uniform day. The calendar on
the website will remain up to date with changes as well. Selection of any and all clothes worn at
OLHS MUST not violate the values of our Christian mission. All non-uniform days, including Spirit
Wear Fridays, are privileges granted to students. Administration holds the right to withhold this
privilege from a student, a group of students, a grade level, or the whole student body.

Rules will be strictly enforced. Purposeful uniform code violations by a student will result in loss
of privileges and /or up to dismissal from OLH School.

If there is a financial strain please let us know and we will do our best to assist in purchasing the
necessary clothing items.

Academic Information

Curriculum

The Diocesan curriculum guidelines, consistent with the State of Indiana guidelines, are followed
for the teaching of all secular subject areas. The entire curriculum for the Diocese of Fort Wayne
South Bend is posted on the diocesan website. Our Lady of Hungary School offers students
opportunities for growth in the following major subjects:

Religion

Catholic doctrine and tradition, Bible study, Catholic Social Teaching, preparation for the reception
of the Sacraments of Reconciliation, and Eucharist.

Students attend Mass twice a week.

Fine Arts
Music and Art are offered every week to all grades.

Language Arts
Reading, English, Spelling, Vocabulary, Composition, Library Skills, and Appreciation of Literature.

Mathematics

Mathematics Skills and Pre-Algebra. In order to allow teachers to meet students’ individual needs in
mathematics instruction, students in Grades 4 through 8 are placed into math groups according to
academic ability and need.

Physical Education
Physical fitness programs appropriate for each grade.

Science
General Sciences experiences.

History
History, Geography, Economics, State History, and Current Events.
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Allergy Policy
Our Lady of Hungary School recognizes that an allergy is an important condition affecting many

school children and positively welcomes all pupils with allergies.

This school encourages children with allergies to achieve their potential in all aspects of school life
by having a clear policy that is understood by school staff and pupils. Teachers and new staff are also
made aware of the policy. All staff who come into contact with children with allergies are provided
with training on allergies from the school nurse who has had specialized training. Training is
updated as needed.

Asthma/Allergy Medication

Immediate access to reliever inhalers and Epi-Pens® is vital. Children are encouraged to carry their
reliever inhaler/ Epi-Pen®. Parents are asked to ensure that the school is provided with a labeled
spare reliever inhaler/Epi-Pen®. All inhalers/Epi-Pens® must be labeled with the child's name. It
is the responsibility of the parent/guardian to make sure that all medications are unexpired.

Record Keeping

At the beginning of each school year, or when a child joins Our Lady of Hungary Catholic School,
parents are asked to submit a child’s medical record. From this information the school keeps its
asthma/allergy registry which is available for all school staff. If medication changes in between

times, parents are required to inform the school.

The School Environment

The school does all that it can to ensure the school environment is favorable to children with asthma
or allergies. As much as possible, the school does not use chemicals in science and art lessons that
are potential triggers for children with asthma or allergies. Our Lady of Hungary School makes no
claim to be an allergen or peanut-free school.

Food Allergy Policy

Our Lady of Hungary School recognizes that life threatening food allergies are an important
condition affecting many school children and positively welcomes all pupils with food allergies. In
order to minimize the incidence of life threatening allergic reactions, Our Lady of Hungary School
will maintain a system-wide procedure for addressing life threatening allergic reactions and
maintain an Emergency Action Plan for any student(s) whose parent/guardian, and physicians have
informed the school in writing that the student(s) has a potentially life threatening allergy. Our Lady
of Hungary School does not have a nurse on staff.

Classrooms

Teachers must be familiar with the Emergency Action Plan of students in their classes and respond
to emergencies as per the emergency protocol documented in the Emergency Action Plan. In the
event of a suspected allergic reaction (where there is no known allergic history), 911 will be called
and the school’'s Emergency Response Plan activated.

Information will be kept about students’ allergies in the classroom and in the substitute emergency
folder, accessible by teachers, substitutes or other responsible adults.

All teachers and substitutes will be educated about the risk of allergies.

A parent or guardian of a student with food allergies is asked to provide optional classroom snacks
for his/her own child. Snacks will be kept in a separate snack box or chest provided by the parent or
guardian.
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Schools with government lunch programs adhere to the mandated National School Lunch Program
Standards regarding food allergies.

Field Trips

Students with allergies who participate in school sponsored field trips may face challenges to their
physical health. Our Lady of Hungary School will make reasonable accommodations for all students
and will inform field trip chaperones regarding a student’s allergy issues. Every effort will be made
to provide a safe learning experience for all students. A field trip generally occurs in a less
controlled environment where allergen triggers may be present. If a parent is concerned about a
child’s presence on a field trip due to his/her special health needs, a parent may choose to keep
their child at home on the day of the field trip.

Ambulance

If a student suffers a medical emergency precipitating the need for a 911 call to be made, the
parent/guardian will be responsible for any/all expenses involved. The parent/guardian will also be
called immediately so that proper directives can be given by the parent/guardian to the emergency
personnel.

ificial Intelli

If a quiz/test/assignment is open book and note, no other sources may be used (websites (this
includes, but is not limited to Artificial Intelligence), dictionaries, other people, etc.) Any information
used from outside course materials will result in a zero on the quiz/test/assignment and will result
in additional disciplinary action.

Audio and Video Recording
Students and /or Parents/Guardians may not record another student, parent, teacher or

administrator without the express written permission of the individual being recorded. Signed
consent forms will be retained in the office for a period of three years. Failure to comply with this
policy may result in the student/family being involuntarily separated from the school.

Birthday Observances
Birthday treats may be brought to school for students. All treats should be pre-packaged with

ingredients listed on the package. No homemade treats. Treats are to be brought to the office and
will be distributed during lunch only to same-grade classmates. No balloons or presents are
allowed.

No parent should open a Facebook®, Twitter®, Instagram®, Snapchat®, TikTok®, etc. account
under the name of the school or a particular grade or school organization. A parent who chooses to
create such an account may subject his/her child(ren) to separation from the school.

Buckley Amendment
Our Lady of Hungary School adheres to the Buckley Amendment (Family Education Rights and

Privacy Act) in regard to privacy of student records and the rights of non-custodial parents. It is the
responsibility of the parents to share any official custodial information decided through the courts.
Official custodial agreements will be kept in a confidential file in the office of the principal. In the
absence of any court document, the school will view each parent as having full legal custody of
his/her child. In the absence of a court order to the contrary, non-custodial parents have the right
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to receive records about their child’s academic progress or lack thereof. The school reserves the
right to charge a shipping and processing fee for extra records sent to more than one home address.

Be advised that if a teacher, staff member, or principal is subpoenaed to testify in a child custody
case, the parent will need to pay the cost of a substitute teacher and all other costs associated with
the testimony.

Bullying and Cyberbullying
Our Lady of Hungary School attempts to provide a safe environment for all individuals. Verbal or

written threats made against the physical or emotional well-being of any individual are taken very
seriously. Students making such threats (seriously or in jest or online) will face detention,
suspension, and/or expulsion or other by the discipline office.

Car Line

All cars must have the names of students clearly displayed in the front windshield on the passenger
side of the car. Signs are distributed by the school. Students will be called to the appropriate pick-up
area by their name. If you do not have your sign displayed, you will be directed to park in the
parking lot and wait until the end of the car line to retrieve your child. You are not allowed to use
cell phones in the car line, and music must be turned off or down low enough so as not to be heard
by staff.

The only area for morning drop-off and afternoon pick-up is the drive in the front of the school on
Calvert Street. Walkers should be walking home, not walkers going to cars. Repeat violations of this
rule or unsafe driving offenses may result in an involuntary withdrawal.

Parents are asked to remain in their cars and to proceed through the regular car line process.
Students are not allowed to walk to a parked car without a teacher or administrator escorting them.

Parents are asked to pay close attention during the car line process.Please follow the traffic
directions given by the teachers on duty.

It is the responsibility of the parent to contact other car line members and after school care
agencies when a child is absent, leaves school early, or needs other arrangements to be made for
pick-up. Homeroom teachers should be advised in writing if a child is to go home in a different car
or by a different means on a given day.

Cell Phones

Cell phones and other personal electronic devices are not permitted at school.

Exceptions may be granted only with prior approval from the Principal for special circumstances.
Parents or guardians must submit a written request for consideration.

Any unauthorized cell phone brought to school may be confiscated and returned only to a parent or
guardian.

Cheating

Cheating of any type will not be tolerated. Students who choose to cheat face a failing grade,
detention, suspension, and /or expulsion. A student athlete or student involved in extracurricular
activities who is involved in cheating will also be unable to participate in sports/extra-curricular
competition.

Child Abuse Laws

Our Lady of Hungary School abides by the Child Abuse laws of the State of Indiana. This law
mandates that all cases of suspected abuse and /or neglect be reported to Child Protective Services.
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Conduct

In accordance with the stated philosophy of the school, which emphasizes deep respect for the
human dignity and uniqueness of every individual, each student will be considerate of the rights of
others in all interactions. All students are expected to cooperate with the spirit and policies of the
school which are designed to foster mature development and personal responsibility. This requires
courtesy in all personal relationships, promptness in fulfilling obligations, concern for the
environment, and many other factors which the students’ sense of appropriateness will indicate to
them.

The Principal reserves the right to determine the appropriateness of an action if any doubt arises.
The decision of the principal is final.

Items such as, but not limited to, e-cigarettes, vaping products, questionable books and pictures,
White-out®, Sharpie® markers, knives, guns, matches, cigarettes, toys, trading cards, laser lights,
cameras, or anything that will detract from a learning situation are not allowed at school at any
time and may result in an expulsion or involuntary withdrawal.

The school administration, in accordance with state laws, will determine the appropriate
disciplinary measures to be taken concerning the presence of these items in the school.

Conferences

We will hold parent-teacher conferences throughout the year. Please note that these conferences
are to be held with parents and guardians only. We do not conduct conferences with older siblings,
friends, or family members unless prior permission from the principal has been obtained.

Crisis Pl
Our Lady of Hungary maintains a “crisis plan” in case of a lockdown emergency. All teachers and
staff are aware of the procedure to follow to keep your children safe. In the event of such an
emergency, circumstances permitting, the building will be evacuated and students will be moved to
secure designated locations.

Custodial Rights
It is the responsibility of the parents to share any official custodial information decided through the

courts. Official custodial agreements will be kept in a confidential file in the office of the principal.
In the absence of any court document, the school will view each parent as having full legal custody
of his/her child. In the absence of a court order to the contrary, non-custodial parents have the
right to receive records about their child’s academic progress or lack thereof. The school reserves
the right to charge a shipping and processing fee for extra records sent to more than one home
address. It is a great benefit to the child to have both parents involved in his/her education.

Discipline * attached SOP from Discipline office

Detention

Detention may be issued for a breach of classroom and/or school rules. Parents are provided with
a Detention Form with written notification of the detention. The day, date, and time of the
detention are at the discretion of the Principal or teacher who monitors the detention. Detention
takes precedence over appointments, practices, lessons, tutoring, athletics, etc. Detention is
served during lunch, recess or from 3:00-4:00 if after school.
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Suspension

Students who are given an in-school suspension will be required to report to school each day. If no
staff is available to monitor the student, and a substitute is required to be hired, parents will be
billed for the cost of the substitute teacher.

Students who receive an out-of-school suspension will not be allowed on campus or at any school
function during the time of their suspension. Students present on school property during an
out-of-school suspension will be considered trespassing. The teacher and the principal will
determine if work may be completed for Y% credit.

Displays of Affection

Any display of affection is prohibited and will result in disciplinary action ranging from detention to
expulsion depending on offense.

Expulsion
Expulsion is an extremely serious matter. Students who pose a threat to themselves or to others

may be expelled from Our Lady of Hungary School. Students who have been expelled will not be
allowed to return to the school for any reason without prior permission from the Principal.

Students whose parents have violated the Parents as Partners agreement in this handbook may also
be excluded from Our Lady of Hungary School.

Drugs and Alcohol
Students who possess drugs and /or alcohol at school or at any school function face expulsion. The

police may be called.

Emergency Drills
State Law requires that fire drills be held monthly. During the fire drills, students should follow

these regulations:
1. Rise in silence when the alarm sounds;
Close windows and doors;
Walk to the assigned place briskly, in single file at all times, and in silence;
Stand silently in the designated area;
Return to the building silently when the signal is given.

Gik LN

Tornado drills are held periodically. The procedures are:

1. Rise in silence when the alarm sounds;

2. Walk briskly to the assigned place in single file;

3. Sit, face wall, and put hands over head;

4. Return to the classroom silently when the signal is given.
Disciplinary action will occur for students not following procedures

Emergency Forms

Each year parents/guardians must complete a current Emergency Form. This form will include the
names of three individuals who are authorized to pick up students at dismissal or due to an
emergency. In addition to the custodial parents, students will only be released to the individuals
named on this form. Parents are to update this form with current contact information should phone
numbers, names, etc. change during the year. Failure to keep this information up-do-date may
result in an involuntary withdrawal.
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Emotional Support Animals
No emotional support animals will be permitted in school unless authorized by the principal. The

school may have a therapy dog available, managed by the principal or designee, for those in need.

Facebook®, Instagram®, Snap-Chat®, Twitter®, TikTok® and other Social Media Postings of

Student Photographs

Our Lady of Hungary School works to protect the confidentiality rights of all students. The Family
Education Rights and Privacy Act of 1973 (FERPA) and the Child Protection Act of 2012 (CPA) were
designed to protect personally identifiable information of minors. Our Lady of Hungary adheres to
these laws in its attempt to protect the privacy rights of all students. As a result, the parents of
students enrolled at Our Lady of Hungary are forbidden from posting photographs taken at school
sponsored events that include the images of students other than their own on their personal
Facebook®, Instagram®, Snap-Chat®, Twitter®, TikTok® or any social media page. Such postings
are a violation of the Our Lady of Hungary School’s adherence to FERPA and the Child Protection
Act. The students of parents who post such photos may be separated from Our Lady of Hungary
School.

Field Tri
1. Field trips are designed to correlate with teaching units and to achieve curricular goals.

2. TField trips are re-evaluated each year to determine the compatibility of the field trip with
curricular goals.

A field trip is a privilege and not a right.

4. There are no “traditional” field trips. Class participation in a particular field trip over
consecutive years does not mean that this trip has become a school tradition.

5. All grades do not always have the same number of field trips.

6. Field trips are permissible for all grades when advanced planning, location, and the
experience insure a successful learning opportunity.

7. Individual teachers, in consultation with the Administration, reserve the right to restrict or
deny student participation on any field trip due to, but not limited to, poor academic
performance and/or poor conduct.

8. A written official permission slip, signed by the parent, is required before a child will be
permitted to attend a field trip activity. Verbal permission cannot be accepted. Permission
slips are due in the office forty-eight hours after receipt of the permission slip.

9. Afield trip permission slip is printed at the end of this book. This is the only format that may
be used to allow a student to leave school during school hours. If your child fails to bring
his/her permission slip home, you may tear out and use or copy the form provided. Call the
school for information needed to complete the form. Note: a fax does not take the place of
an original signature.

10. A telephone call will not be accepted in lieu of the proper field trip permission slip.

11. Parents may refuse to permit their child from participating in a field trip by stating so on the
proper form. Students who do not attend a field trip will remain at home with the parent
and will be marked absent for the day.

12. Students who are participating in the field trip must ride the bus to and from the field trip
with their class. Students not on the bus may not participate in the field trip and will be
counted absent for the day.

13. All monies collected for the field trip are non-refundable.

14. Cell phones are not allowed on field trips unless otherwise directed by the teacher and/or
principal.

15. Parents who are not “official” chaperones may not drive their car to a field trip destination
with the plan of accompanying the class on the field trip. Our Lady of Hungary School risk

w
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management insurance company insures the “official” chaperones and participation by
unofficial chaperones jeopardizes the protection for our students and all other “official”
adults on the trip.

16. Parents who chaperone a field trip may not bring preschool or school-age siblings on the
field trip.

17. All chaperones must be 25 years of age or older.

Gifts
Gifts will not be exchanged among students at school. This gesture only creates hurt feelings among
other students. Invitations for slumber parties or birthday parties will not be distributed at school.

Grading Scale

A=95-100
B=86-94
C=76 -85
D=70-75

F = 69 or below

Gum

Students are not permitted to chew or have gum at school or at any time that they are on

school /parish property. This includes before school, during school, and after school. Disciplinary
action will occur for students who are chewing gum during the course of the school day or during
morning or afternoon car line. Gum is never permitted to be distributed as a reward from the
teacher or any other adult in the building.

Harassment
Harassment of any type is not tolerated. The Principal investigates all complaints of harassment.
Students involved in harassing behavior face detention, suspension, and/or expulsion.

Hazing
Hazing of any type will not be tolerated. Actions of hazing may result in suspension and/or
expulsion.

Home-School Communication

In order to ensure that all communication from school reaches home in a timely manner, Our Lady
of Hungary School will utilize a “Take Home Folder” system of communication. Official school-wide
emergency communications are sent using email or individual teacher communications.
Parents/guardians are also encouraged to check email on a regular basis. Email can be used as a
very efficient tool for parents to communicate with the school. However, all email communication
should follow email etiquette. Challenging or confidential issues should be shared through
face-to-face communication in lieu of email. Only communicate with teachers using the Our Lady
of Hungary email. Email communication with teachers should be during the hours of 8:00 AM to
8:00 PM. Teachers will respond to email within a timely manner, usually within 48 hours of emails
sent during the school week. There is no expectation that teachers will respond to emails in the
evening, over the weekend, or during holidays.
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Homework

Formal home-study is assigned to help students become self-reliant and self-directed. Assignments
are designed to reinforce daily lessons, to supplement and enrich class work, and to prepare for
certain lessons through various experiences.

Since each student has different capabilities and interests, it would be difficult to denote the specific
amount of time to be spent on an assignment. A good range would be 10 minutes for each grade. For
example, students in Grade 1 would have approximately 10 minutes of homework; Grade 3 - 30
minutes, etc. If a problem arises, the teacher should be contacted.

Homework may be assigned to students Monday through Thursday. Homework will not be assigned
to students on Friday evening or during Christmas or Spring Break unless there is a severe
deficiency of work turned in from a student. No tests or quizzes will be given on Mondays or the
first day of school of the week. No projects will be due on Monday or the first day of school of the
week.

Immunizations

All students enrolled in Our Lady of Hungary School must have current immunizations. The only
exception to the policy is if a student has an illness that would compromise his/her life by being
immunized. Documentation of a compromising condition, such as, but not limited to, leukemia must
be presented prior to the first day of the school year. Students are not required to receive a flu shot
or a Covid vaccine.

Hooks, Desks

Each student is assigned a hook, desk on/in which to store clothing, personal items, and textbooks.
In order to maintain a quiet atmosphere for class, students are allowed to go to their assigned hooks
and cubbies only at specified times. The school reserves the right to inspect all of these at any time.

Lost and Left

Any items left in the school building or on the school grounds should be given to the school
receptionist to be placed in the Lost and Left basket. Items placed in the Lost and Left remain there
for 10 days. After 10 days, items are donated to charity.

Students who lose a library book, textbook or workbook must pay the replacement cost of the book
plus shipping in order to receive a new copy.

Lunch Program

Our Lady of Hungary School offers a hot lunch program daily. Students may choose to bring their
lunch each day. Students should not bring glass bottles, carbonated soft drinks or excessive
amounts of chips or candy. All items brought in the school lunch must be snack size or smaller. No
large bags of chips or cookies. Parents are not to bring lunches or drinks from carry-out
restaurants. Parents may bring forgotten lunches to the school office. Students are expected to use
the same manners required in the classroom during lunch. Courtesy toward other students and
cooperation with lunch monitors are in order at all times.

Off-Campus and After Hours On-Campus Conduct

The administration of Our Lady of Hungary School reserves the right to discipline its students for
off-campus or on-campus after hours behavior that is not in line with behavior expectations of its
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students during the school day. This behavior includes, but is not limited to, cyber-bullying,
Handbook rules and expectations, overall Christian behavior.

Office Records

Parents/Guardians are requested to notify the School Office in writing of any change of address,
custody, home telephone numbers, cell phone numbers, business phone numbers, e-mail addresses
and/or phone numbers of emergency contacts. This will guarantee that office records are accurate,
complete, and up-to-date. In addition, parents/guardians should notify the School Office of any
transportation changes.

Parent’s Role in Education

We, at Our Lady of Hungary School, consider it a privilege to work with parents in the education 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, emotionally, and psychologically. Your choice of Our Lady of
Hungary School involves a commitment and exhibits a concern for helping your child to recognize
God as the greatest good in his/her life.

A good example is the strongest teacher. Your personal relationship 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/Christian morality and by an honest personal relationship with God in your family life.
Once you have chosen to enter a partnership with us at Our Lady of Hungary School, we trust you
will be loyal to this commitment. During these formative years (Pre-K to 8), your child needs
constant support from both parents and faculty 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 educational partner in the quest of challenging, yet nourishing, the student to
reach his/her potential. It is vital that both parents and teachers remember that allowing oneself to
be caught between the student and the other partner will never have positive results. To divide
authority between school and home or within the home will only teach disrespect of all authority. If
there is an incident at school, you as parents must make investigation of the complete story your
first step. Evidence of mutual respect between parents and teachers will model good mature
behavior and relationships. Speaking negatively about a child’s teacher or administrator at home will
only create an attitude of distrust toward the teacher, the school, and the parent.

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

It is essential that a child take responsibility for grades he/she has earned (student grades are
earned not given by teachers) and be accountable for homework, long-term assignments, major
tests, service projects, and all other assignments. Parents are encouraged to let their child
experience a logical consequence for an inappropriate action or behavior. This responsibility also
extends to times of absence.

Together, let us begin this year with a commitment to partnership as we support one another in
helping your child to become the person God created them to be.
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Report Cards/Progress Reports

Report Cards are important tools for communication. Report Cards will be given four (4) times
during the academic school year or every nine (9) weeks.

Progress Reports will be given mid-way between each nine-week grading period.

No student will be given a Progress Report or Report Card if tuition, library fines, or need to pay for
destroying property at school including books, and technology.

Sacramental Program
The sacramental life of the children of the Catholic tradition is an important component of the

religion program at Our Lady of Hungary School. Preparations for three sacraments, Reconciliation
and Eucharist, form the core of instruction in Grade 2 and Confirmation in Grade 8. In accordance
with the diocesan guidelines, candidates for First Eucharist will receive the sacrament of
Reconciliation prior to First Eucharist. Appropriate attire will be worn as directed by the faculty and
principal and communicated to parents. No balloons or other celebratory items will be brought into
the church.

Parents are required to be active partners in the preparation of their children for these sacraments.
The sacraments of Reconciliation and Eucharist are only conferred to students baptized in the
Roman Catholic tradition.

Students must complete all preparation requirements to the satisfaction of the teacher, principal,
and pastor before receiving any sacraments.

The school office is open on all school days from 7:30 AM - 3:30 PM.
All students must be picked up by 3:30 PM.

School Property
The parent of a child who carelessly destroys or damages any furniture, computer, iPad®,

equipment, buildings, or anyone’s personal property will be obligated to pay the full amount of
repairs and labor or replacement. Textbooks rented by the student must have a proper book cover.
No writing in rented textbooks is permitted. The student will pay a fine or replacement for damaged
or lost texts before any final reports, transcripts, or diplomas are presented.

The purpose of the stewardship program for students in Kindergarten through Grade 8 is to
provide students with the opportunity to make a difference in our Church and surrounding
communities through various service and support programs. In addition, the Service Projects
provide students with the opportunity to learn about Catholic Social Teaching.
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Sexting

Students involved in possession or transmission of inappropriate photos on their cell phones or
other electronic devices face suspension and /or expulsion. In accordance with the law, the South
Bend Police Department will be notified.

Smoking and Vaping
Smoking and vaping of any type is not allowed on campus. This includes the use of e-cigarettes.

Cigars, cigarettes, pipes, tobacco of any type, marijuana, e-cigarettes, or vapors are not permitted
on campus. E-cigarettes are forbidden on school property.

Surveillance Cameras

Our Lady of Hungary School recognizes that attempting to maintain the safety and security of

students, staff, and visitors to our school is implemented with a multifaceted approach. To the

extent that modern technology provides tools to maintain safety and security, the use of video

surveillance cameras may be in place in the school and on school property. Cameras will not be
permitted in areas where there is a reasonable expectation of privacy.

Parents will not be permitted to view any footage captured on camera. The principal may, at his/her
discretion, create a printed screenshot for viewing, but not for distribution.

Technology Concerns

Apple watches and other such devices are not permitted to use during school hours.

Blogs: Engagement in online blogs such as, but not limited to Facebook®, Instagram®, Snapchat®,
TikTok®, Twitter® etc. may result in disciplinary actions (including expulsion) if the content of the
student’s or parent’s blog includes defamatory comments regarding the school, the faculty, other
students or the parish. Parents should refrain from creating a class/grade Facebook®, Instagram®,
Snapchat®, TikTok®, Twitter® page without the written authorization of the principal. Negative
or defamatory comments about the school, the faculty, other students, or the parish made on a
parent’s social media page may result in the children of the parent being separated from the school.
If a student is involuntarily separated from the school, there will be no reimbursement for tuition
and/or fees.

Electronic Readers (E-readers): Electronic readers, simply called “e-Readers”, are digital devices that
can store books, periodicals, magazines, and other electronic media. e-Readers like Amazon’s
Kindle®, Barnes & Noble’s Nook®, Apple’s iTouch®, and Apple’s iPad® are ubiquitous in our digital
culture and they simply cannot be ignored. Our Lady of Hungary School, in striving to maintain
technological relevance in education, is providing the opportunity for students to use these devices
in accordance with our e-Reader Acceptable Use Policy. This opportunity is a privilege that requires
extra caution and responsibility both on the part of the students and their parents.

e-Reader Acceptable Use Policy:

The wide variety of hardware and software capabilities of available e-Readers makes them
challenging to monitor and control in a school environment in contrast with school owned
technology assets like computers, etc. Therefore, the Our Lady of Hungary School e-Reader
Acceptable Use Policy needs to be specific and clear. A student who violates any portion of the
e-Reader Acceptable Use Policy may immediately lose the privilege to use their e-Reader at school
for a length of time commensurate with the nature of the violation.

1. All e-Readers must be registered with the Our Lady of Hungary IT Specialist and accompanied by
the Acceptable Use Agreement Form signed both by the parents and the student.
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2. e-Readers are to be used only for the reading of school approved material (books, etc.) and not for
other purposes such as communication, entertainment, music, gaming, etc.

3. All material on the e-Reader must comply with the spirit and policies of Our Lady of Hungary
School. Please refer to the Parent-Student Handbook for more details.

4. All e-Readers must have cellular and network capabilities disabled (turned off) while the device is
at school.

5. e-Readers must be used at appropriate times in accordance with teacher instructions. The
e-Reader must not be a distraction for the student or those around him/her nor be a source of any
classroom disruption.

6. e-Readers are not to be used during lunch, middle-school breaks, or during playground /recess
time or during carpool.

7. The student is responsible for knowing how to use their e-Readers properly and effectively and
this should not be a burden for the teachers.

Facebook®, Instagram®, Twitter®, TikTok®, and other Social Media Postings of Student
Photographs

Instagram®: Photos and captions on a student or parent’s Instagram® account that depict the
school, the faculty, other students, other parents, or the parish in a defamatory way may result in
disciplinary action.

Texting: Students should at no time be involved in texting during the course of the school day.
Students involved in texting at school face detention, suspension and/or expulsion.

Virtual Reality Sites: Virtual Reality Sites such as, but not limited to, www.there.com® and
www.secondlife.com®, etc. pose a developmental and moral risk to the life of a student. Parents are
cautioned to be aware of the online sites visited by their children, knowing that often predators are
not living in a neighborhood, but within the home via a computer. Students or parents whose
avatars depict other students, teachers, or parish staff in a defamatory light face detention,
suspension, or expulsion.

Telephone
The office phone is a business phone and students are permitted to use it only in case of an

emergency. The telephone in a teacher’s office is for the use of the teacher . Forgotten homework,
athletic equipment, etc. do not constitute emergencies. Arrangements for after-school visits with
friends should be made at home. Students should never use the teacher’s cell phone to make a
telephone call.
Testing
Students may be permitted to retake a quiz or a test in order to improve their academic standing at
the discretion of the administration or classroom teacher.

e The ILearn is given in grades 3-8

e [Read 3 in 3rd grade.

e NWEA is given K-8 three times a year.

e Middle School students (Grades 7 — 8) may be given a maximum of three quizzes or tests
per day.
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Middle school students will be involved in Final Exams to assess the cumulative knowledge of subject
matter taught during the academic year. Final Exams will help students be more fully prepared for
the assessment challenges and expectations of high school.

Title IX

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

SCHOOL AFFILIATED ORGANIZATIONS

School Board

The School Board is an advisory and review body with respect to Our Lady of Hungary school
operating under the guidance of the Pastor at OLH.

H 1 School A iation (HASA)
This association is dedicated to keeping all parents of Our Lady of Hungary School students
informed of HASA activities and to promote parental involvement. HASA is also responsible for
raising funds to benefit Our Lady of Hungary School and the welfare of all children at OLH School.
Meetings are held monthly (please see website calendar).

Right to Amend
Our Lady of Hungary School reserves the right to amend this Handbook. Notice of amendments will

be sent to parents via the Friday Folder or through e-mail communication.

***Any issue not covered in this Parent/Student Handbook is addressed on an individual basis.

DIOCESAN CONNECTION

In addition to the policies and procedures enumerated in this handbook, Our lady of Hungary school
adheres to all other officially promulgated diocesan policies and procedures. Copies of the diocesan
policies are available for review in the principal’s office. Diocesan policies are granted precedent
over any conflicting school policy. The administration reserves the right to review and interpret
these policies, which are also subject to change or revision at the discretion of the school
administration and /or diocese.
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Students
Enrollment

I. School Admission Policy

Diocesan schools shall comply with State laws and regulations regarding school
enrollment and attendance to the extent possible, as consistent with the teachings of the
Catholic Church and diocesan policy.

II. Nondiscrimination Policy

Diocesan schools shall follow and promote an open enrollment policy accepting
students without regard to religion, color, race, sex, or national origin, and reasonably
accommodate students with disabilities in its educational programs. By way of
example, and not exclusion, reasonable accommodation 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 Active 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 waiting 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 marketing materials provided by the other Catholic high
school to the parents of the children not able to be accepted or on that school’s
waiting list.

I11. All prospective students are required to complete a battery 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
or designee is responsible for the administration of all placement tests and reporting
test result data to teachers and parents. The principal must select placement tests for
English proficiency, Language Arts, and Mathematics from an approved list

provided by the Catholic Schools Office. Requests for waivers or exceptions to
placement testing must be submitted to the superintendent of schools in writing

prior to admission of students.

Upon review of test data and other relevant information, the principal will make a
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determination 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
certified copy of the student’s birth certificate or a baptismal certificate 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
notify the Indiana ClearingHouse for Information of Missing Children (See P4030)
and will cooperate with local authorities 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 attended, if any. The school shall request records from the last
school the student attended within fourteen (14) days.

Written proof that the child meets State and county health requirements
(immunization 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.

VL. First Grade Entrance Requirements
Indiana compulsory education 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 after successfully completing kindergarten in
another accredited school that has different age requirements shall be allowed to
continue in school without interruption because of chronological age.

VII. Children with Exceptional Educational Needs

Children with exceptional educational needs requiring special class placement are
accepted if their needs can be reasonably accommodated in the school. Initial
enrollment should be on a tentative basis with the understanding that in the event
the exceptional 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 setting which can accommodate the special needs of exceptional children.
Ordinarily when a diocesan school cannot reasonably accommodate the exceptional
needs of a child, a recommendation for special class placement should be made to
the custodial parent or guardian by the principal, after consultation with the special
education teacher and the child’s teacher(s). This recommendation can be for either

special class placement within the Catholic school or referral to a public school for
evaluation or placement. If the custodial parent or guardian does not accept the
school’'s recommendation, it is expected that he/she will refute the decision in
writing. In some instances the custodial parent or guardian will be required to
withdraw the child if the child’s continued presence, in the opinion of school
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personnel, would be detrimental to the child’s educational or emotional needs, poses
an undue hardship on the operation of the school or poses a threat of harm to the
student, other students or school personnel.

VIII. Students or Prospective Students with Diseases

Catholic schools shall comply with all applicable State law and all Board of Health
policies regarding school enrollment and attendance in relation to a student or
prospective student having a communicable disease.

Prospective 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 prospective student who is diagnosed as having or is
suspected of having a communicable disease, a child with a communicable disease
may be excluded, if after an individualized assessment of the child’s condition, 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 consisting of the student; his/her
parent/guardian; his/her physician; a physician representing the school, parish, or
diocese; and school or parish administrators will be established to determine
whether the child’s admission or continued presence in school would expose others
to significant health and safety risks. In making its determination the review team
will conduct an assessment of the child’s individual condition. 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 transmitted;

B. the duration of the risk — how long the carrier is infectious;
C. the severity of the risk - the potential harm to third parties;

D. the probabilities the disease will be transmitted and will cause varying degrees of
harm; and

E. whether a reasonable accommodation exists and /or is required.

The review must also take into consideration the scope of the problem, education-
related issues, and the student’s right to confidentiality. The recommendation of the

review team and the decision of the parish and school administrators shall be
considered confidential and will be submitted for review only to the Superintendent
of Schools, Secretary for Catholic Education, and diocesan attorney.

In the event it is determined that a child is unable to regularly attend a Catholic
school, the parish, school, and diocese will assist the parent or guardian in locating
alternative educational service and obtaining religious and catechetical instruction.
See “Special Needs Students - Release of Information” form in the School

Administrative Handbook and “Special Needs Students - Admission Form” in the School Administrative

Handbook.
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P4040
Diocese of Fort Wayne-South Bend

Students

Attendance IC § 20-33-2-6

The Diocesan schools consider the development of good attendance habits as a vital and
desirable undertaking for two essential 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 educational achievement is directly related to attendance. A student
who misses a day of school misses a day of education that cannot be retrieved in its
entirety.

I. Parents/Legal 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) until 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 written 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 written 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 jurisdiction 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;
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2. For students in Grades 7 through 12, serving on a precinct election board or as
a helper to a political candidate or political party on Election Day with prior
approval of the principal;

3. Court appearances pursuant to a subpoena;

4. Active duty with the Indiana National Guard for not more than ten (10) days

in a school year, or participation 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 inpatient treatment program which provides an
instructional program;

6. Homebound instruction;

7. Religious observances.

8. Approved, educationally related non classroom activity per 1.C. 20-33-2-17.5.
9. Participation or exhibition 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) instructional days in a school year.

B. Excused Absences

1. Illness of the student (with written 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 appointments should be scheduled
after 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 explanation 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 vacations.
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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 authorities in accordance with applicable
state law and following diocesan procedures:

The following may be evidence of habitual truancy:

A. Refusal to attend school in defiance of parental authority.

B. Accumulating a number of absences without justification over a period of time, such
as a grading period. Habitual truancy is students who have ten (10) unexcused
absences in a school year.

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

IV. Reporting an Absence

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

A written explanation 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 consecutive 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 Attendance

If an irregular attendance pattern begins to develop, the school may use the
following procedure to encourage the student’s return to a pattern of regular school
attendance.

A. Call daily from school (secretary, principal, or attendance clerk), to the
parent/guardian to verify absence and to determine reason.

B. After a student is absent for six (6) days per school year, a school administrator,
attendance clerk, or counselor will make contact with the student’s
parent/guardian. The date and content of this contact shall be documented.

C. After a student is absent over twelve (12) days per school year, a conference shall
be held with the parent/guardian and the student. An attendance contract may

be established at this time and documentation shall be kept.

D. After a student is absent over fifteen (15) days per school year, a referral shall be
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made to the principal. If the principal is unable to successfully resolve the
attendance problem, a referral may be made to the intake officer of the local
Juvenile Probation 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 times 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 17, 2022 Diocesan School Board Ratified: August 9, 2022 Diocesan Bishop

P4520

Diocese of Fort Wayne-South Bend

Students

Grounds for S ion or Expulsion of Stud

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 activity, function, or event;
C. Traveling to or from school or a school activity, function, or event; or

D. At any other time when the principal determines that the student’s conduct
either causes harm or could potentially cause harm to the other students, school
employees or property, or the reputation of the School or Diocese.

II. The following types of student conduct constitute a non-exclusive listing 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, intimidation, fear, passive
resistance, or other comparable conduct constituting an interference with school
purposes, or urging other students to engage in such conduct.

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

D. Intentionally causing or attempting to cause physical injury or intentionally
behaving in such a way that, in the opinion of school officials, could cause
physical injury to any person.

E. Threatening or intimidating any individual for whatever purpose.

F. Violation of the diocese’s Gun-Free School Policy, or possession of or control over
a knife or other cutting type of device not used for school sanctioned purposes.

G. Possessing, using, transmitting, or being under influence of any controlled
substance, including lawfully prescribed medications taken in a non- prescribed
manner, or intoxicant of any kind. The prescribed use of a drug authorized by a
medical prescription from a physician is not a violation of its use.

H. Engaging in the unlawful selling of a controlled substance or engaging in a
criminal law violation that constitutes a danger to other students or constitutes
an interference with school purposes and/or educational function.

L. Failing in a substantial number of instances to comply with directions of teachers

or other school personnel during any period of time when the student is properly
under their supervision.

J. Engaging in any activity forbidden by the laws of the State of Indiana that
interferes with school purposes or education function.

K. Violating or repeatedly violating any rules that are, in the opinion of the school
officials, necessary to carry out school purposes and /or educational function.

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 situation not related to a school purpose or educational function.

M. Engaging in any unlawful activity on or off school grounds if the unlawful

activity is considered by school officials to be an interference with school
purposes or educational function.
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P4530
Diocese of Fort Wayne-South Bend

Students

Disciplinary Review for Students (S . Exoulsi

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

1. An explanation 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 accusations before either: the principal, his or her designee, or impartial
tribunal established by the school’s administration for the purpose of making a
recommendation on the matter to the principal.

The principal (in consultation with the pastor in the case of an elementary school) shall
be responsible to make a final decision on all such matters, and the decision shall be
final and binding on all parties.

P2310
Diocese of Fort Wayne- South Bend

Community Relations

Parent/Legal Guardian Concerns Procedure

To facilitate and promote the orderly and efficient resolution of concerns, parents/legal
guardians wishing to address and /or question an academic area or situation 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 writing).

Step 2: Address the issue with the department chair.

Step 3: Address the issue with the Principal.

Step 4: Address the issue with the Pastor (elementary schools only).

Step 5: If the issue is not satisfactorily resolved, then the parent/guardian should
place his/her concerns in writing to the person involved and his/her supervisors (e.g.,
pastor and principal).

Step 6: Contact the Catholic Schools Office.

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

Recommended: February 12, 2020 Diocesan School Board Ratified: May 13, 2020 Diocesan Bishop
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Procedure for P4170
Disclosure of Educational Records

This information is designed to help principals in determining if and how educational records
may be released.
Definitions

I. Education Records

Education records are those official records, files, and data directly related to a student and
maintained by the school. Such records encompass all the material kept in the student’s
cumulative folder and include such information as general identifying data, records of
attendance, and of academic work completed, records of achievement, results of evaluative
tests, health data, disciplinary records, test protocols, and individualized education
programs. Education records are the property of the Diocese. Disclosure of education
records is governed by this policy.

II. Exclusions
Educational records do not include the following:

A. Data, which relates to a student or groups of students but by which the student(s)
cannot be identified.

B. Records kept in the sole possession of the maker and which are not accessible or
revealed to other persons. Such records may include grade books, notes on student
work, transcripts of interviews, counselors’ notes and memory aids.

C. Privileged school counselor communication made under IC 20-28-10-17 and
information required to be furnished to law enforcement or social service agencies
relating to suspected child abuse or neglect under IC 32- 11-1 et seq. and IC 31-33-5 et seq.

III. Parent

Parent is a parent of a student and includes a natural parent, a guardian, or an individual
acting as a parent in the absence of a parent or guardian. The term includes the custodial
and non-custodial parent of a student.

IV. Student
A student is any individual who is or has been in attendance at a Diocesan school.

V. Eligible Student

Eligible student is a student who has reached eighteen (18) years of age or is attending a
post-secondary education institution.
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VI. Disclosure
Disclosure is to permit access to, release of, or communication of, education records to any
party by any means, including oral, written, or electronic means.

VII. Personally Identifiable Information
Personally identifiable information is information by which it is possible to identify a
student with reasonable certainty including, but not limited to, the following:

A. The name of a student, a student’s parent, or any other family member.
B. The address of the student or student’s family.

C. A personal identifier such as a student’s social security number, student number, or
biometric number.

D. A list of personal characteristics, including disability designation.

E. Other, indirect identifiers, such as the student’s date of birth, place of birth, and
mother’s maiden name.

F. Other information that, alone or in combination, is linked or linkable to a specific
student that would allow a reasonable person in the school community, who does not
have personal knowledge of the relevant circumstances, to identify the student with
reasonable certainty.

VIII. Rights of a Parent and Eligible Student

A. Rights of a Parent

The rights of a parent under this policy shall be given to either parent, including a
custodial and non-custodial parent, unless the school corporation has been provided
with evidence of a court order or other legally binding document relating to such
matters as divorce, separation, or custody that specifically revokes these rights.

B. Rights of an Eligible Student

The rights afforded to a parent under this policy shall transfer to a student when the
student becomes an eligible student, as defined in this policy, unless the student has
been adjudicated incompetent by a court of competent jurisdiction or the type and
severity of the student’s disabling condition would make a transfer inappropriate.

IX. Custody and Protection of Education Records
A. Place Records are Kept

Education records will generally be kept in the files of the school in which the student is
currently enrolled.

B. Control of the Records

Education records shall be under the immediate control of the principal of the school.
The principal shall be responsible for carrying out this policy.
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C. Record of Access to Education Records

Each individual student cumulative folder, and each student record maintained
separately from the folder, shall contain a written form on which the school shall
maintain a record of any person who requests access, or accesses, a student’s
educational records, which includes:

1. The identity of such a person or persons.

2. The legitimate interest of such person or persons in requesting access to or accessing
the record.

No such record need be kept when the disclosure was to a parent or eligible student,
school staff members with legitimate educational interests or an authorized party
seeking directory information.

X. Access to Education Records

A. Right of Access

A parent, a student, or an eligible student has the right to inspect and review the
education records of such students or any part thereof. A representative of the parent or
eligible student may also inspect and review such student’s education records upon the
written consent of the parent or eligible student, if authorized by the school.

B. Manner of Exercising Such Rights

Such right shall be exercised through written requests submitted to the school’s
principal which specify the specific education records which the parent, student, or
eligible students wish to inspect or examine. In the event the principal cannot
determine the exact records as described, the principal or designee shall immediately
contact the parent, student, or eligible student by letter or otherwise, to determine the
desired scope of education records to be inspected.

Compliance with all requests to access education records will occur without
unnecessary delay and in no case more than forty-five (45) days after a request has
been made. If requested, a parent or eligible student must be given access to the
student’s pertinent education records before any meeting regarding an individualized
education program or pending disciplinary hearing.

All inspections of education records shall be made during regular business hours.

C. Records Involving More Than One Student

Where the records that are requested include information concerning more than one
student, the parent, student, or eligible student shall either receive for examination that
part of the record pertaining to the student or the parent of the student making the
request, or where this cannot reasonably be done, be informed of the contents of the
part of the record pertaining to the student or the parent of the student making the
request.

XI. Disclosure of Educational Records to Third Parties
A. Disclosure Without the Consent of the Parent of Eligible Student

The education records of any student shall be available to the following persons, or in
the following situations, without the consent of the parent or eligible student.
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1. School officials within the school or Office of Catholic Education who, as determined
by diocesan policy, have legitimate educational interests regarding the student. The
criteria for determining who is a school official and what is a legitimate educational
interest are as follows:

School Official - A “school official” is any person in the Office of Catholic Education,
or the school where the student (whose educational records are at issue) is attending,
or has attended, who holds a position that involves 1) administering the school
attended by that student, or several schools, including the school attended by that
student; 2) teaching at a school attended by that student; or 3) providing guidance or
counseling services to students at the school attended by that student.

Legitimate Educational Interest -- A “legitimate educational interest” is an interest in
viewing a student’s educational records relating to: 1) the student’s academic history
and performance; 2) the student’s disciplinary history; 3) obtaining information
relating to guidance counseling or providing academic, personal, or other guidance
to the student; and 4) the administration of the school attended by that student or
Diocesan schools in general.

2. Officials of another school, school corporation, or institution of post- secondary
education where the student seeks or intends to enroll. The parent or eligible student
will be notified of the disclosure of educational records to another school, school
corporation, or institution of post-secondary education where the student seeks to
attend or enroll. The parent or eligible student may receive a copy of the record that
was disclosed upon request. The parent or eligible student will be given an
opportunity for a hearing upon written request.

3. Officials of another school, school corporation, or educational agency where the
student is enrolled or receiving services. The parent or eligible student will not be
notified of the disclosures of educational records to another school, school
corporation, or educational agency where the student is receiving services. The
parent or eligible student may receive a copy of the record that was disclosed upon
request. The parent or eligible student will be given the opportunity for a hearing
upon request.

4. Authorized representatives of the Comptroller General of the United States, the
Secretary of the Department of Education, State or local educational authorities (for
purposes of audits of state and /or federally-funded education programs and
compliance with state or federal requirements), and authorized representatives of
the Attorney General (for law enforcement purposes), provided, however, that
except where collection of personally identifiable data is specifically authorized by
federal law, any data or copies collected by such officials shall be protected in a
manner which will not permit the personal identification of students and their
parents by persons other than those officials, and such personally identifiable data
shall be destroyed when no longer needed for such audit, evaluation, and
enforcement of state or federal legal requirements.

5. To appropriate persons in connection with a student’s application for, and receipt of
financial aid.

6. To state and local officials to whom such information is required to be disclosed by
state statute adopted within a certain time frame.
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7. Organizations conducting studies for, or on behalf of, the Diocesan School System
for the purpose of developing, validating, or administering predictive tests, and
improving instruction.

8. Accrediting organizations in order to carry out their accrediting functions.

9. Parents of a dependent student, as defined in Section 152 of the Internal Revenue
Code of 1986.

10. Appropriate state or local officials in a health or safety emergency where such
officials need the information immediately to deal with a serious threat to the health
and safety of students or other persons.

11. Where such information is furnished in compliance with a judicial order or pursuant
to any lawfully issued subpoena, upon the condition, however, that, unless the order
or subpoena requires that the content of the order or subpoena and the information
disclosed in response not be disclosed, a parent or eligible student is notified of all
such orders or subpoenas as soon as reasonably possible after they are received, and
in any event no less than twenty-four (24) hours before disclosure.

12. Where such information is furnished pursuant to a court order obtained by the
Attorney General or the Attorney General's designee relative to the investigation
and prosecution of terrorism.

13. To the extent they contain information provided to the school pursuant to Section
170101 of the Violent Crime Control and Law Enforcement Act of 1994 concerning
registered sex offenders.

14. To the extent the information is “directory information;”

15. In a legal action involving the school and parent(s) or eligible student(s) if such
records are relevant for the school to either proceed with the legal action, or defend
itself in the legal action; and

16. Any other situation in which such disclosure is permitted by federal, state or local

laws or regulations.

B. Disclosure with Consent

Education records may be furnished to any other person only with the written consent
of the parent or eligible student.

Such written consent shall specify the records to be released, the reasons the records are
to be released, and to whom. To the extent reasonably possible, the school shall release
information to persons on the condition that such persons will maintain the
confidentiality of the information and will not reveal or disseminate the information to
other people.

XII. Copies of Education Records
Copies of education records may be provided to a parent or eligible student at no charge
where such person is unable because of distance or other valid reason to personally inspect
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and review the education record. Fees for all other copies shall be assessed by the principal
or the principal’'s designee.

XIII. Non-custodial Parent Access to Student Records

In accordance with I.C. § 20-33-7-2, upon request and unless prohibited by the court, the
schools shall provide custodial and non-custodial parents equal access to student education
records. A non-custodial parent may not be allowed access to records only where (1) a

court has issued an order limiting the non-custodial parent’s access, and (2) the school has
received a copy of the court order, or has actual knowledge of the court order.

XIV. Procedure for Inspecting and Reviewing Education Records

A parent/guardian/individual acting as a parent/eligible student may inspect or review
the student’s education records through a written request submitted to the school’s
principal which specifies the specific education 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 acting as a
parent/eligible student by letter or otherwise to determine the desired scope of education
records to be inspected.

Compliance with all requests to access education records will occur without unnecessary
delay, and in no case, more than 45 days after a request has been made. If requested, a
parent/guardian/individual acting as a parent/eligible student must be given access to the
student’s pertinent education records before any meeting regarding an individualized
education program or pending disciplinary hearing.

All inspections of education records shall be made during regular business hours.

XV. Procedure for Requesting Amendment of Educational Records

In the event that a parent/guardian/individual acting as a parent/eligible student believes
that information in the student’s education records is inaccurate, misleading, or in violation
of the student’s rights of privacy or other rights, he/she may submit a written request to

the principal for amendment of such records.

The school shall decide whether to amend the records as requested within a reasonable
time after it receives the request.

If the school decides not to amend the record as requested, it shall inform the
parent/guardian/individual acting as a parent/eligible student of its decision and his/her
right to a hearing.

A parent/guardian/individual acting as a parent/eligible student may request a hearing
regarding amendment of the student’s education record in writing to the school principal.

XVI. Disclosure of Education Records to School Officials

The school may disclose students’ education records to school officials, including teachers,
who are determined to have a legitimate educational interest in the records without prior
consent from the parent/guardian/individual acting as a parent/eligible student.

The school considers the following criteria in determining who constitutes a school official:
A “school official” is any person in the Office of Catholic Education, or the school where

the student (whose educational records are at issue) is attending, or has attended, who
holds a position that involves 1) administering the school attended by that student, or
several schools, including the school attended by that student; 2) teaching at a school
attended by that student; or 3) providing guidance or counseling services to students at the
school attended by that student.
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The school utilizes the following criteria for determining what constitutes a legitimate
educational interest: A “legitimate educational interest” is an interest in viewing a student’s
educational records relating to: 1) the student’s academic history and performance; 2) the
student’s disciplinary history; 3) obtaining information relating to guidance counseling or
providing academic, personal, or other guidance to the student; and 4) the administration
of the school attended by that student or Diocesan schools in general.

Recommended: May 17, 2022 Diocesan School Board Ratified: August 9, 2022 Diocesan Bishop

P4410

Diocese of Fort Wayne-South Bend

Students

Pastoral Response to Student Pregnancy, Abortion, and Marriage

The teachings and traditions 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 conception until 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 action shall be taken:

A. The pastor and principal should meet with both parties, the male and female,

and their parents/guardians to investigate the situation and to assure them, if
necessary, that the young people involved will be provided with the opportunity
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to complete his/her education in the Catholic school without interruption.

B. Both parties, 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 sanctity
of human life from the first moment of conception.

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 administration, after consultation with the school’s
pastor/designated priest, will decide whether any sanctions are to be imposed
on the students. Because of the public nature of the situation and the Catholic
identity of the school, the principal, in consultation with the pastor, reserves the
right to undertake whatever additional action(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 conception until 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 putative father of an unborn or already-born child, the principal
will conduct initial, confidential meeting(s) inviting:

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 meeting is to investigate and, if necessary, to assure the parties
involved that the student(s) will be provided the opportunity to complete his/her
education in the Catholic school without interruption and also to emphasize the
Church’s teaching on the sanctity of human life.

In order to continue his/her education at a diocesan high school, a pregnant student
and/or a putative father and the respective parents/guardians must agree to:

A. secure continued professional prenatal /childrearing care and/or adoption
alternatives 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 school's pastor/designated priest must approve all such
professional assistance.)

The school’s administration, after consultation with the school’s pastor/designated
Priest will decide whether any sanctions are to be imposed on the students. Because
of the public nature of the situation and the Catholic identity of the school, the
principal, in consultation with the priest(s) assigned to the high school, reserves the
right to undertake whatever additional action(s) seem appropriate for the well-being
of the student(s) involved and the school as a whole.

I1I. Abortion

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 conception until natural death.
The Catholic Church views abortion as a grave violation 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 information becomes available to any Catholic school personnel
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that a student enrolled in a diocesan school is contemplating abortion, has obtained
a completed abortion, or has aided or induced another person in any manner
whatsoever in procuring an abortion, the following steps shall be taken:

A. The so informed school personnel must notify the Principal, who, in turn must

notify the Superintendent of Schools.

B. A confidential meeting shall be held with the student(s) and parent(s) or
guardian(s) involved, the pastor/chaplain and pastoral minister (high school),

and Superintendent of Schools or his/her representative.

C. The confidential meeting shall seek to ascertain the facts relevant to the
contemplation of, aid or inducement for, or commission of an abortion and to
provide the appropriate pastoral assistance.

D. Both parties, 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 affirmation of the teaching of the Catholic Church on the sanctity
of human life from the first moment of conception.

E. Because of the gravity of the situation, the Catholic identity of the school, and the
concern for the school as a whole, a course of action 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 continuing his/her education in a
diocesan school.

c¢) The school’s principal, in consultation with the pastor/chaplain will make a
recommendation to the Superintendent of Schools regarding whether any
sanctions should be imposed on the student(s).

The Superintendent of Schools will present the principal’s recommendation, along
with his/her recommendation, to the Bishop. The Bishop will make the final
decision.

IV. Marriage

The school administration will defer the decision regarding the disposition and
continued enrollment of any student entered into marriage to the Secretary for
Catholic Education or a delegate of the Bishop.

See mandatory reporting requirements in Policy 4510 - Parent/Student Handbook.

Recommended: May 17, 2022 Diocesan School Board  Ratified: August 9, 2022 Diocesan Bishop
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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 manifestation of character weakness. Persons afflicted
with this disease are entitled 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 time the underlying problem

and treatment options will be explored, as appropriate. The principal reserves the right
to require that a student see a substance abuse counselor for an evaluation at the
parent/guardian(‘s) expense, and to require that recommendations for treatment be
implemented and followed by the student as a condition for the student’s continued
enrollment in the school. Should the student or the student's parent(s)/legal guardian(s)
refuse to cooperate, the principal after consultation with the pastor may require the
student to withdraw from school and/or the principal may contact the Department of
Child Services.

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

Recommended: May 17, 2022 Diocesan School Board Ratified: August 9, 2022 Diocesan Bishop

P4580

Diocese of Fort Wayne-South Bend
Students
Harassment Prohibition

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, national 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 violation of this policy for any employee of the Catholic schools to harass a
student through conduct or communications of a sexual nature as defined in Section | of
the Procedure to this policy or on any other impermissible grounds described in Section
Il of the Procedure to this policy. It shall also be a violation of this policy for any student
to harass another student or employee, through conduct or communication of a sexual
nature as defined in Section | of the Procedure and on any other impermissible grounds
as described in Section Il of this Procedure. (For harassment against 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 authorities.

See Procedure to P4580

See P3630-Legal Issues: Harassment Prohibition (Personnel)
See forms to report harassment in School Administrative Handbook
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Recommended: May 17, 2022 Diocesan School Board  Ratified: August 9, 2022 Diocesan Bishop

Procedure for Policy 4580

Harassment Prohibition

This policy and procedure covers situations in which a student claims to be the victim of
harassment (see Policy 3630 and accompanying Procedure relating to employees who claim to
be victims).

|. 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 victim’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.

Il. Other Forms of Harassment

A. Harassment may be based on any lawfully protected characteristic, including race,
color, religion, national origin, age, disability, or other protected characteristics.
Harassment may be based on any other personal trait or characteristic, whether or not
obvious or readily discernible. 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 written
comments, insults or jokes, regardless of whether the targeted person is present,
physical gestures or inappropriate touching, and bullying. 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.

11l. Complaint Procedures for Students Regarding any form of Harassment

A. Students and/or their parents/guardians may bring a harassment complaint by
notifying 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 ensure that the complaint procedure explained
below in Section Ill, C is followed.

B. The right of confidentiality, both of the complainant and of the accused, will be
respected consistent with the school’s legal obligations and the necessity to

investigate allegations of misconduct and to take reasonable and appropriate action

if warranted.

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

2. The principal should determine if the allegations in the report and the information
readily available appears to meet the definition of harassment as given under
Section | or Il, respectively.

a. If the information received or discovered, at any stage of the investigation, gives
the recipient reason to believe that an alleged victim is a victim of child abuse or
neglect as defined by law, the matter must also be handled according to the child
Abuse Reporting Policy 3610;

b. If the allegations and information initially appear to constitute harassment, the
principal shall take the following steps:
(1) Complete the Investigative Report of Alleged Harassment;

(2) Conduct any necessary follow-up, gather additional information, conduct
interviews with any students or staff having information, and gather
witnesses who have knowledge of the situation;

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

3. The principal who receives a written report of harassment shall immediately review
the report and information readily available and should consult with the
superintendent;

4. The principal is responsible for the decision in the matter but may establish a
Discipline Board to assist. The report and results of the investigation will be utilized
by the school to:

a. determine appropriate disciplinary action;
b. determine need for counseling referral; and,

c. determine who will be responsible for continued monitoring and appropriate
follow-up of the situation.

IV. Sanctions for Misconduct

A substantiated charge against an employee or student in the school shall subject that
employee or student to such disciplinary action that the pastor/principal determines
necessary consistent with Diocesan Policy and/or the school disciplinary policy.

V. False Reporting

Any person who knowingly files false charges of harassment against an employee or a
student in an attempt to demean, harass, abuse, or embarrass that individual may be
subject to appropriate disciplinary action.

Recommended: May 17, 2022 Diocesan School Board  Ratified: August 9, 2022 Diocesan Bishop
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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 time 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,
backpacks, 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
inspection is effective at all times while the student is on school premises or at a
school-sponsored event.

1. 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 education and athletic dressing rooms, industrial education classrooms, and
art classrooms are the property of the 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 education function, 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 inspection and maintenance of school lockers.

IIl. Vehicles

Parking facilities 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 facilities 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 violation 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 17, 2022 Diocesan School Board Ratified: August 9, 2022 Diocesan Bishop
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P4610
Di f Fort Wayn h Ben

Students
—EI T f Students’ Rigl

I. Inspection by Parents/Guardians of Instructional Materials

The parent or guardian of a student enrolled in a school within the Diocese of Fort
WayneSouth Bend, who is to take part in an applicable program funded by the
United States Department of Education, shall be entitled to inspect all instructional
materials which will be used in connection with any survey, analysis, or evaluation
taken as a part of that program.

1. Limits on Survey, Analysis, or Evaluation

No student shall be required as part of any applicable program funded by the
United States Department of Education, to submit to a survey, analysis, or
evaluation that reveals information concerning the following without the prior
consent of the student (if an adult or emancipated minor) or, if an unemancipated
minor, without the written consent of the parent:

A. Political affiliations or beliefs of the student or the student's parent;

B. Mental and psychological problems of the student or the student's family;
C. Sex behavior or attitudes;

D. lllegal, antisocial, self incriminating or demeaning behavior;

E. Critical appraisals of other individuals with whom students have close family
relationships;

F. Legally recognized privileged and analogous relationships, such as those of
lawyers, physicians, and ministers;

G. Religious practices, affiliations, or beliefs of the student or student's parent; or

E. Income (other than that required by law to determine eligibility for participation
in a program or for receiving financial assistance under such a program).

Ill. Other Surveys, Analyses, Examinations

A. Rights Regarding Third Party Surveys

Parents/Guardians of Diocesan Students have the right, upon request, to inspect
a survey created by a third party before the survey is administered or distributed
to students. Requests to inspect a third party survey should be made in writing
to the school principal. The principal will arrange for the parent/guardian to
inspect the survey at the school during regular school hours. A parent/guardian
will be granted access to a survey within a reasonable time period after his/her
request as determined by the individual circumstances. The principal will

attempt to grant access within thirty (30) days, but circumstances may dictate a
lesser or greater response time.

B. Third Party Surveys Seeking Sensitive Information

Generally, the Diocesan schools do not administer or distribute third party
(non-diocesan related) surveys to students seeking information on one or more of
the following items:

i. Political affiliations or beliefs of the student or the student's parents.

ii. Mental or psychological problems of the student or the student's family.

iii. Sex behavior or attitudes.
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iv. lllegal, antisocial, self incriminating or demeaning behavior.

v. Critical appraisals of other individuals with whom students have close
family relationships.

vi. Legally recognized privileged or analogous relationships, such as those of
lawyers, physicians, and ministers.

vii. Religious practices, affiliations, or beliefs of the student or the student's
parent.

viii. Income (other than that required by law to determine eligibility for
participation in a program or for receiving financial assistance under such
program).

To the extent any Diocesan school employee or official seeks to administer or
distribute such a survey, he/she must obtain express permission from the
Superintendent. In the event such a survey is administered to students, the
school will consult with the pastor and provide advance notice of the survey to
parents which will include arrangements to protect student privacy, including
the right of parents/guardians to inspect, upon request, such a survey. The
procedures for such a request will be the same as those described in lll (A).

C. Rights Regarding Instructional Materials

Parents/Guardians of Diocesan students have the right to inspect, upon request,
any instructional material used as part of the educational curriculum for the
student. The procedures for requesting inspection are the same as those
described above in Il (A).

D. Information Regarding Physical Examinations

The schools provide parents/ guardians with advance notice of administering
physical or psychological examinations or screenings to students.

E. Third Party Surveys for Purposes of Marketing or Selling

Generally, the Diocesan schools do not administer or distribute surveys to
students that involve the collection, disclosure or use of personal information

(meaning individually identifiable information, including the student's or

parent's first or last name, address, phone number, or social security number) for
the purpose of marketing or for selling such information. If a Diocesan school
employee seeks to administer or distribute such a survey, he/she must obtain
express permission from the Superintendent. In the event such a survey is
administered to Diocesan students, advance notice of the survey will be provided
to parents/guardians including arrangements by the school to protect student
privacy.

Subpart E does not apply to collection, disclosure or use of personal information
collected from students for the exclusive purpose of developing, evaluating, or
providing educational products or services for, or to, students or educational
institutions, such as the following:

i. College or other postsecondary education recruitment or military
recruitment.

ii. Book clubs, magazines and programs providing access to low cost literary
products.

iii. Curriculum and instructional materials used by elementary and
secondary schools.

iv. Tests and assessments used by elementary schools and secondary schools
to provide cognitive, evaluative, diagnostic, clinical, aptitude or

achievement information about students (or to generate other statically

useful data for the purpose of securing such tests and assessments) and

the subsequent analysis and public release of the aggregate data from such
tests and assessments.

v. The sale by students of products or services to raise funds for school
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related or education related activities.

vi. Student recognition programs.

F. In the event a survey described in subpart E is administered or distributed,
parent/guardians have the right, upon request, to inspect any instrument used in
the collection of personal information (as defined in subpart E) before the
instrument is administered or distributed to a student. The procedures for
requesting inspection are the same as those described in 111 (A) above.

Reference to the above policies (subparts A through F) shall be provided to parents
at least annually at the beginning of the school year as part of the school handbook.
If substantive changes are made to any of the policies during the school year, parents
shall be notified of such changes within a reasonable period of time.

IV. Activities Requiring Notification

A. Third Party Surveys for Purposes of Marketing or Selling

Generally, the Diocesan schools do not participate in activities involving the
collection, disclosure, or use of personal information collected from students for
the purpose of marketing or for selling that information (or otherwise providing
that information to others for that purpose) (See part IlI(E) above). In the event a
Diocesan school engages in such activities, it shall provide advance notice of
those activities to parents/guardians. If such activities are planned by the
beginning of the school year, parents/guardians will be notified of the specific or
approximate dates for those activities at that time. If such activities are not
planned until after the school year has begun, the school will give
parent/guardians reasonable advance written notice of the specific or
approximate dates when the activities are scheduled or expected to be scheduled.

B. Third Party Surveys Seeking Sensitive Information

Generally, the Diocesan schools do not administer third party surveys
seeking information on one or more of the items described in Il (B). In the
event such a survey is administered, advance notice of the survey will be
provided using the same procedures described in Il (A).

C. NonEmergency Invasive Physical Examinations

Generally, the Diocesan schools do not administer non emergency invasive
physical examinations or screenings that are: 1) required as a condition of
attendance; 2) administered by the school and scheduled by the school in
advance; and 3) not necessary to protect the immediate health and safety of the
student or of other students (an invasive physical examination means a medical
examination that involves the exposure of private body parts or any act during
such examination that includes incision, insertion or injection into the body, but
does not include a hearing, vision or scoliosis screening). In the event such a
physical examination or screening is administered, advance notice of the
examination or screening shall be provided using the same procedures described
in IV (A) above. The notice procedures do not apply to any physical examination
or screening that is permitted or required by an applicable state law, including
those that are permitted without parental notification.

In the event that any of the activities described in part 1V, subparts A through C
occur, the school will, in advance, offer parents/guardians the opportunity to opt
their students out of participation in the activity.

V. Student Rights

The parent/guardian rights described in this policy transfer to the student when the
student turns eighteen (18) years old or becomes an emancipated minor, under
applicable state law, at any age.

Recommended: May 17, 2022 Diocesan School Board  Ratified: August 9, 2022 Diocesan Bishop
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P4620

Diocese of Fort Wayne-South Bend

Students
Diocesan Internet Acceptable Use Policy

|. Background

The Internet is an “electronic highway” connecting 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 international collection 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 collaborative project involving the
school and a local Internet Service Provider. Our goal in providing this service to
teachers and students is to promote educational excellence by facilitating resource
sharing, innovation and communication.

Electronic information research skills are now fundamental to the preparation of
citizens and future employees during an Age of Information. It is expected that staff
will blend thoughtful use of such information 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 motivation for increasing reading and writing skills. It is a
resource for information and for classroom research projects and other studies
related to the curriculum. It provides communication 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.

Il. School’'s Responsibility

The diocesan Catholic schools will employ the diocesan policy stating the

Acceptable Use of the Internet in the school and utilize written Internet User
andPermission Agreements. Each student, parent /guardian, and teacher shall sign
the annual written agreements. They outline the agreed to terms and conditions 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 penalties for
violations of the policy, including security violations 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 education and research and consistent
with the purposes and Christian 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.

Communications on the network are often public in nature. General school rules for
behavior and communications 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 after they agree to act in a
Christian, considerate and responsible manner.

Independent student use of telecommunications and electronic information
resources will be permitted upon submission of permission forms that include
guidelines for the student’s responsibilities. 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 administration,

faculty, and staff of the school may request the principal to deny, revoke, or suspend
specific user accounts when violations occur.

The school is not liable for information stored on school diskettes, hard drives or
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servers; for information retrieved through school computers, networks, or on-line
resources; for personal property used to access school corporation computers,
networks, or on-line resources; or for unauthorized financial obligations resulting

from use of Diocesan resources and accounts to access the Internet.

I1l. Acceptable Use

The use of the Internet and related technologies must be in support of education and
research and consistent with the educational objectives, purposes, and mission of the
Catholic schools. Use of other organizations’ networks or computing resources must
comply with the rules appropriate for these networks.

Individual users of the computer networks are responsible for their behavior and
communications over those networks. It is imperative 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 communications 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 etiquette is followed.

IV. Unacceptable Use

The use of the Internet connection in the school is a privilege, not a right, and
inappropriate use will result in a cancellation of those privileges. The Catholic
school administrators will deem what is appropriate and inappropriate, and their
decision is final. The following are not permitted:

A. Accessing, uploading, downloading, or distributing, immoral, pornographic,
obscene, or sexually explicit materials.

B. Sending or displaying unchristian, immoral, offensive, violent, pornographic,
obscene or sexually explicit messages or pictures.

C. Using violent, abusive, obscene or sexually explicit language.
D. Harassing, insulting, or attacking others.

E. Damaging computers, computer systems, or computer networks or attempting
to harm or destroy data of another user.

F. Violating copyright laws.

G. Unauthorized use of another’s password.

H. Trespassing in others’ folders, work, or files.

I. Intentionally wasting resources.

J. Employing the network for commercial purposes

K. Downloading or transmission of any material in violation of any federal, state or
local law, regulation, rule or ordinance.Additionally, malicious use of the

network to develop programs that harass other users or infiltrate a computer or
computing system and/or damages the software components of a computer or
computing system is prohibited.

V. Consequences For Violations 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. Additional disciplinary action may be taken at the school in accordance
with existing disciplinary practice 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.
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Outside of school, families must bear responsibility for such guidance as they also
must with information sources such as television, telephones, movies, radio, and
other potentially 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 administration and teachers

believe that the benefits to students from access in the form of information resources
and opportunities for collaboration exceed the disadvantages. Parents/guardians
accept responsibility for guidance of Internet use, setting and conveying standards
for the child to follow when selecting, sharing or exploring information and media.
Parents/guardians will be responsible for any financial obligation 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 violations.
Parents/guardians will be notified that their children will be using school resources
and accounts to access the Internet. Parents/guardians have the option to request
alternative activities not requiring Internet access.

VII. School Professionals’ Responsibility

The students will, in most cases, be closely supervised during usage of the network.
Precaution 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 parental permission and have
submitted 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
telecommunications and electronic information 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 information
particularly suited to the learning objectives.

The smooth operation of the network relies upon the proper conduct of the ones
who use it. They must adhere to strict guidelines. These guidelines include the
responsibilities of not violating 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 educational value in the contexts of
the school setting and the school’s purpose and Christian mission. All diocesan
schools should take precautions to restrict access to controversial materials by using
special CIPA approved software.

All staff members are responsible for reporting any suspected incorrect usage of the
Internet to school authorities. School authorities reserve the right to inspect accounts
without notice, 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 Administrative Handbook.
See Policy 4630 — Student Use of Internet Off Campus

Recommended: May 17, 2022 Diocesan School Board Ratified: August 9, 2022 Diocesan Bishop
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P5430
Diocese of Fort Wayne - South Bend
Business and Non-Instructional Operations
Environmental Tobacco Smoke
All facilities (buildings which are enclosed) where pre-school, kindergarten, elementary,
and/or secondary education 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, including vaping, e-cigarettes, or chewing tobacco.
Recommended: May 11, 2023 Diocesan School Board Ratified: September 21, 2023 Diocesan Bishop
P1510

Diocese of Fort Wayne-South Bend

School Admini -

School Crisis Response Procedures

Each school shall meet State guidelines for school safety (plans and procedures).

I. Annually, each school shall establish, update, and implement an individual School
Crisis Plan, an individual School Reunification Plan, an individual School Indoor Air
Quality Plan, and an individual Seclusion and Restraint Plan.

Il. Evacuation and Reunification Procedures

It is the responsibility of the principal to see that all school personnel know what to
do in an emergency. In case of crisis, emergency procedures for evacuating the
school building and reunifying students with parents/guardians should be clearly
written and available to all personnel.

IIl. Communication Management

In times of emergency or crisis, the school principal shall immediately notify the
Catholic Schools Office as soon as possible. Emergency or crisis includes, but is not
limited to, life-threatening situations, matters of health and safety of students

and/or staff, and matters of potential lawsuit. The principal, in consultation with the
Catholic Schools Office, shall communicate the situation to the Diocesan Office of
Communications. Additionally, all plans relating to school safety shall contain
responsibilities and procedures for communicating, in time of crisis, to all additional
stakeholders as needed (parents, media, etc.)

See School Crisis Response Handbook.

Recommended: May 9, 2024 Diocesan School Board Ratified: July 1, 2024 Diocesan Bishop
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P4420

Diocese of Fort Wayne - South Bend
Students

Failure or Refusal of Parents/Guardians/Custodians to Participate in a Disciplinary Proceeding

The failure of parents/guardians/custodians to meaningfully participate in disciplinary proceedings
may be considered grounds for disciplinary actions up to and including expulsion. The failure of
parents/guardians/custodians to participate in diocesan or school discipline proceedings concerning
their student’s improper behavior or delinquency, or if the behavior of the student has been repeatedly
disruptive in the school, may be considered educational neglect and the child may be considered a
“child in need of services” in accordance with 1.C. 31-34-1-7, and, in that case, the matter shall be
referred by the building level administrator to Department of Child Services or local office of juvenile
probation.

Recommended: May 17, 2022 Diocesan School Board
Ratified: August 9, 2022 Diocesan Bishop
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P4530

Diocese of Fort Wayne-South Bend
Students

D. . ]. B . E Sl 1 I [S . E ] . ]

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

1. An explanation 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 accusations
before either: the principal, his or her designee, or an impartial tribunal established by the school’s
administration for the purpose of making a recommendation on the matter to the principal.

The principal (in consultation with the pastor in the case of an elementary school) shall be responsible to
make a final decision on all such matters, and the decision shall be final and binding on all parties.

Recommended: May 17, 2022 Diocesan School Board

Ratified: August 9, 2022 Diocesan Bishop

P4510

Diocese of Fort Wayne - South Bend
Students

Parent*/Student Handbook

I. General Guidelines

Each school principal shall maintain a Parent/Student Handbook which reflects Catholic
philosophy and mission statement of the school and includes regulations regarding the health
and safety of each individual as well as the proper order of the school.

The contents of the Parent/Student Handbook shall be reviewed on an annual basis in
consultation with the School Board and with the approval of the pastor (in the case of an
elementary school). All locally developed policies must be consistent with the policies,
procedures, and guidelines established by the Diocese of Fort Wayne-South Bend.

The school principal shall:

A. Annually distribute a copy of the handbook (either hard copy or electronically) to each
student and a parent/legal guardian of each student (one copy per family).
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B. Request each student’s parent/legal guardian (and all students in grades 7 through 12), to
acknowledge in writing, on forms provided by the school and returned to the school office,
that the parent/legal guardian have a hardcopy or access to a digital copy of the handbook
and have reviewed its contents with the student. Such acknowledgement form shall also
provide notice that the failure of the parent, guardian, or student to sign or return the form
has no effect upon the applicability of the handbook’s provisions.

C. Provide an annual orientation of the rules to students.

D. Submit a copy of the handbook to the Catholic Schools Office annually. E. A hard copy of
the handbook must be kept in the school office for parent review. II. Contents of the

Parent/Student Handbook

A. At a minimum, the Parent/Student Handbook shall contain the following diocesan policies
in total:

1. Enrollment (P4010)

2. Attendance (P4040)
3. Grounds for Suspension or Expulsion of Students (PP4520)

4. Disciplinary Review for Students (suspension or expulsion) (P4530) 5.

Parent/Guardian Concerns Procedure (P2310)

B. The following diocesan policies, parts of diocesan policies, or references to diocesan policy
shall be included in the Parent/Student Handbook of each school:

1. Family Educational Rights and Privacy Act (P4170)

“A notice concerning parental access to educational records is available in the school
office which any parent or eligible student may review during regular business hours.”

2. Religious Issues (’4410)

“The teachings and traditions of the Catholic Church are the guiding principles of
behavior for all students while enrolled in a diocesan school.”

3. Failure or Refusal of Parent/Guardians/Custodians to Participate in a
Disciplinary Proceeding (P4420)

“The failure or refusal of parents/guardians/custodians to participate in diocesan or
school discipline proceedings concerning their student’s improper behavior may be
considered educational 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 matter shall be
referred to Child Protective Services.”

4. Student Accused of a Non-School Related Criminal Act (P4550)
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“When a student is accused of a non-school related criminal act, the school shall follow
diocesan policy.”

5. Gun-free Schools (P4560) “Students are prohibited from bringing a “firearm, destructive
device or deadly weapon to school or school functions. Further, students are prohibited
from possessing a firearm, destructive device or deadly weapon en route to or from
school or school activities, or on school property or at school activities. A violation of
this policy carries an automatic expulsion from school.” This penalty supersedes any
penalty which may be attributed by a local school discipline policy.

6. Substance Abuse (P4570)

“The school shall assist students experiencing substance abuse problems in accordance
with diocesan policy.”

7. Harassment Prohibition (P4580)
“The Diocese prohibits harassment and retains the right to address harassing behavior
through whatever means it determines are reasonable and appropriate.”

8. Student Locker and Vehicle Inspection (P4590)

“All students who enroll in a diocesan school must consent to the search of their
person and personal belongings, lockers, school desks, vehicles, etc., at any time and
for any reason consistent with diocesan policy.”

9. Surveys, Analyses, Examinations (P4610)

“Parents/guardians of diocesan students have the right, upon request, to inspect a
survey created by a third party before the survey is administered or distributed to
students. Requests to inspect a third party survey should be made in writing to the
school principal.”

10. Acceptable Use Policy (Internet) (P4620)

“The school shall follow the Diocesan Internet Policy. A copy of the policy is available
in the school office during business hours.”

11. Environmental Tobacco Smoke (P5000 Series)

“All facilities (buildings which are enclosed) where kindergarten, elementary, and/or
secondary education 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.”
(NOTE: A local policy may be more restrictive.)

12. Child Abuse Reporting

It is the policy of the Diocese of Fort Wayne-South Bend that all diocesan priests,
deacons and other personnel, lay and religious, paid and volunteer, must adhere to the
diocese’s various policies, procedures and guidelines designed to provide a safe
environment for children and young persons. All must report any suspected incident
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of the physical, mental, or sexual abuse or neglect of a child or young person to
appropriate civil and diocesan authorities consistent with the Diocesan Guidelines on
Reporting Incidents of Child Abuse or Neglect. All priests, deacons and other
personnel, employee and volunteer, are subject to and obligated by this policy.

13. School Choice Lottery process.
14. Seclusion and Restraint Plan

As of July 1, 2014, each school must adopt a seclusion and restraint plan that contains, at
a minimum, the elements listed in IC § 20-20- 40-13 (a) (2).

15. Handbooks shall contain a “right to amend” clause such as the following: The
principal/pastor reserves the right to amend this handbook at any time without
advance notice. Parents shall be given prompt notice of amendments.

16. Handbooks will be reviewed and revised, as necessary, annually.

* The term, “parent,” includes legal guardians.

See “Student and Parent Handbook Receipt Acknowledgment” form in the School
Administrative Handbook.

Recommended: May 17, 2022 Diocesan School Board
Ratified: August 9, 2022 Diocesan Bishop
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P2310

Diocese of Fort Wayne-South Bend
Community Relations
Parent/ILegal Guardian Concerns Procedure
To facilitate and promote the orderly and efficient resolution of concerns, parents/legal guardians
wishing to address and/or question an academic area or situation 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 with a face-to-face

meeting or professional letter and/or email. No communication should occur through
social media platforms.

Step 2: Addpress the issue with the department chair.

Step 3: Address the issue with the Principal.

Step 4: Addpress the issue with the Pastor (elementary schools only).

Step 5: If the issue is not satisfactorily resolved, then the parent/guardian should place his/her
concerns in writing to the person involved and his/her supervisors (e.g., pastor and
principal).

Step 6: Contact the Catholic Schools Office.

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

Recommended: February 20, 2025 Diocesan School Board
Ratified: June 17, 2025 Diocesan Bishop

P4650
Diocese of Fort Wayne - South Bend

Students

Dissemination of Immoral, Pornographic, Obscene or Sexually Explicit Materials to Minors
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II.

III.

Iv.

VL

VIL

Dissemination of Pornographic Materials

Knowingly or intentionally acquiring, sending, displaying, possessing, accessing, uploading,
downloading or distributing immoral, pornographic, obscene or sexually explicit materials,
message or pictures of individuals under the age of 18 through the use of written or printed
material, the Internet, digital or “PDA” device, cellular telephone or through the use of an
artificial intelligence medium is prohibited.

Dissemination Causing Harm to Others

Knowingly or intentionally acquiring, sending, displaying, possessing, accessing, uploading,
downloading or distributing immoral, pornographic, obscene or sexually explicit materials,
message or pictures of a student which causes, or in the opinion of the School administrators,
may cause, physical, mental or emotional harm of any nature to the student is prohibited.

On or Off-Campus Violations

A violation in I or II above shall be deemed to occur whether the prohibited conduct occurs on
school grounds or is found to have occurred off campus.

Notification to DCS or Local Law Enforcement

A principal having belief that a violation of #1 or #2 has occurred shall immediately report such
violation to the Indiana Department of Childhood Services and/or local law enforcement.

P4650

Diocese of Fort Wayne - South Bend

Notification to School Superintendent and Vicar General

For any violation that requires notification to local law enforcement or the Indiana Department of
Childhood Services, the Principal shall also notify the Superintendent of Schools after notice to
local law enforcement or the Indiana Department of Childhood Services. The Superintendent of
Schools shall notify the Vicar General.

Grounds for Expulsion

A knowing or intentional violation of item I or item II shall constitute grounds for expulsion from
school without the right of re-entry. Violation(s) that do not involve knowing or intentional
conduct shall result in discipline other than expulsion as determined by applicable Diocesan
Education Policy. Violations shall be subject to the hearing provisions of item VII below.

Student Hearing

The Principal of any high school (or Principal and pastor of any elementary school) shall have a
hearing conducted following a violation of item I or item II and before a final determination of
disciplinary measures is made. In such event, a hearing consisting of an impartial discipline
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VIIIL

IX.

70

advisory board committee established by the School’s administration shall be convened and, with
the student and his or her parent(s) / legal guardian(s) present, (i) be given an explanation of the
violation(s) and the underlying facts gathered which are pertinent to the violation(s); (ii) consider
such testimony or evidence presented by the student, his / her parent(s) / legal guardians or
such other individuals deemed necessary or beneficial by the discipline advisory board to
determine whether a violation of applicable School or Diocesan policy has occurred; and, if so (iii)
recommend to the Principal expulsion, suspension or such other discipline. If a determination is
made that a knowing or intentional violation of item I or item II has occurred, the
recommendation to the Principal shall be expulsion with no right of re-entry. The hearing
provided by this item VII shall be the only hearing afforded the student(s) and his or her
parent(s) or legal guardian(s).

P4650
Diocese of Fort Wayne - South Bend

Recommendation to Principal

The discipline advisory board which conducts the hearing pursuant to item VII shall make its
findings and recommendation(s) to the Principal. In the event the hearing involves a violation
involving items I or II above, and prior to making a final determination of disciplinary measures,
the high school Principal (or Principal and pastor of an elementary school), shall review the
findings and recommendation(s) with the Superintendent of Schools and such other individual or
individuals deemed appropriate by the Superintendent of Schools. The Principal (or Principal
and pastor of an elementary school) will then make the final determination of disciplinary
measures and shall notify the student and his or her parents / legal guardians of such
determination. The determination of the Principal (or Principal and pastor of an elementary
school) shall be final and not subject to any appeal.

Remedial Measures Pending Disciplinary Process

A Principal having reason to believe that a violation of applicable Diocesan
Education Policy has occurred may require in-home education for the student(s)
involved pending such fact gathering as deemed necessary, and completion of any
disciplinary review process pursuant to applicable Diocesan Education Policy.

Conflict with Other Policy

In the event of any conflict between this P4650 and other Diocesan Education
Policies not expressly set forth above, the provisions of this policy P4650 shall
control. This P4650 replaces the policy of Bishop Kevin Rhoades dated May 15,
2015.

Recommended: June __, 2026 Diocesan School Board
Ratified: July __, 2026 Diocesan Bishop
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Additional

Amendments:
e New-Pornography Policy-Letter from Bishop
e Nudify App
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https://drive.google.com/file/d/1xBszFry_yGdust1404vgv8cd7LV4IpYA/view?usp=sharing
https://www.bbc.com/news/articles/cgr58dlnne5o

Our Lady of Hungary School
735 W. Calvert, South Bend, IN 46613
Phone: 574-289-3272
FIELD TRIP PERMISSION FORM

Field Trips are privileges afforded to students; no student has the absolute right to a field trip.
Students may be denied participation if they fail to meet academic or behavioral requirements, or if
fees are owed to the school. The following Field Trip Permission Form MUST be signed by the
parent or guardian and given to their homeroom teacher. Students who fail to bring in this form will
not be allowed to participate in the field trip. Telephone calls or any other written note are not
acceptable - please refer to the School Handbook.

1/We, the parent(s)/guardian(s) of

son/daughter to participate in a field trip to:

request that the school allow my/our

Educational Purpose:

Date of Field Trip:

Departure from School: Arrival back to School:
Fee:

Other Information:

Administrator’s Signature Teacher’s Signature

We hereby release and save harmless Our Lady of Hungary School /Parish and any and all of its
employees from any and all liability for any and all harm arising to my/our son/daughter as a result
of this trip. In case of emergency, I give permission for (name of child)
_______________________________________ to be taken to a physician or hospital
by either a parent in charge or by school personnel. I understand that every effort will be made to
contact me.

Parent/Guardian Signature:

Student’s Name:

Medical Insurance Information:
Group/Company Insurance Company:
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Known Allergies /Allergic Reactions:

Other Pertinent Medical
Information

Mother’s Daytime #: _____________________
Father’s Daytime #: _ _____________________
Mother’s Cell Phone #:

Father’s Cell Phone #:

(Keep for emergency purposes.)
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TELECOMMUNICATIONS USE AGREEMENT
Telecommunications Use Agreement
Adapted from NCEA's Erom the Chalkboard to the Chatroom.

As a technology user, I agree to follow the rules and code of ethics in all of my work with computers
while attending Our Lady of Hungary School:

1. Irecognize that all technology users have the same right to use the equipment; therefore, I will
not use the technology resources for non-academic purposes. I will not waste or take supplies such
as paper, printer cartridges, flash drives, and discs that are provided by the school. When I am using
an electronic device, I will keep my work area clean and free of food and liquids.

2. Irecognize that software is protected by copyright laws; therefore, I will not make unauthorized
copies of software and I will not give, lend, or sell copies of software to others. I understand that I
will not be allowed to bring software applications, or games from home to be used on school
equipment without proof of licensure and prior approval of appropriate school personnel.

3. I'recognize that the work of all users is valuable; therefore, I will protect the privacy of others by
not trying to learn their password; I will not copy, change, read, or use files from another user
without prior permission from that user; I will not attempt to gain unauthorized access to system
programs for technology equipment; I will not use technology systems to disturb or harass other
technology users or use inappropriate language in my communications.

4. T will honor my school’s procedures for the storage of information. Irealize that after prior notice
has been given to me, files may be deleted from the system to protect the integrity of the network or
because of space limitations on the server.

5. Each student who received Internet access will be instructed in the proper use of the network.
The use of the Internet must be in support of education and research consistent with the
educational objectives of the school. Students using network resources must comply with the
appropriate rules for that network or resource.

6. As a user of a network, I will not use bulletin boards nor chat lines for personal use. In addition, I
will not reveal my personal information, home address, or personal phone number or those of
students, teachers, or other staff members. Transmission of any material in violation of any U.S. or
state regulation is prohibited. This includes, but is not limited to: copyrighted material, threatening
or obscene material, or material protected by trade secrets. The use of school computers and
networking resources for commercial activities is not permitted. Their use for product
advertisement or political lobbying is also prohibited.

7. Parents must realize that their students may encounter material on a network that they do not
consider appropriate (vulgar jokes, statements of belief that some might consider immoral, etc.) The
student is responsible for not pursuing material that could be considered offensive.

8. The use of school technology resources is a privilege, not a right, and inappropriate use will result
in the cancellation of these privileges. Vandalism or intentional modification of system settings will
result in cancellation of privileges and /or school disciplinary action. The school reserves the right
to seek financial restitution for any damage caused by a student or other user. The system
administrators will deem what is inappropriate use, and their decision is final. The administration,
faculty, and staff of the school may request that the system administrator deny, revoke, or suspend
specific user privileges. Violations of the rules and code of ethics described above will be dealt with
seriously.
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OUR LADY OF HUNGARY
CATHOLIC PARISH & SCHOOL

PHOTO-VIDEO RELEASE

To whom it may concern:

I hereby give permission for my son/daughter _________________________
photographed or videotaped at Our Lady of Hungary Catholic School. I realize that the photo may
be published in the newspaper, a magazine, the school website, the school Facebook® page, or
other publications. The video may be used for informational or educational purposes regarding the
programs or curriculum at Our Lady of Hungary Catholic School



OUR LADY OF HUNGARY
CATHOLIC PARISH & SCHOOL

Parent Covenant: Signature Page

By signing below we acknowledge that we have received a copy of Our Lady of Hungary school Handbook for
Students and Parents. We understand that the handbook contains

important information about the school, its administration, and about the educational and
disciplinary policies and procedures that the 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 the school by the school administration
and/or diocese. If we have any questions about the content of the handbook, we understand that
it is our obligation to ask questions for clarification. This acknowledgment is to be returned to
the school after being signed and dated. However, the failure to read the handbook or to sign or
return this acknowledgment shall not relieve us of the obligation to follow all rules and
guidelines that the school and the diocese establish or in any way impede or prevent the school
administration from operating the school consistent with those rules and guidelines.

I have read the Parent/Student Handbook and agree to follow the school policies

and procedures as stated. and following the three pillars Safe, Respect, Responsible and I am committed to my
responsibilities in bringing my student on time to school and maintaining good communication with administration
and teaching staff.

Family Name

Parent (Legal Guardian) signature Date

Parent (Legal Guardian) signature I Date

Student signature Date

Student signature pate
Student signature pate
Student signature pate

*Parents and students must both sign.
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SIGNED FORM DUE TO PRINCIPAL NO LATER THAN August 28
Failure to return will result in a delay of enrollment. Students will be in probationary enrollment if major issues in

behavior or violation of this school-parent partnership is in violation of this agreement.

SCHOOL PARTNERSHIP

Enrollment in Our Lady of Hungary School is subject to the approval of the Our Lady of Hungary
school leadership administrative team. In order to foster an environment that promotes the
optimum educational and spiritual development of the student, every parent/guardian of each
student is expected to act as a cooperative partner with the diocese and school and to comply with
all policies and rules that are established by the diocese and school. The school retains the right to
rescind approval for the enrollment of any student if it determines that there is a lack of cooperation
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, the school, other students attending the school, or the fulfillment
of the school’s mission.
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	The School Environment 
	The school does all that it can to ensure the school environment is favorable to children with asthma or allergies. As much as possible, the school does not use chemicals in science and art lessons that are potential triggers for children with asthma or allergies.  Our Lady of Hungary School makes no claim to be an allergen or peanut-free school.   
	Our Lady of Hungary School recognizes that life threatening food allergies are an important condition affecting many school children and positively welcomes all pupils with food allergies. In order to minimize the incidence of life threatening allergic reactions, Our Lady of Hungary School will maintain a system-wide procedure for addressing life threatening allergic reactions and maintain an Emergency Action Plan for any student(s) whose parent/guardian, and physicians have informed the school in writing that the student(s) has a potentially life threatening allergy.  Our Lady of Hungary School does not have a nurse on staff. 
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	Date of Field Trip:  
	 
	MEDICAL RELEASE FORM 

	 
	Current Medication(s):  _____________________________________________________ 
	 
	Mother’s Daytime #:  _____________________ 
	Father’s Daytime #:  _ _____________________ 
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