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Notre Dame is committed to provide your child with excellence in education, inspire strength of character and integrate the Catholic faith in his or her daily life.
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Notre Dame Mission Statement

Notre Dame Catholic School is a parish school that is a partnership of students, parents, faculty, and parishioners dedicated to achieving academic excellence, instilling solid moral values and integrating this knowledge with the teachings of Jesus, while providing responsible individuals for the Church and society.  Our school’s philosophy, curriculum, and practices promote moral integrity and quality Catholic education characterized by worship through celebration of school liturgies and prayer while leading students to find fulfillment in a life of service to others and a continuing love of learning.

Philosophy

Christian education is intended to make one's faith become living, conscious and active through the light of instruction. Notre Dame School provides the unique setting within which this ideal can be realized in the lives of our students. 

It is our mission to provide a strong foundation in the fundamentals of our Catholic faith through the teaching of Catholic Doctrine, actively belonging to a faith community and by encouraging and providing opportunities for service to others. 

"The teaching church calls upon each of us to have an active faith in God and His revealed truth." It is our role, along with the parents, the primary educators of the children, to develop and nurture a personal relationship with God through instruction in scripture, Catholic Doctrine, and regular participation in liturgical experiences. 

The formation of the children's faith is supported, affirmed and encouraged by their experience of community in our school and church. We are united and strengthened by a common religious conviction and hold a deep respect for the uniqueness of each child. In the safety of this loving environment, moral, ethical and spiritual values are strengthened. 

"The experience of Christian community leads naturally to service." By developing a sense of caring and by promoting respect and kindness to others, the children will be able to live as followers of Jesus. 

Guided by our Pastor, Father Keith McClellan, and supported by the parish family, the school aims to fulfill the charge of the National Conference of Catholic Bishops in their pastoral message on Catholic Education, To Teach as Jesus Did. "Catholic Education is an expression of the mission entrusted by Jesus to the Church He founded. Through education the Church seeks to prepare its members to proclaim the Good News and to translate this proclamation into action." 

Goals

· To provide a strong foundation in the fundamentals of our Catholic faith.

· To provide a learning environment that nurtures and promotes lifelong learning skills.

· To provide an environment that develops positive personal character and offers opportunities for enhanced self-esteem.

· To provide each student with the academic tools, social skills, and moral integrity needed to be successful in the next phase of education.

· To provide opportunities for students to integrate themselves successfully, making contributions to a diverse society, while maintaining individuality and respect for others.

· To provide a safe school environment that is free of drugs, violence and will offer a disciplined environment conducive to learning.

· To provide and promote partnerships that increase parental involvement and participation in promoting the social, emotional, and academic growth of each child.

DIOCESE OF GARY SCHOOLS’ MISSION STATEMENT

The Catholic Schools of the Diocese of Gary, following the command “TO TEACH AS JESUS DID,” are committed to the education MISSION of the Church.

Recognizing the cultural diversity of the people of our Diocese and the need to prepare our students to become globally responsible Christians in the Catholic tradition, we, as Church, work collaboratively to provide quality education for the total child in affirming school communities built on a foundation of Eucharist, prayer, and Gospel living.


To this end, our Catholic Schools are dedicated to:

· Creating and celebrating an understanding of the world in the light of the Gospel and Eucharist;

· Instilling the desire for Christian service to the community;

· Encouraging social responsibility in an effort to promote peace and justice;

· Developing a Christlike atmosphere of care and respect;

· Fostering self-esteem, leadership and person responsibility;

· Striving for academic excellence;

· Sharing with parents in the educational mission of the church.

OFFICIAL SCHOOL INSIGNIA

The school’s shield represents its history, our faith, our mission, and our future.  The Celtic Christians of Ireland first used the Celtic cross, and it is used to symbolize our Irish ancestry.  The fleur-de-lis is a stylized representation of the lily, a symbol of purity and a reference to the Virgin Mary, who we are named after as Notre Dame.  The triune representation symbolizes our partnership of faith, family, and school.  The tree of learning represents our dedication to academic excellence while integrating knowledge with the teachings of Jesus.  The Manus Dei, the hand of God, stands over the bell tower of Notre Dame to remind us that God’s presence is always with us.  The people holding hands remind us that we are responsible for ourselves, others, and our society both now and in the future.
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ARRIVAL AND DISMISSAL:

PROCEDURES FOR STUDENTS IN GRADES 1 - 8:

1. 
Drivers are asked to enter the north driveway from Moore Road then enter the south parking lot behind the gym.

2.
Students are to be dropped off in the rear of the building and enter through the east-side door.  DROP OFF/PICK-UP AREAS ARE CLEARLY MARKED.

3.
Drivers from Duneland Drive can enter directly into the rear parking area VIA the access road between the Parish Center and the school.

4.
ALL drivers will then exit onto Moore Road via the south gate behind the gym.  

5.
NO DRIVER SHOULD TURN AROUND IN THE BACK PARKING LOT FOR DEPARTURE.

6.
The street in front of the school should not be used as a parking or drop off/pick-up area. 

PROCEDURES FOR PRESCHOOL AND KINDERGARTEN STUDENTS:

1.
Students should be dropped off/picked-up by using the access road behind the Parish Center.

2.
If you only have a preschool or kindergarten child, then please use the U-shaped exit to get back to Thomas Burke Drive.

3.
If you have other children, please drop off or pick-up your younger children first and then merge into the traffic flow behind the gym.

Students will be allowed in the building at 8:10AM.  Students are to go directly to their homeroom when they enter the building.  School begins at 8:20AM.

Dismissal will be at 2:45 p.m. for grades K-4 & 3:00 for grades 5-8. 

If a parent wishes to come into the school building at the beginning of the day or the end of the day, please park in a parallel fashion at the back of the lot near the playground equipment.  

NO STUDENTS ARE ALLOWED IN THE PARKING LOT OR IN THE STREET

ASSESSMENTS
Grades
River Valley Software Grade Book program will be used by all teachers for the recording and reporting of all grades. 

Grading Scale

Grading Scale to be used for all students in Grades 1 - 8:

A = 93 - 100


B = 85 - 92

C = 75 - 84

D = 70 - 74


A+ = 100


B+ = 91 & 92

C+ = 83 & 84

D+ = 74

A- = 93 & 94


B- = 85 & 86

C- = 75 & 76

D- = 70

F = 69% or below

Effort and conduct grades for each subject:
4
Outstanding



3
Satisfactory



2
Needs Improvement


1
Unsatisfactory

Grading Scale to be used for all Kindergarten students:



4
Outstanding



3
Satisfactory



2
Needs Improvement


1
Below Grade Level


*
Adjusted Program


NA
Not Assessed

Honor Roll

Students in grades 5 – 8 are eligible for the honor roll with the following grades:

PRINCIPAL’S HONOR ROLL = All A’s in academic subjects.

A/B HONOR ROLL = A’s or B’s in academic subjects.

Students will not be eligible for either honor roll if they have earned a 2 or below in conduct for Music, Art, Spanish, Computer, and/or PE.  Students in grades 5 through 8 must have a B or better for the academic portion for Writing class.

Progress Reports
Midway through each marking period, a progress report is made available to parents using River Valley Grade Book program.  Hard copies will only be sent home to parents who request this format.  
Report Cards
The Diocese of Gary has mandated a Kindergarten report card and a report card used for all students in grades first through eighth.

Letter grades are given in all grades (and in all subjects, grades 1 - 8). Performance below 70% receives an “F”.  Spanish, Music, Art, Computer, Writing, and Physical Education grades will be letter grades.  

All grades are recorded and retained on RVS Grade book.  Report cards are made available to parents using River Valley Grade Book program at the end of each quarter.  Hard copies will only be sent home to parents who request this format.  A hard copy of the final report card which will indicate the next year’s grade placement and teacher’s signature will be distributed to the parents at the end of the school year.   A copy will be placed in the student’s permanent record folder.  

The school secretary will be responsible for the attendance and tardiness on report cards.

Testing Program
The schools in the Diocese of Gary will be administering the ISTEP+ testing program in grades 3 through 8.  This is the same testing program utilized by the State’s public schools. Notre Dame will test all students in grades 3 - 8.  Parents are notified of the results as soon as they are available.  The results of the above tests are kept in each child’s permanent record file. 

ATHLETICS:

MISSION STATEMENT

Athletics contributes to the overall education experiences by providing comprehensive and varied athletic programs to all students.  We embrace athletics as an educational experience that is an integral component of the academic mission.  We provide the necessary resources for our sports’ programs to assure equity and to promote and facilitate high levels of performance.  We expect our student athletes, coaches, and parents, as representatives of our school, to exhibit the highest ethical standards on and off the playing field.

PURPOSE

The purpose of school-sponsored athletic programs is to teach the skills of games, to foster healthy exercise, to teach fair play, and to give enjoyment to students.  Athletic programs which deny to certain students these opportunities or that exert undue pressures on students are inconsistent with these purposes.

School-sponsored athletic programs are part of the school program and are subject to policies of the pastor and the board as well as to the general administrative responsibilities of the principal of the school.

PHILOSOPHY

We believe that athletics is an essential part of the total educational program.  Athletic activities should fit harmoniously into the rest of the school program in which the student is of prime importance.  

We believe that the coaches of athletic activities must assume a major role in the development of athletes in their charge.  They should develop leadership, foster cooperation, and insist upon Christian behavior.

We believe that the athletic programs at Notre Dame should teach student/athletes lifelong skills that include goal setting, self-esteem building, discipline, positive work habits, camaraderie, and learning to work as a team for a common good.

GOALS 

      1.
To develop proper attitudes toward winning and losing, success and failure.

2.
To encourage and develop respect for fellow athletes whether they are teammates or members of the opposing team.

3.
To assure that the amount of time required for athletic participation does not interfere with academic success.

4.
To develop proper attitudes toward individual health habits, appearance on and off the field, and citizenship in and out of school.

5.
To provide a program at Notre Dame School that is composed of school teams and is offered for all students at Notre Dame.

6.
To bring out athletic talent of the students, build character, improve self-esteem through 
participation in sports activities and develop a positive Christian attitude.

7.
It is understood that the success of athletic programs and activities at Notre Dame require the cooperation of the pastor, principal, school board, athletic director, coaches, parents, and players.

CODE OF CONDUCT

A. 
No abusive language or actions.

B. 
Coaches shall make a concentrated effort to keep scores in any contest such that the opposing teams will not be embarrassed.

C. 
Coaches' actions shall be such that they promote good sportsmanship among everyone present.

D. 
Coaches shall always remember that their actions reflect on the reputation and good name of Notre Dame School.

E. 
Coaches shall treat all officials with respect.

F. 
It is strongly suggested that coaches know the rules of the game and do not dispute judgment calls.

G. 
Coaches shall treat their players with respect at all times.

H.
It is mandated that each player be given an adequate opportunity to participate.

I.
The coach will attempt to foster one’s self-esteem by putting student athletes in situations where they can contribute to the success of the team in order to preserve self-esteem.  

The coach is also responsible to see that:

A. 
Players do not use abusive language.

B. 
An athlete's actions shall be such that they promote good sportsmanship among everyone present.
C.
 An athlete shall always remember that his/her actions reflect on the reputation and good name of Notre Dame School.

D. 
Athletes shall treat all officials with respect.

E. 
Under no circumstances (in speech or actions) shall a player question an official's calls.

Therefore, the coach, along with the athletic director is responsible to see that:

A. 
Parents/fans and supporters of Notre Dame’s athletic program do not use abusive language directed at the referees, players and coaches from other teams.

B. 
Parents/fans and supporters of Notre Dame’s athletic team treat all officials with respect and refrain from criticizing officials during and after games.

C. 
Parents and fans are reminded that their actions reflect on the reputation and good name of Notre Dame School.

D.
The actions of parents and fans promote good sportsmanship among everyone present.

Notre Dame School is a member of the Parochial Athletic Conference.  The league consists of seven parochial schools from Michigan City, LaPorte & Chesterton.  Students in 5th through 8th grades are eligible to participate and are encouraged to play in at least one sport.

Students must have a complete physical examination and a written statement from a physician attesting that they are physically able to participate in the athletic program.  This must be submitted before participation in any practice sessions.



Fall


Winter


Spring



Volleyball (Girls)

Basketball 

Softball (Girls)



Soccer 



(Girls/Boys)

Track 



(Boys 5 - 8)


(5 - 8)


(Girls/Boys)










(5 - 8)





Cross Country (K-8)




Golf Club



(Girls/Boys)

ELIGIBILITY:

All students are encouraged to participate in sports if:

1. A yearly physical form is on file in the office prior to any participation.   (Practice or game)                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                 

2.  Student meets grade/conduct requirements:

A student receiving a grade of “F” in any subject on a progress report may not participate in athletics.  Progress reports displaying a grade of “F” affects eligibility immediately following grade distribution and continues for a period of one week.  At the end of that week’s ineligibility, the principal and appropriate teacher(s) will review the student’s grade.  At that time of review two things may occur:

The student’s grade is no longer an “F” resulting in reinstatement.

The student’s grade remains an “F” and therefore is reviewed on a week-to-week basis each Monday thereafter until reinstatement is possible.

A student receiving a grade of “F” on a report card cannot play athletics.  A report card displaying a grade of “F” affects eligibility the first Monday following the end of a marking period and continues until the next progress report.

3. The Principal will notify the parent/student/coach via an “Athletic Ineligibility” form.

4. The Principal will notify the student/parent/coach via an “Eligibility Reinstatement” form.                                              

NOTE:  The Principal, with the parents and student involved, may decide to allow the ineligible student to practice.

Students must be in school for the entire day if they wish to participate in any activity that takes place after school.  The Principal must approve exceptions to the rule.  Examples are medical and dental appointments for the time needed to be there.  Athletes who wish to be in the building after 3:00 p.m. must make special arrangements to have a teacher or coach present.

If there is no school there will be no athletic events.  If school is delayed or closed for any reason, you will be contacted by phone through a system called “Dial My Calls”.  This is a recorded message from the principal.  You may also find delay notices or cancellations on WEFM, Channel 16 and 22, or the Notre Dame website, www.notredameparish.net.
ATTENDANCE:

Regular attendance and punctuality are essential to ensure an effective learning environment and enable students to fully participate in the ongoing educational process. Moreover, punctuality forms life habits for work and family, which will benefit the student.
 

If a student needs to be absent from school, or tardy to school, the parent/guardian is asked to call the School Office (872-6216) by 9:00 a.m. each day the student will be absent from school. This requirement allows the school to assist with student safety.
 
If a student misses 25 days, or more, of school he/she will be retained in the present grade. Extenuating circumstances, such as serious illness or severe injury, will be considered. The Principal determines an extenuating circumstance.

 

Please, whenever possible, doctors’ appointments and dental appointments should be made after school hours. A meeting by a parent/guardian of a student accumulating more than five (5) absences per quarter, with the principal, is required procedure at Notre Dame School.
 

Upon return to school, following an absence, the student must present a written note, from the parent/guardian, giving reason for the absence.

If a student is absent from school for any part of the day, he/she is not permitted to practice, compete, perform, or attend any athletic contest, or activity that day.

 
Parents are asked to kindly remember that the overall school attendance (both absences and tardiness) does have an effect on our Indiana State Accreditation. This effect can be POSITIVE or NEGATIVE.

If a student is out of the building over two (2) hours of instructional time then the student is marked absent for a 1/2-day.  Also any student will be marked absent for ½ day if he/she leaves school to go to a doctor/dentist appointment and does not return to school after the appointment.  A note will be needed from the doctor’s office upon his/her return.  An exception to this rule occurs when a student has an appointment that takes them from school during the last period of the day.

Any 8th grade student visiting a high school will be granted an excused absence as long as notification has been given to the school’s office 24 hours in advance.  This will however count as an absence when considering Perfect Attendance.

An excused absence will be given to any student who serves as a Page for our Senators or Congressperson.  This will not count as an absence when considering Perfect Attendance.

Students absent from school for serious reasons (illness/death in the family/family emergency) will be given makeup work with an arranged time for it to be made up.  Students, who are absent because of a family vacation/personal reasons, must turn in makeup work the first day back to school if the student is to receive credit for doing it.

Parents are asked to use the vacation days during the school year that Notre Dame is off and not to take the students out of school on scheduled school days.  In the case of a dental appointment or any reason for early dismissal, the student must bring in a written excuse to the office by 8:15 a.m. granting permission for early release.  

When it becomes absolutely necessary to take your child/children out of school for a period of time and it has been approved by the principal, advanced work can be given at the discretion of the classroom teacher.  All work must be turned in when the student(s) returns to school.  If no permission was granted to miss school, all work missed would be graded as zeros as would work not turned in on time covering approved absences.  Zeros will be averaged in the student’s grades.  (They significantly lower a student’s grade average.)  

The principal must approve absences 7 days in advance of leaving outside of the regular school calendar.  Advanced work can only be given with a week’s notice and at the discretion of the classroom teacher.  If, after advanced work has been given, and it has not been turned in as agreed, further permission will not be given in the future for these type absences.  Missed work due to unauthorized vacations and/or personal business will be zeros.

Students who miss school must get an admit slip from the office before they will be allowed in class.  This will help the office keep track of excused and unexcused absences.

UNEXCUSED ABSENCES:

An unexcused absence is any absence other than personal illness, a death in the family, or appointment as a Page to the Indiana Legislature.  Notre Dame is part of the state’s Performance Based Accreditation policies and therefore must comply with the school attendance laws of the State of Indiana in order to retain our state accreditation from year to year.

TARDINESS:

When a student is late to class, he/she interrupts his/her teacher and the classmates.  Being in class on time is necessary for all students so that class may begin promptly without interruption.  When a student comes to school late, he/she must report to the office before entering the classroom.  

Excessive tardiness will result in disciplinary action that could include time after school, Saturday detention or suspension.

Our Home & School recognizes all students with perfect attendance each quarter.  In order to qualify for this, a student must be in attendance all day, every day without being tardy.
ACCREDITATION:
Notre Dame School is fully accredited by the State of Indiana.  Teachers are degreed and licensed in accordance with the Indiana Department of Education regulations.

AWARDS:
Our students are recognized throughout the year.  Following please find a listing of some of these awards:

Irish Helpers at Recess for students who have shown good sportsmanship, kindness, conflict management skills, and sharing during recess times.

Hoosier Book Readers for students who have read all of the current years' Hoosier Books.

Academic Honors for students that participate in academic competitions.

Athletic Honors for students recognized by their coaches as being most improved, showing good sportsmanship, spirit award, and/or most valuable player.

Acolyte Server pins for 8th grade students who have faithfully served at Notre Dame for at least 2 years.

Glee Club Recognition for all students that are members of our Glee Club.  Students need to be at practice, rehearsals, and engagements.

Perfect Attendance for all students who have been at school everyday, all day without being tardy during each quarter.

Honor Roll Plaques are given to students in grades 5 through 8 who have maintained their honor roll status for three (3) out of four (4) quarters.

The Katherine Montgomery Athletic Achievement Award is presented to an 8th grade boy and girl who display the qualities of leadership, mental attitude, and sportsmanship.  The coaches choose the recipients of this award.

The Sister Rita Catherine Scholastic Achievement Award is presented to two (2) 8th grade students who have the highest academic average.

The James White Performance Award is presented to an 8th grade student who is involved in athletics, has a grade point average of 3.5 or above, has fulfilled his/her community service requirements, and possesses leadership skills.

The Philip John Schreiber Courage Award is presented to one (1) 8th grade student who will attend Marquette High School who possesses the following attributes: Courage, Character, Honor, Effort, and Love of Life.

The American Legion Award is given to four (4) 8th grade students who possess the qualities of courage, scholastic ability, honor, service, and patriotism.  The 8th grade teachers evaluate each student on the above values.

BICYCLES:

Students may ride their bicycles to school.  All bicycles should be locked while at school.  Once on the school grounds, the bicycles should be walked to the bike racks.  Parents are encouraged to have their son/daughter wear a bicycle helmet.

BOOKS:

Our students are encouraged to read the Hoosier Books each year.  Students who read all of the books in their grade division receive a gift certificate from the Bookstore in the Works courtesy of our Home and School Association.  All books must be read and reported on by May 1, 2010.

INDIANA YOUNG HOOSIER 2009 – 2010
Picture Book (grades K-3)



Barnum Brown: Dinosaur Hunter 


David Sheldon




Chickerella 





Mary Jane Auch




Do Unto Otters 





Laurie Keller




Dogku 






Andrew Clements




Fred Stays With Me 




Nancy Coffelt




Grandpa For Sale 




Dottie Enderle and Vicki Sansum




Ivan the Terrier 





Peter Catalanotto




John, Paul, George & Ben 
        


Lane Smith




Martina, the Beautiful Cockroach 


Carmen Agra Deedy




Nothing to Do 





Douglas Woods




Once I Ate a Pie 




Patricia and Emily MacLachlan




A Place for Butterflies 




Melissa Stewart




Ruthie and the (Not So) Teeny Tiny Lie 


Laura Rankin




Stick 






Steve Breen




The Chicken-Chasing Queen of 
Lamar County 

Janice N. Harrington




The Orange Shoes 




Tricia Hakes Noble




The Perfect Nest 




Catherine Friend




Velma Gratch & the Way Cool Butterfly 


Alan Madison




Where in the Wild?                             


David M. Schwartz




Wolf's Coming!               



Joe Kulka

Intermediate Book (grades 4-6) 



Archer's Quest 





Linda Sue Park




Comets, Stars, the Moon, and Mars 


Douglas Florian




Counting on Grace 




Elizabeth Winthrop




A Crooked Kind of Perfect 



Linda Urban




A Dog's Life 





Ann M. Martin




Emmy and the Incredible Shrinking Rat 


Lynne Jonnell




Gabriel's Horses 




Alison Hart




Hey There, Stink Bug! 




Leslie Bulion




The Journey That Saved Curious George 

Louise Borden




Julia's Kitchen 





Brenda Ferber




The Lemonade War                          


Jacqueline Davies




Make Your Mark, Franklin Roosevelt 


Judith St. George




The Many Rides of Paul Revere     


James Cross Giblin




Night Boat to Freedom 




Margot Theis Raven




On the Wings of Heroes 



Richard Peck




Paint the Wind 





Pam Munoz Ryan




Punished! 





David Lauber




Quest for the Tree Kangaroo      



Sy Montgomery




The Society of Secret Superheroes 


Phyllis Shalant




The Aurora County All-Stars 



Deborah Wiles

Middle Grades (grades 6-8)





All of the Above                                 


Shelley Pearsall




Bella at Midnight                              


Diane Stanley




Confessions From the Principal's Chair 


Anna Myers




The Cryptid Hunters                           


Roland Smith




Dark Water Rising 




Marion Hale




Double Identity 





Margaret Peterson Haddix




Firegirl 






Tony Abbott




Giving Up the Ghost                            


Sheri Sinykin




Home of the Brave 




Katherine Applegate




Hurt Go Happy 





Ginny Rorby




If a Tree Falls at Lunch Period      


Jennifer Choldenko




Lawn Boy 





Gary Paulsen




Listen! 






Stephanie Tolan




The Mailbox 





Audrey Shafer




Middle School is Worse Than Meatloaf 


Jennifer L. Holm




Night of the Howling Dog 



Graham Salisbury




One-Handed Catch 




Mary Jane Auch




This is Just to Say: Poems of Apology and Forgiveness   Joyce Sidman




Throwing Stones 




Kristi Collier




The Ultimate Weapon, The Race to Develop the Atomic Bomb      Edward T. Sullivan

BULLYING:

The students, faculty, parents, and staff are committed to providing a compassionate, receptive and non-threatening atmosphere for each and every one of our students to learn and succeed in.  Our policy means that bullying of any sort is deemed completely unacceptable in our school community.    

Bullying Prevention Program

Notre Dame School uses the Olweus Bullying Prevention Program, developed at the University of Bergen.  Our school slogan is STAND UP, SPEAK OUT.  The OBPP is a multilevel, multi-component, school-based program designed to prevent or reduce bullying in elementary, middle, and junior high schools.  By restructuring the school environment, the program helps reduce opportunities and rewards for bullying.  School staff is largely responsible for introducing and implementing the program.  Their efforts are directed toward involving peer relations and making the school a safe and positive place for students to learn and develop.

While intervention against bullying is particularly important to reduce the suffering of the children who are bullied, it is also valuable for the sake of the aggressive students.

Olweus is a research-based program that has been shown to result in a reduction in students’ reports of being bullied and bullying others, significant improvements in classroom social climate, reports in improved order and discipline, more positive social relationships, and more positive attitudes toward schoolwork and school.  

The goals of the program are:

· To reduce existing bully/victim problems among elementary, middle, and junior high school children in and outside of the school setting

· To prevent the development of new bully/victim problems

· To achieve better peer relations at school and create conditions that encourage students to respect each other and to function better in and outside of the school setting

Notre Dame School will administer a student survey in April/May.  During the summer months, the committee will input and analyze data from the survey.  At the beginning of the school year, a staff in-service will be held to discuss survey results and proceed with a planned action.  At the beginning of the school year, Notre Dame School will plan, schedule, and launch the school-wide anti-bullying project which will include:

· Establishing classroom rules against bullying

· Begin classroom meetings to discuss the nature of bullying and its behaviors

· Increase supervision

· Initiate individual interventions with students

· Begin regular teacher discussion group

· Hold parent meetings

The core components of this program are as follows:

· School level components include anonymous student questionnaire assessing the nature and prevalence of bullying at Notre Dame School, a school conference day for discussing bullying problems and planning the program’s implementation, the formation of a Bullying Prevention Coordinating Committee to oversee all aspects of the program, and the development of a school-wide system of supervising students in locations where bullying is likely to happen.

· Classroom-level components include establishing and enforcing classroom rules against bullying and holding regular classroom meetings with students to increase knowledge and empathy and to encourage pro-social norms and behavior.  Meetings with parents to foster their active involvement.

· Individual-level components include interventions with children identified as children who bully others and children who are bullies, and discussion with their parents.

· Community-level components include ways of reinforcing the no-bullying message community-wide through community-wide campaigns, billboards, and other promotional efforts.

The Bullying Prevention Core Committee for the 2009 – 2010 school year are Linda Barr, Kathleen Beeler, Kate Bobillo, and Luci Mazac.

Notre Dame School rules are as follows:

1. We will treat others with kindness and respect.

2. We will try to help students who are not treated kindly.

3. We will include students who are left out.

4. When we know somebody is being treated unkindly, we will tell an adult and expect something to be done.

Notre Dame School Behavior Consequences are as follows:

Keep in mind: “Development and consistent enforcement of effective consequences for verbal and physical aggression which are predictable, inevitable, immediate, and escalating and based on uniform expectations for all.  Consistent use of consequences will reduce bullying and are a necessary component of effective prevention.  Inconsistent enforcement makes the problem worse.  Effective consequences are small, escalate with repeated aggression, and typically involve loss of unstructured times like recess, lunch with peers, or extracurricular activities.”  Stan Davis www.stopbullyingnow.com.

The discipline committee shall be made up of 3 teachers and support staff.  Schedule of committee members will be created by Core Committee and change on a monthly rotating basis.  The Principal will have the final say in all matters of discipline.  All suspensions are issued by the Principal and require a parent/administrator conference before the student may be readmitted to school.  All matters of dismissal from Notre Dame Grade School are ultimately the decision of the Principal.

Level One
Behavior:  
Teasing (name calling, insults); exclusion (starting rumors, causing someone to be without friends); and taking small items (school supplies).

1st Incident 
Verbal warning

2nd Incident
Student calls parent, loss of privilege given by teacher, yellow slip sent home for parent to sign

3rd Incident
Includes consequences 1 and 2 and the discipline committee meets and assigns a reflection paper

Level Two

Behavior:  
Threatening/intimidation (verbal or nonverbal); rough play; encouraging or reinforcing bullying.

1st Incident
Student calls parent, loss of privilege, yellow slip

2nd Incident
Includes consequences 1 and the discipline committee meets and assigns a reflection paper

3rd Incident
Includes consequences 1 and 2 and suspension

Level Three
Behavior:
Inflicting emotional harm through harassment (racial, ethnic, sexual); extortion (intimidation to gain money or possessions; stealing; destroying property.

1st Incident
Student calls parent, loss of privilege, yellow slip, and the discipline committee meets and assigns a reflection paper

2nd Incident
Includes consequence of 1 and suspension

Level Four
Behavior:
Inflicting physical harm (hitting, punching, kicking, and similar behavior that my injure others); threat of serious violence (verbal, nonverbal, or with weapon); sexual harassment.

1st Incident
Student calls parent, yellow slip, the discipline committee meets and assigns a reflection paper.

2nd Incident
Suspension or expulsion 

CALENDAR:

An updated calendar is sent home prior to the start of every month that school is in session.

CHILD ABUSE:

School employees are required by law to report any suspected cases of child abuse.

COMMUNITY SERVICE:
In order to fulfill our mission To Teach as Jesus Did, all of our students are encouraged to perform community service.  Our community includes home, church, school, and our local areas.  Classroom teachers pick a project that their students can perform throughout the school year.

All 8th grade students are required to perform a minimum of 25 hours of community service with the hours divided among home, school or church, and the community at large.   The Confirmation teacher will facilitate this requirement.

CREATING POSITIVE RELATIONSHIPS (CPR):
Creating Positive Relationships (CPR), is a non-for-profit group that designed an abstinence education program for our 6th, 7th, and 8th grade students.  CPR’s focus is on the whole person, with a message of self-control, mature decision making and respect. 

DAMAGE TO SCHOOL PROPERTY:

Students who damage or deface property of the school shall be compelled to pay fully for all damages.   Upon failure to make payment for such damages, they shall be liable to prosecution according to the law and to suspension by the principal.
DISCIPLINARY POLICY:

Discipline underlines the whole educational structure at Notre Dame. It is the training that develops character, self -control, orderliness and efficiency.  It is the key to good conduct and a proper consideration for other people.  The way we seek to instill discipline in our students does not include harsh external pressure.  Rather, our approach seeks to foster responsibility for an individual’s action.

A detention is a disciplinary measure that requires the student to be detained with the Principal for a set period of time.  Detentions will be served either from 7:15 AM until 8:00 AM or 3:00 PM until 3:45 PM at the discretion of the Principal.  Notice of such action will be given to parents in advance.

School Service Project: An in-school service requirement is a disciplinary measure, which would require a student to do some mandatory service project as directed by the teacher or Principal.

In-school Suspension: An in-school suspension in served with the principal.  The student must report to the Principal by 8:10AM on the date(s) of service.  Student must bring all necessary materials with them, as teacher assignments must be completed during the suspension time.

Suspension:  Suspension is a disciplinary measure which temporarily withdraws from the student the privilege of attending school and participating in any and all school-related activities, including athletics.  All suspensions are issued by the Principal and require a parent/administrator conference before the student may be readmitted to school.

Expulsion:  Expulsion dismisses the student from Notre Dame Grade School.  All matters of dismissal from Notre Dame Grade School are ultimately the decision of the Principal.  

A student may face detention, suspension or expulsion for:

1.
School behavior, which is harmful, disruptive or disrespectful to other students and/or staff.

2. Speaking with contempt or discourtesy, or showing defiance to any staff member.

3. Stealing school property or theft of money or personal property from another student or the school. 

4. Using profane language.

5. Cheating.

6. Chewing Gum.

7. Being chronically truant or tardy.

8. Participating in any unauthorized activity that is disruptive in nature.

9. Being repeatedly in violation of school rules and regulations.

10. Leaving school or a class without permission.

11. Improper Dress – hairstyle – improper uniforms, etc.

12. Improper use of computer/Internet.  Violation of computer usage and Internet usage agreement.

13. Provoking or participating in a fight.  Physical fighting cannot be tolerated at Notre Dame under any circumstances.  Notre Dame has a “Zero Tolerance” policy for any fight that may happen in school, on the way to school, on the way home from school or at any Diocesan or Public School sponsored activity that our students are represented.  

Students in grades K through 4 who fight will lose recess time at the first incident and parents will be notified immediately.  Further incidents could result in Saturday detention and/or suspension from school from a period of 1 to 10 days depending on the severity and frequency of the fighting incidents of any individual student.

Students in grades 5 through 8 who fight will either be required to serve a Saturday detention or will be suspended from school immediately after parents have been notified of such fight.  The number of days of the suspension could be anywhere from 1 to 10 days depending on the severity and frequency of the fights for an individual student.  Students who are suspended will be excluded from participation in all school, Diocesan and Public School extra curricular activities that Notre Dame is represented during the suspension time and after that time until the building Principal can determine that the suspended student can represent Notre Dame in an appropriate manner.  Any student who receives a maximum of a 10-day suspension for fighting will be considered for expulsion from Notre Dame Catholic School for the remainder of the school year.

14. Possession or use of matches or any other lighting material on school property.  (Firecrackers etc.)

15. Water devices.  (Squirt guns – water balloons etc.)

16.  Smoking – Possession of Tobacco 

17.  Use, possession, or being under the influence of mind-altering drugs, including alcohol, drugs, and inhalants.  The LaPorte County Drug Partnership offers FREE DRUG TEST KITS for parents to use with their teens should they be concerned about possible drug use.  

18. Sexual Harassment - It is the policy of the Notre Dame School to maintain a learning environment that is free from sexual harassment.  Sexual harassment shall consist of unwanted sexual advances which may include but is not limited to the following:

a. Verbal harassment or abuse such as remarks made to or about a person which has sexual demeaning implications.

b. Unwelcome touching

In the event that a student substantiates a violation of this policy, he/she may face detention, suspension or expulsion.  Students who believe they have been discriminated against or harassed should report it to their school principal.

19. Immediate suspension with probable expulsion for any type of weapon brought on school grounds (Knife, gun, mace, etc.)

It’s Against the Law:
A child who knowingly, intentionally, or recklessly; (1) possesses a firearm for any purpose other than a purpose described in IC 35-47-10-5 or (2) provides a firearm to another child with or without payment for any purpose other than a purpose described in IC 35-47-19-5, commits dangerous possession of a firearm.  Penalty:  Class A Misdemeanor – imprisonment for up to one year, fine up to $5,000.  However, if the child has a prior conviction for violating this law, the penalty is a Class C Felony – imprisonment for two to eight years, fine up to $10,000.

20. Don’t Break These Laws:  

Right:  Students and staff have the right to be safe.  Students involved in crimes threaten the safety of others in the school community.

Responsibility:  Students should avoid bad situations.  If students participate in unacceptable behavior, they must face the consequences of their actions including simple discipline, suspension or being expelled from school.

Students, who violate laws, including those listed below, may face additional consequences.  This list does not include a definition of crime, and is only a summary.

Aiding and abetting: helping someone in any way commit a crime.  Arson: causing or starting a fire or setting off an explosion including fireworks.

Assault:  injuring someone on purpose.

Attempt:  taking action to commit a crime.  

Burglary:  entering an unauthorized room or building illegally, and planning to commit a crime.

Criminal impersonation: identifying yourself as someone else and trying to be deceitful, or helping someone commit a fraud.

Criminal mischief: vandalism, including removing, damaging, destroying, defacing, or mutilating objects, materials, or property belonging to others.

Extortion or blackmail: threatening others to gain money, property, or to get them to do something for you.

Forgery:  signing another person’s name on a document, altering a document, or having a forged document.

Reckless endangerment: creating a risky situation that might cause injury to another person.

Robbery:  stealing from another person by force or threatening force.

Selling and/or possessing alcohol or other drugs: selling, trading, using or possessing alcohol or illegal drugs.  

Smoking and/or possessing tobacco products: using or possessing tobacco including cigarettes, cigars, or tobacco in a container.

Soliciting:  talking another person into committing a crime.

Trespass:  entering or remaining on another person’s property without permission, or refusing to leave if asked by the property owner.

Theft:  stealing from another person.

21. Any other matter that, in the judgement of the Principal, is of serious enough nature to warrant such action.

DRESS CODE:

Boys:

Pants
Plain or pleated navy twill purchased from the uniform company or locally.  PANTS MAY NOT HAVE ANY NAME BRAND TAG ON THEM.

Shorts
Plain or pleated navy twill purchased from the uniform company or locally.

Shirts
Solid color white oxford cloth with button down collar – short or long sleeves may be purchased from the uniform company or locally.  Shirts must be tucked in.
Sweater
Sweaters are optional.  If worn, it shall be a navy blue sweater purchased from the uniform company only. 

Socks
Must be worn.  Navy socks or white crew socks (no logos on white crew socks) may be purchased from uniform company or locally.  White socks may be worn throughout the entire school year.

Ties
Navy blue ties must be worn at all times – purchased from the uniform company or locally.

Belt
Navy, black, or brown must be worn with slacks

Sweatshirts
A school sweatshirt, purchased through the school may be worn at all times.

Girls:

Jumpers
Jumpers are worn from grades K-8 and are purchased from the uniform company only.

Skirt
Skirts are worn by girls in grades 4-8 and are purchased from the uniform company only.  Skirts cannot be rolled up at the waist and length must be no more than 2 inches above the knee.

Slacks
Plain or pleated navy twill may be worn by grades K-8 purchased from the uniform company only.  

Shorts
Plain or pleated navy twill purchased from the uniform company or locally.

Blouse
Solid color white oxford cloth with bottom down collar – short or long sleeves purchased from the uniform company or locally.  No insignia/embroidery.  Blouses must be tucked in and not just turned under.

Sweater
Sweaters are optional.  If worn, it shall be a navy blue sweater purchased from the uniform company only.  

Culottes
May be worn by K-8 grade girls.  They may be purchased from the uniform company only.  Length must be no more than 2 inches above the knee.

Sweatshirts
A school sweatshirt, purchased through the school, may be worn at all times.

Socks
Plain white crew socks are allowed throughout the entire school year with all approved uniform styles.  Socks may not have any logos, lace, bows, or trim.)  Navy blue socks or tights may be worn with uniform jumper, skirt or culottes.  White tights are not allowed.

Shoes 
All “School Shoes” must be leather or vinyl.  All shoes must be below the ankle.  

Non-Uniform - Casual Dress Code: 

Students may wear jeans or overalls that are not torn or frayed.  They may wear casual slacks, shorts or dress clothes.   Shorts must be NO SHORTER THAN 3 inches above the knee.  Tee shirts may be worn but may not have any advertisement on them. 

Dress-Up Day:


Students must wear their “Sunday” best - No gym shoes, no blue jeans, no tee shirts.

UNIFORM CLARIFICATION:

The following are NOT permitted on any day for any Preschool through 8th grade student:

1. Tennis shoes, clogs, sandals, moccasins, plastic shoes, high heels, beach thongs, flip flops, combat boots, or backless shoes.

2. Halter-tops tank and tub tops, midriffs, backless tops, sleeveless tops, or low-cut tops.

3.
Cut – offs


4.
Earring for boys, nose rings for boys or girls.

5.
Short shorts or skirts (no shorter than 3 inches above the knee).

6.
Tee shirts with inappropriate pictures or sayings.

7. Hats or bandanas in the building.

8. Extreme fads in hairstyle or cut.

9.
Boys’ hair may not touch their collar nor extend beyond their eyebrows or hang over the ears.  Hair must be kept clean and well-groomed daily.

10.       No mustaches, beards – facial hair for boys.

11.       No make-up.

12.       No extreme hair coloring, frosting, or highlighting for boys or girls.

13.      
No jewelry on arms.   One necklace around neck is acceptable.  No chokers.

14. No tattoos – temporary, washable tattoos included.

15. No nail polish.
Failure to conform to the uniform standard of the Notre Dame dress code will:

1. Be handled with a written warning at the first offense.

2. Involve contacting parents at the second offense.

3. School based community service and/or Saturday detention.

4. Have to be dealt with suspension or expulsion for multiple offenses of not meeting the standards of the dress code.

Enforcement of our dress code must have the total cooperation of students, parents, and educators.  Students are expected to know and adhere to the appearance dress code.

EMERGENCY GUIDELINES:


Philosophy:   

· We believe that crises are an inevitable part of life and that people are at risk for many personal and interpersonal problems.

· We believe that a support system should be in place to help any member of our school family deal with crisis situations.

· We believe that a crisis is best dealt with using a team approach.

· We believe that our “team”, the faculty, should be annually trained in crisis prevention/intervention.

Crisis Intervention Training Manual


Schools today often find it a challenge to function effectively on a day-to-day basis. When a CRISIS strikes, the most capable staff can become overwhelmed.  Educators need to be trained to handle the types of crisis that are occurring with more frequency.  Even traumas that occur away from school can affect classroom behavior.


A crisis is defined as an event that is extraordinary and therefore cannot be predicted and can throw the building out of balance and disrupts the daily operations.

Human reactions to crisis are consistent and predictable.  Being aware of and understanding beforehand how people react in a critical situation make it possible to implement a plan that diffuses those reactions and prevents them from precipitating into a secondary crisis.  The challenge is how to provide help that not only helps student and faculty weather the storm, but does so in a manner that restores: 1) emotional balance, 2) order and direction, and 3) positive action and growth.

What constitutes a crisis?

· sudden death of a student, teacher or staff member   

· tornado/severe weather

· an explosion or bomb threat

· a terrorist act

· a shooting/firearms

· hostage situation

· stalking

· stabbing/knives

· student unrest

· fighting

· contagious conditions

· rape

· violence/violent acts/threat of violence

· student auto accidents

· national crisis (death of President...)

· fire

· chemical accidents

· disturbance in/and outside of school

· serious injury


Counselors deal with more individualized crisis daily:

· divorce/separations

· family issues (neglect, abuse, fights, desertion, and drug/alcohol abuse)

· neighborhood issues

· death of family members

· anticipatory death 

· illness

Emergency Procedures


Establishing a command center

The principal should designate an area (i.e., office...) to be used as a command post during the crisis.  An alternate command center should also be designated in case the crisis occurs in the originally designated area.  The alternate command post should be a safe distance from the original command area and should contain all the specifications of the original command center.


When determining the command center, consideration should be given to:

· Locating in an area easily accessible to staff.

· Access to phones, student records, and other communication devices.

· A copy of the crisis manual should also be kept in the command area.

· Blueprints for the building should also be kept in the command area.

The following items are listed as a basis for establishing an emergency kit (box, tote bag, etc.) for the command area:

· Legal pads

· Ball point pens

· Magic markers

· Peel off stickers to identify hurt or injured students at the emergency site

· List of telephone numbers for Notre Dame, local law enforcement office, emergency medical services, fire department, and other agencies that may need to be contacted

· List of phone numbers for cellular phones for staff

· Local telephone directory

· Current staff directory

· Floor plans that show exits, telephones, telephone jacks, computer locations, and all other devices that may be useful in communication during an emergency

· Fully charged battery operated bull-horn

· First-Aid manual and kit

· Set of master keys for school building

· List of CPR trained staff members

Code Red

A Code Red will be announced in certain emergency situations.  These emergency situations are explained in previous pages of this manual.  This will be the only code word used and the procedures will always be the same.
When a Code Red is announced:

· All teachers lock their doors (if possible), keeping their students in the classroom, seated, quiet, and away from the windows.

· Leave the shades open.  If they are closed, open them.

· Students in the library/art room must be kept in that room.

· Students in the hall or the bathroom must proceed immediately to the nearest classroom.  (It is the responsibility of the teacher of that classroom to assist those students into their class.)

· If students are in the gym, they must be taken to the nearest classroom.

· If students are outside in the playground, the teacher has to be made aware of the Code Red.  These students will be walked to the Parish Center.

· Teachers will not allow students to leave the classroom until a police officer evacuates them or instructions are given over the public address system.


Whenever there is an evacuation:

Teachers must remember to take their attendance rosters with them as they leave class.  (It will be very important to account for all students once they are in a safe place.)


A Code Red drill should be practiced just as a fire drill is practiced.  Teachers and students must be aware of what to do if a Code Red is announced.

Bomb Threat

A bomb threat may come at any time and could be received by anyone who answers the telephone.  Procedures should be reviewed in detail with all personnel.  The central problem in managing a bomb threat is making a judgment between two inherently contradictory decisions:

· Should I evacuate the school, guaranteeing the immediate safety of students and staff?

· Should I keep school in regular session, avoiding disruption, at the price of endangering everyone in the building?

This can be the most difficult decision a school administrator ever has to make.  The purpose of this section is to provide assistance in making that decision and outline the steps that should be taken.

The person receiving the call should:

· Keep the caller on the line as long a possible

· Using a calm voice, ask questions that will lengthen the call.

· Try to obtain as much information as possible:

· Where was the bomb placed?

· Why was it placed?

· When is it set to go off?

· What does it look like?

· What type of explosive?

· Listen to the voice (male, female, and race, calm, angry).

· Listen for background noises (trains, music, voices).

· Contact the principal immediately.

Principal or building administrator should:

· Collect all the facts from the person who took the phone call.

· Evaluate the facts to make a decision to remain in the building or evacuate.

· Decision to remain in the building and keep school in session

· Call 911 and repeat information given by the caller.

· If preliminary search is conducted, police and an administrator will do it.

· Students should not be aware of preliminary search.

· Decision to evacuate:

· Call 911 and repeat information given by the caller.

· Evacuate the students and the staff as far away as safely possible from the building.  Teachers must take attendance rosters with them.

· Administrators and staff should make a visual check of the area during the evacuation.  If they observe anything unusual, report it to the police right away.

· Teachers should take attendance upon reaching the evacuation point.

· Follow directions of the police in searching of the building.

· It is imperative that students are moved to a safe location.  (i.e. the church)


Chemical Accidents

If there is a chemical spill in the school building that may generate toxic fumes, or if noxious odors are detected, follow the procedures below:

· Dial 911 and provide as much information as possible

· Determine if evacuation from the area is necessary.  (Due to fumes escaping from the building).

· Evacuate the building.  (Teachers must take attendance rosters with them).

· Once students and faculty are in a safe area, take roll of personnel and report anyone missing.

· Report any victims to emergency personnel.


If there is a chemical spill outside of the school such as a truck or a train accident involving chemicals, the school will be notified by police or fire officials.

· The principal or designee should work with emergency personnel to determine if evacuation is necessary or if it would be safer to remain inside the building.

· If evacuation is necessary, the best route out of the building should be determined to avoid fumes.

· Administration will contact transportation, if necessary.

· Once students are safe, attendance must be taken.  Report any missing students.


Disturbance in School

If a disturbance in school is reported (fight, some sort of sit-down strike, unwanted people in the school causing problems), the following procedures should be followed.

· Dial 911 and explain to the dispatcher what is taking place.  (Stay  on the phone with the dispatcher, if possible, until the dispatcher directs you to hang up).

· The code phrase Code Red should be announced over the PA system.

· All teachers lock their doors (if possible).  Keep their students in the classroom, seated and quiet away from the windows.

· Leave the shades open in the classroom.  If they are closed, open them.

· Students in the library/art room must be kept in the library.

· Students in the hall or the bathroom must proceed immediately to the nearest classroom.  (It is the responsibility of the teacher of that classroom to assist those students into their class.)

· If students are in the gym, they must be taken to the nearest classroom.


· If students are outside of the playground, the teacher has to be made aware of the Code Red.  These students will be walked to a designated area away from the school.

· Teachers will not allow students to leave the classroom until a police officer evacuates them or instructions are given over the PA system.


Disturbance Outside of School

If a disturbance outside of the school is reported (large fight, police traffic stop where there is a fight or shots fired, a house being searched by SWAT, etc.), the following procedures should be followed.

· Call 911.

· Explain to the dispatcher what is going on and where the disturbance is taking place.

· Stay on the phone with the dispatcher, if possible, until the dispatcher directs you to hang up.

· The code phrase Code Red should be announced over the PA system.

· All teachers lock their doors (if possible) and keep their students in the classroom, seated and quiet away from the windows.

· If the teacher observes the disturbance outside, the shades should be closed.  If the teacher does not observe a disturbance, the shades must be left open.

· Students in the library/art room must be kept in the library.

· Students in the hall or the bathroom must proceed immediately to the nearest classroom.  (It is the responsibility of the teacher of that classroom to assist those students into their class.)

· If students are in the gym, they must be taken to the nearest classroom.


· If students are outside of the playground, the teacher has to be made aware of the Code Red.  If students can safely re-enter the school, they should do so.  If not, the students should be walked to a designated area away from the school.

· Teachers will not allow students to leave the classroom until a police officer evacuates them or instructions are given over the PA system.

· Instructions to move your class to another classroom may be given.  This must be done in an orderly fashion.

Fire Procedures
Fire Drill

· All fire extinguishers should be inspected during the summer.

· Each building should conduct a fire drill on the first full week of school and on a monthly basis.

If a Fire is discovered
· Pull the nearest fire alarm.

· Dial 911.  If possible, describe the location of the fire, if the fire traps anyone and if anyone is injured.  (Stay on the phone with the dispatcher, if it is safe, until the dispatcher directs you to hang up).

· If possible, close all doors and windows in involved area.

· Evacuate the building in an orderly fashion.  Keep at a minimum of 300 feet away from the building so as not to interfere with emergency personnel. (Teachers must take attendance rosters with them).

· Pay special attention to handicapped children.  Check restrooms while exiting the building.

· Keep classes together and take attendance.  You will need to verify if everyone is out of the building and present.

· If transportation is needed, personnel at the administration building will make the necessary arrangements.  (It is imperative that schools have a pre-selected safe location to which students can be transported).

· If the fire was minor and extinguished before the above steps, call 911 to inform them of the situation and request and inspection by the fire department.

Firearms in School

If a firearm of any type is reported in the school, use the following procedures.  Remember the safety of everyone, including the staff and students in the most important aspect.


Report of a Firearm in a Locker:

· Call the police, reporting the information available and request an officer to come to the school.

· Have the principal and another administrator go to the locker and search the locker.  (Search the entire locker for the weapon, including bags and clothes).

· Do not alert the student or any student that the locker is being searched.

· If a weapon is found, take the weapon and secure it.

· Call the police back and inform them the weapon is in the principal’s possession.

· Do not attempt to unload the weapon.  Wait until the police arrive and turn the weapon over to them.

· When officers arrive, the administrator and the officers should go to the student’s class.

· Only the administrator should enter the classroom and ask the student to come out to the hallway.

· Out of sight from other students, the officer must search the student for any other weapons.

· If no Weapon is found in the locker:
· Wait for the police officer to arrive.

· Administrator and police officer should go to the student’s class.

· Only the administrator should enter the classroom and ask the student to come out to the hallway.

· Out of sight from other students, the officer must search the student for any weapons.

· Search the student’s locker for the next several days.

Hostage Situation

· Call 911 immediately.

· If possible, give the police the location of the hostage taker(s), description, any weapons seen, and if anyone is hurt.

· Stay on the phone, if possible, with the dispatcher until directed to hang up.

· The code phrase Code Red should be announced over the public address system.
· All teachers lock their doors (if possible).  Keep their students in the classroom, seated and quiet away from the windows. (Leave the shades open in the classroom.  If they are closed, open them).

· Students in the library/art room must be kept in the library.

· Students in the hall or the bathroom must proceed immediately to the nearest classroom.  (It is the responsibility of the teacher of that classroom to assist those students into their class.)

· If students are in the gym, they must be taken to the nearest classroom.


· If students are outside of the playground, the teacher has to be made aware of the Code Red.  These students will be walked to a designated area away from the school. (It is imperative that the school personnel be able to move the students to a safe location


· Teachers will not allow students to leave the classroom until a police officer evacuates them or instructions are given over the PA system.

Evacuation

· Teachers and students must follow the instructions of the police officers.
· Teachers and administrators should assist students loading onto buses.  (Teachers must take attendance rosters with them).

· Teachers must stay with their students during and after evacuation.  Once buses reach the designated location, teachers must take attendance to account for all students.  (An administrator should be named to be in charge at the designated location).

· Parents and media will be directed to the designated location to keep them away from the school.  (There will be police and school personnel at the designated area to assist).

Police

· Once the police arrive, they are completely in charge of the situation.

· Police will need to meet with the principal, and the head maintenance person.

· Police will attempt to contain the hostage taker in one area and begin evacuation in the building.

· SWAT Teams and hostage negotiators will arrive and begin securing the release of any hostages and neutralizing the situation.

Teachers and students

· Try to stay calm to avoid panic.

· If confronted by the hostage taker, cooperate to the best of your ability.

· Do not try to be a hero.  You may be placing yourself and others in danger.

· Follow the instructions of the administrators, teachers and police.  

· Do not give information concerning the code phrase or the presence of the police to the hostage taker.

Knives in School

Many people do not consider a knife as dangerous as a gun, but it is.  Extreme caution should be used in dealing with anyone who may possess a knife.  Remember, the safety of everyone, including the staff and students, is the most important aspect.

Report of a Knife in a Locker

· Have principal/designee and another administrator go to the locker and search the locker.  (Search the entire locker for the knife including bags and clothes).

· Do not alert the student or any student that the locker is being searched.

· If a knife is found, take the knife, secure it and call the student out of the class and into the office.

· If no knife is found, do not tell anyone the locker was searched.

· Principal and another administrator should go to class and ask the student to come out to the hallway.

· Out of sight of other students, scan the student with a metal detector (if one is available).

· If needed, search the student by hand.  (Females must search females. Males must search males).  

· If the principal and the administrator are not comfortable asking the student to come out to the hallway and search the student, call the police.  

Wait for the police to arrive before confronting the student.

· Principal or administrator should go into the class and ask the student to come out to the hallway.

· Out of sight of other students, the officers will search the student for any weapons.

· Search the student’s locker for the next several days.

· If the knife found is an automatic opening knife (switchblade), the police must be called, as this is an illegal knife according to the law.  (Turn the knife over to the police).

· If the knife found is not an automatic opening knife and is not illegal to carry according to law, but illegal by school policy, the police co not have to be called.

· An incident report must be filled out.

· The incident should be handled internally.

· Keep control of the knife in case of expulsion hearing.

Report of a student with a knife

· It will be the principals discretion regarding calling the police to approach the student.

· If you approach a student, use extreme caution.

· Principal and another administrator should go to the class that the student is in and ask the student to come out to the hallway.

· Outside of sight of other students, scan the student with the metal detector, if available.

· If necessary search by hand.  (A female must always search a female. A male must always search a male).

· If the principal and administrator are not comfortable asking the student to come out to the hallway and search the student, call the police and wait for the police arrive before confronting the student.

· Principal or administrator should go into the class and ask the student to come our to the hallway.

· Out of sight of other students, the officer must search the student for weapons.

· If the knife is an automatic opening knife (switchblade), the police must be called.  (Turn the knife over to the police).

· If the knife found is not an automatic opening knife, the police do not have to be called.

· The incident should be handled internally.

· An incident report must be filled out.

· Keep control of the knife.

· If the student with the knife has threatened someone, the police must be called for a Threat Report.

· Search the student’s locker.

Serious Injury or Death in School
If it is reported that someone is seriously injured (result of a gunshot, stabbing, self-inflicted wound, fall, etc.), the following procedures should be followed:

· Call 911.  Provide as much information as possible to dispatcher.

· The code phrase Code Red should be announced over the PA system.
· All teachers lock their doors (if possible), keep their students in the classroom, seated, quiet, and away from the windows.

· Leave the shades open.  If they are closed, open them.

· Students in the library/art room must be kept in the library

· Students in the hall or the bathroom must proceed immediately to the nearest classroom.  (It is the responsibility of the teacher of that classroom to assist those students into their class.)

· If students are in the gym, they must be taken to the nearest classroom.


· If students are outside of the playground, the teacher has to be made aware of the Code Red.  These students will be walked to a designated area away from the school.

· Teachers will not allow students to leave the classroom until a police officer evacuates them or instructions are given over the public address system.

· If it is possible to get to the victim, First Aid should be administered.

· If the suspect hands over the weapon:

· Take the suspect to the officer immediately.
· Take control of the weapon, touching it as little as possible.

· Keep everyone away from the actual scene until the police and paramedics arrive.

· Keep any witness away from other people and separate them from each other.

· If the suspect flees:

· Extreme caution should be used until the suspect is located.

· Keep everyone away from the actual scene until the police and paramedics arrive.

· Keep any witness away from other people and separate them from each other.

· If the suspect is located do not approach the suspect.

Severe Weather
Whenever the U.S. Weather Service issues a tornado watch or severe thunderstorm warning, the principal or designee will decide if schools should remain in session.  If a tornado warning is issued, all students and staff will remain in their building, taking shelter at designated areas.


Parents, legal guardians, or predetermined persons may pick up children after school has been officially called off during any severe weather warning.  Listen to the radio stations for information regarding school closings.  We do ask that parents refrain from calling the school.  It is extremely important that our school telephone lines remain open during severe weather watchers and warnings.

If school is in session and a winter storm strikes, it will be the decision of the principal or designee whether to close schools.  Parents or legal guardians may pick up their children from school at the announced closing of school

Contagious Conditions

Any time you learn that a student or staff member in your building has contracted a serious, contagious disease, you are to do the following:

· Contact the principal.  He/she will then contact the Chairperson of Health Services, who will contact the local Board of Health for direction of procedure.

· Notification of school patrons will take place via our Chairperson of Health Services.

Examples of Serious Contagious Conditions Include:
T.B
Meningitis


HIV


Hepatitis

Pink Eye
Commitment to School Safety

As a result of the increased number of school tragedies occurring in our nation, we have decided to examine our own safety/security preparedness.


The safety of our students and faculty is one of the highest priorities of Notre Dame Catholic School.

As a result Notre Dame has developed its own “Emergency Guidelines’ Booklet.  The guidebook contains information on how to handle a wide variety of emergency situations.  A copy of guidelines is included in the Notre Dame School Handbook.  

EMERGENCY SCHOOL CLOSING:

If school is delayed or closed for any reason, you will be contacted by phone through a system called “Dial My Calls”.  This is a recorded message from the principal.  You may also find delay notices or cancellations on WEFM, Channel 16 and 22, or the Notre Dame website, www.notredameparish.net. Notre Dame School will be closed when Michigan City Area Schools are closed.  At the discretion of the principal, Notre Dame School may be in session when MCAS is not in session.  Be sure to listen to local radio when weather could be a problem.

EXTRA INNINGS

Before and after school care is provided by Extra Innings (EI).  All fees and policies of the program are managed by EI.  Both regular and “drop-in” services are available for registered families.  Registration forms may be obtained in the school office.

Students who have not been picked up by 3:15 PM will go to Extra Innings.  A bill will be sent home on the following Wednesday.

FIELD TRIPS:

Parental consent slip is to be signed to cover field trips taken during the school year.  (See Appendix)  Teachers will notify parents in advance of the planned trip, the date, times, cost if any, and academic purpose.  Parents and/or legal guardians will be invited to help chaperone these events.  A driving liability form must be on file in the office in order for any parent to drive on school sponsored trips.  This form is at the end of the handbook.  (See Appendix)
A student must have all work completed and be passing his/her classes in order to participate in any field trips. 
FIRE & TORNADO DRILLS:

Fire & Tornado drills are conducted regularly to insure the safety of the students.

GRIEVANCE/CHAIN OF COMMAND:

The education received at school is an extension of the education that begins in the home with the birth of the baby.  Long before a child reaches five; his parents have laid the groundwork for his formation.  So, when a child enters school, he is not beginning his education – he is merely continuing the process.  To be successful, he still needs the help of his parents.

The attitude of parents or guardians toward the school and teachers is of vital importance since it will reflect in the attitude of the child.  It is important for parents to preserve the union of authority that makes the teacher in the classroom an extension of parental authority.

Parents are reminded that negative attitudes, criticism, gossip, words spoken in anger, or perhaps in jest, are absorbed by the child and become part of his education.  Obedience and respect for authority cannot be learned at school if it has not been taught at home.

To ensure successful conflict management, it is imperative that whenever a student or parent has a question, problem, or concern involving a teacher, coach, athletic director, or Principal, the following steps should be taken.

Always start at the source: If that conference is not to your satisfaction, then go to the next most logical person.  Follow the chart below:

Teacher . . …..Principal . . ….. …...School Board. .. . . . . .Pastor

Coach . . . . ... Athletic Director . . . Principal  ……. . . . . . .Pastor

A.D. . . . . …. . Principal.  . . . …... School Board . . . . . . . .Pastor

Principal . . . . . . ….. … . . School Board. . ..… . . . . . . . Pastor

Rule of Thumb: Don't let anything brew over a 24-hour period.  Go right to the source and find out what is happening.  Idle gossip can be very damaging before the facts have been heard.

HOME & SCHOOL ASSOCIATION:

The Home & School Association serves a vital function in identifying major needs of the school and raising funds to provide for them.  The organization also provides volunteers to assist in many capacities, promoting social and cultural events, and finances students’ rewards throughout the year.  Home & School is the sponsor of Market Day at Notre Dame.

HOMEWORK:

Teachers will ensure that assignments are accurately posted in the classroom and afford students ample time to record assignments.

Homework is given to reinforce and enrich what the student is learning in the classroom.  Regular assignments can be expected on school nights.  It serves as an opportunity for parents to observe & participate in their child’s education.

Homework/test packets will go home each Wednesday.  The signed folder must be returned by Friday.

Should an assignment not be complete, you will find a notation on your child’s RVS Grade Book page.  It is imperative to the learning process that parents and the student check the RVS Grade Book weekly.  If a student has a missing assignment, the student is to return the assignment to the appropriate teacher the next day.  It is the student’s responsibility to get the assignment to the teacher.  

In the event that the student does not complete an assignment and turn it in when due, the following percentage penalty will be assigned to the grade for said assignment:




First Day Late – 10% off of original grade




Second Day Late – 20% off of original grade




Third Day Late – 30% off of original grade




Fourth Day Late – 40% off of original grade




Fifth Day Late – 50% off of original grade




Sixth Day Late – 60% off of original grade




Seventh Day Late – 70% off of original grade

  


Eighth Day Late – 80% off of original grade




Ninth Day Late – 90% off of original grade




Tenth Day Late - Zero

Should a student not complete five (5) assignments (includes all subject areas), the following consequences will be served:

Miss Recess

Miss Gym Class

Before School Detention to complete work - 7:15 AM until 8:00 AM 

After School Detention to complete work - 3:00 PM until 3:45 PM 

Lose Field Trip participation

INTERNET POLICY:

Freedom of expression is an inalienable human right and the foundation for self-government.  Freedom of expression encompasses the right to freedom of speech and the corollary right to receive information.  Such rights extend to minors as well as adults.  Schools facilitate the exercise of these rights by providing access to information regardless of format or technology.  In a free and democratic society, access to information is a fundamental right of citizenship.  Toward that end, Notre Dame Elementary School will provide access to the Internet for its students and staff.  Such use shall be in conformance with all policies and administrative guidelines of our school and all applicable state and federal statues.

In making decisions regarding access to the Internet, Notre Dame considers its own stated educational mission, goals, and objectives.  Electronic information research skills are no fundamental to preparation of citizens and future employees.  Access to the Internet enables students to explore thousands of libraries, databases, bulletin boards, and other resources as well as exchange messages with people around the world.  Notre dame expects that the faculty will blend thoughtful use of the Internet throughout the curriculum and will provide guidance and instruction to students in its use.  As much as possible, access from school to Internet resources should be structured in ways that point students to those resources and locations that have been evaluated prior to use.  While students will be able to move beyond those resources to others that have not been previewed by staff, they shall be provided with guidelines and lists of resources particularly suited to learning objectives.

Outside of school, families bear responsibility for the same guidance of Internet use as they exercise with information sources such as television, telephones, radio, movies, and other possibly offensive media.  However, material copies from some Internet locations can be much worse.

Students utilizing Notre Dame provided Internet access must first have the permission of their parents or guardian, and then of Notre Dame’s professional staff, which must supervise them.  Students utilizing school-provided Internet access are responsible for good behavior when on-line just as they are in a classroom or other area of the school.  The same general rules for behavior and communications apply.

The purpose of Notre Dame provided Internet access is to facilitate communications in support of research and education.  To remain eligible as users, students and staffs’ use must be in support of and consistent with the educational objectives of the school.  Access is a privilege not a right.  Access entails responsibility.

Users should not expect that files stored on school-based computers would always be private.  Electronic messages and files stored on school-based computers may be treated like school lockers.  

Administrators and faculty may review files and messages to maintain system integrity and to ensure that users are acting responsibly.  The following uses of school-provided Internet access are not permitted:

· To access, upload, download, or distribute pornographic, obscene or sexually explicit material;

· To transmit obscene, abusive, or sexually explicit language;

· To violate any local, state, or federal statue;

· To vandalize, damage, or disable the property of another individual or organization;

· To access another individual’s materials, information, or files without permission;

· To violate copyright or otherwise use the intellectual property of another individual or organization with permission.

Any violation of Notre Dame’s policy and rules may result in loss of Notre Dame-provided access to the Internet.  Additional disciplinary action may be determined in keeping with existing procedures and practices regarding inappropriate language or behavior.  When and where applicable, law enforcement agencies may be involved.

Notre Dame makes no warranties of any kind, neither expressed nor implied, for the Internet access it is providing.  Notre Dame School and Church will not be responsible for any damages users suffer, including, but not limited to loss of data resulting from delays or interruptions in service.  Notre Dame will not be responsible for the accuracy, nature, or quality of information stored on its diskettes, hard drives, or servers; nor for the accuracy, nature, or quality of information gathered through Notre Dame’s Internet access.  Notre Dame will not be responsible for personal property used to access Notre Dame computers or networks or for the Notre Dame-provided Internet access.  Notre Dame School and Church will not be responsible for unauthorized financial obligations resulting from Notre Dame-provided access to the Internet.

Parents of students at Notre Dame shall be provided with the following information:

Notre Dame School is pleased to offer its students access to the Internet.  The Internet is an electronic highway connecting hundreds of thousands of computers and millions of individual users all over the world.  This computer technology will help propel our schools through the communication age by allowing students and staff to access and use resources from distant computers, communicate and collaborate with other individuals and groups around the world, and significantly expand their available information base.  The Internet is a tool for life-long learning.

ITEMS BROUGHT TO SCHOOL:

Students are to be discouraged from bringing items to school.  Allowance is made for the younger children who bring in show and tell items.  Careful consideration should be given to the safety and value of anything brought to school, and it should be properly labeled.  Students should refrain from bringing money to school unless it is for their lunch or other school related activities.  Video games, headsets, etc. should be left at home.   STUDENTS ARE NOT ALLOWED TO HAVE CELL PHONES IN THEIR POSSESSION.  If a child needs a cell phone for an after school activity, that phone should be given to the principal in the morning.  Toys should be left in school bags or lockers until recess.

LA PORTE COUNTY CATHOLIC SCHOOLS HEALTH SERVICES

· Accidents, Illness & Medicines

Students involved in minor accidents, who receive small cuts, scratches or bruises, will be cared for by school personnel.  If it is necessary for a child to be sent home because of a serious accident or illness, we will notify the parent to come and get the child.  If the parents cannot be reached, the person designated on the emergency card will be notified.  If the second person designated cannot be reached, the principal will determine if the child needs a doctor.  If so, and the emergency card has been signed, the child will be taken for treatment.

In all cases every effort will be made to reach and notify the child’s parent.  Therefore, the school needs to know any resident or emergency phone number changes in order to maintain current information.

· Communicable Diseases:

Any child with a potentially infectious or communicable disease, including chicken pox, rubella, measles, mumps, meningitis, pertussis, polio, hepatitis A, or strep throat will be excluded from school.  Additionally, any child with lice, pink eye, diarrhea, vomiting, or a temperature of 100 degrees or greater will also be excluded.  A child may be readmitted to school when the child is no longer, ill, no longer has a communicable disease, or is no longer infested with parasites.

· Health Record:

The school will maintain a health record for every student.  The health record includes the immunization record, completed health exam form, and a completed dental exam form.  The health and dental forms provided by the school must be returned on or before the first day of school.

· Illness/Injury:

If a child becomes ill or is injured during the school day, the parents/guardians as listed on the emergency information registration form will be notified.  When necessary, the sick or injured child may be picked up in the school office.

· Immunization:

Notre Dame complies with the rules of the Indiana State Department of Health and the Indiana Department of 
Education

The Indiana School Immunization Law identifies the disease children must be immunized against.  The School Immunization Rule identifies the minimum immunization requirements for school attendance.

When a student enrolls at Notre Dame, for the first time, or any subsequent time and at any level, his parents must show either that he has been immunized or that a current religious or medical objection is on file.  Parents must provide Notre Dame with complete immunization records prior to the beginning of the school year.

FOR STUDENTS ENROLLED AT PRE-KINDERGARTEN, KINDERGARTEN, GRADE ONE, TWO, THREE, FOUR, 
FIVE AND SIX:

· 1 dose of varicella (chickenpox) vaccine on or after the first birthday or record of disease.  Parental history of chickenpox disease is acceptable as proof of immunity (no vaccine needed).  A written statement from the parent/guardian indicating dates of disease and signed is all the documentation needed.  Documentation by a physician is not necessary.  

Minimum immunization requirements for students enrolled at Pre-Kindergarten:
· 4 doses of diphtheria-tetanus-acellular pertussis (DtaP), diphtheria-tetanus-pertussis (DTP), pediatric diptheria-tetanus vaccine (DT) or any combination of the three are required;

· 3 doses of either oral polio (OPV) or inactivated polio (IPV) vaccine in any combination;
· 3 doses of Hepatitis B vaccine;

· 1 dose of measles (rubeola) vaccine on or after the first birthday;

· 1 dose of rubella (German measles) vaccine on or after the first birthday;

· 1 dose of mumps vaccine on or after the first birthday.

Minimum immunization requirements for students enrolled at Kindergarten and Grade 1

· 5 doses of diphtheria-tetanus-acellular pertussis (DtaP), diphtheria-tetanus-pertussis (DTP), pediatric diptheria-tetanus vaccine (DT) or 4 doses are acceptable if the 4th dose was administered on or after the 4th birthday;

· 4 doses of either oral polio (OPV) or inactivated polio (IPV) vaccine in any combination or 3 doses of all OPV or all IPV are acceptable if the 3rd dose was administered on or after the 4th birthday;

· 3 doses of Hepatitis B vaccine;

· 2 doses of measles (rubeola) vaccine on or after the first birthday;

· 1 dose of rubella (German measles) vaccine on or after the first birthday;

· 2 doses of mumps vaccine on or after the first birthday;

Minimum immunization requirements for students enrolled at Grades Two, Three, Four, Five, Six, Seven, or Eight:

· 5 doses of diphtheria-tetanus-acellular pertussis (DtaP), diphtheria-tetanus-pertussis (DTP), pediatric diptheria-tetanus vaccine (DT) or tetanus-diphtheria (td);

· 4 doses of either oral polio (OPV) or inactivated polio (IPV) vaccine.  If a combination of OPV and IPV is used, 4 doses are required;

· 3 doses of Hepatitis B vaccine;

· 2 doses of measles (rubeola) vaccine on or after the first birthday;

· 1 dose of rubella (German measles) vaccine on or after the first birthday;

· 2 doses of mumps vaccine on or after the first birthday;
Any child enrolled in Notre Dame for the first time must furnish a current written immunization record to the school.  No child will be permitted to attend school beyond the first day without this record unless the child’s physician has determined that the immunization schedule has been delayed due to extreme circumstances.  

· Medical Appointments:

Parents are asked to schedule appointments outside of school hours.  During school hours, the student is to be picked up at the school office.  The parent or other responsible adult MUST report to the office to sign out the child or have written a note to the office beforehand.  A written slip from the physician/professional is required of the student when returning to school.  It is the responsibility of the student to obtain missed schoolwork.

· Medication:

Students are not allowed to carry drugs or any type of medication (prescription or over-the-counter) during the school day.  Medications should be given at home whenever possible.  The following guidelines apply to those medications, which must be given during school hours.

· All medications must be delivered to the school office.

· Written instructions on the school’s medication authorization form, signed and completed by the physician/parent must be included.

· Medications must be kept in the original container/package with the pharmacy label and student’s name affixed.

LIBRARY BOOKS:

Children are encouraged to check out books from our school library.  However, it is expected that the books will be returned by their due date.  Should books be lost or damaged, the student will be asked to pay for the book or replace it.

LOCKERS:

Lockers are issued to students in grades 5-8 at the beginning of the school year.  Each student is responsible for keeping his/her locker clean both inside and outside.  Students are cautioned not to keep money or other valuables in their lockers.  

Following please find some worthwhile tips:
1. Clean and rearrange things in lockers frequently.

2. Treat lockers with care.  The doors, although metal, have limits to their use.  Periodic inspections of the lockers by the Principal and/or teacher throughout the school year will take place.

3. No open beverages in lockers.

4. Students are to stay in the locker they are assigned at the beginning of the school year.

5. Nothing is to be hung, glued or pasted on the inside or outside of the lockers.

6. Magnetic items are permissible on the lockers if they are in good taste.

LOST AND FOUND:  

There is a lost and found box in the school office for unmarked items.  These articles will only be kept until the end of each quarter.

LUNCH/RECESS:  

Students are expected to remain on the school grounds during lunch.  Milk can be purchased for $ .35 a carton. The lunch hour is the only recess period most students will have.  Weather permitting, all students are expected to be outdoors.  Exceptions will be considered upon written request from parents.  During winter months, proper clothing should be worn.  Qualified school personnel will closely supervise playground behavior.  If it is raining or extremely cold, students will have indoor recess.  Proper behavior is expected. 

LUNCHROOM BEHAVIOR:  

Failure to cooperate with these rules could result in losing the privilege of eating in the cafeteria, an in-school service project, detention, or if repeated offenses could result in suspension.
1. Keep in an orderly line as you come into the lunchroom.  Do not run or push.

2. Get your lunch and drink, and go to your seat.

3. Students should stay seated and eat while speaking quietly to those around them.  

4. Be courteous and helpful in the lunchroom.  Students who fail to cooperate will be dealt with firmly.

5. No throwing of food or making excessive noises.

6. Come in and out of the building in a quiet, orderly fashion as directed by the playground personnel.

7. Follow lunch/recess schedule.         
    Lunch




Recess



Grades
K – 2
    11:30 – 11:50


11:50 – 12:10



 
3 – 5
    11:50 – 12:10


11:30 – 11:50




6 – 8
    12:10 – 12:30


11:50 – 12:10

MESSAGES:  

Any messages for the students during school hours will be taken by the office and given to the students.  Students will be allowed to use the school telephone only for emergency calls.  Any flowers or balloons will be given to the student at the end of the school day.

OPEN HOUSE:

Notre Dame School sponsors an Open House in September of each new school year.  Parents are encouraged to attend this so that they can meet their child’s teachers.  Because of space considerations, children are not invited to the Open House.  

PARENT-TEACHER CONFERENCE:

Conferences are held in early November.  It is intended as an opportunity for parents to meet with teachers to discuss their child’s progress.  These are designed as adult conferences, but teachers may request that a student attend with parents.  Arrangements can be made for an individual conference with a teacher at any time.  A request for such conference should be made 24 hours in advance of the conference.  Teachers are available for conferences each school day.

PHYSICAL EDUCATION:  

Physical education will be provided once a week.  Students may bring clothes (sweats, shorts, tee shirts, and sweatshirts are acceptable) to change into for PE class.  

PLAYGROUND RULES:
1. Do not go back into the building.

2. Stay in the playground area and away from the building, dumpsters & woods.  Never go near the railroad tracks.

3. Listen to the playground supervisors.

4. Leave hands to self.  No karate, wrestling, pushing, tackle football, chicken fights or standing on equipment.

5. Use the playground equipment in a proper manner.

6. Play ball in the open field area only.

7. No gymnastics

8. Only one person on a swing.  No standing or jumping off.

9. No snowballs EVER.
PRESCHOOL:

Notre Dame Preschool was established in 1986 to serve the families and children of Notre Dame's parish.  Since the beginning, this school has been committed to providing a secure, comfortable, nurturing environment that is dedicated to promoting intellectual development, emotional, social, and academic growth.  Our philosophy is based on the Catholic school tradition and is structured within a Montessori-based framework.

Our preschool program provides three opportunities for our students.

3 Day AM 
8:20 – 11:30  


M-W-F

5 Day AM
8:20 – 11:30  


M-T-W-TH-F

All Day

8:20     2:45  


M-T-W-TH-F

Arrival:
ALL CHILDREN WILL BE TAKEN OUT OF YOUR CAR BY A TEACHER BEGINNING AT 8:10 AM.

Pick up for the AM session is at 11:30 AM.  If your child is staying for lunch, pick up for the lunch session is at 12:30 PM.  If your child is staying for the full day, pick up is at 2:45 PM.

Please be prompt.  If you are more than ten (10) minutes late picking up your child, he/she will be waiting in the principal’s office of the main school.  Please call 872-6216 to let the secretary know if you are going to be late.

Parents who take advantage of our extended day options are to:

1. inform the teacher each Monday of your weekly intentions

2. classroom teacher will confirm your schedule each Monday AM by asking you to complete form on clipboard.

3. If ½ day children stay for lunch, you will receive a bill each month for $5.00 per day.

PLEASE CALL THE SCHOOL OFFICE AT 872-6216 IF YOUR CHILD WILL NOT BE IN SCHOOL, OR YOU WILL BE LATE PICKING UP YOUR CHILD, OR IF YOU WISH TO SPEAK WITH THE TEACHER.  

REGISTRATION:

Beginning around March 1st of every year, new registrations are accepted for the next school year.  First priority is given to Notre Dame Parishioners and returning students who are not delinquent in tuition, fees, or contributions.  Catholic students from other parishes, who would like to transfer, must receive consent from their Pastor and permission from Notre Dame’s Pastor.  If room is available, non-parishioners can be accepted at non-parishioner rates.  Notification of acceptance will be given by June 1st of that calendar year.

RELIGIOUS INSTRUCTIONS/MASS:

Religious instruction is provided on a daily basis.  Mass is held at 8:30 a.m. on Tuesdays for grades K-4 and on Fridays for grades 5-8.  When a Holy Day occurs during the week, an all school Mass will be held on that day.  Each week the Mass is prepared by a different class to encourage student interest and participation.  We welcome parents to participate in this weekly celebration with us.  All students are required to participate in the religious education program and attend Mass with his/her class.  Attending daily Mass during Lent is encouraged.  Students must be on time.

RESTRICTED AREAS:

Students are not allowed on the stage, in the attic, basement or in the storage closet unless supervised by an adult.

SERVICE PROGRAM:

At Notre Dame School, we believe that a family’s role in the school community is a fundamental component in the education of children and contributes significantly to a child’s success as a learner.  Parents and community members are invited to participate in many different facets of the school program and operations at Notre Dame School.
As a non-profit school, we must rely upon our parents to come forward to provide the extra activities that we offer our children.  This means volunteering both time and skills.  For those parents and grandparents that fill these needs, we thank you for your support and ask you to please continue your efforts.

In our continued effort to improve the quality of education and the opportunities for our students, we are not only continuing our requirement for each family to contribute twenty hours of service; but we are also attaching a dollar amount for each of those hours served.  We believe that your time is valuable, and we have decided that we will charge $25.00 per hour for each hour that a family does not volunteer.  Not only does this place a high value on the hours served; but it also allows our families who cannot contribute their twenty hours to be involved in this most important partnership.

Mrs. Kim Olesker is our Service Program Coordinator.  She will keep track of service hours.  Parents are asked to turn in their service project and hours to the school’s office.

There are many opportunities in and around school or with our Home and School Association.  Opportunities for involvement can be found in the Notre Dame School Service Program booklet.
By looking over the service opportunities, we are confident that you would be willing to help in one area.  Remember many hands make light work.  Please complete the Service Information Sheet found on the back page of the booklet and return to school by the end of the school year.  

SPECIAL DAYS:   (HOLY DAYS, HOLIDAYS, BIRTHDAYS, PARTIES, ETC.)

Most special events are celebrated on an individual classroom basis.  Teachers will disseminate information pertaining to how their class will recognize special occasions.  “Home Party” invitations are to be distributed outside of school to avoid any hurt feelings.
SCHOOL SUPPLIES:

KINDERGARTEN




GRADE ONE

Tote Bag or Backpack




2 Pocket Folders

3 Package Markers (2 Classics & 1 Pastel)

1 Pair of “Fiskar” Scissors (pointed tip)

2 Packages Crayons (no larger than 24 count)

1 Box of Crayons (24 count)

1 Plastic Pencil Box 




2 Washable Elmer's Glue (4 oz)

1 Pair "Fiskar” Scissors (blunt tip)


1 Plastic pencil Box 

3 boxes Kleenex




2 Erasers, pink, large

2 bottles washable Elmer’s glue (4 oz)


1 Package Markers (8 count/washable/wide tip, classic color)

1 package 5 oz. Dixie Cups (100 count)
 

2 Boxes Kleenex (Puff’s)

2 Pocket folders




 
2 Red Pens, medium point

2 Large boxes Baby Wipes, unscented (80 ct.)

1 Backpack

2 boxes Wipes , “Wet Ones’, Anti Bacterial (40 ct.)
1 Package Zip-Lock bags– gal. size (Last Name A-M)




2 Large box Baby Wipes (80 ct.)








1 Package 5 oz Dixie Cups (Last Name N-Z) (100 ct.)





Pencils (purchase from teacher)


 

Label ALL items brought to school with your child’s name.  Include clothing, lunch boxes, 

Back packs, supplies, and paper products.


GRADE TWO





GRADE THREE
2 Packages #2 Pencils (12 count) 


1 Package #2 Pencils (12 count) 

2 Elmer’s Glue (washable, 4 oz.)


2 Elmer’s Glue (washable, 4 oz.)

1 Pair of "Fiskar” Scissors (kids, pointed tip)

1 Pair of "Fiskar” Scissors (pointed tip)

2 Large Boxes of Kleenex (160 ct.)


3 Large Boxes of Kleenex  (160 ct.)

2 Two-Pocket Folders (one RED)


1 Box of Crayons (24 Count)

1 Box of Crayons (24 Count)



1 Pack of Markers (washable, classic colors, wide tip, 8/set)

1 Pack of Markers (8 ct., classic colors, wide tip)

1 Red Pen, medium point

Book Covers for all hard cover books


1 Plastic Supply Box 

1 Plastic Supply Box (Not oversized)


1 Spiral Notebook (wide rule/70 count)

1 Red Pen, medium point



Book covers for all books

1 Blue Pen, medium point



2 Two-Pocket Folders

1-12 inch ruler





Backpack

1 Package Colored Pencils (12 count)


1 Green 3-Prong Folder w/pockets

Backpack





1-12 inch ruler

1 Green 3-Prong Folder w/pockets


2 Packages Filler Paper (wide rule, 200 ct.)

1 Large Box Baby Wipes (Last Name A – M) (80 ct.)



1-4.2 oz.Bottle of Purell Hand Sanitizer (Last Name N – Z)

2 spiral Notebooks (1subject, wide rule, 70 ct.)

2 Pink Erasers, large

GRADE FOUR





GRADE FIVE
1 Package #2 Pencils (1 Dozen)



7 One-Subject Spiral Notebooks (wide rule/70 ct) 

1 Package ERASABLE Pens (blue) (4 ct.)

1 Package # 2 pencils , (12 count)

3 Packages Filler Paper (200 count/wide rule)

1 Green 3-prong Folder w/pockets

1 Pair of “Fiskar” Scissors (pointed tip)


1 Package Colored Pencils (12 count)

1 8 oz. Elmer’s Glue (washable)



3 Papermate Black Erasable pens

Plastic supply box




1 Protractor and Compass

6 total - One-Subject Wide Rule Spiral Notebooks 
1 Twelve inch METRIC ruler

(70 count)(2Blue, 2Green, 2Red)


2 Large Boxes of Kleenex (160 ct.)



3 Three-prong Folders (with pockets)(blue/red/yellow)
1 Pair of Fiskar Scissors (pointed tip)     

1 Box of Crayons (24 count)



1 Glue Stick (clear drying) (26 oz.)

1 Pack of Washable Markers (at least 8 colors)

 Pencil bag or box

2 Red Pens (medium point)



1 Highlighter, yellow

Book Covers for ALL Books



Book Covers for ALL Books

Assignment Notebook (purchased from school)

8 Two-Pocket Folders 

2 Boxes of Kleenex (160 ct.)



Dictionary, Webster’s Paperback

1- 12 inch ruler (clear plastic, Inch & cm., ctr. holes)
1 Pack of Washable Markers (8 count, classis colors)


1 Highlighter (yellow)




NO Trapper Keeper

1 Green 3-prong Folder w/pockets
                          

1 Package of 4 Markers, dry erase, chisel tip, low odor


GRADES SIX, SEVEN, AND EIGHT


PRESCHOOL – 3-DAY PROGRAM

7 One-Subject Spirals, 70 count 



1 2-pocket folder

2 Three-Subject Spirals, 120 count


1 package of 5 oz paper cups (100 ct.)

3 Packages #2 Pencils (Total – 36 pencils)

1 package of Kleenex (160 ct.)

3 Packages of Filler Paper, 200 count, college rule
1 package of napkins (120 ct.)

1 Pack colored pencils (12 count)


1 box of 24 Crayola crayons

2 Black pens, medium point



1 box of quart size Ziploc bags (25 ct.)

3 Green Pens, medium point



1- 4 oz. Crayola “N0-CLOG TIP” Glue (no Elmer’s)

1 pair of Fiskar scissors, pointed tip


1 Crayola washable markers (8 count)

1 Pack of washable Markers (8 count, classic colors)
1 Package Wipes, disinfecting, scented, canister (35 ct.)

Glue Stick (clear drying)

1 8 oz bottle of Elmer’s glue, washable

Pencil Box or bag





3 2 pocket, 3 prong Folders (one green)



9 Pocket Folders for each subject


4 Packages 3x5 RULED index cards (100 each)




Card file box





PRESCHOOL – 5-DAY PROGRAM
Highlighters (4pack, Yw/Bl/Gn/Pk)


1 2-pocket folder

4 Dry Erase Pens (LOW ODOR)(red, black, blue, green)
1 package of 5 oz paper cups (100 ct.)

3 Large Boxes of Kleenex 



1 package of paper towels (84 sheets)

1 Package Wipes, disinfecting, scented, canister (35 ct.)
1 Package straws (100 ct.)




       
     
 
1 package of napkins (100 ct.)

Assignment Notebooks – MANDATORY

1 box of 24 Crayola crayons

 

1 -  3 1/2”  Floppy Disk (IBM formatted)

1 package 3X5 index cards
Optional:
Calculator



1 box of Gallon size Ziploc bags (20 ct.)

NO Trapper Keeper



  
1- 4 oz. Crayola “N0-CLOG TIP” Glue (no Elmer’s)

Book Covers for ALL Books

               
1 Crayola washable markers (8 count)









1 Package Wipes, disinfecting, scented, canister (35 ct.)









1 Package Plastic spoons (24 ct.)

PLEASE NOTE - ASSIGNMENT NOTEBOOKS ARE AVAILABLE IN THE SCHOOL OFFICE.

BOOK COVERS ARE MANDATORY AND CAN BE PURCHASED IN THE SCHOOL OFFICE.  

TRANSPORTATION:

Transportation of Notre Dame Students to and from school is the responsibility of each individual family of the school.  Bus transportation is not provided.

TUITION:

Rates are published at the time of registration for the next school year.  Rates are for “contributing” parishioners and noncontributing/non-parishioners.
Policy Concerning Payment of Notre Dame Grade School Tuition, Parish Tuition Support and School Fees

Clearly the vast majority of the school families meet their child(ren)’s tuition/fee responsibilities on a very timely basis.  Unfortunately, there times when rules for “Payment of Tuition” need to be enhanced and presented for all to understand.  It is understood that there are those times when a family falls into financial difficulties.  Notre Dame is a parish that wants to assist those parish families who are truly in need and want a Catholic education for their children.  However, there is also an on-going financial obligation to our teachers, staff and their educational programs.

It is very important that we outline the steps that will be followed in the collection of tuition/fees at Notre Dame Grade School.  Hopefully, by clearly outlining these steps it will allow our Pastor to help those who are in need.  The intention is to have a very automated and dependable process.  It will ensure that all who have a financial responsibility in the educational process of their child(ren) will fulfill that responsibility, and not place additional financial burdens on the backs of those who school families who are meeting their obligations.

Procedures to be followed

1. Tuition and student fee payments shall be made when due depending on the payment program used.

1.1. Payment by check annually

1.2. Monthly automatic withdraw payment 

1.3. If tuition assistance is desired, a written request to Father McClellan well in advance of the due date is necessary.  Typically there are deadlines which need to be considered and documentation to be completed.  If a tuition assistance program is approved, any remaining financial obligation is still the responsibility of the parents, and the program described herein shall still apply.

2. If tuition or fees become delinquent the following steps will be taken:

2.1. The accounting office will send a “Warning Letter of Delinquency” to the delinquent family.  It is expected that the delinquency matter shall be resolved within fifteen (15) days of the letter’s date. 

2.2
If the account remains delinquent after the fifteenth day, as described above, a second warning notice shall be sent registered return receipt notifying the family that tuition/fees/parish contribution subsidies remain delinquent.  At this point, a late fee assessment of 15% of the amount due shall be charged to the school family’s account, and interest will be charged on the unpaid balance at a rate of 1.25% per month.  Any and all fees and the cost of collection incurred by Notre Dame shall be the responsibility of the school family.

2.3
Additionally, if a family receives more than two “Warning Letters of Delinquency” during a school year, they will be required to use the monthly payment program on a mandatory basis.
2.4 If the account balance remains delinquent for more than sixty (60) days, the account shall be turned over to a collection agency or collected through legal action.  Any fees and the costs related to collection incurred by Notre Dame shall be the responsibility of the school family.  At this point in the collection process, it will be at the discretion of the Pastor to allow the children to remain at Notre Dame Grade School for non-payment of tuition/fees.  Even after children are no longer at Notre Dame Grade School, it still is the parent’s responsibility for any unpaid tuition/fees or parish contributions.  Final report cards and transfer documentation will be withheld until all delinquent balances are resolved.
VISITORS:

Parents are encouraged to visit the school when classes are in session.  Advance notice would be helpful and may help eliminate schedule conflicts.  All visitors must report to the office prior to visiting a classroom.

VOLUNTEERS:

Parents are encouraged to volunteer their services at school.   The Home & School Association serves a vital function in coordinating volunteer efforts.  It is suggested that you contact your Home & School Volunteer Coordinator to express your interest in this area.
FAMILY HANDBOOK SIGNATURE FORM

I, _________________________________________, have received a copy of the current Notre Dame Grade School Handbook and calendar.  I have read the handbook upon receiving it and will ask any questions I may have about its contents.  I shall ask my parents/guardians to read the Handbook, discuss it with me within one week from now, and return the Parent/Guardian Acknowledgment Form contained in this book, along with other acknowledgments and permission forms that follow. 

____________________________________________________________________________
         Date                                    


Student  Signature

PARENT/GUARDIAN ACKNOWLEDGMENT FORM

We ask you to acknowledge in writing that you have reviewed a copy of the Notre Dame Grade School Handbook and Calendar, which contains school discipline policies.  Failure to sign or return the form does not affect the student’s responsibility to act in accordance with policies outlined in the book.

Please remove this form from the handbook.  Complete the form below and have your child return it to the Office within one week.  Your cooperation is appreciated.  

I, ____________________________________________, have received and reviewed a copy of the current Notre Dame Grade School Handbook and Calendar which contains school policies and procedures.  I have also read and reviewed the Notre Dame Grade School computer usage and Internet usage agreement.

____________________________________________________________________________
           Date




Parent/Guardian Signature

              Please print the name of your student

PARENT PERMISSION FORM FOR FIELD TRIP PARTICIPATION

I, _________________________________________, as parent or legal 

            (Print full name)

guardian hereby consents to allow ____________________________________ 

                        (Print name of student)

to travel to any location deemed appropriate by the educators of Notre  Dame 

Grade School.  Such travel shall be limited to the furtherance of the educational 

purposes of  Notre Dame Grade School’s curriculum.

________________________________________________________________

                 Date                       

Parent/Guardian Signature

NOTIFICATION OF PERSON RESPONSIBLE FOR PICKING UP CHILD 

I, ____________________________________, give permission for the following 

person or persons to take my child home if I am unavailable to do so.

________________________________________________________________________


Date




Parent/Guardian Signature

________________________________________________

Please print the name of your student.

DIOCESE OF GARY

VOLUNTEER DRIVER INFORMATION SHEET

I. DRIVER:  
____________________________________

Date of Birth
_____________  S.S. ________________

Address 
__________________________________ 

               


__________________________________ 

Phone #
 __________________________________

Driver’s License #   ____________________________________

Issued by the State of __________________________________

II. VEHICLE THAT WILL BE USED:

Name of Owner    _____________________________________

Year/ Make/Model_____________________________________

Address of Owner______________________________________

License Plate # ________________  License Plate State _____

If more than one vehicle is to be used, requested information must be provided for each vehicle.

III. INSURANCE INFORMATION:  
Insurance Company
_____________________________

Policy # ________________________________________

Expiration Date __________________________________

Liability Limits of Policy ____________________________

*Please note: The minimal, acceptable liability limit for privately owned vehicles is $100,000/$300,000.

IV. CERTIFICATION:

I certify that the information given on this form is true and correct to the best of my knowledge.  I understand that as a volunteer driver, I must be 21 years of age or older, hold a valid driver’s license, and have the required insurance coverage in effect on any vehicle used to transport students.

STUDENT CONTRACT FOR INTERNET USAGE

Last Name:
________________________________________

First Name:
________________________________________

Notre Dame School’s Network and Internet Access Agreement for Students

After reading the Notre Dame Acceptable Use Policy found in this handbook under Internet, please read and fill out the appropriate potions of the following contract completely and legibly.  The signature of a parent or guardian is required for students currently under the age of 18.  Please return the contract to your teacher.

Contract Portion of Document

I have read the Notre Dame Internet Acceptable Use Policy.  I understand and will abide by the stated policy.  I further understand that violation of the regulations is unethical and may constitute a criminal offense.  Should I commit any violation my access privileges may be revoked, school disciplinary action may be taken and/or appropriate legal action.

Student’s Name (please print):__________________________

Student’s Signature:  _______________________________
__
Date:
_____/_____/_____

As the parent or guardian of this student, I have read the Notre Dame Acceptable Use Policy.  I understand:

· My child is to use the Internet only for educational reasons such as getting materials for projects, or for the latest news.

· Notre Dame has special computer programs, which can eliminate nearly all places on the Internet, which are not appropriate for young people.

· There is a small chance that some such material could still get through.  I will not hold Notre Dame School responsible if that happens.

· I accept full responsibility for supervision if and when my child’s use is not in a school setting.

Families should be aware that some material accessible via the Internet might contain items that are illegal, defamatory, inaccurate, or potentially offensive to some people.  In addition, it is possible to purchase certain goods and services via the Internet that could result in unwanted financial obligations for which a student’s parent or guardian would be liable.

While Notre Dame’s intent is to make Internet access available in order to further educational goals and objectives, students may find ways to access other materials as well.  That notwithstanding, Notre Dame believes that the benefits to students of access to the Internet exceed any disadvantages.  Ultimately, however, parents and guardians of minors are responsible for setting and conveying the standards that their children should follow when using media and information sources.

I hereby give my permission to issue and account for the student named above and certify that the information contained on this form is correct.

Parent or Guardian (please print):
________________________

Signature:

     ________________________________
Date:
_____/_____/_____
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