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PARENT/STUDENT HANDBOOK
AQUINAS CATHOLIC COMMUNITY SCHOOL

PURPOSE

The purpose of the Parent/Student Handbook is to acquaint parents and students with the

vision, philosophy, objectives and policies of Aquinas Catholic Community School. Please

read through the handbook carefully with your child to ensure a complete understanding of
our policies.

MISSION STATEMENT

Aquinas Catholic Community School is forming Disciples of Christ
through the practice of faith and the pursuit of knowledge.

PHILOSOPHY

As Catholics, we believe parents are the primary and most important
educator for their children. Aquinas Catholic Community School is
committed to assisting the parent in the development of each child in
becoming a positive contributing member of the church and society.
We will assist parents in their duty by concentrating on the formal
education of each student helping them to develop spiritually,
emotionally, socially, culturally, physically, and intellectually. Our faith
is the foundation of all we do. Every person possesses gifts and
talents given to them by God, and it is our responsibility to ensure
those gifts and talents are fully developed. Our faith is the reason we
maintain high expectations for our students. We treat each person
with dignity and respect as a child of God, and expect our students to
do the same.

CORE VALUES

e Love- We practice Jesus’ commandment to “Love one another” by assuming
positive intentions and providing support, patience and compassion to one other.

e Pray- We turn to God in thanksgiving and petition as we know we can “do all things
through Christ who strengthens” us. Philippians 4:13

e Try- We encourage one another to ask questions and be honest when we need
help. We do not give up on ourselves or one another.



e Collaborate-We believe in our individual potential and we know only when we work
together are we able to raise one another up fully to fulfill our God given potential.

e Serve- In modeling and practicing service with our students we prepare them to be
the servant leaders of tomorrow.

GOALS AND OBJECTIVES

With these Christians values and an awareness of God, we help to develop each child:

SPIRITUALLY

To form a critical conscience and help the students develop attitudes of responsibility,
solidarity, and critical thinking.

EMOTIONALLY

To offer a feeling of acceptance and security, give them a feeling of being wanted, offer
opportunities for independence, recognize potentials, as well as, accept limitations.

CULTURALLY

To help the child see the need for group participation by working together and accepting
and appreciating each other.

INTELLECTUALLY

To provide activities, which may stimulate a wide variety of interests, encourage
observation, inquiry, reasoning, and common sense.

PHYSICALLY

To help release emotional tension through physical activities and encourage creative
expression with guidance.

ORGANIZATION

PASTOR

The pastors are the spiritual leaders of the parish families and are the chief administrators
of their parishes. It is their duty to see that the teachings of the church are clearly and
accurately presented. It is also their duty to see that the school is provided with the kind of
faculty and programs required for a quality education. They have absolute authority in
school matters.



The pastors delegate the immediate direction of the school and its instructional programs
to the principal, who leads the school in accordance with the policies of the diocese and
state of Indiana. The decision of the Pastor is final.

PRINCIPAL

The principal is the instructional leader of the school and is responsible to the Pastors,
accrediting bodies and the Aquinas School family. Supervision is the foremost duty of the
principal. The other duties of the principal are embodied in the General Administrative
policies and procedures in the Administrative Handbook.

DEAN OF CATHOLIC IDENTITY

Displays and practices the Christian values expected of Catholic educators. Serves as a
role model for Gospel values for students and families. Be prayerful, faith-filled, and
committed to spiritual growth. Create an environment for faith and moral development.
Integrate gospel values and Christian principles into the curriculum by applying church
documents, religious resources, and foster the spiritual growth of the school community.

FACULTY

The faculty is responsible for the academic instruction of students, the evaluation and
grading of scholastic achievement, the maintenance and promotion of discipline and
growth patterns. The teachers in our school are directly responsible to the Principal. They
are to observe conscientiously all regulations of the Diocesan School Office. The teacher
refers all business affairs regarding the school to the Principal, who in turn will consult with
the Pastors, if necessary.

STAFF

The staff serves the school community by providing support services that include student
health/safety, communication, record keeping, maintenance, food service and teacher
assistance.

ATHLETIC DIRECTOR

The Athletic Director is responsible for providing and maintaining the Aquinas sports
programs for students. They oversee coaches. Provide expectations, guidelines, and meet
with the principal to communicate that all program requirements are being met. The AD
with principal agreement can make final decisions.

PARENTS/GUARDIANS

Parents are the primary educators of their children, often the single most important
influence on a child’s values and attitudes. It is understood that parents enrolling their
children in Aquinas will cooperate with the school in the religious, moral, intellectual,



behavior and social development of their children. It is expected that parents/guardians
maintain communication with teachers.

STUDENTS

The students are responsible for putting forth their best effort towards their academic and
spiritual growth. This involves setting high expectations, being responsible, working hard,
and behaving in a manner that represents the Catholic faith by showing kindness and
respect towards others.

SAFE ENVIRONMENT
Aquinas is committed to providing a safe environment for all students. All faculty and staff
have completed virtus training along with ongoing virtus training updates, and complete a
comprehensive background check.
VIRTUS TRAINING AND BACKGROUND CHECKS
All parents are required to be Virtus trained and complete background
checks if they wish to volunteer, attend field trips, etc

HOME AND SCHOOL ASSOCIATION

The Home and School Association is an organization of parents who work with the
administration and faculty providing opportunities for fellowship, volunteer services and
fundraising activities. The Home & School Association hosts events nearly every month to
support fellowship. Each Aquinas family is required to donate 10 hours of service toward
the school each year. Service hours are posted in each parent’'s Renweb account.

All parents are members of this association and responsible for a Fair Share contribution
to enable the Association to meet its fundraising responsibilities to the school budget.
Parents are welcome to pay their Fair Share, however multiple opportunities to earn Fair
Share are available to all families.

AGREEMENT

Parents and students are required to sign a statement indicating that they have read and
understand this handbook. This statement can be found on the last page of the handbook,
which is to be signed and returned to school by the date indicated on the agreement.

AMENDMENTS TO THE HANDBOOK

The pastor and principal retain the right to amend the handbook for just cause at any time
throughout the school year.

ACADEMIC (TEACHING AND LEARNING) POLICY



RATIONALE

It is the policy of Aquinas that learning and teaching practices should improve the quality
of learning for all students by:

Adhering to research based best practices

Actively involving them in their own learning

Building upon their experiences and interests

Linking theory to practice

Fostering communication and cooperation

Encouraging risk-taking and learning from errors

Promoting excellence

ADMISSION

NON-DISCRIMINATION POLICY

Aquinas School does not discriminate on the basis of religion, race, sex, sexual
orientation, handicap, age, ancestry, and / or national origin. Aquinas will make
every effort to accept and educate students with differing disabilities and needs.

NEW/TRANSFER FAMILY/STUDENT INTERVIEW

All prospective families and students will undergo an interview process. New
students that are admitted all enter a probationary period during their first year.
This initial phase is designed to ensure that students are able to meet the
academic and behavioral expectations of the school. During this time, student
performance is closely monitored to assess their ability to succeed within our
academic environment. At the conclusion of the probationary year, a formal
review is conducted to determine continued enroliment based on demonstrated
progress and adherence to institutional standards.

TRANSFER STUDENTS

Any student seeking to transfer into Aquinas must be a student in good standing with
respect to his/her academics, discipline, and tuition balance, if applicable. Expelled or
suspended students are not permitted to enroll under any circumstances. Furthermore,
Aquinas School reserves the right to deny enrollment to students whose most recent
school performance/record is contrary to the beliefs, values, morals, or expectations of our
Catholic school community. According to diocesan policy, if a balance is owed at another
diocesan school, enrollment will be postponed until the account is settled. Enroliment is
also contingent upon review of the student’s most recent report card and standardized test
results. If the report card and/or test results are not presented or available, a child may be



tested to determine grade placement. Admission of all students new to Aquinas is granted
on a probationary basis. This probationary period lasts for a minimum period of one year.

PRESCHOOL

Children age 4 by August 1st may register for Aquinas Preschool, held daily from 9:20 am -
3:30 pm in accordance with the regular school schedule/calendar. Children entering the
Preschool Program must be completely toilet trained and each child’s immunization record
and birth certificate must be submitted.

It is very important a child’s development is nurtured through caring, patience and understanding.
However, while caring for your children, I may have to respond to your child’s misbehavior. Hitting,
kicking, spitting, hostile verbal behavior and other behaviors which will hurt another child are not
permitted.

In response to these behaviors, I will not use:
= Threats or bribes
= Physical punishment, even if requested by the parent
= Deprive your child of food or other basic needs
= Humiliation or isolation

In response to misbehavior, I will:
= Respect your child
= Establish clear rules
= Be consistent in enforcing rules
» Use positive language to explain desired behavior
= Speak calmly while bending down to your child’s eye level
= Give clear choices
= Redirect your child to a new activity
= Move your child to a time-out chair for no longer than one minute per year of your child’s age, if
necessary

If your child’s behavior is very disruptive or harmful to himself or other children, I will discuss the issue
with you privately. If the situation can be resolved, the child may remain enrolled. If we are unable to
resolve the issue, you may be asked to make other child care arrangements.

KINDERGARTEN

Children entering Kindergarten must be FIVE years of age on or before August 1st of the
year they will enter that grade. If the State of Indiana changes this date, Aquinas School will
adjust this date accordingly. A birth certificate, physical exam, and immunization record are
required upon registration of the child. Enrollment in our kindergarten program is contingent
upon a child being able to use the bathroom independently. Children requiring the use of
diapers, pull ups, etc. cannot be considered for Kindergarten enroliment.



KINDERGARTEN READINESS

Children registered for Kindergarten will participate in a Kindergarten “Round Up” prior to
the first day of school. Students will meet their teacher and participate in activities allowing
the teacher to become familiar with each student and begin to plan according to their
needs.

FIRST GRADE

Enroliment in first grade at Aquinas School is contingent upon the successful completion
of a Kindergarten program. Children entering first grade must be SIX years of age on or
before August 1st of the year they will enter that grade. If the State of Indiana changes this
date, Aquinas School will adjust this date accordingly. A birth certificate and immunization
record is required upon registration of the child. Students may be tested upon entry.

ADMISSION-SCHOOL CHOICE SCHOLARSHIPS

Aquinas School proudly participates in the State of Indiana’s School Choice Scholarship
Program. Students who meet the existing admission requirements to Aquinas School and
the eligibility requirements defined by the state may be eligible for a School Choice
Scholarship for tuition and fees. Eligibility requirements for a School Choice Scholarship
defined by the state are posted at: http://www.doe.in.gov/choice

Enroliment candidates must furnish Aquinas School with the following documents:

Most recent report card

Most recent ILearn test, or other standardized test results (IRead results if applying
to 4th grade)

Conduct record from the previous school(s)

Birth certificate

Immunization records

The household’s 1040 Federal Income Tax Return or notice of student record in the
state of Indiana Eligibility system (Hoosier Health, Medicaid, food stamps, etc.)

FEES
TUITION

The tuition rate for any given school year is established and announced in the spring of the
previous school year. The registration fee is due at the time of re-enroliment. All fees are
due each year by May 1st. Families with an overdue balance after May 1st may lose their
place on a roster for the next year.


http://www.doe.in.gov/choice

The school will set a deadline for submitting required documentation needed for families
applying for the Indiana School Choice Scholarship. The Scholarship covers a portion or
full tuition, the registration fee and the book & technology fee. In the event proper
documentation is not submitted during the application window or a family does not qualify, a
family will not be able to apply for the scholarship and becomes responsible for all fees and
tuition costs.

Tuition is due on the first of each month and considered late after the 10" of each month.
Late payments will result in a $20 late fee. A fee of 3.65% will be added for credit
card/debit cards payments.

Holy Martyr Parish and OLC offers tuition support to families in need. Families will be
offered the opportunity to apply for parish support through the financial office. Scholarship
amounts are based on funds available and financial need.

Catholic families who do not receive an Indiana School Choice Scholarship are also
encouraged to apply for tuition assistance through the Diocese of Gary and for subsidy
through their home parish. Once these avenues have been explored, families will be
evaluated to receive the Aquinas Family Scholarship. Visit www.dcGary.org. Under the
Schools tab click the Tuition Assistance button and follow the link to complete an
application. There is a fee to apply.

BOOK & TECHNOLOGY FEES

Book and technology fees are determined yearly. Fee payments are due prior to the first
day of school. If you are unable to pay in full at this time, payment arrangements may be
made prior to the first day of school.

ARRIVAL AND DISMISSAL

ARRIVAL

Aquinas School opens daily at 8:50am. School begins promptly with prayer at 9:20am.
Students enter each morning at Ameling Hall. Students arriving after 9:20am will be
marked tardy (EXCEPTION: If bus delivery is late, students will not be marked tardy).
Parents bringing children after 9:20am MUST walk their child(ren) into the school office,
sign them in and indicate the reason for tardiness.


http://www.dcgary.org

DISMISSAL

Bus riders are dismissed at 3:30pm and car riders begin dismissal at 3:35pm. Please be on
time to pick up your child(ren). Students who have not been picked up by 3:50pm and are
not signed up for Adventure Club will be charged $3.00 for 30 minutes and $5.00 per hour.
This will be charged to your FACTS account. No child is permitted to leave school without
written permission. If you must pick up your child before regular dismissal time you must
report to the school office prior to your child being released from school. If your child will
be going home in a manner that is not their usual routine (for example: a bus rider will
be picked up or someone else will be picking your child up) a written note or email
should be sent to your child’ s teacher and the school secretary,
tarenas@aquinas.school. If w not receive a n mail r child will hom
the usual way. Should you need to call the school office regarding your child’s dismissal
from school, please do so before 2:00pm to ensure that the message gets to your child’s
teacher.

EARLY DISMISSALS

Students will not be released after 3:00pm for an early dismissal for any reason. Parents
are asked to update and ensure our school management system, FACTS is kept current
with a minimum of two emergency contacts. In the case of an early dismissal due to
inclement weather, Aquinas School utilizes an alert system through RenWeb. An
automated message will go out to all numbers that are entered in the system notifying you
of any changes to the school day this may be a text or email.

EMERGENCY INFORMATION

Parents are required to complete and update all emergency contact information in FACTS.
Please ensure the following is kept current:
e Parent or guardian name
e Address
e Home Phone, Work Phone, Cell Phone
e Emergency phone numbers of a relative or friend who will accept responsibility for
your child if you cannot be reached.
Physician’s name and phone number
Medical alert information
Method of transportation, including bus numbers

ATTENDANCE



A student’s absence from school interferes greatly with his/her progress. Students are
expected to attend classes on all scheduled school days unless poor health or excusable
causes prevent them from attending. By law, the Attendance Department of the local
public school is charged with enforcing the school attendance laws of the state. Its
jurisdiction extends to all schools within its district, including non-public schools. In case of
excessive absence from school, the Principal will decide what action is to be taken
regarding promotion to the next grade level. As a fully accredited school, Aquinas School
complies with the state of Indiana attendance policy and is required to report all student
attendance to the state at the end of each school year.

The Indiana Department of Education states:

“Any absence that results in a person not attending at least one hundred eighty (180) days
in a school year must be in accordance with the governing body’s policy to qualify as an
excused absence. Chronic absenteeism includes students absent from school for ten
percent (18 days) or more of a school year for any reason. The full IDOE Compulsory
School Attendance Law may be found at www.doe.in.gov.

TARDINESS

Students are considered tardy at 9:20 am.

Parents bringing children after 9:20am MUST walk their child(ren) into the school office
located in the white house, sign them in, and indicate the reason for tardiness.

Please note that 3 tardies= 1 absence

School attendance impacts our ability to teach our children, and school accreditation may

well be jeopardized. We MUST advocate for our children, as well as, the well-being of our
school.

If your child That Equals... Over 13 years of schooling
[t S it =]
10 minutes a Day 50 minutes a Week 1.5 Weeks per Year Nearly 1/2 Year
- of lost learning

20 minutes a Day 1 hour 40 minutes a 2.5 Weeks per year Nearly 1 Year
- Week of lost learning
30 minutes a day 1/2 a Day a Week 4 Weeks per year Nearly 1.5 Years
- of lost learning

1 hour a Day 1 day a Week 8 Weeks per year Nearly 2.5 Years
of lost learning




APPOINTMENTS

Please make every effort to arrange appointments for your child after 4:00 pm or on
non-school days. Any child leaving during the school day for an appointment MUST have
a written/signed/dated note from a parent/guardian stating 1). The time the student will be
picked up from school, and 2). The anticipated length of the visit. Students who miss more
than 3 hours will be marked as absent for half the school day.

EXCUSED ABSENCE

An “excused absence” is any absence from school that could NOT be controlled. A perfect
example is an illness that precludes a student from attending school (temperature, strep
throat, etc.) The Indiana Department of Education defines an excused absence as:

lliness verified by note from parent/guardian within two consecutive days

lliness verified by note from the child’s physician within two days or more

A doctor’s note is required in order to return to school after three or more days of
illness.

Family funeral

Maternity

Military connected families (absences related to deployment/return.)

Court proceedings

Religious holidays

Parents are asked to call the school office (219-769-2049) prior to 10 am when their child is
unable to attend school for any of the above reasons.

Children that do not attend classes due to iliness are automatically excluded from
any extra-curricular activities for the rest of the day (school concerts, sports

activities, field trips, etc.) If a student is absent from school on a Friday they will be
excluded from weekend CYO sport events.

Parents will be notified if your child becomes ill during the school day. Please make sure
that we have working telephone numbers that you can be reached at during the school day,



as well as an emergency number we may contact ensuring the child will be picked up and
properly attended to.

UNEXCUSED ABSENCE

An “unexcused absence” is any absence from school that could have been
prevented/controlled. Examples include a family vacation, family outings, etc. Students
who miss school due to an unexcused absence are required to make up all work in
accordance with the Make-Up Work Policy. Students will not be given work prior to family
vacations, long weekends, etc

MAKE-UP WORK/MISSING WORK

Students will not be given work prior to family vacations, long weekends, etc
K-3rd grade students:

e In the event of an excused absence from school, a student has a corresponding
number of school days plus one additional day (school day or weekend if at the end
of the week) to make up and submit the missing work, and/or take missing
quizzes/tests for full credit.

4th-8th grade students:

e There is no change to make up work in the event of an excused absence from
school, a student has a corresponding number of school days plus one additional
day (school day or weekend if at the end of the week) to make up and submit the
missing work, and/or take missing quizzes/tests for full credit.

e |f your child has a late/missing assignment they have ONE week to complete it
and turn it in.

Full credit will NOT be given on late/missing assignments.
If the assignment is not turned in within the week a 30% will be given.

BEFORE AND AFTER CARE

Aquinas school offers supervised care before and after school through the Adventure
Club. Before care begins at 6:30am and after care is available until 6:00pm. For more
information and registration contact the Adventure Club at https://theadventureclubs.com/
or 219-865-6283

BULLYING


https://theadventureclubs.com/

In addition to maintaining a safe environment free of disruptions, it is important for every
student and parent to know that Aquinas School is committed to providing an educational
atmosphere free from harassment, intimidation, or bullying. Students who threaten to cause
harm or harass others will be referred to the principal for appropriate disciplinary actions,
which may result in suspension up to 10 days and/or removal from school.

What is Bullying?

"Bullying" (per IC 20-33-8-.2) means overt, unwanted, repeated acts or gestures, including
verbal or written communications or images transmitted in any manner (including digitally or
electronically), physical acts committed, aggression, or any other behaviors, that are
committed by a student or group of students against another student over time with the
intent to harass, ridicule, humiliate, intimidate, or harm the other targeted student and
create for the targeted student an objectively hostile school environment that:

(1) places the targeted student in reasonable fear of harm to the targeted student's person
or property;

(2) has a substantially detrimental effect on the targeted student's physical or mental
health;

(3) has the effect of substantially interfering with the targeted student's academic
performance; or

(4) has the effect of substantially interfering with the targeted student's ability to participate
in or benefit from the services, activities, and privileges provided by the school.

Categories of Bullying for IDOE Reporting Requirements:
Physical

Verbal

Social/Relational

Electronic or Written Communication

Physical bullying involves REPEATEDLY hurting a person’s body or possessions. It
includes hitting/kicking/punching, spitting, tripping or pushing, taking or breaking someone’s
things, and making mean or rude hand gestures.

Verbal bullying involves REPEATEDLY saying mean things. It can include teasing,
name-calling, inappropriate sexual comments, taunting, or threatening to cause harm.

Social/relational bullying involves REPEATEDLY hurting someone’s reputation or
relationships. Social bullying involves telling other children not to be friends with someone,
leaving someone out on purpose, spreading rumors about someone, or embarrassing
someone in public.



Electronic/written communication involves REPEATEDLY cyber-bullying, collective or
group note writing, any bullying undertaken through the use of electronic devices
(computer, cell phones).

Bullying is not allowed at Aquinas School and constitutes an infraction of our Discipline
Guidelines. Incidents of bullying will follow the current Discipline Guidelines for Aquinas
School. We strive to provide a safe environment for all of our students.

BUSES

Our K-8th grade Merrillville residents are served by the Merrillville School District

transportation department. PK scholars are not eligible for transportation. It is a privilege to

ride the bus. For the safety of those who ride the bus, children are expected to conform to

a high standard of conduct both on the bus and while waiting at the transfer point. If this

code is not followed, bus privileges WILL be revoked.

Students are to remain seated while the bus is in motion.

Windows may not be opened without the permission of the bus driver.

Heads and arms may not be extended out of the windows.

There should be no scuffling or throwing of objects on the bus or out of the

windows.

NO FOQD is to be eaten on the bus.

DO NOT request any kind of service from the driver except scheduled

transportation.

e Students are to obey the bus driver and follow the same rules and expectations
they do in the school building.

e Students are to maintain a normal voice level-No shouting or Yelling

CALENDAR

The calendar is subject to change and a current copy is always available in FACTS.
Please refer to this calendar when scheduling vacations, doctor’s appointments, etc. The
calendar can also be viewed by logging in to our school website: www.aquinas.school. You
will be notified of any changes to the calendar.

PERSONAL EAR BUDS, PERSONAL TABLETS, SMART
WATCHES, HEADPHONES, AND OTHER DEVICES



These items are not allowed at school. Students bringing them to school will have the item
confiscated and sent to the school office. Parents will be required to come to school to
retrieve the item.

CELL PHONES

Cell phones are permitted in school, however they are to remain turned off and kept
stored in the classroom by the teacher for the duration of the school day. Students not
adhering to this policy will have their phone confiscated. Confiscated phones will not be
returned to the student in violation of this policy, rather, a parent/guardian will be required
to come to school to retrieve the phone.

CLOSED CAMPUS

Aquinas School is a closed campus throughout the school day, which means that children
are to remain on the school grounds for the entire day, unless their class is participating in
an approved school field trip.

CONFERENCES

Conferences are held at the end of the first grading period or when a teacher or parent
necessitates one. Parents are asked to make an appointment if they wish to have a
conference outside of the regular conference schedule.

CUSTODY ISSUES

Aquinas School requires any/all official documentation pertaining to the custody provisions
affecting a student as prescribed by the proper legal authorities. Failure to submit said
documentation does not allow Aquinas School to follow the legal provisions found within,
which could impact a student’s release from school. Aquinas School remains a neutral
party regarding custody issues and follows the agreement dictated by the court.

FIELD TRIPS

Field trips are a valuable component of our K-8 curriculum, they serve to extend and
enrich ongoing classroom instruction. All field trips are reflective of the values and belief
system our school and parish communities subscribe to. Parents may be asked to serve
as chaperones. Field trips may be canceled if enough chaperones are not available for the
trip. All chaperones must be Virtus Trained. Signed permission slips are required for all
field trips, thus freeing the school of any legal responsibility. Students are not permitted to



attend a trip if their permission slip is not signed. We are subject to all Diocesan and/or
state policies regarding field trips. The Diocese requires that buses be used for all K-8"
grade field trips. Children who are not enrolled at Aquinas School are not permitted to
attend these outings.

GRADING SCALE

The following grading scale, as determined by the Diocese is used at Aquinas School:

100-93 A
92-85 B
84-75 C
74-70 D

n

69 and below

Grade Promotion Requirements for Grades 1-7

1. Attendance Requirement:
Students must maintain a minimum of 90% attendance during the school year to be
eligible for promotion to the next grade level. (162 days of full attendance)

2. Academic Performance Requirement:
Students must achieve a minimum grade average of 74 (passing grade) for each
semester in all subjects.

3. Additional Considerations:

o Teachers and school administrators may consider student effort,
improvement, and social development in borderline cases.

o Students who fail to meet the attendance or academic requirements may be
recommended for remediation programs such as tutoring, summer school, or
individualized learning plans.

8th Grade Graduation Requirements
To graduate from 8th grade, students must meet all of the following criteria:

1. Attendance:



o Maintain a minimum attendance rate of 90% throughout the school year. (162
days of full attendance)

2. Academic Performance:
o Achieve a minimum average grade of 74 for each semester in all subjects.
3. Community Service:

o Complete a minimum of 20 service hours through approved community or
school service activities.

GYM

Physical Education is offered for all students in grades PreK-8. If a student’s participation
has some limitations, it will be necessary to submit a written note to the office in order to
be excused from physical education activities. Continued limitation will require a medical
doctor’s written excuse on file.Students are required to wear the physical education
uniform designated by the school, consisting of a t-shirt and shorts. A winter version
consisting of a sweatshirt and sweatpants is also available to purchase for students. If a
family does not purchase the winter version of the physical education uniform, students
may only wear hunter green sweat pants over their shorts to school, however they will be
required to remove them and wear their PE uniform shorts during the school day.

HEALTH SERVICES

Students are to be immunized in accordance with Indiana State laws. According to those
laws: “No child shall be admitted to a public or non-public school of this state who has not
been properly immunized . ” A certificate or statement of acknowledgement from a licensed
physician, or the public health department must be presented to the school office upon your
child’s registration. Parents who choose not to immunize their children are required to
complete the proper Lake County Health Department forms.

The nurse also completes medical records. We ask your assistance in completing the forms
sent to you. Parents are responsible to document any health related issues in FACTS and



must make the school office, classroom teacher, and nurse aware of any medical
problems/allergies a child might have. The nurse will store doctor prescribed medication or
Tylenol/Aleve if accompanied by a parent note. Parents will be contacted prior to disbursing
any type of medication. In FACTS parents have the option to allow the nurse/school to treat
students or not. Please indicate your choice in FACTS.

MEDICATIONS

Medication may not be dispersed by school personnel without complete written instructions
from a medical doctor/parent. These medications must be kept in the school office. A
current list of students receiving medication during school hours, including name of
medication, dosage, side effects, purpose and usual time of administration will be kept in
the school office. This information must be supplied by the parent in writing. No medication
may be kept by a child in the classroom or on their person. Lip balm, cough drops,
cream and other such items are considered medication and may be brought to
school with a parent’s note and may be kept in the classroom teacher’s desk or
office for use as needed.

COMMUNICABLE DISEASES

If a student is sent to school with a Communicable Disease (as listed in The Indiana State
Department of Health Guide), the school is bound to follow the policy of this Guide

HEAD LICE

If a parent or Aquinas School discovers/determines that a student has head lice, the
student should remain at home, or will be sent home from school if in attendance. The
affected student shall be treated outside of school, and the home shall follow procedures to
free their home of infestation. Students should not return to school with live head lice, or
nits in hair.

HOMEWORK

Homework will be assigned to all students. Please see the classroom teacher for
expectations and policies.

HONOR ROLL

Students in Grades 3-8, who have attained a high scholastic average, are eligible for the
Honor Roll at the end of each quarter.



High Honor Roll All subjects grades on the report card must be an “A”.
Honor Roll All core subject grades on the report card must be an “A” or “B”.

INAPPROPRIATE USE OF SOCIAL NETWORKING TOOLS

Social networking tools provide students easy access to share news and events with each
other. However, using these communication tools in an inappropriate manner can have
negative consequences—especially if unkind words or threats are used with the intent to
hurt others. Any authorized or unauthorized use in school or out of school of computer
software, computer networks, social media sites, telecommunications devices, information
technology, and related technologies, which disrupts or interferes with the educational
process in any manner is prohibited and may result in suspension up to 10 days and/or
removal from school. As a reminder, most social networking tools do not permit children
under 13 years of age to access their sites.

LOST AND FOUND

Please label ALL of your child’ s clothing-especially sweaters, sweatshirts, hats,
scarves and gloves. Items are frequently left in the classroom, art, gym, etc. and the
children often do not realize that an item belongs to them. Unclaimed items are sent to the
“Lost and Found”.

LUNCH & BREAKFAST

Aquinas participates in the Federal Nutrition Program. This program provides all students at
Aquinas with both breakfast and lunch, at no charge. Menus are posted each month. If your
child will not be eating the food provided on any given day, please ensure they eat
breakfast prior to arriving at school and that they bring their own lunch.

Students are to remain seated

Each student is to clean up his/her own area.
Voices should remain at a low level.

Food is not to be shared.:

o Due to students with serious food allergies, sharing of food cannot be
permitted. Please emphasize to your children that although it may be their
natural instinct to share, they are not to give food to or take food from another
child in consideration of everyone’s safety.

Fast food and pop are not permitted at Aquinas School.

If your child brings their lunches to school, please make sure the lunch is clearly
labeled with their name and the name of our school. This will make it easily
identifiable if left around the building or on the bus.


http://www.vbschools.com/students/conduct/code.asp#social

e Aquinas is a NUT FREE school

Civil Rights & Their Relation to the Food Program

Civil Rights are the rights of individuals to receive equal treatment and to be free from unfair
treatment or discrimination.

USDA defines discrimination as, “Different treatment which makes a distinction of one person or a
group of persons from others; either intentionally, by neglect, or by the actions or lack of actions.”
You have the right to the following:

Assurances

Collection and Use of Data

Effective Public Notification Systems
Compilaint Procedures

Compliance Review Techniques
Resolution of Noncompliance
Requirements for Reasonable Accommodations of Persons with Disabilities and Special
Dietary Needs

Requirements of Language Assistance
Conflict Resolution

e  And Customer Service

6 Protected Classes in the Child Nutrition Programs

1.  Race 4. Age
2. Color 5. Sex
3.  National Origin 6. Disability

To file a complaint of this nature, you are welcome to pick up a paper copy of the form from our
school office or obtain it using this LINK. Due to the serious nature of this issue, forms should be
submitted to the school office in person.

Our full non-discrimination policy can be found at the end of this handbook, as well as on our school
website.

OFFICE HOURS

The School Office is open daily from 8:30am-4pm. Due to the need to ensure that our
children are dismissed from school safely, the office is often unable to accept phone
calls or conduct ANY business between 3:00-4:00pm. Should you need to call the
school office regarding your child’s dismissal from school, please do so before 2:00 pm to
ensure that the message gets to your child’s teacher.



https://docs.google.com/document/d/19OYYfKI99o2Q646Ov4w6UtCm3zflYJsSQsAnTuyuQXA/edit?usp=sharing

CHRISTMAS

Room parents are responsible for the class Christmas party. Any parent who would like to
serve as a room parent should sign up at Back to School Night held in August. Parents
who wish to serve in this capacity must be VIRTUS trained. Students will not receive

gifts at classroom parties and exchanges between students are not permitted.
HALLOWEEN

Students may wear their Halloween costumes or orange and black to school on the
designated Halloween celebration day. Costumes must be appropriate for school.
Costumes depicting violence or gore and props such as weapons or masks are not
permitted. Please be mindful we are a Preschool — 8" grade building. It is not our intention
to scare any of our youngest and most vulnerable students.

BIRTHDAYS

e Children may bring store bought treats to celebrate their birthdays. Please be
mindful that we have students with food allergies who are often unable to share in
these special times.

Balloons, PARTY TREAT BAGS are not permitted.

Gift exchanges are not permitted on school premises.

Birthday party invitations are not to be distributed at school unless there is an

invitation for every child-it is acceptable to send invitations for “all of the girls
r “all of th ”in r child’s cl

PUBLICATION POLICY

Students who attend Aquinas School are sometimes featured in local newspaper
publications, on television, in school system newsletters or similar publications, or on the
school website/Facebook/Instragram page as part of Aquinas School’s efforts to
communicate regarding awards, honors, or special school activities. Students images
may also be used in association with marketing purposes by Big Shoulders Fund (or by

“‘partners,” “sponsors,” “vendors,” or “affiliates”).

Aquinas School does not publish student names/picture in any form of public media
without express parent permission. This policy applies only to communication efforts
initiated by the school.



Aquinas School cannot and does not guarantee your child’s name or likeness will not be
used by fellow parents, school affiliates, or news media in their coverage of an event,
such as sports events, public performances, field trips or other setting where the media
or general public operates independently and outside the control of the school.

RECESS

PreK students enjoy daily outdoor recess, weather permitting, or indoor recess. All
students K-8th grade participate in recess before/after their lunch.

So that we may ensure the safety of ALL of our students, parents/guardians are not
allowed to be on school property during lunch.

Students will be outside for recess unless the temperature is below 25 degrees.

Please make sure that your child dresses appropriately.

Students are to remain in their designated areas.

Recess equipment is to be used in a polite and cautious manner.

Fighting will not be tolerated-this includes “play” fighting, pushing, shoving,

name-calling, etc.

e If there is a medical reason that your child needs to be excluded from outside
recess for a period of more than three days, a doctor’s written note must be sent to
the school.

e Students are not allowed to bring sports equipment from home to be used at
recess.

e Students are to follow the directions of the playground supervisors at all times.

FACTS

This is our school management system. Login information is provided to each parent
through the Parentsweb portion of FACTS. Please make sure that you keep this
information, along with your password, in a safe place. Parents are encouraged to log in
on a regular basis. You will be notified as to the times and dates that Progress Reports
and Report Cards will be available for viewing. You may also contact your child’s teacher
through FACTS.

REPORT CARDS

Report Cards are posted four times a year. Progress Reports are also posted four times a
year-at the midway point of each quarter. You will be notified as to when grades will be
available for viewing in FACTS.

SACRAMENTS



Sacramental preparation is continuous throughout the school. However, preparation for
the actual administering of Sacraments takes place as follows:

Grade 2 Reconciliation
Grade 3 First Eucharist
Grade 8 Confirmation

All Aquinas School students receive education in the Sacraments, but only practicing
Catholics receive each Sacrament. The responsibility to prepare children for one of the
Sacraments is taken very seriously. The school and parents work together to ensure
each child is prepared prior to receiving the Sacraments. Specific information sessions
have been organized at the Parish level to include the family in sacramental preparation.
Families of children preparing for a Sacrament are expected to attend these sessions.

SHADOWING

7th/8th grade students, who, with parent permission, choose to “shadow” at one of the
Diocesan Catholic high schools, will report, at the expected start time of the High School.
The student will need to bring a note from the high school dated and sign in order to not
be considered absent.

SOCIAL MEDIA POLICY

Once considered merely conversations between “Friends” status updates and tweets are
now accepted as mainstream news feeds. Social networking applications offer institutional
organizations new opportunities to engage target audiences such as prospective and
current students, parents, alumni, faculty and staff, donors and media.

With the guidelines laid forth in this document, Aquinas School, henceforth referred to as
the “School” aims to foster the growth of virtual communities, while protecting the reputation
of the School and its community members, and provides for the cooperation of those who
create and administer social media pages on the School’s behalf. www.aquinas.school
remains the School’s official online identity, and the School community’s efforts in social
media are not intended to replace or rival this vehicle for communication. Rather, social
media pages should serve as a less formal augmentation to the communication and
community building efforts of the School.

On all accounts that the School shall set up, the following disclaimer will be utilized.

Aquinas School’'s Facebook page encourages active discussion and sharing of information
and thoughts from both the communities of Aquinas School. The School is not responsible
for comments or wall postings made by visitors to the page. Comments posted also do not
in any way reflect the opinions or policies of the School. Please show respect for your


http://www.aquinas.school/

fellow users by keeping the discussion civil. Comments are subject to Facebook Terms of
Use and Code of Conduct.

We reserve the right to remove comments that are racist, sexist, abusive, profane, violent,
obscene, spam, that advocate illegal activity, contain falsehoods or are wildly off-topic, or
that libel, incite, threaten or make ad hominem attacks on the School’s students,
employees, guests or other individuals. We also do not permit messages selling products
or promoting commercial, political or other ventures.

We do reserve the right to promote alumni, students or the School's community members
participating in commercial or political events. In addition, election campaign materials or
postings otherwise deemed inappropriate will be deleted by the page administrators.

Faculty and Staff Personal Disclaimer

The School asks that all faculty and staff who either self-identify as a community member of
the School or who could perceive being a spokesperson for the School add the disclaimer
listed below to their personal social media accounts.

The content of this site consists of my own personal opinions and does not officially

represent Aquinas School’s view in any way. Included content is not intended to convey the
views of Aquinas School.

Social Media accounts in the name of the School
School program/club blogs and social media websites/pages created in the School’s name

or using the School’'s name are representative of Aquinas School and therefore are subject
to the guidelines, policies and branding of the School.

Establishing a New Account
In order to setup an account on behalf of the School, faculty/staff members must:

Contact the School principal anytime you plan to create a social media account for
permission to launch
Access including password, URL, etc. must be fully disclosed to the principal

Existing sites created prior to this guideline implementation can continue to exist.

YouTube Channel



In the event Aquinas School establishes a YouTube site, all videos should be posted there.
Videos that are posted on the School’s YouTube Channel should promote the School,
student, Faculty/Staff or alumni accomplishments and activities. YouTube makes it easy to
embed and share videos in other web sites. School departments, clubs, etc. will be able to
and are permitted to share their videos in other locations, such as their website, Facebook
page, and twitter feed.

Students are not permitted to post videos recorded at school on their personal YouTube
accounts.

Acceptable Usage for posting on Social Media on Behalf of the School or the School
community

Use a School Logo somewhere on the site

Include a link back to the department/club/organization’s webpage

Recognize the culture of etiquette unique to social networking

Refrain from sharing confidential information online

Do No Harm

Correct Mistakes. If you make a mistake, admit it. Be upfront and quick with your

corrections.

Respect Others.

Think Before you post- Does this post, picture, status, etc. violate the School’s

Faculty/Staff handbook or School’'s Code of Conduct

e Does it Pass the publicity test- Ask yourself, would | want to see this published in the
newspaper tomorrow or ten years from now.

e Monitor comments- Any comments that are against our social media policy should
be taken down immediately.

e Seek approval- any messages that might act as the “voice” or position of the School

must be approved by the principal.

The principal will review sites periodically to be certain these guidelines are being followed
and that sites remain active. If social media sites become inactive or do not follow
guidelines established by the School, the School will ask that they be discontinued.

SPECIAL EDUCATION

Aquinas Catholic Community School strives to educate all students. The school is not a
direct recipient of state or federal funding for what is termed “special education”. Aquinas
School cooperates with the local educational agency of the public school to assist parents
who seek comprehensive testing for children’s learning problems. The school will comply to
the extent possible in the regular program with all recommendations and/or Individual



Service Plans developed by Merrillville Community Schools. The school hosts speech
consultants in the building who provide services at the school for students who qualify for
this service. A speech therapist provides services for students who qualify. Special testing
is provided free of charge for any student who may be in need of such services. Either
parents or teachers may request this testing.

SPIRIT WEAR

Students are allowed to wear approved Aquinas School Spirit Wear on the last Monday of
each month, as reported in the weekly school news. Appropriate jeans (no rips, tears;
nothing tight), may be worn. Open toe shoes (sandals, flip flops) are not permitted.
Students are not permitted to wear spirit wear on non spirit wear days. If your student
does not have spirit wear they are to wear their uniform.

STUDENT COUNCIL

Student Council is a group of students who represent the entire student body in promoting
and working for the good of the school. It goes without saying that these students must
maintain a high academic standing as well as exemplify the high moral and ethical
standards expected of an Aquinas student. They are to set goals for the year and are to
sponsor various fundraisers to help accomplish these goals if necessary.

REPRESENTATIVES

All students in Grades 5-8 who maintain a “B” average in academic subjects and a
minimum of a “3” in conduct are eligible to run as class representatives for Student
Council. Two students from each class are elected by their classmates at the beginning of
the school year to act as representatives for their class. Their responsibilities vary,
however, one major duty is to keep their class informed of the various activities and plans
of the Student Council. Following the monthly meeting, a report is to be given to each of
the classrooms.

STUDENT RECORDS

Aquinas School does NOT release “Official” school records to students, parents, or legal
guardians, as records can be lost, damaged, or altered. “Unofficial” school records will be
released to parents/legal guardians only upon receiving a written request for school records
containing a signature and date of request. Aquinas School will release “Unofficial” school
records within 72 hours of receiving a written request for records from a parent/legal
guardian as specified above.



Written Transfer requests from other schools for the following school year will be completed
when...

e Parents also sign a withdrawal form for the following school year

e Balances are cleared for current school year

e Transfer will be completed within 72 once above bullets have been met

School records will not be released when a tuition account indicates a past due
balance. The school reserves the right to withhold student records (with the

exception of Health Records) until past due balances have been paid in full.

Aquinas School relies on student tuition as its sole funding source. Furthermore, our school
budget is based entirely on student tuition, and late or delinquent tuition jeopardizes our
school’s ability to function in a fiscally responsible manner.

TESTING

NWEA K-8th

I-Learn 3rd-8th

I-Learn checkpoints 3rd-8th
I-Read 2nd and 3

School Issued Devices Acceptable Use Policy
K-4th grade Ipads
5th-8th grade ChromeBooks

Providing students with individual interactive technology in a 1-to-1 environment provides
an opportunity to enhance and individualize each student’s overall learning experience. It
also promotes responsible use of todays’ ever changing technologies as we continue to
align all we do with our Catholic values.

All Student Assigned Electronic Devices (SAED) remain the property of Aquinas Catholic
Community School (ACCS) until the student has graduated. All applications (apps), files,
and documents stored on the SAED’s are the property of the school. ACCS reserves the
right to confiscate and search a student’s iPad to ensure compliance with the Acceptable
Use Policy. Students have no expectation of privacy in the content of their personal files
saved on ACCS computer resources, and of the records of their online activity when
accessing and using the ACCS’s technology resources. As required by Federal law, the
ACCS will routinely monitor the online behavior of its students.Students in violation of the



Acceptable Use Policy may be subject to but not limited to: disciplinary action,
repossession, overnight confiscation, and/or removal of content. In the event of
repossession or confiscation, completion of all classwork remains the responsibility of the
student. ACCS is not responsible for the financial loss of any personal files that are
deleted.

Student Responsibilities:
Caring for the Student Assigned Electronic Devices (SAED)

SAED’s will be kept in a protective keyboard case. SAED’s should never be
transported outside of their case.
Devices should never be stored on the floor. This greatly increases the risk of
devices being stepped on and or crushed.
Device screens are made of glass and therefore are subject to cracking and
breaking if misused. Students will avoid placing heavy objects (books, laptops, etc.)
on top of the devices.
Devices are to be handled with extreme care at all times and should only be carried
around with the keyboard attached.

Only a soft cloth or approved laptop screen cleaning solution is to be used to clean
the iPad’s screen.
Defacing of the device in any way is prohibited (stickers, markers, etc.).

5-8"" grade students

Devices will be brought home at night to complete homework and returned to
school fully charged each morning.

Devices should not be exposed to extreme heat or cold (do not store in vehicles).
If 5-8" grade students leave their device at home, they are responsible for getting
any assignments or coursework completed as if they had their device present.
Spare devices will not be available to students who forget to bring their device to
school or who fail to charge their device. Repeat offenses will require the device be
confiscated by the administration and ‘checked out’ on a daily basis.

Safeguarding and Maintaining as an Academic Tool

Student Assigned Electronic Devices are intended for use at school each day.
Class materials, school messages, announcements, planners, calendars, and
schedules may be accessed using devices.

Students are not permitted to upload apps of their choice to their device.
Appropriate and educational apps will be added by ACCS administration, as
needed.



Items deleted from the devices cannot be ‘undeleted’, so backing up your
work is very important. Students will utilize google docs for written work as it
automatically saves.

e Preloaded apps may not be deleted and they must be updated periodically.

e Memory space is limited. Academic content takes precedence over personal

files and apps. Personal files/apps should not be stored and will be removed at the

student’s expense.

e The whereabouts of the device should be known at all times. It is the

responsibility of each student to keep their device safe and secure. Student

Assigned Electronic Devices belonging to other students are not to be tampered

with in any manner. If a device is found unattended, it should be given to the nearest

faculty/staff member.

e The volume is to remain on mute unless headphones are attached and/or
permission is obtained from the teacher.

e  Students are not permitted to logout of their school assigned Apple ID on their
device. This capability is blocked by administration, however even attempting to
logout of an assigned Apple ID is prohibited. No other Apple ID should ever
attempt to login to an ACCS device.

Lost, Damaged, or Stolen Student Assigned Electronic Devices

e -If a device is lost, stolen, or damaged, the school office must be notified
immediately. Devices that are believed to be stolen or lost can be tracked through
the school’s device management program and may be relocated.

e Student accounts will be charged $380 for an iPad that is lost, stolen, or damaged.

e Student accounts will be charged $400 for Chromebooks that are lost, stolen or
damaged.

o Chargers will be distributed to 5-8" grade students to allow charging of devices at
home. Students may opt out of receiving a charger if they prefer to purchase one of their
own to be kept at home. If chargers are lost or damaged, students will incur a fee of $20
for replacement.

5-8" grade students will return their device and charger to the school at the end of each
school year. Devices will not be kept at home by students over the summer.

All Student Assigned Electronic Devices are subject to routine monitoring by
teachers, administrators, and the technology staff. All content, uploads, apps, etc. can
and will be viewed in our management system. 5-8th grade devices may be kept at

school overnight for routine maintenance/updates. [SllCHISIINONDERCSDoNSIDICHOL



homework assigned if iPads are not permitted to go home on any given day.?? If the
Acceptable Use Policy is violated, the device may be remotely locked down, wiped,
and/or confiscated.

Prohibited Uses Include:

Accessing Inappropriate Materials — All material on the SAED must adhere to the
values and mission of Aquinas Catholic Community School. Students are not
allowed to send, access, upload, download, or distribute offensive, profane,
threatening, pornographic, obscene, or sexually explicit materials.

Accessing other networks while at school - The ACCS network is the only permitted
wireless network for student use while they are on campus. Connecting to other
WIFI networks is not permitted while on the school’s campus.

lllegal Activities — Use of the school’s internet for financial or commercial gain or for
any illegal activity.

Violating Copyrights — Students are not permitted to download copyrighted material,
have music, or install apps on devices.

Cameras — Students must use good judgement and follow the predefined ACCS
rules of conduct when using the camera. The camera may be necessary when
utilizing certain educational apps or when directed to do so by the instructor. The
student agrees that the camera will not be used to take inappropriate, illicit, or
sexually explicit photographs or videos, nor will it be used to embarrass anyone in
any way. Any use of cameras in recording or photographing students or staff without
their permission, whether in classrooms, hallways or even in restrooms, regardless
of intent, will be treated as a serious violation. Use of the camera and microphone
are strictly prohibited in the classroom and hallways unless permission is granted by
a teacher.

Misuse of Passwords/Unauthorized Access —Students will be provided with login
information for devices and email to prevent other students from misusing their
device. Sharing or attempting to guess other users passwords or gain access to
another student’s accounts, files, or data will be subject to disciplinary actions.

It is the student’s responsibility to remember and safeguard all IDs/passwords.

Malicious Use/Vandalism — Any attempt to destroy hardware, software, or data.



e Jailbreaking — Jailbreaking is the process which removes any limitations placed on
the Device by ACCS. Once jailbroken, users are able to download additional
applications, extensions, and themes that are not otherwise available. Jailbreaking
results in a less secure device and is strictly prohibited.

Network and Internet Acceptable Use Policy

Aquinas Catholic Community School (ACCS) is pleased to make available to students
access to the school network and to the internet. In order for the network and internet
access to remain available, all students must take responsibility for appropriate and lawful
use of this resource. Students must understand that one student’s misuse of the network
and internet access may jeopardize the ability of all students to enjoy such access. While
the school’s teachers and staff will make reasonable efforts to supervise student use of the
network and internet, they must have student cooperation in exercising and promoting
responsible use of this resource. All school conduct and discipline policies apply to use of
the network and internet.

Listed below are the provision of your agreement regarding computer network and internet
use. If any user violates this Policy and Agreement, the student’s access will be denied
and he/she may be subject to additional disciplinary action.

Student Access

A student who submits a properly signed Policy and Agreement to the school and follows
the policy to which he/she has agreed will be permitted to access the Aquinas Catholic
Community School network and internet. Students will be asked to sign a new Policy and
Agreement each year during which they are students at Aquinas Catholic Community
School before they are given access to the network and internet.

Guidelines
Aquinas Catholic Community School utilizes a secure device management system and
internet filter designed to monitor devices, searches, and all general use of the internet and
applications. However, all users and their parents/guardians are advised that access to the
internet inherently includes the potential for access to material inappropriate for
school-aged pupils. Every user must take responsibility for his/her use of the network and
internet and refrain from attempting to seek such inappropriate material.
e Electronic correspondence on the ACCS network is allowed only through
school provided accounts and should be used for school purposes only. **All other
correspondence is prohibited. This included but is not limited to: chat rooms,
personal email accounts, instant messages, blogs, or any form of personal
correspondence.



e Students must not disclose their password to others.
e The following uses are also prohibited:
e Viewing, transmitting, or downloading inappropriate materials or
materials that encourage others to violate the law
Intruding into the school networks or the devices of others
Downloading any programs or files such as but not limited to music,
videos, or images outside of teacher assigned academic activities
Personal gaming
Using Proxy servers
Commercial use; selling, buying, or bidding on anything over the
internet
e Supplying private information, including credit card numbers, social
security numbers, private addresses, phone numbers, etc.
e Connecting any device to the ACCS network without permission

Privacy
Network and internet access is provided as a tool for educational purposes. Aquinas
Catholic Community School reserves the right to monitor, inspect, copy, review, and
store at any time and without prior notice any and all usage of the network/internet
access and any and all information transmitted or received in connection with such
usage. All such information shall be the property of Aquinas Catholic Community
School and no user shall have any expectation of privacy regarding such materials.

Failure to Follow Policy and Breach of Agreement
The student’s use of the network and internet is a privilege, not a right. A user who
violates this policy and breaches his/her agreement will receive a minimum of one
week suspension from the school network. Any second offense will result in the
termination of use of devices and the ACCS network for up to the remainder of the
year. All must read and sign the agreement below. Failure to do so will result in the
student’s inability to utilize the school’s network and/or devic



WELLNESS POLICY

Wellness Policy on Physical Activity and Nutrition

In accordance with federal law, it is the policy of the Council to provide students access to healthy foods and
beverages; provide opportunities for developmentally appropriate physical activity; and require that all meals
served by the school corporation meet or exceed the federal nutritional guidelines issued by the U.S.
Department of Agriculture. A Health Council will be formed and maintained to oversee these activities.

The School Wellness Policy shall be made available to students and families by means of school registration,
the student handbook and the school website.

I. Health Council & Stakeholder Participation

The council will engage parents/guardians, food service professionals, the physical education
instructor, students, school health care professionals, school council members, school administrators,
and other interested community members in developing, implementing, monitoring and reviewing
school-wide nutrition and physical activity policies. A Health Council will be formed and
maintained at the corporation level to oversee the development, implementation and evaluation of
the school corporation’s wellness policy.

A. In accordance with state and federal law, the school corporation will form and maintain a
corporation level Health Council that includes at least the following stakeholders:
1. Parents/Guardians
Food Service Director/Professionals
Teachers of Physical Education
Students
School health care professionals/School Nurse
ACCS Advisory Council members
School administrators
Any interested member of the public

A PR IR NI o

Representatives of interested community organizations
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. Other potential members of the council include teachers, teaching assistants, and
community representatives such as recreation professionals, city planners, industry
professionals and voluntary service workers.

B. The Health Council shall meet at least annually to review nutrition and physical activity policies
and to develop an action plan for the coming year. The Health Council shall meet as needed during
the school year to discuss implementation activities and address barriers and challenges.

C. The Health Council shall report annually to the school principal, pastor, and ACCS Advisory
Council on the implementation of the wellness policy and include any recommended changes or
revisions.

II. Standards for USDA Child Nutrition Programs and School Meals



The council will provide and promote the National School Lunch and Breakfast Programs to ensure
that all students have access to healthy foods to support healthier choices and promote optimal
learning.

III. Nutrition Guidelines for Food and Beverages

A. ACCS will not sell food/beverages via vending machines or concessions during the school
day.

B. Fundraisers selling food items that do not meet the federal nutrition standards are limited to
three fundraisers per school year.

C. The council will allow marketing in school buildings and on school grounds during the school
day for only those food and beverages provided by the school that meet the federal nutrition
standards. Marketing that promotes student health will be permitted in school buildings and
on school grounds.

D. Special dietary needs of students will be considered when planning meals, according to the
document Accommodating Children with Special Dietary Needs in the School Nutrition
Programs.

E. ACCS will provide the USDA School Breakfast Program to all students who either qualify
for free/reduced meals or choose to purchase.

F. To the extent possible, schools will utilize methods to serve school breakfasts that encourage
participation, including serving breakfast in the classroom, serving “grab-and-go” breakfasts
and arranging transportation schedules to allow for earlier arrival times.

IV. Nutrition Education and Nutrition Promotion

Nutrition topics shall be integrated within the comprehensive health education curriculum and taught
at every grade level (K-8) according to standards of the Indiana Department of Education. ACCS
will link nutrition education activities with existing coordinated school health programs or other
comparable comprehensive school health promotion frameworks.

A. Nutrition Education Goals
1. Health education will be provided as part of a comprehensive health education
program and taught by licensed instructors.
2. The school will provide nutrition education training opportunities to teachers and
staff for all grade levels.
B. Nutrition Promotion Goals
1. Nutrition promotion will include lessons that cover topics such as how to read and
use food labels, choosing healthy options and portion control.
2. Foods of minimal nutritional value, including brands and illustrations, shall not be
advertised or marketed to students or in educational materials.
V. Physical Activity and Physical Education

The Council supports the health and well-being of students by promoting physical activity through
physical education, recess and other physical activity breaks; and before- and after-school activities.

A. Physical Activity Goals



1. Students from Preschool — 8" grade receive physical education instruction from a
licensed instructor at least once per week.

2. Elementary students receive 30 minutes of physical activity daily, middle school
students receive 15 daily minutes.

3. Students from 5" — 8" grade have the opportunity to participate in sports such as
basketball, volleyball, soccer, track and cross country.

4. All teachers will be encouraged to use physical activity breaks during classroom time
as often as possible.

5. ACCS discourages extended periods of inactivity (2 or more hours). During events
such as mandatory school-wide testing, teachers will give students periodic physical
breaks.

6. Students will not be removed or excused from physical education to receive
instruction on other content areas.

7. School staff will not use physical activity or withhold opportunities for physical
activities as punishment.

VI. Other Activities that Promote Student Wellness

VIL

The council supports the health and well-being of our students and staff by creating and promoting
policy and environmental supports to provide physical activity and healthy eating opportunities.

A. Other Activity Goals
1. The school will implement a walking program for staff and students, promoting
consistency in remaining active by tracking miles.
2. The school will implement Girls on the Run, a fun, research-based curriculum that
creatively integrates running, for students from 4"- 8" grade.
Evaluation

Through implementation and enforcement of this policy, the school will create an environment that
supports opportunities for physical activity and healthy eating behaviors. To ensure continuing
progress, ACCS will evaluate implementation efforts and their impact on students and staff at least
every three years. The council will notify the public of the results of the three-year assessment and
evaluation.

1. The school principal is responsible for retaining all documentation of compliance
with this policy and its regulations. The principal shall ensure ACCS is in compliance
with the corporation’s wellness policy every three school years by assessing wellness
implementation strategies. The principals shall provide a report to the Advisory
Council. The principal’s report shall contain the following information: the school’s
progress toward meeting the wellness goals over the previous three school years; the
website address for the wellness policy and how the public can receive a copy of the
policy; a description of the progress in meeting the goals, a summary of the event or
activities related to the implementation of the policy; the name, position, and contact
information of the school official coordinating the health advisory council or the
school’s wellness team; and information on how individuals and the public can get
involved with the school’s wellness team.



2. The evaluation of the wellness policy and implementation will be directed by the
Health Council and will be responsible for the three-year assessment of the school’s
compliance with the policy and its regulations. The three-year assessment must
measure the implementation of this policy and its regulations; the extent to which
each school is in compliance with the policy; the extent this policy compares to other
model school wellness policies; and a description of the progress made in attaining
the goals of the wellness policy. As a result of this assessment and evaluation the
policy and regulations will be revised as needed.

3. The three-year assessment and evaluation report will be made available to the public
by posting it on the school website.

VIII. Communication

Each year, parents, students and staff will be updated on the content and implementation of the
ACCS Wellness Policy at Back to School Night, including the assessment of the policy.

Additional stakeholders will be invited yearly to join the Health Council and participate in the
maintenance and updating of the wellness plan.

ATHLETIC POLICY

SPORTS

An extra-curricular sports program consisting of cheer, soccer, volleyball, basketball,
cross-country, and track & field is available for children in grades 5-8 through CYO. It
exists as long as there are enough students and parents interested in participating.
Parents are needed to coach each of the teams and must be Virtus trained. Student
athletes are expected to maintain a C average in all classes. If a student athlete falls
below this average they will be placed on academic probation.

ELIGIBILITY

Aquinas School participates in the CYO Sports Program. Children in Grades 5-8 who
wish to participate in any sport must meet the following requirements:

e The participating student’s tuition account must not have a balance due.

e Provide a current physical form, completed by your family doctor, prior to beginning
any sport. This form will remain on file for the entire school year.

e Students must prioritize academics and effort. Student athletes are expected to
maintain a C average in all classes on progress reports and or report cards.
Attend all scheduled practices conducted by the coach of the team.

Abide by the rules set forth by the coach.



e If absent on a school day that is also a game day or practice day you will not attend
the game or practice

e If absent on a Friday before weekend games/practices you will not attend those
games/practices

e If absent and attend those games/practices you will be benched the following
game/practice.

e Notify the team coach, in a timely manner, if you are unable to attend a required
practice, or game.

ACADEMIC PROBATION POLICY

Aquinas School complies with the Catholic Youth Organization policy regarding sports eligibility.
Students who do not meet the standard set by CYO on a report card/progress report will be placed
on academic probation. This means they are ineligible to participate in any practices or games for
any sport. Once put on probation, a student’s grades will be reevaluated for sports reinstatement 10
school days after the probation notice is given.

SPORTS POLICY DIOCESE OF GARY
GRADES:

“C” average with only one “D”, no “F”s, in all solid subjects (religion, reading, language
arts, math, social studies and science). A copy of mid-quarter grades, four (4) weeks after
report cards, is also necessary. Special needs students will be monitored by the principal.
Principal discretion is to be used.

CONDUCT AND EFFORT:

Conduct and effort grades on report cards must be a “2” or higher.

UNSPORTSMANLIKE CONDUCT
A player, coach or parent shall not:

e Disrespectfully address or contact an official or gesture in such a manner as to
indicate resentment.
Use profanity or inappropriate language or obscene gestures.
Show disgust with officials’ decisions.
Display any other unchristian behavior before, during or after the game, contest, or
practice toward any or all members of the opposing team.

CONSEQUENCES

PLAYER
e First Infraction-One league game suspension of player.



e Second Infraction-Permanent suspension of player-subject to appeal to the
Athletic Director, Principal and Pastor
e Third Infraction-Permanent suspension-NO APPEAL
COACH OR PARENT
e A coach will be asked to resign immediately; a parent will be asked to leave the
premises.

BEHAVIOR POLICY

The staff at Aquinas School knows it is essential to maintain a positive, disciplined
teaching/learning environment. Teachers, administrators and staff plan procedures around
these three rules to create a safe and peaceful environment to ensure a proper culture for
learning.
e Respect - Respect yourself, others and their time; this includes teachers, staff,
fellow students and parents. Respect school property and the property of others.
e Responsible - Be responsible, come prepared for class with all homework and
supplies.
e Ready - Be Ready, arrive at school on time and ready to learn.

It is the job of the classroom teacher to see that dignity and respect are shown to all people as
children of God. It is also the duty of the teacher to keep parents informed of general student
misconduct. A complete copy of the Student Code of Conduct can be found at the end of this
document.

Teachers must be familiar with and enforce Student Code of Conduct. Consistent communication
with parents is expected. Teachers must keep an anecdotal record if there is an extreme case of
misbehavior. It is the duty of the teacher to enforce all rules and regulations regarding conduct that
appear in the Student Code of Conduct. Minor moments of frustration or acting out most often result
in a time-out moment either inside the classroom or with administration, depending on severity and
age of student.

rporal punishment is NOT in any form.

STUDENT CODE OF CONDUCT

As a Catholic School, the expectation of behavior coincides with our Catholic values. We seek to treat one
another with the dignity and respect endowed by God. If a student makes a poor choice, the expectation is
they will be honest, admit the choice, and apologize. This guideline has been developed for Aquinas School,
in accordance with staff, and Pastor, and is subject to change at any time without notice. Each incident will
be handled on an individual basis. THE FINAL DECISION RESTS WITH THE PRINCIPAL/PASTOR.;//
Point System
Written Warning: 1 point
Lunch Detention: 1 point



After School Detention: 2 points
In/Out of School Suspension: 10 points
If a student has accumulated 20 behavior points they may be expelled, asked to withdraw or be unable to
register the following year. No matter how many points a student has accumulated, the pastor/principal will
make the final decision on continued attendance.

Violation - Behavior

First Offense

Second Offense

Third Offense

A. DISRESPECT

A.l
Inappropriate Language
(Minor)

Meeting with principal
and warning

Lunch detention

After school detention

Bullying/Cyber Bullying

school suspension

A.2 1 lunch detention After school detention Parent meeting and 1-3 days
Teasing after school detention
A3 1 after school detention Parent conference and in | recommended for expulsion

A.4

Inappropriate
Language/Obscene Gestures
(Major; i.e. racial, ethnic,
cussing or sexual remarks or
threats

1 after school detention

2 days after school
detention and parent
conference

1 day out of school
suspension

A.5
Insubordination/Disrespect
to a Staff Member

1 after school detention

Parent meeting and 1-3
days suspension
Student behavior contract

Recommendation for
expulsion

A.6
Signs of Violence/Hate

1-3 days out of school
suspension

5 days out of school
suspension

10 days out of school
suspension AND
recommended for expulsion

Violation - Behavior

First Offense

Second Offense

Third Offense

A.7
Scuffle
(Hitting, kicking, etc.)

1 after school detention

2-3 days after school
detention

1-5 days out of school
suspension

A.8
Fighting

1-3 days out of school
suspension & parent
meeting

recommended for
withdrawal or expulsion




A9
Inappropriate Affection

1 after school detention

2-3 days after school
detention

1-5 days out of school
suspension and
recommended for
withdrawal or expulsion

B. DISRESPECT TO
PROPERTY

B.1
Damage to Property

replace item and
1 after school detention

replace item and 1-2 day
suspension

replace item and possible
recommended withdrawal or
expulsion

B.2
Theft (depending of value)

Return/replace item and
detention

Return/replace item and
possible recommendation
for withdrawal from
school

B.3

Violation of Technology
Policy (Minor; attempting to
access unauthorized
sites/apps, asking for
another student’s login, etc.)

Depending on severity,
lockdown, wiped or
confiscated device 1
week. Student remains
responsible for all
classwork and homework
completion.

After school detention

Depending on severity,
lockdown, wiped or
confiscated device 2
weeks. Student remains
responsible for all
classwork and homework
completion.

After school detention

Loss of Device for duration of
the school year. Student
remains responsible for all
classwork and homework
completion.

B.4

Violation of Technology
Policy (Major; Jailbraking,
uploading inappropriate
materials, recording or
photographing during class
without permission, posting
school photos online, etc.)

One week suspension
from iPad/school network
and internet. Student
remains responsible for all
classwork and homework
completion.

Depending on severity,
removal from school.

Violation - Behavior

First Offense

Second Offense

Third Offense

B.5
Lost, Damaged or Stolen
school issued device

Replace Device
Cost of device $350.00
Charger $50.00

Replace Device
Cost of device $350.00
Charger $50.00

Replace Device
Cost of device $350.00
Charger $50.00

C. WEAPONS




C1
Possession of
Weapons/Facsimile Weapons

3-7 days out of school
suspension or possible
expulsion

recommended for
expulsion

D. LYING

D.1
Plagiarism & Cheating

0% on assignment/test
and 1 after school
detention

“F” for grading period and

in-school suspension

recommended for
withdrawal or expulsion

D.2
Verbal/Non-Verbal
communication during test

0% on assignment/test
AND parent contact

0% on assignment/test
and parent meeting

0% on assignment/test,
parent meeting and
detention

D.3
Lying/Gossiping

1 week lunch and recess
detention

1 week after school
detention and parent
meeting

3-7 days suspension

D.4
Forging Signature

1 after school detention
AND parent meeting

2-3 days detention

1 day suspension

E. FAILING TO
FOLLOW RULES

E.1
Repeated Violation of
Classroom Rules

1 after school detention

2 after school detentions
and conference with
parent

1 day suspension

E.2
Misuse of Technology

1 week of lunch/recess
detention

1 week after school
detention

2-3 days suspension and
parent meeting




Violation - Behavior

First Offense

Second Offense

Third Offense

F. DISRUPTION

F.1

Horseplay (i.e. running,
pushing, hitting, pinching,
wrestling, playing with food,
throwing objects, etc.)

1 week of lunch/recess
detention

1 week of after school
detention

1-3 days out of school
suspension

F.2

Excessive Talking, Out of
Seat, Writing/Passing Notes,
Grooming In Class,
Disrupting Class,
sleeping/appearance of
sleeping in class

1 week of lunch/recess
detention

1 week of after school
detention

1-3 days out of school
suspension

F.3
Uniform Violation

This includes acrylic nails.
Student will have
lunch/recess detention until
removed.

Verbal warning and
parent contact.

Possible change clothes
/removal/confiscate
jewelry

2 lunch/recess detention
parent contact

Possible change clothes
/removal/confiscate
jewelry

1 after school detention

Possible change clothes
/removal/confiscate
jewelry

F.4
Inappropriate Dress
(i.e.Permit Day)

phone call home for a
change of clothes AND 1
after school detention

dress down privileges
taken away for remainder
of school year

F5. Cell phone usage: Cell
phones are to remain turned
off and turned into teacher
upon arrival

Phone confiscated and
held in the school office
until a parent picks it up
and lunch/recess
detention.

Phone confiscated and
held in the school office
until a parent picks it up
and 2 lunch/recess
detention.

Phone confiscated and
held in the school office
until a parent picks it up
and an after school
detention.

ATTENDANCE POLICY

G.1
Tardies Per Quarter

Tardy students must be signed in by the parent when they arrive at school.
3 unexcused tardies = | unexcused absence

G.2
Absences Per Year

Anything less than 90% attendance or 162 days in full attendance may result in

grade retention

Indiana Department of Education Guidelines

e A doctor’s note will be provided after 3 consecutive absences

e Students missing more than 10% of the school year (18 days), consecutive or
not, may be subject to retention, disenrollment, may be reported to Child and
Family Services and will be reported to the Indiana Department of Education.




G.3

Late Pickup contacts will be called for any student not picked up by 4pm. Students registered

Dismissal begins at 3:30pm and typically ends by 3:50pm. Parents and emergency

with Adventure Club will be sent if not picked up on time.
e Students not signed up for Adventure club will be charged $3.00 for 30 minutes

and $5.00 per hour. This will be charged to their FACTS account.
e In the event we are unable to contact parents and emergency contacts, the
police will be called.

REMOVAL
Removal from a Catholic School is a very serious matter. However, for the good of the student and the
influence that his/her behavior has on the other children present, this may become the only solution.
As always, we are attempting to instill self-discipline and student responsibility. After a child has
received two suspensions (also a serious consequence), or commits a serious infraction, the parent
may be asked to withdraw the student. If the option to withdraw is refused, the child may be expelled.

GROUNDS FOR REMOVAL

Using or encouraging others to use violence, force, noise, coercion, or other comparable conduct
that interferes with school purposes.

Threatening harm to another student, staff, or entire student body

Stealing or vandalizing valuable school or private property or repeatedly damaging or stealing
school or private property of small value.

Causing or attempting to cause physical injury to a fellow student or school employee.
Possessing a weapon.

Knowingly possessing, using or transmitting intoxicants of any kind (except for prescriptions from
authorized physicians).

Repeatedly refusing to comply with reasonable directives of school personnel.

Engaging in criminal activity or other behavior forbidden by state laws.

REMOVAL PROCEDURE

Student will be notified of the intent to be removed.

Parent will be notified of the intent to be removed.

Administrative staff will meet with all parties involved.

Review of documentation by all individuals conferring the removal.

Decision to remove based upon what is in the best interest of the school.

Written record demonstrating that the decision was based on the evidence presented will be
place in the student’s file.



On My Way PK Discipline Policy

UNIFORM STANDARDS

Uniform Standards for Aquinas Students School Code: AQUI05
https://www.globalschoolwear.com/school/AQUI05

Girls Boys
Bottom e Gray Straight Leg Pants (no e Gray Straight Leg Pants (no
tapered legs, skinny Jeans) tapered legs and no jeans)
e Aquinas green plaid
jumpers k-2*
e Aquinas green plaid skirts
3-8*
Tops White Blouses with collars Solid white polos
White Polos Hunter green polos with school
Hunter green polos with crest*
school crest* e Solid color white tee shirts or
e Solid color white tee shirts turtleneck shirts may be worn
or turtleneck shirts may be under uniform shirts.
worn under the blouses,
both of which must be
tucked in.
Sweaters e Plain solid color sweaters in e Plain solid color sweaters in
hunter green, gray, or white hunter green, gray, or white
e Hunter green sweatshirt e Hunter green sweatshirt with
with the Aquinas logo* - the Aquinas logo* - Sweaters
Sweaters must be worn must be worn over a school
over a school shirt. shirt.
Socks e Plain, solid socks, or tights e Plain, solid color socks in
in hunter green, gray, or white, black or hunter green.
white.



https://www.globalschoolwear.com/school/AQUI05

Shoes

Wy

e Practical shoes (heels must
be one inch or lower) in
black, brown, gray, or hunter
green are to be worn. If a
shoe looks like a boot or
gym shoe, it is not allowed.
No light up accessories,
bells, poms, colored shoe
laces, etc. may adorn the
shoes.

e Snow boots may be worn
to/from school during
inclement weather, but
regular school shoes must
be brought to school for
students to change into.

Dark, solid color oxfords or
loafers are to be worn. If a
shoe looks like a boot or gym
shoe, it is not allowed. No light
up accessories, bells, poms,
colored shoe laces, etc. may
adorn the shoes.

Snow boots may be worn
to/from school during
inclement weather, but regular
school shoes must be brought
to school for students to
change into.

No Crocs

e No Crocs
Gym e Aquinas Gym shirt and Aquinas Gym shirt and shorts*
Uniform shorts** Gym shoes must have soles
e Uniform Sweatpants and that do not leave black marks
sweatshirts are optional. on the tiled floor and may only
e Gym shoes must have soles be worn on PE days with the
that do not leave black gym uniform.
marks on the tiled floor and
may only be worn on PE
days with the gym uniform.
Appearance Standards for Aquinas Students
Hair e Hair should be clean, well-groomed and off the face. No
extreme styles are allowed, including any portions that are
shaved into a pattern.
Jewelry Simple chains for religious medals or symbols may be worn.

Girls may wear earrings of the small button or ball type.
Dangling or hoop earrings are not permitted.
e Earrings are not permitted for boys.




Body piercings are not permitted.
Aquinas students may not wear any type of pins, bracelets,
rings or other jewelry.

Makeup/Nails e Only clear nail polish may be worn. Acrylic nails are not
permitted.

e Make-up is not permitted-this includes lip gloss or glossy lip
balms.

e Visible tattoos (permanent, temporary) are not allowed

Hats e Hats of any kind are never to be worn in the building. Outdoor
hats must not be worn backwards, or cocked to the side. Hats
that incorporate an animal or character may be worn, so long
as they do not distract others or conflict with school/parish
values.

Inappropriate attire on a “Spirit Day” or a “Permit Day” is unacceptable. Participation in
these days is a privilege. Students may wear jeans, however ripped jeans/clothing are not
permitted. Shoulders must be covered, spaghetti straps are not permitted. Due to recess
safety, flip flops are not permitted. Inappropriate attire worn on “Spirit Day” or “Permit Day”
will warrant forfeiture of the next scheduled “Spirit Day” or “Permit Day” and if repeated may
lead to loss for the remainder of the school year. Please be advised that the
appropriateness of student attire is ALWAYS at the discretion of SCHOOL officials. “If you
have to ask, it probably isn’t appropriate attire,” applies here.

PHYSICAL EDUCATION UNIFORM

Students will wear the Aquinas School physical education uniform to school on their
designated PE day. The uniform consists of a t-shirt and shorts. In cooler weather, students
may wear the Aquinas sweatshirt and sweatpants over their t-shirt and shorts. Gym shoes
must be worn to school on the designated PE day.

SEXUAL MISCONDUCT TOWARDS MINORS AND OTHERS AT RISK THE POLICY OF
THE DIOCESE OF GARY

THESE POLICIES AND PROCEDURES ARE TO BE IMPLEMENTED IN RESPONSE TO
AN ALLEGATION OF SEXUAL MISCONDUCT TOWARD MINORS AND OTHERS AT
RISK.



INTRODUCTION

In recent years there has been an explosive increase in reported cases of sexual
misconduct towards minors and others at risk throughout our country. Because of the
destructive impact of such incidents on the victim, the victim's family, the local Church
community, as well as the accused, a diocesan policy exists to deal in a forthright and
compassionate way with situations in which an employee, volunteer or cleric is accused
of sexual misconduct toward a minor or other at risk. Our purpose in establishing this
policy is to assure victims of sexual misconduct the healing they need to help reduce the
destructive effects of their traumatic experience. It is also our strong desire to ensure
appropriate pastoral outreach to the affected families and local Church communities.
Pastoral concern is also extended to the accused and to those ultimately found guilty of
sexual misconduct as they are made aware of the destructiveness of their behavior by
prescribing the necessary professional treatment. With a profound respect for the dignity
of each person involved, it is our goal that compassion and healing be the foundation
upon which this policy is based. For those abused, those accused, and those found guilty
of sexual misconduct, this is how we approach this work.

POLICIES AND PROCEDURES

I. RESPONSE TO COMPLAINTS AND ALLEGATIONS OF SEXUAL MISCONDUCT
A. Indiana Code (l.C.) Sections 31-33-5-1, 31-33-5-2, 31-33-5-3, and 31-33-5-4

(See Appendix Il) require that staff members of a private institution, school or facility who
have reason to believe that a minor has been physically or sexually abused shall
immediately orally report such belief to the local Child Protection Service or law
enforcement agency.
1. Note that the statute says to report immediately when a person has "reason to
believe" that physical or sexual abuse has occurred. This means that if a report is made
of sexual abuse, it must be reported immediately and not after an "in- house"
investigation.

2. The definition of "Reason to Believe," according to Indiana Statute, means that if
presented to individuals of similar background and training, it would cause those
individuals to make a judgment that a child was abused or neglected.

B. Itis the responsibility of every cleric, administrator, employee or volunteer of the
Diocese of Gary who receives a complaint or allegation of sexual misconduct to report it
immediately to the Bishop's Delegate. If he/she is not available, the report is made to the
Bishop's Administrative Assistant. In the case of a minor, the public authorities will be
notified and then the Response Team.

C. The diocese will cooperate with the authorities in the investigation. The Bishop's
Delegate will direct an investigation of all rumors, anonymous phone calls and unsigned
letters. Members of the Response Team will be contacted to assist in this process.



D. The Diocese of Gary will not enter into confidentiality agreements except for grave
and substantial reasons brought forth by the victim. Such reasons shall be noted in the
agreement.

E. Any modifications to this policy will be made after consultation with the Response
Team and if appropriate other consultative bodies of the diocese. Any modifications must
have the approval of the Bishop of the Diocese of Gary. If modifications are made, the
United States Conference of Catholic Bishops shall receive a copy of the revised policy
within three months after such modifications.

Il. RESPONSE TEAM
A. The Bishop has established a Response Team consisting of two priests, a
psychologist, and a social worker versed in cases of sexual misconduct and abuse, and
six other persons who bring a particular sensitivity to this role. One member of the
Response Team is the Bishop's Delegate and chairperson. The majority of the Response
Team members will be lay individuals and not in the employ of the Diocese of Gary.
He/she will also serve as the Assistance Coordinator on behalf of the alleged victim. The
concept of the Response Team is to have a small representative group which can act
with promptness, fairness, confidentiality and compassion toward all concerned.
B. The Team Chairperson's responsibility is to convene the Response Team to ensure
that the prescribed process is implemented and that proper procedures are followed. It
will also be the Chairperson's responsibility to keep the Bishop informed in a timely
fashion of an allegation and the progress of the Response Team concerning the
allegation.
C. The Response Team will oversee all steps of the procedure for dealing with the
accusations, and will act as guarantor of the due process for all parties.

D. Members of the Response Team are appointed by the Bishop who is to ensure that
the Team's composition reflects expertise in the areas addressed by the Team. Members
are appointed to a five-year term which is renewable. At least eight members of the
Response Team will be in full communion with the Church.

E. The Communications Director of the diocese is the spokesperson to the media, and
will be appropriately informed in each situation by the Bishop's Delegate.

lll. INTERVENTION PROCESS
A. The Bishop's Assistance Coordinator will ensure that appropriate pastoral care be
provided for the alleged victim and family to assist them in healing and reconciliation. If
the Response Team considers it necessary, reasonable qualified medical/psychological
care support groups and other social services will be offered.
B. The Response Team will, when reasonably indicated, provide prompt pastoral care to
all pastoral institutions affected by the allegations of sexual misconduct. The scope, type



and duration of this service will be determined by the Response Team on a case-by-case
basis.
C. The person who made the allegation, the parents of the minor or other at risk, and, if
advisable, the victim of the sexual misconduct will be interviewed by the Bishop's
Delegate or member(s) of the Response Team appointed by him/her.
D. The victim will be advised of their right to make a report to the public authorities.
E. The volunteer, employee or cleric against whom the allegation is made will be
informed of the allegation and advised of their right to legal counsel.
F. Every interview will be respectful and courteous. The goal is to determine each
person's account of the alleged incident.
G. If, after careful review, the Response Team judges the complaint to be without merit,
the Bishop's Delegate will fully inform all parties in a timely fashion of the results of the
investigation. The Team will take all necessary steps to protect the accused from
defamation, and to restore the peace of the community.
H. If, after careful review, the complaint is judged to be credible, the Response Team will
recommend that the Bishop take immediate administrative action toward the accused.

I. The following procedure will then apply:

1. A volunteer: the volunteer will be immediately relieved of all volunteer duties,
responsibilities, and activities.

2. An employee: the employee will be immediately terminated or placed on
administrative leave at the discretion of the Bishop who will determine whether or not the
leave will be with or without pay.

J. Where sexual abuse by a priest or deacon is admitted or is established after an
appropriate investigation in accordance with common law, the following will apply:

1. The cleric will be immediately placed on administrative leave, and moved to a
supervised residency.

a) He is asked to sign a medical and psychological assessment release form prepared
by the diocese.

b) He is required to undergo, as soon as possible, a complete psychological and medical
assessment at a facility designated by the Bishop.

c) In the event that cleric refuses to comply with the above, he will immediately incur
suspension from all priestly or diaconal duties.

2. When even a single act of sexual abuse of a minor by a priest or deacon is admitted
or is established after an appropriate process in accord with canon law, the offending
priest or deacon will be removed permanently from ecclesiastical ministry, not excluding
dismissal from the clerical state, if the case so warrants. The Bishop of the Diocese of
Gary has the executive power of governance, through an administrative act, to remove
an offending cleric from office, to remove or restrict his faculties, and to limit his exercise
of priestly ministry. See paragraph 5 below.



3. In every case the process provided in common law shall be observed, and the various
provisions of common law shall be considered.

4. The accused priest or deacon shall be encouraged to retain the assistance of civil
and/or canonical counsel. If requested, the diocese will supply canonical counsel to a
cleric. See paragraph 5.

5. In the case of a minor, where the penalty of dismissal from the clerical state has not
been applied for reasons such as advanced age or infirmity, the offender is to lead a life
of prayer and penance. A priest-offender will not be permitted to celebrate Mass pubilicly,
wear clerical garb, or present himself publicly as a priest.

K.  For clerics accused of sexual misconduct toward others at risk: When allegations of
sexual misconduct are brought against a cleric and are substantiated, it might be
possible for continued ministry within the diocese. However, it will be the responsibility of
the Response Team to make a recommendation to the Bishop about a ministerial
assignment for the cleric. This

will be based upon the evaluation and advice of qualified experts, and following in-patient
residential or out-patient psychological/psychiatric treatment. the Response Team's
recommendation may include:

1. the cleric receiving no ministerial assignment within the diocese

2. support for resignation from priestly or diaconal ministry
3. canonical process for laicization
4. a ministerial assignment with various conditions.

IV. FOLLOW-UP

A.  For the victims of sexual misconduct: The Bishop's Delegate/Assistance
Coordinator, in consultation with the Response Team, will continue to monitor the
pastoral needs of the victim as well as to confirm that proper medical/psychological care,
group support, or other social services are available for an appropriate period of time.
Similar pastoral care and reconciliation will be offered to the affected community.

B. For clerics accused, but found not guilty of sexual misconduct: If it has become public
knowledge, every possible, appropriate step will be taken by the Bishop's Delegate, in
collaboration with the Bishop and the falsely accused cleric, to repair any damage to the
cleric's reputation.

C. For volunteers and lay employees accused, but found not guilty of sexual
misconduct: Every possible, appropriate step will be taken by the Bishop's Delegate and
members of the Response Team to repair any damage to the volunteer's and lay
employee's reputation.

APPENDIX |



DEFINITION OF TERMS:

In this policy, regarding allegations of sexual misconduct towards minors and others at
risk, the following terms are defined:

Cleric For the purpose of this Policy, the term "cleric" shall include and be limited to
diocesan priests, religious priests, and transitional and permanent deacons. Employee
For the purpose of this Policy, the term "employee" means any person employed by the
diocese or any subdivision thereof. An employee may be a cleric, a lay person or a
member of a religious order.

Regular Volunteer For the purpose of this Policy, the term "regular volunteer" shall mean
any person who serves as a volunteer in a Church-sponsored activity, or under the
auspices of the diocese or a subdivision thereof. This would include, but is not limited to,
student teachers, aides, coaching assistants, special instructors, catechists, scout
leaders, server coordinators, etc.

Minors For the purpose of this Policy, the term "minors" shall be limited to persons under
eighteen (18) years of age.

Others at Risk For purposes of this Policy, the term "others at risk" shall include, but not
be limited to, developmentally disabled persons, and those who place themselves under
the trust of a cleric, religious, or employee wherein a power/authority relationship is in
place.

Sexual Misconduct In this policy, sexual misconduct means any sexual conduct which is
either unlawful and/or contrary to the moral teaching of the Church.

APPENDIX II-INDIANA CODES

INDIANA CODE 31-33-5-1 DUTY TO MAKE REPORT

Sec. 1. In addition to any other duty to report arising under this article, an individual who
has reason to believe that a child is a victim of child abuse or neglect shall make a report
as required by this article. As added by P.L.1-1997, Sec. 16.

INDIANA CODE 31-33-5-2 NOTIFICATION OF INDIVIDUAL IN CHARGE OF
INSTITUTION, SCHOOL, FACILITY OR AGENCY; REPORT
Sec. 2 (a) If an individual is required to make a report under this article in the individual’s
capacity as a member of the staff of a medical or other public or private institution, school,
facility, or agency, the individual shall immediately notify the individual in charge of the
institution, school, facility, or agency or the designated agent of the individual in charge of
the institution, school, facility, or agency.
(b) Anindividual notified under subsection (a) shall report or cause a report to be made.
As added by P.L.1-1997, Sec. 16.



INDIANA CODE 31-33-5-3 EFFECT OF COMPLIANCE ON INDIVIDUAL’S OWN DUTY
TO REPORT

Sec. 3. This chapter does not relieve an individual of the obligation to report on the
individual’'s own behalf, unless a report has already been made to the best of the
individual’'s belief. As added by P.L.1-1997, Sec. 16.

INDIANA CODE 31-33-5-4 IMMEDIATE ORAL REPORT TO LOCAL CHILD
PROTECTION SERVICE OR LAW ENFORCEMENT AGENCY
Sec. 4. A person who has a duty under this chapter to report that a child may be a victim
of child abuse or neglect shall immediately make an oral report to:

(1) ) the local child protection service; or

(2) ) the local law enforcement agency.
As added by P.L.1-1997, Sec. 16.

APPENDIX lll-REPORTING AGENCIES
LIST OF AGENCIES FOR REPORTING OF SEXUAL ABUSE OR NEGLECT

LAKE COUNTY Child Protection Services 219-881-6966
If closed, contact local police; or the Sheriff's Dept. at 219-755-3300

LAPORTE COUNTY Child Protection Services 219-326-5870
If closed, contact local police; or the Sheriff's Dept. at 219-326-7700

PORTER COUNTY Child Protection Services 219-462-7555
If closed, contact local police; or the Sheriff's Dept. at 219-477-3000

STARKE COUNTY Child Protection Services 574-772-3411
If closed, contact local police; or the Sheriff's Dept. at 574-772-3771

CONTACT CATHOLIC FAMILY SERVICES FOR COUNSELING FOR CHILD ABUSE
Victim Assistance Coordinator: Steven J. Butera, M.S. 219-662-7066, ext. 25 Client
Services Director, St. Jude House, 12490 Marshall Street, Crown Point, IN 46307

LAKE COUNTY Crown Point 219-662-7677
East Chicago 219-397-5803

Gary 219-886-3565

Hammond 219-844-4883



LAPORTE COUNTY Michigan City 219-879-9312 PORTER COUNTY Portage
219-762-1177

Non-Discrimination Statement

In accordance with federal civil rights law and U.S. department of Agriculture (USDA) civil rights
regulations and policies, this institution is prohibited from discriminating on the basis of race, color,
national origin, sex (including gender identity and sexual orientation), disability, age, reprisal or
retaliation for prior civil rights activity.

Program information may be made available in languages other than English. Persons with
disabilities who require alternative means of communication to obtain program information (e.g.,
Braille, large print, audiotape, American Sign language), should contact the responsible state or

local agency that administers the program or USDA's TARGET Center at (202) 720-2600 (voice and
TTY) or contact USDA through the Federal Relay Service at (800) 877-8339.

To file a program discrimination complaint, a Complainant should complete a Form AD-3027, USDA
Program Discrimination Complaint Form which can be obtained online at:
https://www.usda.gov/sites/default/files/documents/ad-3027.pdf, from any USDA office, by calling
(866) 632-9992, or by writing a letter addressed to the USDA. The letter must contain the
complainant's name, address, telephone number, and a written description of the alleged
discriminatory action in sufficient detail to inform the Assistant Secretary for Civil Rights (ASCR)
about the nature and date of an alleged civil rights violation. The completed AD-3027 form or letter
must be submitted to USDA by:

1. Mail: U.S. Department of Agriculture
Office of the Assistant Secretary for Civil Rights
1400 Independence Avenue, SW
Washington, DC 20250-9410; or
2. Fax: (833)256-1665 or (202) 690-7442; or
3. Email: Program.Intake@usda.gov
This institution is an equal opportunity provider.
12/09/2022
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