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Be Ready! 
 
 

 
 
 
 

 
 
 
 
 
 

 
 

“Remind them to be submissive to rulers and authorities,  
to be obedient, to be ready for every good work…“  Titus 3:1 

 
FORWARD 

 
The purpose of this booklet is to acquaint you with West Park Lutheran School. The objectives, policies,                 
and practices of our school should be understood and deeply appreciated after reading the following               
pages. 

 
 

WHY A LUTHERAN SCHOOL 
 
When Jesus said, "Permit the little children to come unto me, and forbid them not,” this was not merely a                    
suggestion, but rather a command that Christian parents would do well to heed. 
 
Our Lutheran school has been founded on the firm foundation of God's Word. Children attending our                
school receive regular studies in the Christian religion as commanded by God. "These words I command                
you this day shall be in your heart: and you shall teach them diligently to your children." Deuteronomy                  
6:6-7 
 
Since there are so many influences in the world that are dangerous to one’s faith, a child needs to hear and                     
learn the Word of God constantly and to apply it in all situations of his daily life. "Train up a child in the                       
way he should go: and when he is old, he will not depart from it.”  Proverbs 22:6. 
 
This can be done only when the entire curriculum and the life of the school are grounded in the Word of                     
God and dedicated to the purpose of showing the love of the Savior to a world which, without Him, would                    
be lost forever. “All your children shall be taught of the Lord, and great shall be the peace of your                    
children." Isaiah 54:13. 
 
Consider well the promise of God. "When he is old he will not depart from it," "Great shall be the peace                     
of your children.” 
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PHILOSOPHY 
 
We view the whole child as the foremost of God's creation, although alienated by sin. Because of God's                  
love and forgiveness we focus upon redemption for all and strive to lead all to repentance and growth in                   
the knowledge of God as expressed in his Word. 
 
In search of truth, the Christian acknowledges the supreme authority of God and Scripture as being                
relevant to our present times and situations. Anything that is taught will be of value if it serves the welfare                    
of society and the glory of God. 
 
Our primary purpose and obligation is to develop in our students such attitudes, habits, and skills as are                  
necessary to train the heart, the mind, and the hands. The social, emotional, and aesthetic capacities need                 
to be satisfied so that the child can live as a free responsible being in Christ, seeking in all things the                     
perfect praise and glory of God. 
 
When certain psychological conditions are recognized such as individual differences, readiness,           
motivation, purpose, interests, meaning and repetition, the child can 1earn. He will have the basic               
knowledge to change and choose his course of action wisely through the use of his senses (experience)                 
and by reason, intuition, and reliance upon the authority of divine revelation (the Bible). 
 

 
 
 

THE MISSION OF WEST PARK LUTHERAN SCHOOL 
 
West Park Lutheran School's mission is to lead our children to know and respond to Jesus Christ as their                   
Lord and Savior while providing academic excellence. 
 
We strive to provide thorough instruction in God's Word as well as teach all the required elementary and                  
junior high subjects. Our goal is that knowledge, when taught in harmony with the Holy Scriptures, may                 
help boys and girls to live successfully, and in accord with the Word and will of God. 
 

 
 

 
ACCREDITATION 

 
West Park Lutheran School is accredited by the state of Ohio for grades Kindergarten through eight. It was granted                   
its initial state charter by the State Board of Education on July 13, 1982. The teachers employed by the school are                     
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certified for their grades under the present state laws. 
 
 
 

WORSHIP 
 
Our pupils are expected to attend church and Sunday School faithfully and to take part in extra-curricular religious                  
activities and special programs of our school. We feel that this is a necessary part of the Christian education in the                     
classroom. 
 
We invite our parents and children who have no church home to attend one of the two churches in the West Park                      
Lutheran School Association. Please contact one of the pastors for information on adult instruction classes. The                
churches and times of services are listed in the front of this handbook. 

 
 

CHAPEL 
 
Children’s chapel services are held weekly. Parents and friends are welcome to attend. The services provide an                 
excellent opportunity for development of the art of worship and promote real growth in Christian stewardship. The                 
offerings received at these services will be designated for various mission projects throughout the year. Offering                
envelopes should be marked with the child's name and the amount enclosed. Parents will receive an account of their                   
children’s offerings at the end of the school year. 
 
 

CURRICULUM 
 
Since our philosophy and purpose are to provide a sound religious education, it is natural that children attending our                   
school receive regular religious instruction in addition to that provided in church and at home (Bible history,                 
memorization and Bible reading). Some of the primary subjects in the religion courses are Bible history,                
memorization and Bible reading. We consider these as the foundation upon which the Lutheran school curriculum as                 
a whole is built. 
 
The immediate objective of West Park Lutheran School with respect to the academic branches of study is the                  
development of desirable and necessary skills, abilities, and attitudes. Parents may be assured that every effort is                 
made toward realization of this important objective. Due to our limited class size the opportunity for close attention                  
to the individual needs of each child is enhanced. 
 
The Core Curriculum for elementary and junior high school outline the curriculum to be followed in all schools in                   
Ohio. West Park Lutheran School carries out this curriculum and in addition provides for the spiritual growth of                  
children through its course of study as outlined. A student must receive a passing grade in religion in order to be                     
promoted to the next grade level. 
 
 

COURSE OF STUDY 
 

Kindergarten   Grades 1-6                                              Junior High 
              Religion Religion    Religion 
              Reading Readiness    Language Arts                             Language 
              Math Readiness    Health                             Reading 
              Handwriting                  Mathematics                             Mathematics 
              Language Arts                  Reading                             Science 
              Art                  Science                             American History 
              Health                  Geography                             World History  
              Music                  Social Studies                             Foreign Language 
              Physical Education                  Ohio History                             Physical Education 
              Science                  Physical Education                             Art 
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              Social Studies    Music/Art/Band (4-6)                             Health/Music/Band  
 
 
 
 
 

ENROLLMENT POLICY 
 
West Park Lutheran School is operated by the West Park Lutheran School Association, Incorporated, which is an                 
association formed by Holy Cross Lutheran Church, 4260 Rocky River Drive, Cleveland, Ohio.  
 
We exist primarily to offer religious training and academic excellence to children, grades K-8. All applicants must                 
be approved by the school board upon the recommendation of the principal. All children will be enrolled according                  
to the following priorities: 
 

1. Pupils whose parents are members in good standing of Holy Cross Lutheran Church  
2. Brothers and sisters of pupils enrolled 
3. Pupils from other Lutheran churches 
4. All others 

 
The age requirements for entrance are: Kindergarten - 5 years old on or before              
September 30; first grade - 6 years old on or before September 30. Pupils admitted to                
first grade must have completed a state chartered Kindergarten program. 
 
All pupils new to the school must present a copy of their original birth certificate at the                 
time of enrollment. Children transferring from other schools must present valid           

transfers or information from the previous school they attended. If no information on a transferring pupil                
is received within a reasonable amount of time we must notify the law enforcement agency in the area                  
where the pupil resides of this fact and the possibility that the pupil may be a missing child. 
 
In accordance with state law, applicants must have the required immunizations. A pre-school check-up              
and completion of the health record forms are mandatory. Forms and further information are available at                
the school office. All 7th graders must have the MMR2 immunization. 
 
Applications for enrollment should be made to the principal at the school office. There is a $50.00                 
non-refundable application fee per student. 
 
West Park Lutheran School recruits and admits students with disabilities for which accommodations can 
be made.  Students with needs beyond our ability to accommodate will be given assistance in finding a 
school equipped to handle their particular needs. 
 
Enrollments are accepted until the first day of school or until classes are filled to a maximum of 15 pupils. 
 
All pupils will be accepted on a probationary basis. Continued enrollment will be determined on the basis                 
of the child's academic and behavioral performance and upon the ability of the school to be of service to                   
the pupil. 
 
Final registration is accomplished by attendance at the Parent Orientation session. No pupil will be               
allowed to begin school until the first tuition payment and the registration fee have been paid. 

 
West Park Lutheran School affirms that no persons shall, on the basis of sex, race, color, national origin,                  
or disability, be excluded from participation in, be denied the benefits of, or be subjected to discrimination                 
in administration of educational policies, admission policies, scholarship and financial aid, or any other              
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school-administered programs. We will consider every child for enrollment although West Park Lutheran             
School may not be able to meet the needs of every child. 
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WITHDRAWAL POLICY 
 
A student may be withdrawn from      enrollment by the parent or     
guardian by requesting a transfer from the       school office. The parent will     
provide the name and address of the school        to which the student is transferring.      
Medical records will be included with the       transfer if requested. 
 
Academic records are transferred directly to      the receiving school, upon signed     
authorization of the parent/guardian. The parent/guardian may sign the release of records form in our               
office or one provided by the receiving school. 
 
Tuition charges will be determined in accord with the tuition policies on pages 11-12. Any overpayment                
will be refunded to the parent/guardian.  
 
Should a balance remain on any account, the transfer form and medical records will be released, but                 
academic records will be withheld until payment in full is made. 
 
The above will also be applicable should a student be removed from enrollment by action of the school                  
board. 
 

EARLY ENTRANCE REQUIREMENTS 
 

Consideration for early entrance to kindergarten and first grade         
will be given to children whose birthdays fall between October          
1 and December 31 of the same year and only if there is space              
available. 
 
Children whose birthdays fall between the dates noted above         
will be accepted for nine weeks on a trial basis provided they            
pass a screening test administered by a school psychologist or a           
psychologist of the parents' choice and at the parents’ expense.          
No early entrance testing will be conducted after the opening of           
the school year and all pupils accepted for early entrance must           
be enrolled on or before the first day in session of the school             
year. 
 

 
REGISTRATION FEE 

 
The registration fee covers the cost of administration, classroom supplies, religion books, weekly             
periodicals, handwriting paper, art supplies, other materials provided by the school. Textbooks are on              
loan to pupils and remain the property of the school. Textbooks purchased through state funding are also                 
on loan to pupils but remain the property of the Cleveland Board of Education. The fee for all grades is                    
$50.00. 
 
The registration fee is non-refundable.  
 

SUPPLIES 
 

Classroom supplies such as pencils, pens, crayons, markers, glue, scissors, rulers, paper, paints,             
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notebooks, folders, paints, and tissues are provided. This will assure that all students always have the                
specific supplies needed for every classroom activity. Students are expected to be good stewards of all                
classroom supplies and to return all unused supplies. 
 

TUITION POLICY 
 
Tuition payments are due the fifteenth of each month beginning in August and ending in May. Payments                 
may be mailed or dropped off at the school office. We discourage giving payments to teachers, staff                 
persons or dropped off in the classrooms. Tuition should be paid by check or money order. Cash                 
payments will be accepted in the school office only.  No monthly bills are issued. 
 
ADVANCE PAYMENT IN FULL: If payment in full for the year is made by August 15, 5% of the                   
total tuition may be deducted from the payment. If payment is not received in the school office by August                   
15, payment plan will revert to the monthly plan and the 5% discount will not be given. 
 
Late payments will result in the following: 

1. A late payment fee of $15.00 per family will be added to any payment which is not received by the                    
end of the month in which it is due. 

2. If payment reaches 30 days in arrears, the student(s) will not be permitted to attend classes until                 
payment is received. 

3. Report cards will not be issued to students whose accounts are not up-to-date at the end of each                   
quarter. 

4. Eighth grade students whose tuition payments are not completed will not be permitted to participate in                
graduation exercises, nor receive their diploma until payment is made. 

5. If the account of any student shows consistent late payments that pupil may lose his "currently                
enrolled" pupil status for the next school year and be placed on the waiting list. 

6. Students whose accounts are not paid by the last day of school will not be enrolled for the following                   
year until payment is completed. 

7. Checks returned due to insufficient funds will have an NSF Fee of $30.00 added to their account. A                  
family who has two checks returned for "Insufficient Funds" during the school year will be required to                 
make tuition payments for the remainder of the year by money order  or cash only 

8. Families may make application for financial aid in cases of need. Relief of any of the above will                  
await action by the Financial Aid Committee. 

 
2016-2017 TUITION RATES 

Kindergarten – Grade 8 $4720.00 
 
Any pupil who enrolls after the school year begins shall make payments as follows: 

a) A child enrolling between the 15th and the end of the month shall be required to pay a full month's                    
tuition; 

b) A child enrolling after the 1st but before the 14th of the month shall be required to pay 1/2 month's                    
tuition at the time of enrollment, with the next full payment due on the 15th of that month. 

 
Any pupil whose enrollment terminates after the school year has begun will be charged tuition as follows: 

a) A pupil whose enrollment terminates between the 1st and the 14th day of the month shall owe no                  
payment for that month. 

b) A child whose enrollment terminates between the 15th and the end of the month shall be charged                 
1/2 month’s tuition for that month. 

 
West Park Lutheran School participates in the Cleveland Scholarship and Tutoring Program.  Parents of 
students who have a Cleveland Scholarship will pay the appropriate portion of the tuition payable by them 
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under the program.  The state will issue a check two or three times a year.  Parents will be notified that 
they need to sign it in the school office.  Checks not signed within a two-week period will be subject to 
the Late Payment policies. 
 

FINANCIAL ASSISTANCE PROGRAM 
 
Our school has a limited amount of money for financial aid to assist school families who may be in need                    
due to loss of emp1oyment or other financial emergency.  Applications are available at the school office. 
 
Financial assistance is awarded at the discretion of the Financial Assistance Committee and subject to               
final approval of the school board using the following guidelines:  

a) Financial need; 
b) The assistance may be granted for one month or distributed over several months depending upon               

circumstances. 
c) Applications should be submitted by August 1 and/or January 1; emergency applications anytime; 
d) Applicants should seek aid from their own congregation first. 
e) Parents receiving financial assistance are expected to donate five hours of service to the school for                

each $100 granted in financial assistance. Failure to do so will be considered in requests for                
further assistance. 

 
 

FINANCIAL RESPONSIBILITY 
 

Parents will be held responsible for the replacement or repair of any school property damaged by the 
student or the parent as a result of careless or negligent behavior. 

 
SCHOOL HOURS 

 (Grades K-8)  
  8:15 A.M. Doors open 
  8:30 A.M. Tardy Bell.  Opening devotions 
11:30 A.M. Lunch Session A 
12:00 P. M. Lunch Session B 
12:00 P. M. Begin afternoon session 
  3:30 P.M. Dismissal. 

 
 

EMERGENCY SCHOOL CLOSING 
 
In the event school should close due to weather related or other emergency, the announcement will appear                 
on T.V. and radio. Please turn on your radio or T.V. on those mornings when weather is threatening. The                   
announcement will be sent via email and also be placed on the school voice mail that may be accessed by                    
calling the school telephone number (216-941-2770). A message need not be left. While we will use the                 
Cleveland Public Schools as a guide, we will make a separate decision regarding closing. 

 
In the event of an emergency in any of the buildings the children will be evacuated to the nearest safe                    
facility away from the school until the situation is under control. The principal will be responsible for                 
notifying the parents of the nature of the situation and the procedures taken to guarantee the safety of the                   
children. The principal will determine whether the children may return to the building or are to be sent                  
home. 
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Should a crisis occur and government mandates be given (i.e. stay off the roads, remain at your location)                  
we would obviously honor these directives. If a crisis occurs which would put our students in potential                 
danger, the administrative team will coordinate a specific response and take actions that best help to                
protect our student body. The specifics of such a response obviously depend upon the specifics of the                 
crisis.  

ATTENDANCE 
 
The responsibility for attendance of the students of West Park Lutheran School is placed upon the                
shoulders of the parents by the state of Ohio. When school is in session students are expected to attend                   
school on all days that are not altered by emergency or a valid excuse from the parents or guardian.                   
Doctor or dental appointments should be made during non-school hours whenever possible. 
 
The following are considered legitimate excuses for being absent or tardy: illness, weather emergency,              
court appearance, medical exam, illness or death in the family. A religious holiday during school time                
shall count as an excused absence. 
 
Parents must notify the school by phone on the day a child is to be absent and a written excuse will still be                       
required when the child returns to school. To gain the most from a year of training, regular attendance is                   
of extreme importance. When a child is absent for a long period of time due to extended illness, parents                   
should get assignments from the child's teacher so that the work may be done at home if possible. 
 
A child absent due to illness or family emergency, upon presenting a written excuse will be allowed to                  
make up the work missed with no points or grades deducted. A child who does not present a written                   
excuse or who was absent for reasons not considered valid by the school may receive failing grades in the                   
subject areas covered during the time of absence.  
 
The number of days missed for an excused absence shall be the number of days allowed for make-up                  
work. All absences shall be considered unexcused that are not substantiated by a written note from                
parents. 
 
In order to participate in extra-curricular activities or school events that occur outside the scheduled               
school day, students must be in attendance by 11:00 AM on the day of the event. 
 
A child who is absent 25 or more days of the school year will be retained in the same grade unless there                      
was some unusual health problem and the child was able to make up all the work missed while                  
maintaining satisfactory progress in the subject areas for that particular grade, 
 
Any absences not for family emergencies during the school term are not valid excuses for a child being                  
absent. A child who misses school at the beginning of the term, during the school year, such as before                   
and after scheduled holidays, or at the end of the schoo1 year because of a family vacation shall be                   
considered unexcused. To receive credit for work missed due to a family vacation, a written request must                 
be made to the principal no less than two weeks before the absence. 
 
If a child is late, a parent/guardian MUST sign the attendance book in the office. A child who is                   
chronically absent or tardy will be put on probation and subject to dismissal if no improvement is made.                  
After six tardies a child will receive a zero for any work missed or turned in late due to tardiness.  
 
Tardy is defined as arriving after 8:30 a.m. Any student arriving after 10:00 a.m. or leaving prior to 2:00                   
p.m. will be given one half-day’s absence. 
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LEAVING SCHOOL OTHER THAN REGULAR TIME 
 

Leaving school other than the regular time will be permitted only by a signed              
statement from the parents or by direct permission from the teacher. It is our hope that                
use of this privilege will be restricted to emergencies. Pupils who miss part of the day                
for doctor's appointments or for other reasons are marked absent for the time missed.              
When a pupil leaves school early, the sign out sheet must be filled in and signed by                 
the person picking up the child. 

ARRIVING AT SCHOOL 
 
Children should plan to arrive at school by the first bell at 8:15 A.M. The doors will be locked until 8:15.                     
Children are marked tardy if not in their rooms by the second bell at 8:30 A.M. 

 
AFTER SCHOOL PICK-UP 

 
Parents are expected to pick up their children within 15 minutes after the close of school or at the end of                     
an after school activity such as a detention, team practice, band, etc. 
  

GOING TO AND FROM SCHOOL 
 
Students will enter and exit through the rear gym doors. When dropping off or picking up students,                 
proceed through the porte-cochere to the left and stop at the rear gym doors to drop off or pick up your                     
student. Then proceed left around the building to exit via Rocky River Drive. Please do not park or leave                   
your vehicle at the gym doors. Families MUST stay in the line of cars and wait their turn to avoid a                     
dangerous situation for students entering and exiting the building.  
 
Children should NOT be dropped off under the porte-cochere between the church and school since this                
would present a safety hazard. The entrance to the parking lot is a one way only driveway. Follow the                   
arrows around the building to exit.  Obey stop signs upon entering and leaving.  
Be aware of delivery trucks that need to enter the "EXIT" driveway.  Signs are posted.  Parents are  
reminded of the need to stop before passing under the porte-cochere. 
 
During the school day parking is limited to the area behind the school.  
 
Please proceed slowly through the parking lot, and park only in designated spaces.  This is vital for the 
safety of the children. 
 

CODE OF CONDUCT 
 
We expect proper Christian behavior of those enrolled in our school.  Unruly behavior, blasphemy, 
disrespect for teachers, pupils, or property, swearing, using foul language, telling off-color jokes or 
stories, name calling, bullying, fighting, stealing, etc. are cause for suspension and ultimate expulsion 
from the school. 
 
Before School: 
*Pupils who arrive early are expected to wait quietly at the door or in designated areas in the  
  building during cold weather.  
*When the bell rings, pupils should enter quietly.  Pupils should first go to their assigned areas. 
*Pupils should take their seats and read or do some other work until devotions begin. 
*The washroom is to be used only with teacher permission. 
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*Purses, coats, jackets, hoods, or hats are not to be worn in the building or hung on backs of chairs in  
 the classroom. 

 
In School - Pupils should: 
*Show courtesy and respect to others at all times. 
*Use language that is positive and edifying. 
*Get permission before leaving the room. 
*Be good stewards of their possessions. 
*Help maintain the good condition and appearance of our buildings and their furnishings. 
*Move quietly and orderly through the halls. 
 
 
Learning Centers/Library - Pupils should: 
*Enter and leave quietly and orderly: not talk unless permission is granted.  
*Return books to their proper place. 
 
Bathrooms - Pupils should: 
*Flush toilets, pick up paper from the floor, not play in the bathrooms, 
*Wash hands. 
 
Lunchtime - Pupils should: 
*Eat with good table manners. 
*Speak softly.  Stay seated until dismissed. 
*Clean up after eating. 
*Empty cartons of liquid before disposing of them in the trash cans. 

 
Outside Recess - Pupils should: 
*Respect and obey staff. 
*Stay off wet areas and avoid puddles. 
*Enjoy activities that will not injure or threaten another’s safety.  (No throwing,  
  chasing or grabbing others’ clothing).  
*Enter and exit quietly and orderly. 
*Stay away from church gardens and landscaped areas. 

        *Stay off fences. 
 

Gym Recess - Pupils should: 
*Use only school equipment and furniture. 
*Bounce balls on the floor only. 
*Respect others’ activities and games. 
*Not chase or throw balls at others. 
*Not leave the gym without permission. 
 
After School - Pupils should: 
*Put chairs up. 
*Pick up all scraps from floor. 
*Walk quietly to the exit with class. 
*Wait quietly for parents near the exit, not leave the building until dismissed. 
*Go directly home after school. 

 
Items not to be brought to school: 
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*Cell phones are NOT PERMITTED in classrooms and/or bathrooms Cell phones MUST be turned in               
to the school office or classroom teacher upon arrival at school and may be retrieved at the end of the                    
school day.  
*Toys, playing cards, stuffed animals, dolls, radios, electronic games, iPods, iPad/Tablets, cameras,            
non-educational magazines, water bottles, etc., should not be brought to school as they are not a part of                  
the school program and are easily lost. By their very nature they are nuisance items and do not contribute                   
to classroom learning. 
*Children who wish to bring an item to school for Show and Tell should first get permission from the                   
teacher before bringing the item. 
*Candy and gum are also not to be brought to school. 
*Wallets or money should not be left in the desks. Children should not bring money to school unless it is                    
for a specific purpose such as chapel offerings, bus fare, hot lunch, etc. 
 
*A child who brings to school or to any school sponsored activity any weapons, harmful or dangerous                 
objects or substances such as drugs, drug paraphernalia, laser pointers, alcoholic beverages, cigarettes,             
lighters, matches, fireworks, spray deodorants, spray containers, or any pressurized cans, or devices that              
may inflict injury on another person will be suspended immediately and upon action by the school board                 
may be expelled permanently. 
*Children in all grades may not bring to school shaving cream, toilet paper, or any object to spray on                   
others or on school property or cars belonging to staff or other school personnel on the last day of school                    
or at any other special event. Such items will be confiscated and not returned. Disciplinary action will be                  
taken for those who violate this rule. 
 
School Equipment/God’s gifts to us 
*All school furniture and supplies should be used properly: chairs for sitting, desks for reading, writing,                
etc. 
*Students are expected to show good stewardship when using any school property. 
*Consequences will be assigned to anyone who deliberately destroys or defaces school property or a               
classmates’ property.  
 
Cheating: 
Pupils caught cheating on any assignment, test, or quiz will receive no credit or a grade of “0”. 

 
 

Inspections of Pupil Property: 
The school reserves the right to inspect desks, and personal property of all pupils enrolled at West Park                  
Lutheran School without previous notice to the pupils. 

 
Suspension and Expulsion: 

Pupils may be suspended by the principal for disciplinary problems with the length of suspension               
determined by the principal. Parents will be notified by phone or by letter. Pupils may be expelled                 
from school by the school board upon recommendation of the principal. 

 
Pupils expelled from school have the right to a hearing before the school board to appeal the decision.                  

The school board will have the final decision.. 
 
Children who are absent on the day of a planned after school event may not participate in that event. This                    
does not apply to Saturday or Sunday events or Sunday worship services. 
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The principal or a staff member may within the scope of his/her employment use and apply such amount                  
of force as is reasonable and necessary to quell a disturbance threatening physical injury to others, to                 
obtain possession of weapons or other dangerous objects upon a person or within the control of the pupil,                  
for the purpose of self-defense or for the protection of persons or property.  

 
EXTENDED CARE PROGRAM GUIDELINES 

 
Before School: 
     Hours: 7:30 A.M. until 8:15 A.M. 
 
After School: 
     Hours: 3:30 until 5:30 P.M. 

The Extended Care Program will be suspended on the days of the Christmas Service and the Spring                 
Program. 

Children in the Cleveland Scholarship and Tutoring Program who arrive early because they are transported               
by the Cleveland Board of Education will be placed in the Extended Care room and will not be charged for the                     
service. 
  
Costs: $2.50 per half hour or $5.00 per hour. Children not picked up by 5:30 P.M. will be charged $10.00 for                     
the first 15 minutes and $1.00 for each additional minute until pick-up. 
 
Late Pick-Ups: Children not picked up by 3:45 P.M. will be sent to the Extended Care Room and parents will                    
be charged a minimum of $2.50.  
 
Early Dismissal: On days when school is dismissed early, children not picked up within 15 minutes will be                  
sent to the Extended Care Room and parents will be charged accordingly. 
 
Payments: Statements will be sent home each Monday and payments will be due by Friday. A fee of $5.00                   
will be charged for late payments. Statements will be sent home weekly with the children. If you would like                   
your statement mailed to your home, an additional fee is required. Late fees will not be waived because a child                    
failed to take a statement home or give it to his parent or guardian.  
 
Days of Operation: The Extended Care Program will operate on school days only. If school is closed due to                   
weather or other emergency, the Extended Care Program will not operate. 
 
Schoo1 Emergencies: The After School Care will not operate on days when school will close early due to                  
weather or other emergency. 
 
Snacks: Children in the Extended Care Program may bring extra food in their lunch boxes to eat in the Care                    
Rooms. 
 
Misuse of the Program: Children may be denied use of the Extended Care Program due to the following                  
reasons: continued late pick-up, continued late payment, an unpaid balance of $100 or more, misbehavior, and                
lack of cooperation by parents and/or children, 
 
Security:  All doors will be locked during Extended Care Program hours. 
 
Sign In - Sign Out: Supervisors will sign in each child in the morning and the time of arrival. Supervisors                    
will sign out each child in the evening and the time of departure. 
     Sign In and Sign Out sheets will be used to determine the cost of the care, 
     Parents will initial sign in time in the morning and sign out time after school. 
 
Payment: Payment should be made by check or money order made out to West Park Lutheran Extended Care.                  
Cash payments are discouraged, but may be accepted if placed in an envelope marked "Extended Care" with                 
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the amount and child's name on the front. 
 
Precaution: Never leave the car motor running or your keys in the car when dropping off or picking up                   
children. Blow your horn if you should see a stranger in the parking lot. 

 
COMPUTER AND INTERNET USE POLICY 

 
Students may need to use West Park Lutheran School’s classroom computers and our school's Internet access 
in order to fulfill many assignments this year.  Part of our school's responsibility in preparing our students in 
their continuing education is to provide these tools and to teach ethical and Christian use of these resources. 
To that end, we are asking your cooperation. 
 
The Internet is an international network of computers that forms the basis of the information highway of 
tomorrow.  Through it, students will have access to hundreds of databases, libraries, and computer services 
from all over the world.  Although the vast majority of the information found on the Internet is of educational 
value, it is possible that students may run across areas of adult content and some material they or parents might 
find objectionable.  While we supervise closely, it is not possible for us to totally prevent possible access of 
such information. 
 
In addition, students will be working with expensive equipment.  We take the responsibility to teach students 
how to use and care for our equipment.  We expect that students will cooperate with us so that together we can 
maximize educational opportunities. 
The following will govern computer and Internet use at West Park Lutheran School: 
1. No food, candy, or beverages are permitted around any computer. 
2. Christian behavior is required at all times while using the computer or Internet at West Park Lutheran 

School.  This requires that each student be courteous, use tasteful and appropriate language, and be 
respectful of others. 

3. Computer use and access to the Internet is limited to class assignments or special projects.  The levels of 
access to the network provided to students will vary according to the educational purpose and the 
student’s age. 

4. Use of the Internet is an option and privilege and not a right.  Inappropriate use will result in temporary 
or permanent cancellation of those privileges. 

5. Inappropriate information is available on the Internet.  Your student agrees not to access such 
objectionable or inappropriate materials. 

6. Use of the Internet is a shared responsibility.  If you are aware of unacceptable use, it is your 
responsibility to report it to a faculty or staff member either verbally or in writing. 

7. Promptly disclose to a faculty or staff member any message received that is inappropriate or makes you 
feel uncomfortable. 

8. If the student mistakenly accesses inappropriate information, the student should immediately tell a 
faculty/staff member. 

9. There will be a routine maintenance and monitoring of any or all materials received, transmitted, or 
stored on the network by faculty/administrator. 

10. Personal safety for students using the Internet. 
a. DO NOT post personal information about yourself or other people.  Personal information includes 

address, telephone numbers, school address, etc. 
b. DO NOT agree to meet with anyone you have met online without your parents’ approval and 

participation. 
11. Games, personal programs, or personal CD's are not permitted without authorization by a faculty or staff 

member. 
12. There will be no use of unauthorized and unsupervised Internet chat rooms. 
13. Students will be granted e-mail access only through a classroom account. 
14. Transmission of any material in violation of any national or state regulation is prohibited, including, but                
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not limited to, copyright, threatening or obscene material, or material protected by trade secret. 
15. Student computer or Internet users assume responsibility for their actions while using school equipment. 

Damage due to negligence, carelessness, or malicious acts may result in financial restitution. 
 

IPAD/TABLET / TABLET ACCEPTABLE USE POLICY 
General Information 

 

Student use of the iPad/Tablet in school falls under the guidelines of the school’s Acceptable Use Policy 
for technology.  Access to the internet is monitored through our school’s content filtering software and all 
rules and expectations are applied to the use of the iPad/Tablet.  All applications, activity and documents 
stored on the iPad/Tablet are the property of West Park Lutheran School and subject to regular review and 
monitoring. 
 

Students should not: 
● Modify the iPad/Tablet in any way other than instructed by the administrator or other school 

personnel. 
● Exchange iPad/Tablets with another student. 
● Allow other students to retain or remove the iPad/Tablet from their presence. 
● Apply any permanent marks, decorations, or modifications to the iPad/Tablet. 
● Remove the supplied cover for the iPad/Tablet. 
● Synchronize the iPad/Tablet with another computer outside of the school. 
● Clear or disable browsing history or set password protection on the device. 
● Disable the iPad/Tablet or its applications. 

Failure to comply with these guidelines will be treated as failure to comply with the school’s Acceptable 
Use Policy and will be dealt with as specified in the school’s discipline code. 
 

Using the IPad/Tablet 
 

Use of the iPad/Tablet will require a few necessary tasks to keep the device performing well. 
● Clean the screen often with approved cleaning towels. 
● Make sure hands are clean before using. 
● Keep away from food and drink. 
● Charge the iPad/Tablet only with the included charger and using a standard wall outlet for your power 

source. 
● Document any software/hardware issures to your teacher as soon as possible. 
 

Reporting Technical Issues 
 

Any errors or problems with the iPad/Tablet should be reported as soon as practical.  This can be done 
by informing the office/administration about the issue so it can be addressed in a timely manner.  All 
syncing of the device will be handled through the school to ensure like applications and configurations 
are found on every device to maximize the potential of the device. 
 

Damage due to a determined accidental cause will be addressed by the school through normal 
procedures.  Damage due to negligence may result in the student and his/her family assuming the 
financial responsibility of replacement of the iPad/Tablet.  Student use of the iPad/Tablet off school 
grounds is prohibited. 

 

DISCIPLINARY ACTION 
 

Violation of the Computer and Internet Use guidelines may result in the following: 
1. Banned access to the equipment and/or Internet. 
2. Repeated violations may warrant permanent removal of user privileges on school equipment. 
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3. Full financial restitution. 
 
West Park Lutheran School reserves the right to amend these rules as needed to assure Christian and ethical use                   
of the Internet and school computers. 

TELEPHONE 
 
When class is in session, teachers or children will not be called to the phone except for an emergency.                   
Parents may leave messages at the school office. Calls to teachers should be made before school or after                  
school. 
 
Parents should make an appointment to meet with the child's teacher to discuss matters pertaining to the                 
child's progress or behavior.  These matters should not be discussed over the phone. 
 
Phone use is restricted to staff members.  Emergency calls will be made for the student by a staff member.  
 
Forgotten homework, lunches, supplies, gym clothes, permission slips etc. are NOT 
emergencies and phone use will be denied. 
 
All calls should be made to the school office, not to the church offices. The school office                 
will relay messages to pupils or teachers.  The school office number is 216-941-2770. 
 
 
 

BICYCLES 
 

Pupils will be allowed to ride bicycles to school upon written           
permission from parents, but must provide a lock and chain          
for security. The school will not be responsible for a lost or            
stolen bicycle. Bicycles are not to be ridden at any time other            
than upon arriving or leaving school. Pupils who disregard         
the bicycle safety rules will lose this privilege. Motorized         
bikes may not be driven to school. 

 
 

CAR POOLS 
 
Since our school does not provide transportation it becomes necessary for some parents to form car pools                 
or to provide transportation for field trips. The following guidelines should be followed when              
transporting pupils in car pools: 

1. Be sure your car is properly insured and in good mechanical condition. 
2. Keep phone numbers handy so as to call if you will be late or your car breaks down. 
3. In consideration of the children's health do not smoke in the car when transporting pupils. 
4. Be responsible for the behavior of children riding in your car. 
5. Have valid auto insurance. 
6. Take only as many children as you have seat belts. 
7. Be willing to verify that you are not chemically dependent, 

It is not a good idea to transport pupils without parents' permission. The driver may be liable in case of an                     
accident. 
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TRANSPORTATION REIMBURSEMENT 
 
The state of Ohio through the Cleveland Public Schools provides either transportation reimbursement or 
free bus tickets for pupils living two or more miles from the building they attend.  In order to receive the 
reimbursement or the bus tickets, parents must make application on forms provided by the school in the 
Parent Handbook packet given at Parent Orientation in August and return them to the school office by the 
date specified. 
 

 
 
 
 

CLEVELAND SCHOLARSHIP TRANSPORTATION 
 
Some students participating in the Cleveland Scholarship Program are eligible to receive transportation             
through the Department of Transportation of the Cleveland Public Schools. When such transportation is              
provided, the service is provided to the parent, and the school has no official involvement. Any concerns                 
regarding this transportation are to be directed to the Department of Transportation at 216-634-7014 or               
the Bus Depot at 216-432-4600 (for late buses, etc).  
 
 
 
 
 
 
 

UNIFORM DRESS POLICY 
 
We expect all students to abide by our uniform dress policy starting with the first day of school. The                   
standard for the clothing required is that found in the Schoolbelles catalog. Parents may purchase               
clothing from other sources that are similar in style and meet the Uniform Dress Policy. 
 
Clothing: 

Shirts - Dress, Polo, or turtle neck shirts; long or short sleeves, in any color, EXCEPT black. Shirts                
must have a collar. Shirts must be tucked in at all times. No sheer shirts or blouses are to                   
be worn. 

Pants - Boys and girls may wear tan, black or navy blue pleated uniform dress pants. Pants must                
be worn at the waists/no sagging. Pants may not have any pockets below the waist. Belts                
must be worn with pants that have belt loops (Kindergarten students excepted).  
Stretch pants, cargo pants, and pants with multiple pockets may not be worn. 

Skirts - Girls may wear tan, navy blue or black jumpers or skirts.  Skirts or jumpers must be  
to the knee.  Skorts may be worn but must be to the knee. 

Sweaters - Solid color pullover or cardigan sweaters may be worn over a uniform shirt. 
 
   Shoes - Students in grades 5 through 8 must wear solid color shoes. 
 
Clothing is to be clean, appropriately sized, modest in fit, and in good repair. No logos or band names                   
should be visible on any article of clothing. T-shirts with logos or gym shirts are not to be worn as                    
undershirts.  All clothing must be worn as it was made to be worn. 
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Dress Down/Dress Up Days: 

The school will announce when clothing other than school uniforms will be permitted.  
Dress Down Days: Neat T-shirts with appropriate pictures or sayings will be permitted. Also              
permitted will be jeans that are clean, neat, and not torn or frayed. 
Dress Up Days: Dress up clothing does NOT include T-shirts, jeans, casual or athletic style attire.                
No casual or athletic style clothing is permissible on Dress Up days. 

The school reserves the right to determine the appropriateness of clothing items. 
 
Shorts: 

Students may wear walking shorts, capris, split skirts, and culottes for classes from May 15th through                
September 15th. Shorts must be to the knees. Other items such as cut-offs, biker shorts, sweats,                
blue-jean shorts, spandex shorts, or any other type that is judged by the school to be inappropriate will                  
not be allowed. 
 

Footwear: 
All pupils are to wear socks. Pantyhose are allowed for girls. Regular school shoes with rubber soles                 

or clean athletic shoes are to be worn. Heels on all footwear must be one inch or less. Shoes must be                     
tied. 

Not allowed: boots, clogs, open-toed shoes, open heel shoes, shoes with cleats, work shoes, sandals,               
heelies, or any type of footwear that may be dangerous to the child. 
 

 
 
 
 
 
 
Hair Styles: 

Hair should be neat, clean, combed, and well-trimmed. The hair should not be in the eyes. Boys’ hair                  
should not extend past the collar. Extreme hair styles, tails, shaved heads, dyed hair – streaked or                 
highlighted, are not allowed.  

 
Miscellaneous: 

Students are not to wear dangling earrings to school since there is a danger of them getting caught on                   
something causing injury, especially during physical education class or recess. No more than one              
earring per ear is permitted. Any jewelry that disrupts or detracts from the educational process will not                 
be allowed. Students in all grades are not to wear make-up or artificial nails to school. Fads and                  
extremes in style should be avoided. When problems arise they will be addressed. No headwear of any                 
kind is permitted with the exception of headbands that must not exceed ½ inch. No tattoos, permanent                 
or temporary are allowed. 
 

Identification: 
Parents should mark all students’ clothing, shoes, boots, gym shoes, lunch boxes, etc. in some way that                 
they can be easily returned to the owner if found. Lost and Found items will be disposed of at the end                     
of each quarter. The school will not be responsible for clothing and other items that are lost. 
 

Gym Clothes: 
Students in grades Kindergarten-8 need no special gym clothes.  All girls should wear shorts under their 
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dresses on gym days if not wearing long pants.  All pupils in grades Kindergarten through 8 must wear 
gym shoes for gym class.  
 

Cleanliness: 
It is important that children wash or shower before coming to school. They should also put on clean                  
underwear and outer clothing. Students who neglect these may give off offensive odors that cause               
embarrassment for the child. Students reaching the age of puberty and beyond should also be advised by                 
their parents to use deodorants. 
 

Enforcement: 
First Violation:  We will call home or send a Dress Code Reminder. 
Subsequent Violations: The child will be withheld from class until the parent brings in the proper attire.                 
A form will be filled out.  Continued violations may lead to suspension and possible expulsion. 

 
The school reserves the right to counsel students and parents regarding student dress, cosmetics, hair               
styles, etc, and to temporarily suspend those who do not cooperate or comply with school standards. 

 
The Uniform Dress Policy is to be followed when children are members of a group representing the                 
school on field trips and at special programs and services, unless specific instructions are given for a                 
specific activity. 
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SEX EDUCATION 
 
We teach sex education using materials approved by the Lutheran Church and the school board or provided by                  
the school nurse with school approval. Sex education is to be taught only according to Christian standards.                 
Slang terms, street talk and other views about sex not in keeping with God’s word will not be included in the                     
topic of discussion. 
 

SCHOOL SUPPLIES 
 

A reasonable amount of classroom supplies will be provided to each student. 
 
 RECESS 
 

Children will play outdoors during recess periods as long as the weather is not severe.               
The teachers will determine whether the classes should be outside. All pupils will be              
required to go outside with their classes unless a child has a doctor's excuse during a time                 
of illness whereby the doctor feels the child should remain inside. During inclement             

weather recess will be held in the gyms if they are available. 
 
Only balls and equipment furnished by the school may be used in the gyms during recess periods and for                   
outdoor recess.  League balls are not permitted. 
 

LUNCH 
 
Children will bring their own lunches on all school days. We encourage parents to consider good nutrition in                  
packing the child's lunch. For the safety of the children glass bottles or containers should not be included in                   
the children's lunches.  
 
Periodically a pizza entrée or other hot lunch will be offered. Payment is to be made in advance so that                    
sufficient food can be provided. Parents and students will be informed beforehand so that payment can be                 
submitted. Please note that this will not be a complete lunch. Parents are encouraged to supplement the lunch                  
with vegetables, dessert, etc. 
 
 

 
WATER BOTTLES 

 
No water bottles or beverages are permitted in the classroom.  
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NOTIFICATION IN CASE OF SUSPECTED CHILD ABUSE 

 
To protect the best interests of young children, the Ohio General Assembly has granted legal immunity                
for those persons in frequent contact with younger children reporting suspected child abuse. At the same                
time they granted this immunity they also required that all persons working with young children must                
report any and all suspected cases of child abuse. 
 
I. Principals, teachers, counselors and other staff members in close contact with students having reason to                
believe that a child less than eighteen years of age or any crippled or otherwise physically or mentally                  
handicapped child under twenty-one years of age has suffered any wound, injury, disability, or condition               
of such a nature as to reasonably indicate abuse or neglect of such child, shall immediately report or cause                   
reports to be made of such information to a municipal peace office. Such reports shall be made forthwith                  
by telephone or in person, and shall be followed by a written report.  Such report shall contain: 

A. The names and addresses of the child and his parents or person or persons having custody of such                  
child, if known; 

B. The child's age and the nature and extent of the child's injuries or physical neglect, including any                 
evidence of previous injuries or physical neglect; 

C. Any other information that might be helpful in establishing the cause of injury or physical neglect. 
D. A copy of the above listed reports shall be forwarded to the principal. 

 
II. The principal shall be notified immediately of any suspected child abuse or neglect. He will assist in                  
the notification of proper authorities, the preparation of the written report required and such other matters                
as may be necessary. 
 
III. Anyone or any hospital, institution, school health department or agency participating in the making of                
such reports, or anyone participating in a judicial proceeding resulting from such reports, shall be immune                
from any civil or criminal liability that might otherwise be incurred or imposed as a result of such actions.                   
(Section 2151.421 Ohio Revised Code) 
 

SEXUAL HARASSMENT AND SEXUAL VIOLENCE POLICY 
 
Purpose 
Our school is firmly committed to providing a safe, positive learning and working environment for everyone in                 
the school. For this reason, and in keeping with the goals and objectives of Christian education, our school                  
expressly prohibits sexual harassment and sexual violence in the school environment. This policy             
re-emphasizes the personal dignity of the individual and fosters positive sexual attitudes and respect for others. 
 
Sexual Harassment 
For the purposes of this policy, sexual harassment includes the following specific instances: verbal sexual               
abuse; disseminating obscene or sexually explicit material, whether in the form of music, written lyrics,               
pornographic pictures or other literature, or having such material in one's possession in the school, on school                 
grounds or at school-sponsored activities; obscene or sexually explicit graffiti anywhere in the school or on the                 
school grounds, continuing and unwanted written or oral communication directed to another of a sexual nature;                
spreading sexual rumors/innuendos; obscene T-shirts, hats, or buttons; touching oneself sexually in front of              
others; obscene and/or sexually explicit gestures; and any other inappropriate behavior of a sexually explicit or                
obscene nature that demeans or offends the recipient. The above list is not meant to be all-inclusive, but is                   
intended to provide guidance as to what may constitute sexual harassment. 
 
Isolated, trivial incidents are not sufficient to constitute harassment and will be handled according to the Code                 
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of Conduct. 
 
 
Allegations of sexual harassment (as defined above) are to be reported to the teacher and the principal. Parents                  
of both the offender and the victim will be informed of the allegations. The matter is to be kept confidential by                     
all parties involved, and every effort will be made to protect the alleged victim from retaliation. The parents of                   
both the offender and the victim are obligated to cooperate in remedying the situation. 
 
If the allegations are substantiated, disciplinary actions will be taken. These will depend on the nature,                
frequency and severity of the action, the ages of the offender and victim, the history of similar actions by this                    
individual, and the circumstances in which the harassment occurred. Possible disciplinary actions may include              
but are not limited to any or all the following: 

 - verbal warning/reprimand and apology to the victim, 
 - a parent/student/principal conference, 
 - written warning/reprimand and parent notification, entered in the student's file, 
 - detention or removal from selected school activities and/or extracurricular activities, 
 - behavior/probation contracts, possib1y requiring professiona1 intervention, suspension, expulsion. 

 
Sexual Violence 
Sexual violence is handled separately because of its potentially criminal nature. If an incident of sexual                
violence occurs, the principal, pastor, or other school authority is required under state law to report the incident                  
(O.R.C., 2151.421). The Department of Human Services and the police will be contacted immediately if there                
is any "reason to believe" (O.R.C. 2151.421) that sexual abuse or violence has occurred involving a child less                  
than eighteen years of age. 
 
Generally sexual harassment should be construed as sexual violence when: the recipient is physically touched 
without his/her consent in a sexual manner; is expressly threatened or perceives a threat of physical harm for 
purposes of the offender's sexual gratification; or is the victim of sex offenses under Ohio law, including Gross 
Sexual Imposition (O.R.C. 2907.05), Sexual Battery (O.R.C. 2907.03), Rape (O.R.C. 2907.02), Importuning 
(O.R.C. 2907.07), Voyeurism (O.R.C. 2907.08), Public Indecency (O.R.C. 2907.09), or Felonious Sexual 
Penetration (O.R.C, 2907.12) as examples.  In each one of the above examples, the Department of Human 
Services and the police will be contacted immediately.  

 
POLICY ON YOUTH GANGS 

 
Youth Gangs 
YOUTH GANGS and GANG RELATED ACTIVITY ARE PROHIBITED. A gang is defined as any              
non-school sponsored group, usually secret and/or exclusive in membership, whose purpose or practices             
include unlawful or anti-social behavior or any action that threatens the welfare of others. Gang activity                
includes: recruitment, - initiation, - a manner of grooming, hair style and/or wearing of clothing, jewelry,                
head coverings, or accessories which by virtue of color, arrangement, trademark or other attribute denotes               
membership in a gang, displaying gang markings or slogans on school or personal property or clothing, -                 
having gang tattoos, - possessing literature that indicates gang membership, - fighting, assault, hazing, -               
extortion, - establishing turf, use of hand signals, gang vocabulary and nicknames, - possession of beepers                
or cellular phone, - possession of weapons or explosive materials, - possession of alcohol, drugs, drug                
paraphernalia, - attendance at functions sponsored by a gang of known gang members, - exhibiting               
behavior fitting police profiles of gang-related drug dealing, - being arrested or stopped by police with a                 
known gang member, selling or distributing drugs for a known gang member, helping a known gang                
member commit a crime, - or any other action directly resulting from membership or interest in a gang. 
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Consequences 
If a student is suspected or identified as being a member of a gang, shows interest in joining a gang,                    
initiates or participates in any gang related activity, or has been approached for recruitment, any or all of                  
the following steps may be taken: 

1. Parents/guardians will be contacted immediately and appropriate intervention initiated. 
2. A behavior contract will be prepared stating the conditions for the student remaining in the school. 
3. Students may be referred to counseling (personal and/or family). 
4. Students may be referred to the Department of Human Services or other welfare or child care                

agencies of the respective county. 
5. Students may be referred to outside agencies or programs for treatment when use of drugs and/or                

alcohol is involved. 
6. Students may be referred to the Task Force on Violent Crime. 
7. Police, Juvenile Court and other appropriate authorities will be notified of violence and/or illegal              

activities. 
8. Students may be suspended and/or expelled as already outlined in the school discipline policies. 
9. Parents/'students will be held liable and financially responsible for all forms of vandalism. 

 
Jurisdiction 
Realizing that gang activity is a community concern, communication will be maintained with the police               
department and public school officials on all matters related to gang activity within this community.               
Involvement and jurisdiction of school authorities in gang related incidents occurring outside the school              
or off school/church property will be determined in cooperation with synodical legal authorities and              
police, and will take into consideration the nature of the incident, the safety of the student, the effect of                   
the incident on other students, and the good order and functioning of the school.  
 
Related Policies 
In order to prevent the onset of gang related activity, the following related policies will be strictly                 
enforced: 

1. Uniform Dress policy as defined in the Parent Handbook. 
2. Discipline policies and consequences as defined in the Parent Handbook. 
3. The right of school authorities to search student desks and, upon request, personal property, if               

suspicion of gang involvement exists. 
4. Policies and procedures relative to scheduling, supervision and attendance at school/church           

sponsored events, held during the school day, in the evening or on weekends, whether held on                
church/school property or at other public facilities. 

5. Policies and procedures established relative to participation in and attendance at school sponsored             
athletic functions whether held on school/church property or at other public facilities. 

6. Insistence on parent cooperation in not permitting children to host/attend unsupervised parties or             
activities, 

 
Prevention 
In order to assist students in the deve1opment of positive se1f-esteem, decision-making skills, and social 
values, appropriate educational programs and activities will be provided as judged appropriate by the 
school and the congregations.  These may include guidance programs, parent education programs, social 
activities that foster positive group identification and behavior, such as youth Bible class, confirmation 
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class, and youth group activities. 
 
 
 
 
 

ZERO TOLERANCE POLICY 
 
As required by section 3313.534 of Amended Substitute Senate Bill 55 of the State of Ohio, West Park                  
Lutheran School has adopted a policy of zero tolerance for violent, disruptive, or inappropriate behavior               
that may occur on school property and/or during authorized or official school sponsored events that take                
place on or off school property. This policy also covers pupils while being transported or traveling to or                  
from these events.  It also applies to pupils who attend any of the above mentioned activities as spectators. 
Prohibited behaviors include arson, stealing or burglary, vandalism, tampering with security devises,            
setting false fire alarms, extortion, possession of tobacco substances, matches or lighters, assault and              
battery, fighting, abusive or profane language, possession of alcohol, drugs or drug paraphernalia,             
inappropriate public display of affection, trespassing on school or neighboring property, falsifying            
information, insubordination (refusal to obey staff members), defiance of school authority, destruction of             
property, possession of weapons such as guns, knives, or explosive devices, using a weapon to attack                
another person, sexual assault or harassment, disruption of the classroom or school event on or off the                 
school premises by abusive, defiant or assaultive acts, truancy, habitual tardiness, gang activity,             
inappropriate dress, smoking or using drugs, possession of aerosol or pressurized cans. Threats about or               
possession of the above items on school grounds can lead to immediate suspension, possible legal action,                
and may result in expulsion, depending on the results of a disciplinary hearing. 
Cleveland Police will be called in to deal with possession of drugs, weapons or serious acts of aggression                  
by any individuals on school property. 
For any of the above violations pupils may be suspended for an amount of time set by the principal. Such                    
acts may also result in expulsion as determined by the school board. 

 
POLICY PROHIBITING HARASSMENT, INTIMIDATION OR BULLYING 

 
Per Section 3313.666 of the Ohio Revised Code, the board of education of each city, local, exempted village 
and joint vocational school district shall establish a policy prohibiting harassment, intimidation or bullying.  
 
It is the policy of the West Park Lutheran School Board of Education that any form of bullying behavior, 
whether in the classroom, on school property, to and from school or at school-sponsored events, is expressly 
forbidden. 
 
Harassment, intimidation or bullying means any intentional written, verbal, graphic, electronically transmitted 
acts, or physical act that a student or group of students exhibits toward any other particular student more than 
once and the behavior both: 

● Causes mental or physical harm to the other student; and 
● Is sufficiently severe, persistent or pervasive that it creates an intimidating, threatening or abusive 

educational environment for the other student. 
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Students and/or their parents or guardians may file reports regarding suspected harassment, intimidation or 
bullying.  Such written reports shall be reasonably specific including person(s) involved, number of times and 
places of the alleged conduct, the target of suspected harassment, intimidation and/or bullying, and the names 
of any potential student or staff witnesses.  Such reports may be filed with any school staff member or 
administrator, and they shall be promptly forwarded to the building principal for review. 
 
Teachers and other school staff, who witness acts of harassment, intimidation or bullying, as defined above, 
shall promptly notify the building principal and/or his/her designee of the event observed, and shall promptly 
file a written incident report concerning the events witnessed.  Teachers and other school staff who receive 
student or parent reports of suspected harassment, intimidation, and bullying shall promptly notify the building 
principal and/or his/her designee of such report(s).  If the report is a formal, written complaint, such complaint 
shall be forwarded promptly (no later than the next school day) to the building principal or his/her designee. If 
the report is an informal complaint by a student that is received by a teacher or other professional employee, he 
or she shall prepare a written report of the informal complaint which shall be promptly forwarded  (no later 
than the next school day) to the building principal or his/her designee.  
 
Under the direction of the building principal or his/her designee, all such complaints shall be investigated 
promptly. A written report of the investigation shall be prepared when the investigation is complete. Such 
report shall include findings of fact, a determination of whether acts of harassment, intimidation or bullying 
were verified, and, when prohibited acts are verified, a recommendation for intervention, including disciplinary 
action shall be included in the report.  Where appropriate, written statements of witnesses shall be attached to 
the report. 
 
Verified acts of harassment, intimidation, or bullying shall result in an intervention by the building principal or 
his/her designee that is intended to ensure that the prohibition against harassment, intimidation or bullying 
behavior is enforced, with the goal that any such prohibited behavior will cease.  
 
When acts of harassment, intimidation and bullying are verified and a disciplinary response is warranted, 
students are subject to the full range of disciplinary consequences at West Park Lutheran School including 
suspension and/or expulsion. Anonymous complaints that are not otherwise verified, however, shall not be the 
basis for disciplinary action.  
 
If after investigation, acts of harassment, intimidation and bullying by a specific student are verified, the 
building principal or his/her designee shall notify in writing the parent or guardian of the perpetrator of that 
finding. If disciplinary consequences are imposed against such student, a description of such discipline shall be 
included in such notification.  
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                                     REPORT CARDS AND CONSULTATION 
 
Report cards are issued quarterly to show in some way the child's progress in school. A Parent                 
Consultation will be held at the end of the first quarter. The first quarter report cards will be given to the                     
parents at this conference time. Third quarter consultations will be available for those parents who               
request them. Additional conferences may be arranged with the principal or teacher after school hours at                
any time during the course of the year. Parents are invited to visit the classrooms when they have                  
opportunity. Through closer home/school relations both the teaching and learning can become more             
effective. 

MID-QUARTER REPORTS 
 
During the middle of each grading period, mid-quarter reports will be sent home to parents of all pupils.                  
Parents will also be notified if a child is having behavior problems. 
  

HONOR ROLL MERIT ROLL AND AWARDS 
 

Pupils in grades four through eight who maintain 3.5 average or above in any grading period shall be on                   
the Honor Roll. Pupils in grades four through eight who maintain an average of 3.0-3.4 shall be on the                   
Merit Ro11. In addition all subjects and conduct must be satisfactory or a “C” and above. A pupil who                   
receives an "F" in any subject will not be eligible for the Honor or Merit Roll, 
Awards: Honor Roll and Merit Roll awards are given following the close of each marking period.                
Honor Roll and Merit Roll awards are granted to pupils for the entire school year at the close of the                    
school year. Those students in grades 4 through 8 who make the Honor Roll and have Perfect                 
Attendance, Perfect Church Attendance, and Perfect Sunday School Attendance will make the Principal’s             
List. Children in grades 1 through 3 must have straight A’s, and perfect attendance in school, church,                 
and Sunday School to make the Principal’s List. 
Timothy Award: This award is given to the student whose conduct reflects the sincerity of his/her faith –                  
one who consistently shows respect and consideration for others. 
 
 
 
 EIGHTH GRADE GRADUATION 

 
Students successfully completing the Eighth Grade participate in the Graduation Service. Pupils chosen             
as valedictorian and salutatorian will be selected based on scholarship in the seventh and eighth grades.                
Further determination may be made from scholarship in previous grades down to grade four should there                
be a tie. 
 
Eighth Grade students whose tuition payments are not completed will not be permitted to participate in                
graduation exercises, nor receive their diploma until payment is made. A pupil may be excluded from                
participation in the graduation service as a disciplinary measure due to disruptive behavior. 

 
RETENTION 

 
At times it becomes necessary for a child to be retained in the same grade due to failure to master the                     
necessary skills, failure in certain subjects or prolonged absences. The principal shall make the final               
decision as to whether a child is to be retained based on the child's grades, test results, consultation with                   
the school psychologist, the child's parents and teacher. A student must receive a passing grade in                
religion in order to be promoted to the next grade level. 
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EDUCATIONAL TESTING PROGRAM 
 
In addition to the regular subject matter tests, Ohio Achievement Assessments will be given to all children                 
in grades 3 to 8. Children may also be given other standardized tests. All test results will be kept in the                     
pupil files. Parents will be given copies of the test results and further explanation of the test scores may                   
be had at a conference with the child's teacher or with the principal. 

 

 
 

HEALTH SERVICES 
 

As required by the state, the school will provide a registered nurse to keep health records for                 
each child, conduct annual vision and hearing testing programs, give general physical exams, and              
assist in special situations. 

 
Vision Screening Procedures: Grades Kindergarten through eight will be screened yearly with            
Snellens chart at 20 ft. Those students with questionable vision are screened two times before               
referral. 

Criteria for referral: Kindergarten - 3rd grade: vision of 20/40 or less; 4th grade and above:                
vision of 20,/30 or less. 
Those students complaining of headaches, blurring, squinting, unnatural position in reading,           
reading and writing disability, etc., will also be referred. 
 
Hearing Screening Procedures: Grades Kindergarten through eight will be screened yearly at            
frequencies 500hz, 1000hz, 2000hz, and 4000hz at 25 db. on the audiometer. Those children              
failing this screening are given a threshold test later. If the child fails to hear at least 25 db. in                    
each frequency, he is referred to his private doctor or to the A.G. Bell Clinic. 
 
Because head lice are highly contagious, they are a common occurrence among children. They              
do not indicate a lack of cleanliness and are easily eliminated with treatment. When there is a                 
case of lice at West Park, all children will be checked to avoid an outbreak. Any child with lice                   
or nits will not be permitted to attend school until he/she has been checked by school personnel. 
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MEDICATIONS 
 

In situations in which medication must be taken during the school day, the Medication              
Authorization Form must be submitted to the school office bearing the parent’s and doctor’s              
signatures. The office will administer medication. It is recommended that a copy of this              
form be carried in your purse or wallet for unexpected doctor’s visits. This form is provided                
in your orientation packet. Additional forms are available in the school office. We cannot              
administer over the counter medications to students, nor should students bring them to             
school for self-medication. Please notify the office if a child has been given any over the                
counter medication before coming to school. 
 

MINOR CUTS AND SCRAPES 
 
Minor cuts and scrapes will be handled as follows:  The student will be instructed to wash the 
area thoroughly and the school office or teacher will provide a bandage. 
 

AIDS POLICY 
 

Children with Acquired Immune Deficiency Syndrome (AIDS) enrolled or seeking enrollment in            
grades K through 8 shall be permitted to attend school provided: 
 

1. The health of a child, as documented by his/her physician, allows participation in regular              
academic school activities. 

2. The child behaves acceptably, in a manner that would not cause spread of the disease or in                 
any way put others at risk. 

3. The child does not have open sores, skin eruptions. or any other condition which prevents               
his/her control of bodily secretions. 

4. There are periodic evaluations of the child's physical condition with written certification            
from his/her physician allowing continuing participation in regular academic school          
activities. 

 
The principal will confer with the appropriate persons and consult with the school board, which               
shall make the final decision in each case, 
 
Parents and guardians have the obligation to report to the schoo1 administration when any child               
has been diagnosed as having AIDS, ARC (Aids Related Complex) or other illness caused by               
HIV (Human Immune Deficiency Virus), the virus that causes AIDS, also known as HTLVII or               
LAV). 
 
In order to protect confidentiality, when a child with AIDS is admitted to school, personnel who                
are made aware of the child's condition should be the minimum necessary to assure proper care                
of the child. 
 
Based on the condition of the child and the expected type of interaction with others, the                
principal, after consultation with the proper authorities may limit the child's participation in             
school activities. A student with AIDS who is excluded from school shall be provided with an                
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alternative means of instruction. 
 
 

Immunization Summary for School 
Attendance 
Ohio 

 
 

VACCINES 

FALL 2016 
IMMUNIZATIONS 

FOR SCHOOL ATTENDANCE 

 

DTaP/DT 
Tdap/Td 

Diphtheria, 
Tetanus, Pertussis 

K 

Four (4) or more of DTaP or DT, or any combination. If all four doses were given before the 4  birthday, a 
fifth (5) dose is required. If the fourth dose was administered at least six months after the third dose, and on or 
th 

after the 4  birthday, a fifth (5) dose is not required.* 
1-12 
Four (4) or more of DTaP or DT, or any combination. Three doses of Td or a combination of Td and Tdap is the 
minimum acceptable for children age seven (7) and up. 
Grades 7-12 
One (1) dose of Tdap vaccine must be administered prior to entry.** 

 
 

POLIO 

K-6 

Three (3) or more doses of IPV. The FINAL dose must be administered on or after the 4  birthday regardless of 
the number of previous doses. If a combination of OPV and IPV was received, four (4) doses of either vaccine 
are required.*** 
Grades 7-12 
Three (3) or more doses of IPV or OPV. If the third dose of either series was received prior to the fourth 
birthday, a fourth (4) dose is required; If a combination of OPV and IPV was received, four (4) doses of either 
vaccine are required. 

MMR 
Measles, Mumps,  
Rubella 

K-12 
Two (2) doses of MMR. Dose 1 must be administered on or after the first birthday. The second dose must be 
administered at least 28 days after dose 1. 

 

HEP B 
Hepatitis B 

K-12 
Three (3) doses of Hepatitis B. The second dose must be administered at least 28 days after the first dose. The 
third dose must be given at least 16 weeks after the first dose and at least 8 weeks after the second dose. 
The last dose in the series (third or fourth dose), must not be administered before age 24 weeks. 

Varicella 
(Chickenpox) 

K-6 
Two (2) doses of varicella vaccine must be administered prior to entry. Dose 1 must be administered on or after
the first birthday.  The second dose should be administered at least three (3) months after dose one (1); 
however, if the second dose is administered at least 28 days after first dose, it is considered valid. 
Grades 7-10 
One (1) dose of varicella vaccine must be administered on or after the first birthday. 

MCV4 
Meningococcal 

Grade 7 
One (1) dose of meningococcal (serogroup A, C, W, and Y) vaccine must be administered prior to  entry 
Grade 12 
Two (2) doses of meningococcal (serogroup A, C, W, and Y) vaccine must be administered prior to  entry**** 
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IMMUNIZATION NOTES: 

● Vaccine should be administered according to the most recent version of the Recommended 
Immunization Schedules for Persons Aged 0 Through 18 Years or the Catch-up Immunization 
Schedule for Persons Aged 4 Months Through 18 Years Who Start Late or Who Are More 
Than 1 Month Behind, as published by the Advisory Committee on Immunization Practices. 
Schedules are available for print or download at 
http://www.cdc.gov/vaccines/recs/schedules/default.htm. 

● Vaccine doses administered ≤ 4 days before the minimum interval or age are valid (grace period).  
● doses must be separated by at least 28 days with no grace period. 
● For additional information please refer to the Ohio Revised Code 3313.67 and 3313.671 for 

School Attendance and the ODH Director’s Journal Entry (available at www.odh.ohio.gov, 
Immunization: Required Vaccines for Childcare and School). 
These documents list required and recommended immunizations and        
indicate exemptions to immunizations. 

● Please contact the Ohio Department of Health Immunization Program at (800) 282-0546 or (614) 
466-4643 with questions or concerns. 

 
*Recommended DTaP or DT minimum intervals for kindergarten students four (4) weeks between doses 
1-2 and 2-3; six (6) month minimum intervals between doses 3-4 and 4-5. If a fifth dose is administered 
prior to the 4th birthday, a sixth dose is recommended but not required. 
** Pupils who received one dose of Tdap as part of the initial series are not required to receive another 
dose. For students in 12th grade, one dose of Td (Tetanus and diphtheria) is acceptable. Tdap can be 
given regardless of the interval since the last Tetanus or diphtheria- toxoid containing vaccine. DTaP 
given to patients age 7 or older can be counted as valid for the one-time Tdap dose. 
*** The final polio dose in the IPV series must be administered at age 4 or older with at least six months 
between the final and previous dose. 
**** Recommended MCV4 minimum interval of at least eight (8) weeks between dose one (1) and dose 
two (2). If the first (1st) dose of MCV4 was administered on or after the 16th birthday, a second (2nd) 
dose is not required. If a pupil is in 12th grade and is 15 years of age or younger, only 1 dose is required. 
Currently there are no school entry requirements for meningococcal B vaccine. 
 

 
PESTICIDE USE IN SCHOOL 

 
West Park Lutheran School through Holy Cross employs General Pest Control to manage any              
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“critter” problems we may have. The technician comes to inspect around the first of every               
month before school begins. Any pesticide applied or used is in strict accordance with label               
instructions and the Ohio Department of Education. Nothing is used that is not approved by the                
Ohio Department of Education.  

 
 

PSYCHOLOGICAL SERVICES 
 
Children with severe emotional or learning problems will be referred to an outside agency with the cost to                  
be borne by the parents. 
 

 
 
 

SPEECH THERAPY 
 
The services of a licensed speech therapist will be available for those children in the primary grades who                  
need help in correcting speech patterns. 
 
 

TUTORING 
 
Basic Skills: Children who score below a certain percentile on standardized testing in math or reading                
will be eligible to receive help in basic skills from our Basic Skills teacher. 
 

 
WALK-A-THON 

 
Every year the students participate in an all school walkathon to raise money for school activities and                 
equipment. The walkathon is usually held in May. The students walk from WPLS to the Metroparks.                
Parents are encouraged to participate.  

 
 

SCHOOL PARTIES 
 

When school parties are held, parents may be asked to provide refreshments and may assist the teachers in                  
the activities. Parents who wish to donate items for the parties should speak to the teacher first. We want                   
to be sure all classes are treated equally.  School parties are held the last 45 minutes of the school day.  
 

INVITATIONS 
 
So that there are no hurt feelings, invitations to sleepovers, birthday parties, etc., may not be distributed at                  
school.  Such invitations should be handled by the parents preferably by mail or telephone.  

 
 

SCHOOL PICNIC 
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Our annual school picnic is held toward the end of the school year for pupils               
enrolled. The picnic lunch is provided. Since the picnic is a school function on a               
school day, pre-school children, brothers and sisters not in our school, friends or             
relatives are not invited. 

 
 

TREATS 
 
It is not necessary for children to provide treats for their classmates on their birthdays. Parents                
who wish to do so however, should check with the child’s teacher before sending any treats to                 
school.  Such treats are to be distributed during the last 15 minutes of the day. 
 
 
 
 
 
 
 
 
 
 
 

  
 
 
                                                               FIELD TRIPS 

 
West Park Lutheran School attempts to make beneficial use of community resources whenever and              
wherever possible. Trips are usually scheduled in advance and parents are notified when children will be                
taking these trips.  All children must have written permission from parents to take part in field trips. 
 
Transportation of students for field trips will generally involve parent drivers. In the event that a parent                 
provides field trip transportation, the rules under Car Pools also apply to field trips. 
 
Since we will have to depend on parents to chaperone for a field trip, we ask that parents who volunteer                    
and who have pre-school children to make arrangements for babysitters, since the scheduled trips are for                
the pupils of the school only.  Little ones get in the way and can be a distraction on a class outing.  
 
Pupils are expected to be properly dressed in regular school clothes on field trips, unless otherwise stated.  
 
Pupils whose behavior is disruptive on a school field trip may be excluded from participation in future                 
field trips.  

 
 
 
 
 

FIELD TRIP TRANSPORTATION RULES 
 

Vehicle Requirements: 
a) Seats facing forward 
b) Cab of truck only 
c) No loose, heavy objects in passenger area 

39 
 



d) Good operating condition – tires, brakes, horn, light, wipers, etc. 
e) Seat belts in good operating condition 
f) Children and adults occupy designated seating positions – capacity in car in accordance with 

manufacturer’s rated seating capacity and air bag regulations. 
       g)   Student must weigh a minimum of 80 pounds to ride in front passenger seat. 
 
Driver requirements: 

a) Valid driver’s license 
b) No more than 6 active points on driving record 
        c)    Proof of insurance 

 
Children may not be left unattended in any vehicle. 
 
 

 
 
 
 
 
 
 
 

SPORTS 
 

Pupils in grades five to eight may participate in the inter-scholastic sports' program in conjunction with                
the other Cleveland area Lutheran schools. To participate in the program pupils must meet the               
requirements of the Eligibility Policy (following), must have filled out the Pre-Participation Sports Exam              
form, and must demonstrate satisfactory conduct. 
 

All pupils must have filled out the required sports' participation and doctor's exam form in order to                 
participate in athletic events. 
 
FIELD DAY: An annual field day for outdoor track and field events is held in May for Cleveland area                   
Lutheran schools. Pupils in grades five to eight who meet the requirements of the Eligibility Policy                
(following) and demonstrate satisfactory conduct may participate in the Field Day event. 
 

ELIGIBILITY FOR ATHLETICS 
 
A student will become ineligible for participation in the athletic program if: 

1. His/her grade point average falls below 2.0 (C average) for the prior quarter. 
379833664. A failing grade (F) is received in any subject for the prior quarter. 
379833832. The Midquarter Progress Report shows a Need for Improvement in three or more             
subjects. 

 
A student who has become ineligible for participation in the athletic program must meet eligibility               
requirements on the next progress report or report card.  

 
REGULATIONS FOR PLAYERS, CHEERLEADERS, AND SPECTATORS PRESENT AT 

LUTHERAN ATHLETIC EVENTS 
 

1) When visiting at either of the Lutheran High Schools, all players and spectators are to remain in the                  
gymnasium except for entering, exiting, and use of the restrooms. 
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2) When visiting other Lutheran schools all players and spectators are to remain in the gymnasium               

except for entering, exiting, use of the restrooms, and areas designated by the host school for                
purchasing and consuming concessions. 

 
3) At no time is any person to enter a room other than the gymnasium, 1ockerrooms, restrooms , or                  

eating areas unless they have spoken to a person in charge from the host school. 
 
4) Coaches will be responsible for all players and spectators from their respective schools. In the event                

of a problem, the coach will be asked to inform the person or persons involved that they will be                   
removed from the premises if one of the above regulations is violated for a second time. 

 
5) The host school will provide a supervisor to monitor these areas, or in the case of the Lutheran High                   

School, the home team will provide a supervisor. 
 
6) It is the responsibility of each school to make these regulations available to all players, cheerleaders,                

and their parents prior to the start of the volleyball and basketball seasons. 
 
7) The home team will post a copy of these regulations at the front gate where they collect the money, 
 
8) The host school will make sure that all persons who may serve as supervisors or that may need to be                    

aware of these regu1ations, i.e., custodian, will be provided with this information. 
 
9) Any person found damaging or defacing property will be asked to, along with the supervisor, inform                

the coach at their respective school and subsequently be removed from the premises. 
 
10) Any pupil or adult ejected from a game will not be allowed to attend the following game. 

BAND PROGRAM 
 
Pupils in grades four to eight desiring to play an instrument may participate in the band program. The                  
band teacher will conduct a beginners’ class and a class for advanced pupils. There is no charge for this                   
program, but pupils accepted into the program may need to provide their own instruments. Letter grades                
will be given on report cards at the end of each quarter. Pupils may be dropped from the program upon                    
recommendation of the band teacher. Band members must also maintain grades of "D" or above and a                 
satisfactory in conduct. The cost of lyres, reeds, band shirts, hats, etc. is to be paid for by the band                    
members.  

BAND GUIDELINES 
 
Objectives of the Band Program: 

To use one’s God-given talents to the best of one's ability. 
To learn how to play an instrument. 
To learn how to care for an instrument. 
To learn discipline. 

 
1. Children in grades four through eight shall be eligible to participate in the band program. 
 
2. Pupils will be required to attend special and summer practices when necessary to prepare for a                 

performance. A schedule of special practice days and times shall be submitted for School Board               
approval by the Band Director. 

 
3. A written excuse must be presented to the Band Director for missed practice sessions and band                 
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performances. 
 
4. Pupils will be expected to practice twenty minutes a day outside of schoo1. Practice sheets                

signed by a parent must be turned in as requested by the Band Director. 
 
5. A letter grade will be given at the end of each grading period on the pupil's report card. This                    

grade will not be included when determining a student's grade point average. The grade will be                
based on the pupil's progress, participation, daily practice, receipt of practice sheets, attendance             
and cooperation. 

 

 
 

 
 
 
 
 
 
 
 
 
 
 

PAGE THIRTY-FIVE 
 
Page Thirty-Five is our parent information newsletter and monthly calendar sent home            
each month. Page Thirty-Five will keep you informed of coming events and provide             
up-to-date information about our school, Check your child’s school bag or desk if you              
fail to receive your copy.  
 
 
 
 SCHOOL PICTURES 
 

Individual and class pictures are taken in the fall. Pre-payment envelopes are provided to              
all children and are to be brought to school on "Picture Day" with the selection marked                
and payment enclosed 

 
 

PARENT ORIENTATION 
 
All parents or guardians of pupils enrolled in the school are required to attend an orientation session to                  
become acquainted with the policies and requirements of the school. The session will be held before the                 
start of school. Attendance at the orientation session accomplishes the final registration for the school               
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year. Pupils will not be admitted whose parents have not attended the orientation meeting. Grandparents,               
relatives, or friends may not attend the orientation session in place of parents or guardians. 
 

 
VISITORS 

 
Parents are encouraged to visit the classrooms, but must first receive permission from             
the school office. Preschoolers or friends of pupils enrolled are not to visit the school               
unless permission has been granted by the office. Former students must obtain            
permission from the school office before visiting during school hours. 

 
Although we invite parents to visit the classrooms, such visits should be arranged             
through the school office. We do not encourage parents to walk in on classrooms              
unannounced or to make it a habit of sitting in classrooms for no specific purpose. Such visits are                  
disruptive to the learning situation. 
 
 

SOLICITORS 
 
Although we appreciate the efforts of pupils and parents in raising funds for various community activities                
and benefits, we prefer that there be no soliciting for such events by parents, staff, or pupils on the school                    
premises. Since our pupils come from many communities and congregations and are involved in many               
outside school organizations it gets to be a problem when parents and pupils are asked to buy tickets,                  
make pledges, or donate to a worthy cause by other parents and pupils. Solicitation at the school will be                   
limited to school sponsored events only.  We thank you for your cooperation. 

 
 
 

 
 
 
 
We appreciate the number of parents who volunteer their services to the school. Volunteers receive no                
remuneration, free tuition, or lower tuition rates for their services. 
 
In order to ensure that their contact with students reflects and supports our philosophy and code of                 
conduct we expect volunteers to abide by the following expectations: 

1. Volunteers are to model appropriate Christian behavior at all times with children in word and               
action. 

2. Volunteers are to be dressed appropriate to the activity with which they are involved. 
a) Volunteers assisting in a classroom or accompanying a class on a field trip are to follow the                 

same standards of dress as we expect of the children. 
b) Volunteers assisting with lunch and/or recess are to dress neatly and tastefully. 

3. Volunteers are to speak to the children with the same respect as they would want the children to                  
speak to them. 

4. Volunteers are not to be disciplinarians of students. This is the role of the teacher. Students may                 
be gently reminded of proper behavior if needed. Continued or serious violations of the Code of                
Conduct should be referred to the teacher. 

5. Volunteers involved with recess are to monitor students. This can not be done if the parent                
participates in the children’s activities. It is vital that parents are watching the group for proper                
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safety and behavior. 
6. Generally only staff members will coach athletic team practices. Volunteers will be utilized to              

assist only at the request of the coach and with the authorization of the athletic director and the                  
principal.  

7. Inappropriate language or inappropriate touching of students is not acceptable. 
8. In the event that a volunteer is found to display inappropriate behavior, as determined by the                

school administration, 
a) If a serious problem, that volunteer will not be permitted to serve as a volunteer. 
b) If a mild problem, that volunteer will be counseled by the teacher and/or principal. 

9. In serving as a volunteer the parent or other adult commits to acting in accord with these                 
guidelines. 

 
 

FAMILY/CUSTODIAL SITUATIONS - RELATIONSHIP WITH THE SCHOOL 
 
Our school is finding an increasing number of families experiencing transitions in parental custodial              
relationships. In addition, laws governing divorce settlements and custody have been recently changed.             
For this reason we find it necessary to clarify and re-state the usual procedures followed by the                 
administration and faculty in dealing with parents in such situations. 
 
In two-parent families it is assumed that both parents are living at the same address unless we have been                   
notified otherwise. Our school personnel will, therefore, send home notices, communications, etc. with             
the child. It is assumed that both parents are communicating regarding the child and that all information                 
is shared by and between the parents. This information includes but is not limited to conference                
appointments, report cards, mid-quarter reports, discussions with school personnel, and tuition statements. 
 
In families experiencing separation of parents, or pending divorce, the above information will be sent               
home with the child to whichever parent currently has care of the child. It is assumed that this                  
information is shared by the parents and between the parents. Since this situation frequently impacts on a                 
child's achievement and interactions at school, parents are asked to inform both the principal and teacher                
of this fact so that appropriate support can be given to the child. Our school personnel cannot proceed on                   
hearsay, rumors, or demands of a parent, but only with the appropriate documentation detailed below. 
 
 
In cases of an actual divorce decree involving clear custody by one parent, the principal is to be informed                   
by the custodial parent of this fact. A copy of the first page of the decree bearing the case number, the                     
pages referring to custody and the relationship with the school, and the final page bearing the judge's                 
signature are to be submitted to the principal. Unless the decree indicates otherwise, school              
communications will be sent home to the custodial parent. Custodial parents should understand, however,              
that unless the divorce decree specifically limits the non-custodial parent's right to access to records, the                
non-custodial parent has a right to the same access as the custodial parent. We will, unless instructed by a                   
Court Order, release such records upon request to the non-custodial parent. "Records" includes official              
transcripts, report cards, health records, referrals for special services, and communications regarding            
major disciplinary actions. It does not include daily classwork and papers, or routine communications              
sent through the children to the home of residence. In these cases the custodial parent is asked to                  
cooperate with the school and share this information directly with the non-custodial parent. This avoids               
time-consuming duplication of services. 
 
Further, you should realize that unless restricted by Court Order, any non-custodial parent has the right to                 
attend any school activity of their child which includes sports activities and class programs. Parents               
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should keep each other informed as to these activities to avoid duplication of communications and to                
allow the school to better attend to the duty of teaching your children. 
 
In cases of joint custody (shared parenting agreements) entitling both parents access to school personnel               
and activities, it is assumed that one copy of communications and information will be sent home with the                  
child and that this will be shared by and between the parents. 
 
Regarding parent conferences in all custody situations: It is preferred and will be the general procedure                
that one conference appointment be scheduled "jointly" if both parents wish to be present. It is assumed                 
that parents are able to set aside differences and to come together on behalf of their child for this time. A                     
joint conference further insures that both parents are given the same information at the same time, thereby                 
avoiding misunderstanding, misinterpretations. 
 
In cases where joint conferences are clearly neither possible nor desirable by all parties involved, alternate                
arrangements may be discussed with the principal, subject to the approval of both parents. Every effort                
will be made to keep communications open with both parents while at the same time avoiding duplication                 
of services and excessive demands on the teacher's time. 
Should the non-custodial parent desire to receive the Page Thirty-Five the weekly school newsletter, by               
mail, the cost will be $25.00 for the year. 
 
Visitation should generally begin at the home of one of the parents and not at school. It is hoped that                    
visitation arrangements would reflect the sensitivity of both parents to the consistency and routines that               
foster security in a child and allow for school responsibilities and homework to be taken care of during                  
the school week. 
 
If there are questions concerning this re-statement of procedures or circumstances you feel necessitate              
other arrangements, please contact the principal personally. 
 
 

 
 
 
 
 
 
 
 

PROCEDURE FOR HANDLING COMPLAINTS 
 
As Christians we will follow the guidelines in Matthew 18, verses 15-17 whenever we have a problem                 
with another individual be it a pupil, parent, teacher, principal or anyone else in our school family. To do                   
so will prevent a lot of misunderstanding, cut down on gossip, create less ill will, help us all to deal with                     
each other in the spirit of Christian love and enable us to build the body of Christ in our families, school,                     
churches, and the community. 
 
Parents who have a problem with a teacher should first talk to the teacher about it before reporting it to                    
the principal. 
 
“If your brother sins against you, go and tell him his fault, between you and him alone. If he listens to                     
you, you have gained your brother. But if he does not listen, take one or two others along with you, that                     
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every word may be confirmed by the evidence of two or three witnesses. If he refuses to listen to them, tell                     
it to the church; and if he refuses to listen even to the church, let him be to you as a Gentile and a tax                         
collector." (Matthew 18:15-17) 
 
 
 

 
 
 
 

 
 

Be kind to one another, tenderhearted, forgiving one another, as God in Christ forgave you. 
Ephesians 4:32 
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