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LAFAYETTE 
CATHOLIC 
SCHOOLS 

 
Mission Statement 

 
Our Mission is to serve God by providing a challenging  

academic education integrated with Catholic values and morals 
developing the whole person spiritually, intellectually, 

physically, and socially. 
 

He shepherds.  We shape.  They shine. 
 
 

   Business Office 2410 South Ninth Street 
      Lafayette, IN  47909-2499 
      Phone  474-5427 

 
 

St. Lawrence School 
 
   School Office  1902 Meharry Street 
      Lafayette, IN  47904-1442 
      Phone  742-4450 
 
   Parish Office  1916 Meharry Street 
      Lafayette, IN  47904 
      Phone   742-2107 
 
 
 
 

              Also a member of the Diocese of Lafayette-in-Indiana 
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ST. LAWRENCE SCHOOL  
PHILOSOPHY OF EDUCATION 

 
 “Go, teach all nations…to love God and love neighbor…as I have 
loved you.” 
We at St. Lawrence School strive to follow Christ’s mandate by 
instilling respect for all life.  We aim to educate children for the social 
conditions in which we live.  We endeavor to help each student develop 
his/her God-given potential while recognizing equality with all 
mankind.  We encourage students to grow spiritually, to make a positive contribution to 
society, and to attain the ultimate purpose for which they were created. 
The teaching staff is guided by the principles stated in the document, “To Teach as Jesus 
Did”, thereby fulfilling the fourfold purpose of Catholic education, namely: 

1. Message – to teach Catholic doctrine; 
2. Community – to build compassionate relationships in community; 
3. Service – to assume responsibility in serving God and others; 
4. Worship – to participate in the liturgical life of the Church. 

 
 
 
     

 
St. Lawrence School Mission Statement 

 
Utilizing a curriculum infused with the Gospel, the faculty and staff reinforce the 
Catholic values instilled by the parents, the primary educators. 
In a caring, homelike atmosphere, we are committed to developing the whole child by: 

�  Teaching the Catholic faith as a way of life in which time, talent, and treasure 
are shared with God and other; 

�  Fostering a healthy learning environment where self-esteem, respect, 
leadership and responsibility are nurtured; 

�  Providing a diverse, integrated curriculum which develops strong basic skills; 
�  Challenging students to become independent thinkers, communicators, and 

conscientious members of today’s highly technological society; 
�  Striving to inspire an enthusiasm for life long learning in a safe, disciplined 

environment. 
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PRINCIPAL’S DISCRESIONARY STATEMENT - AMENDMENTS TO  THE 
HANDBOOK 

 
No student/parent handbook can address and cover all policies and situations in the 
school community.  Therefore, the principal or their designee (in the principal’s absence) 
reserves the right to make any and all policy decisions that may arise, that are not covered 
by this handbook.  The principal also retains the right to amend the handbook for just 
cause, and parents will be given prompt written notification if changes are made. 
 
 
AGREEMENT SIGNED BY PARENTS/GUARDIANS 

 
Parents are requested to sign a statement indicating that they have read and agree to be 
governed by this handbook.  This statement can be found at the end of this document 
and/or in the Thursday folder.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

Alcohol and Smoke Free Environment 
Smoking and drinking of alcoholic beverages are not permitted on school premises. 
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ADMINISTRATION  

Bishop - Authority for Teaching  
The Bishop is responsible for the supervision as well as the fostering of catechesis in the 
diocese as described in the National Catechetical Directory, The Catechism of the 
Catholic Church, and the Code of Canon Law (cc 394, 774).   He is charged to “devote 
himself personally to the work of the Gospel," and to “supervise the entire ministry of the 
work in regard to the flock committed to his care”. 
In carrying out this responsibility, the Bishop ensures that catechetical goals and 
priorities are established for the Catholic community, necessary structures exist, and that 
appropriate programs are designed, implemented and evaluated in accordance with the 
recommended textbooks of the United States Conference of Catholic Bishops.  He takes 
every opportunity to preach and teach.  He summons his people to faith and strengthens 
them in it.    
In helping parents as primary educators of their children, the Bishop is assisted by parents, 
educational administrators, teachers, catechists, women and men religious, clergy, and 
the diocesan staff. 

Director of the Pastoral Office for Education 
The Director of the Pastoral Office for Education is the chief administrator for Catholic 
schools.  The Director reports to and is supervised by the Bishop (or his Delegate) to 
provide consultation and advice to pastors, principals, school and religious education 
advisory councils and Home/School Organizations in the formulation of policy, 
guidelines, operation and support of local schools and parishes. 
 
Pastor 
As canonical administrator, the pastor is responsible and has specific duties with respect 
to the Catholicity of teaching, school identity, and fiscal responsibility.  The pastor is 
charged with acting as the representative of the parish with respect to the facilities of the 
parish, all contracts and finances of the school or associated groups. 
 
Governing Bodies 
 Board of Trustees – The Board of Trustees of the Lafayette Catholic School 
System has the primary responsibility for the efficient operation of the entire school 
system.  It is composed of the pastors of St. Mary’s, St. Boniface, and St. Lawrence 
Churches.  A fourth member will be ex-official and be either the Superintendent of 
Schools or another person appointed by the Bishop.  The Board of Trustees, as the duly 
appointed representative of the Bishop, has responsibility to: 

1. Approve the mission and philosophy of the school 
2. Approve any policy and actions, which related to the Catholicity of the school 

in matters of faith, doctrine and formation 
3. Provide guidance and review actions taken by the Governance Board 
4. Hiring of the academic administrators, the development and the financial 

officer of the school system, in accordance with Diocesan policy 
5. Approve any changes to the governing structure of the school system 
6. Appoint legal council for matters not handled by the Governance Board 
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7. Elect a chairperson 
 

 Governance Board – The Governance Board is a “Board of Limited 
Jurisdiction”, responsible for the specific areas of governance set forth by the Board of 
Trustees.  On other matters, the Board of Governance is considered consultative.  The 
policies and actions of the Board shall be consistent with the decrees, policies, and 
guidelines of the local and Universal Church, and laws of the State of Indiana. 
The Governance Board’s responsibilities are: 

1. Supply an analysis and recommendation of the budget and all capital 
improvements to the Trustees for final approval 

2. Maintain stewardship of the building and property not associated directly with 
any parish 

3. Approve any policy changes or additions not under the Trustee’s authority 
4. Appoint a certified public accountant as needed 
5. Approve the purpose and the responsibility for Mission, Finance, 

Development and Education Committees 
6. Responsible to recommend to the Trustees the hiring of the academic 

administrators, development and financial officers of the school system in 
accordance with Diocesan policy 

7. Direct where non-specified gifts to the schools would be spent 
8. Responsible to evaluate each principal’s performance  

 
Board of Education 
Purpose: 

1. Develop and/or review policies for: 
 Board of Education Committee – (develop) 
 Personnel – (develop) 
 Development Committee (review) 
 Finance Committee – (review) 
2. Establish the process and procedures for the formulation and adoption of 

policies, while meeting diocesan guidelines and state laws 
3. Evaluate the effectiveness of current policies 
4. Provide counsel and advice to the Board of Trustees and school administrators 

on issues as requested 
5. Provide forum to field parent/teacher/student issues with school system in 

order to define the concern for direction or decision by the Board of Trustees.  
No personal or personnel discussions will be part of the Board of Education 
Committee 

6. Monitor the “Long Term Planning” goals to ensure progress toward 
completion of those goals. 

 
Principal 
The principal is the executive director of the school.  She/he is responsible to the 
Governance Board and the Board of Trustees.  The principal is responsible to implement 
the policies of the School Board and the State Department of Education.  The principal is 
to provide spiritual, managerial and education leadership.     
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Teachers 
Teachers are the most important single factor contributing to the success of the school.  
They are directly responsible to the principal.  They are required to enter into a written 
contract with the diocese and the Lafayette Catholic School System.  The standard of 
certification of teachers is the same as that required by the State.  
 
Teacher Aides/Assistants/Staff 
Both volunteer and paid teacher aides/assistants and staff are available to assist the 
teachers and principal. 
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INTRODUCTION  
 
Students entering the Lafayette Catholic School System indicate that both students and 
parents/guardians are willing to comply with all of the policies of the school and to strive 
to live in a Christ-like manner for both the individual and common good. 
All Lafayette Catholic School System students must realize that their conduct, no matter 
where they may be, reflects both upon their personal dignity and the dignity of their 
fellow students. Consequently, student conduct not in keeping with the guidelines of the 
educational philosophy and objectives of the Lafayette Catholic School System is a 
discredit to the individual and an insult to other students, parents, faculty and 
administration. 
Although the school cannot assume responsibility for a student’s conduct when the 
student is outside the school’s jurisdiction, students should remember, at all times, they 
are responsible for the good name of the Lafayette Catholic School System. A student 
involved in off-campus conduct prejudicial to the reputation of the school is liable to 
disciplinary action by school authorities. 
Any conduct unbecoming of a Lafayette Catholic School System student is considered a 
breach of discipline and exposes the student to the imposition of an appropriate penalty. 
Hence, it is the responsibility of each student to know and follow the guidelines set down 
herein. The gravity of penalties will be determined by the seriousness of the offense and 
the circumstances. A parent’s or student’s abdication of reading or referring to the 
handbook does not constitute a right or expectation of leniency or treatment contrary to 
the guidelines and/or penalties assessed as a result. 
 
 
 
ADMISSION POLICIES 

 
Resolution of Nondiscriminatory Procedures for the Lafayette Catholic School 
System Policy Statement  
All schools of the Lafayette Catholic School System have been established to meet the 
spiritual, educational, and social needs of their students.  Although spiritual needs of 
Catholic students are our first concern, enrollment in a diocesan school is open to all 
students regardless of ethnic origin, race, color, sex, ancestry or religious affiliation.   
 
Admission for New Students 
Every child is to be given an opportunity to attend a Catholic school as long as the school 
can provide for their educational needs.  The Lafayette Catholic Elementary Schools 
welcome new families.  Parents may register their children for kindergarten through 
grade six at any time during the school year.  Prior to attendance, consultation with the 
principal of that school is required before admission of the student to that school.   
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Admission Requirements 
The Lafayette Catholic School System has a selective admissions policy in that all 
students applying must be approved for acceptance for admission by the designated 
school principal. 
Applications for all elementary grades for the following school year will be accepted 
beginning on the first day of the previous school year. Applications for admission are 
accepted in order of receipt to the school system. 
While we make every effort is made to meet the school request of the parents, it is the 
responsibility of the school system to operate at optimum efficiency. Occasions may 
occur where a grade will fill to capacity at one elementary school and new students may 
be asked to attend the elementary school where openings exist in that grade��
�
To insure that every child is able to be placed in the Lafayette Catholic Schools, new 
families will register into “the system” rather than at an individual school.  This ensures 
the best educational experience for the child and uses the facilities and staff efficiently.  
Every effort will be made to enroll the students at the school of their choice.  Placement 
will be determined by the following criteria: preference, parish membership, class size, 
transportation, and date of registration. 
At the time of registration, the following information is to be presented: 

1. Health Certificate 
2. Birth Certificate 
3. Immunization Record 
4. Baptismal Certificate (if Catholic) 
5. Social Security Number 

Upon admission to Kindergarten, the chronological age of the child should be five on or 
before August 1 of the entry year.  Upon admission to the first grade, the chronological 
age of the child should be six by August 1 of the entry year.  Records showing successful 
completion of Kindergarten may also provide entry to first grade.  When students are 
transferring from another school, parents must arrange for the academic and health 
records to be sent before enrollment can be completed.   
 
Admission Priority 
Admission priority to Catholic schools is given to parish Catholic children.  All other 
students are welcome when space is available with the understanding that: 

1. All students participate fully in the religion instructional program 
2. Once a non-Catholic student is accepted, re-registration is not denied 

because of increased class size. 
3. Students with disabilities are to be accommodated in schools when the 

student can benefit from the school environment and academic program 
provided in small and large instructional groups.  Neither schools nor 
school staffs of the Diocese of Lafayette-in-Indiana are equipped to 
provide one-to-one instruction. 
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Belief Statement 
Parents will be expected to sign the Belief Statement of the Lafayette Catholic Schools 
assuring that they will support and abide by these ideals. 
 
Financial Aid 
Education grants are available to those in financial need.  Application forms are obtained 
from the business office, school office, or parish rectory.  Applicants will be notified as to 
the amount of their award.  Later applicants will be considered based on the availability 
of funds.  
 
 
 
ARRIVAL AND DISMISSAL 

School Operational Hours   8:00am to 3:00pm 
Daily Procedures 
The gym doors open at 7:30a.m.  We are not responsible for students arriving before 
7:30a.m.   
Students are to go to their designated class area in the gym.  At 7:50a.m., the students 
will be lead to their classrooms by student leaders.  The gym doors will be locked at 
8:05a.m.  Arrivals after 8:00a.m. will be admitted through the office door on 19th street.  
All doors to the school will remain locked throughout the day.   
All students are to leave at dismissal time unless they are under the direct supervision of a 
teacher or are attending Busy Bee After School Care.  Those students who will be riding 
home in a car are to be picked up in the parking lot.  We ask that you park on the 
playground, away from the alley and from the gym.  All students who ride in cars will be 
escorted to the playground by a teacher who will wait with them.  When the student’s 
ride has been located and the teacher is made aware of this, the teacher will allow the 
student to go to the car.  We know that some parents visit while waiting for their 
child(ren).  When the children begin to come out, we ask that you end your visit and take 
your child(ren) to the car for departure.  
 
Parents picking up Morning Kindergarten children will be given specific directions by the 
Kindergarten teacher. 
 
If a student is not picked up by 3:10p.m. he/she will be brought to the office to await 
his/her ride.  If you know you are going to be late, please call the office immediately.  
There are times when meetings take all of us away from the building and a child left 
at school causes a great hardship for the office.  Any child not picked-up by 3:15p.m. 
will be sent to our after school care, Busy Bee Hive, and you will be charged for the 
time spent there. 
 
No child may be dismissed early without the written request of the parent or guardian.  
Students excused early are dismissed from the office with the parent signing them out.  
(And in again if they should return.) 
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Please inform the teacher and office if your child will be leaving with someone other then 
the people indicated at the beginning of the school year.   
 
Visitors 
Parents and all visitors are welcome to the school.  They are to sign in at the school office 
upon arrival and pick up a visitors’ pass. 
 
Daily Schedule 
The daily schedule is as follows: 
 
     7:30a.m.  School gym doors open 
     7:50a.m.  Students dismissed to classrooms 
     8:00a.m.  Prayer – classes begin 
11:05 – 11:50p.m. Lunch for grades ADK, 1, 2, and 3 
12:00 – 12:45p.m. Lunch for grades 4, 5, and 6 
     3:00p.m.  Dismissal 
 
  8:00 – 11:15a.m. Morning Kindergarten 
 
Mass Schedule: Mass begins at 8:15a.m. 
Tuesday  Grades 4, 5, and 6 
Wednesday  Grades 1, 2, and 3 
All School Mass  All grades 
 All School Masses will be celebrated on a major feast day for each week.  If there 
is none, then the entire student body will attend Mass on Friday of that week.  Please 
check your monthly calendar for the current Mass Schedule.  Basic uniforms are required 
for this weekly Mass.   
 
 
ATTENDANCE 

 
Calendar 
The State of Indiana requires 180 full days of student instruction during the school year.  
The school calendar is prepared each spring with the Lafayette Catholic Schools.  
Calendars for each campus site are distributed at the beginning of the school year. 
 
Absence of Child During School Day 
A child who is not in school by 8:00a.m. is marked absent.  On the day of the child’s 
absence, the parent must call the school office by 9:00a.m. or leave a message on the 
answering machine. (765-742-4450).   If we are not contacted, we will make phone calls 
until we reach someone.   This helps us assure the safety of your child.  Upon the child’s 
return to school, a written note stating the reason for the absence and the days absent is 
given to the teacher and then sent to the office.  If a child is absent 15 days, notification 
will be sent to the parents or guardians informing them that the child’s academic success 
is in jeopardy and of educational neglect.  The academic performance of a student who 
has accumulated thirty (30) or more days of absence is to be reviewed to determine if the 
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student is ready for the academic work of the next grade. 
  
Absence: Half Day 
A school day is 6 hours 15 minutes long not counting lunch/recess.  If a student is absent 
for 3 hours and return to school, they are recorded as absent a half day. 
 
Tardy 
A child is tardy if he/she enters the school after the 8:00am bell.  School officially begins 
at 8:00am.  Each child is allowed 5 tardies for unforeseen circumstances.  After 5 tardies, 
the child will make up the time lost at recess.  The parent/guardian will be notified 
regarding their child’s tardiness.   
Since the student is losing valuable academic time, after 10 tardies and each additional 
tardy, the student will stay after school for one half hour on a pre-determined date.  
Notification will be sent home regarding this issue.  
 
Truancy 
A single isolated incident of unexcused absence is not defined as truancy.  Habitual 
truancy is evidenced for the following: 

a. Refusal to attend school in defiance of parental authority 
b. Accumulating ten (10) absences from school without justification per 

semester 
c. Three or more judicial findings of truancy 

 
Absence: Extracurricular Activities 
If a child is absent from school for the day, he/she may not participate in extracurricular 
activities for that day or evening. 
 
Vacation 
Vacation requests are not encouraged.  Indiana State Law requires a child to be in 
attendance at school while it is in session except for emergencies.   
Vacations should be planned during scheduled breaks.   Instruction time by the teacher is 
important and cannot be made up.  No school work will be planned by teachers prior 
to a vacation.  It is the parents’/students’ responsibility to see that work is made up after 
returning to school. 
 
Parents Out-of-Town  
When parents leave town, they are to notify the school as to who is responsible for the 
children during their absence.  Please include the person’s address and phone number in 
this information. 
 
Appointments  
Students may be excused for a doctor or dentist appointment during school hours upon 
presentation of a note stating reason and time from a parent or guardian.  This note is to 
be presented at the school office after having shown it to the teacher.  Students are to be 
signed in and out in the school office by the parent. 
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Make-Up Work   
It is the student’s responsibility to make up work that is missed because of an absence.  In 
the event that your child is ill and you wish “makeup” work, please write a note or call 
the office in the morning to make arrangements to get that work after school.  Parents 
may not ask the teacher to stop class to plan absentee work.  Brothers and sisters may go 
to the classroom at dismissal time to pick up the work if the teacher knows ahead of time 
that he/she will be coming.  Otherwise, the work will be sent to the office by 3:00 p.m.  
Upon returning to school, the students should see their teachers and obtain necessary 
work if homework had not been requested earlier.  Work that is not made up will be 
considered the same as failing. 
 
Early Dismissal  
At the beginning of the school year, parents establish the means of transportation home 
for their children at dismissal time.  Any time there is a deviation from that procedure, the 
school must receive a written note informing us.  Otherwise, the child will be sent home 
the designated way.  This is for the protection of your children.  Early dismissals should 
be requested only when necessary.  Parents are to meet their child in the school office at 
the time of early dismissal.   
 
Illness/Accident at School  
When children become ill or in the case of a serious accident, parents will be contacted.  
If it is impossible to reach parents through relatives or neighbors, the family doctor or 
emergency unit will be contacted as indicated on the emergency form.  If a child is too ill 
to attend classes and participate in activities he/she should be kept at home until the 
illness has subsided.  When your child has been ill he/she must be free from fever for 24 
hours before returning to school. 
 
 
 

ACADEMIC FORMATION                                               
 

Accreditation 
Principals, faculty, staff, parents, students and community are to collaborate in the school 
improvement process through AdvancEd/North Central Association Commission of 
Accreditation and the Indiana Department of Education.   
 
Calendar 
The State of Indiana requires 180 full days of student instruction during the school year.  
The school calendar is prepared each spring with the Lafayette Catholic Schools. 
 



   13 

Curriculum 
Curriculum, broadly defined, includes all the guided learning experiences of the student 
under the direction of the teacher and school.  It includes the content of the Core 
Curriculum Guide which includes the state standards and the Common Core Standards, 
but is not limited by them.  Student experiences and participation in the religious, 
intellectual, cultural, physical, social, and civic activities, both in the classroom and 
outside the school are part of the curriculum.   
 
Dress Code/Uniforms 
The philosophy of the required uniform at the Lafayette Catholic Elementary Schools is 
to reduce the distraction of materialistic items and place the focus on our students’ 
education.  Uniforms are to be neat, clean, ironed and fit properly.  Shirts and blouses are 
to be tucked in at all times during the school day.  Parents are asked to use some form of 
permanent identification on all clothing and supplies your child brings to school.  Dress 
uniforms are required to be worn at school Masses involving the entire student body.  
Principals may require the dress uniform to be worn at other occasions, and may excuse 
the dress uniform wear at their discretion.   
Many Things, a local Lafayette retailer, is the official carrier of all LCSS uniform 
clothing.  Students wear the uniform as described in the appendix.   
 
Grading Procedure 
The grading system is explained on the report cards and is set by the diocese. 
  94% to 100%  A     excellent 
  85% to   93%  B     good 
  75% to   84%  C     average 
  70% to   74%  D     below average 
  69% or below  U     unsatisfactory  
 
Progress Reports 
Progress reports informing the parent of their child’s progress are given to the students 
for the parents midway between each quarter. 
 
Report Cards 
Written reports are issued minimally four (4) times a year for each student enrolled in the 
school.  During the first quarter the report cards are given to the parents during a 
scheduled conference.  The parents are to sign the report card envelope and return it to 
the classroom teacher.  All report cards are filed in each child’s cumulative folder.  
Parents are encouraged to contact teachers anytime if there is a question or concern.  
 
Promotion 
Students who have completed the basic requirements of the grade will be promoted to the 
next grade. 
 
Placement 
A student, who has applied him/herself to the curriculum of a grade but lacks the ability 
to master all of the objectives as verified by consultation with professional persons 
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outside the school environment, can be placed in the next grade if he/she can continue to 
profit from the school program.   
 
Retention 
The retention of a student is a positive action taken to address a lack of achievement in 
the development of academic, social, and emotional skills.  The final decision to retain a 
student is made by the parents.  Retention of a student at any grade is inadvisable.  
However, if the developmental stages and academic progress of a child are inconsistent 
with his/her chronological age and non promotion seems probable, parents or legal 
guardians are to be involved in the decision during the third quarter of the school year. 
 The following process is used prior to making a recommendation the parents. 

·  Meet with the parents to discuss the lack of achievement  
·  Prepare a teaching plan to address the student’s learning needs that can be 

met through small group instruction. 
·  Prior to the third quarter report, meet with the parents to discuss the 

student’s progress or lack of progress, 
·  Present to the parents the positive and negative consequences if the 

student were to move into the next grade. 
·  Present to the parents the positive and negative consequences if the 

student were to remain in the same grade. 
 
 After a parent, teacher, and principal conference, a letter summarizing the parent 
decision is to be signed by all parties indicating the parents’ decision to have the child 
either retained in the present grade or placed in the next grade.  This letter is to be 
retained in the child’s records. 
 If the school is not able to meet the student’s needs as indicated by the parents, it 
is an issue of justice not to accept the student's enrollment for the coming year.  The 
school may require summer work for the benefit of the child but not to substitute as a 
condition of promotion.  If the school recommends retention and parents do not agree, it 
may be necessary for them to enroll their child in another school the following year.   
 Rarely are students to be retained beyond grade three.  It is not advisable that a 
child remain more than two (2) years in any single grade. 
 
All third grades students will be required to pass the I-READ state assessment to move 
on to fourth grade.   
 
Learning Difficulties 
Learning difficulties of students are diagnosed on a regular basis.  Teachers or parents 
may request an educational evaluation through Greater Lafayette Area Special Services 
(GLASS) for learning difficulties.  Referral forms may be obtained from the office.   
Conferences with the parents will be scheduled as needed to determine the best possible 
accommodations for their child. 
The Lafayette Catholic School System endeavors to educate all students within the limits 
of the school educational program.  The schools are not recipients of adequate funding 
for what is termed “special education” and therefore, are not in a position to educate 
everyone.   
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Homework Policy 
 Title 511 IAC 6.1-5-9 states: “Each school and school corporation shall adopt,  
   implement, and communicate to teachers, parents, and students a written homework policy to  
   reinforce the concept that homework is an out-of-school assignment that contributes to the educational                 
   process of the student.  Homework shall be viewed as an extension of class work and related to the     
   objectives of the curriculum.” 
Homework is given to reinforce skills taught in class and as a preparation for upcoming 
class topics, written papers, or tests.  It is extremely important for your child to keep up 
with his/her assignments.  Children in grades K – 2 will have their assignment sheets sent 
home weekly.  Children in grades 3 – 6 are required to list assignments in an assignment 
notebook.  Parents are the key to making homework a positive experience for any child.  
Please make homework a priority in your household.  Provide praise and support for your 
child, and contact us if you notice a problem. 
 
 Homework – Time 
 The approximate times students are expected to spend on homework are: 
  Grades 1 – 2  20 to 30 minutes 
  Grades 3 – 4 30 to 45 minutes 
  Grades 5 – 6 45 to 60 minutes 
 
 If your child continuously asks for help or spends an unreasonable amount of time 
 doing homework, an appointment with the teacher should be made to determine 
 the basis of the problem. 
 
 Homework – Absence of Child 
 If a parent requests homework for an absent child, it must be done by phone or 
 note before 12 noon.  The teacher should send the homework to the office by      
 3:00 p.m. for parents to pick it up from the school office between 3:00p.m. and 
 3:30p.m. 
 
 Homework – Vacations 
 Vacations are discouraged during the school year and should be planned during 
 scheduled breaks.  Instruction time in the classroom is important and cannot be 
 made up.  In addition, a teacher’s plan may change from day to day.  Therefore, 
 no school work will be given by teachers to vacationing students.  It is the 
 parents’/students’ responsibility to see that work is made up after returning to 
 school. 
 
Federal  Educational Rights To Privacy Act (FERPA) –  
Federal law protects the confidentiality of student information.  To safeguard 
confidentiality and safety of student records, the following guidelines apply: 

·  Legal guardians and teachers (on a “need to know” basis) are to have access 
to the files;                  

·  No original document is to be released.  Photocopies are to be made in the 
school office; 
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·  The principal is the only person empowered to release documents in a 
student’s file; 

·  Parents may be given a copy of their child’s file when transferring to 
another school; 

·  Anecdotal information placed in the cumulative record is to be related to the 
student’s learning achievement and be stated factually; 

·  Schools shall comply with the notice requirements under applicable law in 
the event a court order or subpoena is presented for a student’s records.  
Schools shall immediately contact the diocesan school superintendent in the 
event a school receives such a request.   

 
Access to Records with Non-Custodial Parent 
A custodial parent is responsible for providing school related information to the non-
custodial parent.  Upon request, the school will provide all information to the non-
custodial parent that is in accord with the decree of divorce which is on file in the school 
office. 
 
Records – Permanent Cumulative File 
Records are kept on school premises at all times.  They are open to school officials, 
authorized school personnel upon request, parent(s), guardian(s), or a case working 
agency upon request or court order per federal and state policies. 
The following information is to be in the cumulative records, but is not limited to: 

a. Name, address, phone number of parent or legal guardian 
b. Emergency phone numbers 
c. Medical information 
d. Date of Baptism, First Reconciliation, First Communion, Confirmation 
e. Standardized test results 
f. Academic grades for each school year 
g. Attendance records 
h. Date when the student enters and exits school 
i. Graduation date 

 
Student Name Change  
In the event that a child is in a living situation where the parents have a different surname, 
the school records must be placed under the child’s surname.  To change a name on a 
student’s record it is required that there be a birth certificate or legal notification of 
change by court papers. 

 
School Supplies 
At the end of the school year students receive a list of school supplies they will need for 
the next school year.  Supply lists will also be available on-line at www.lcss.org.  Click 
on St. Lawrence and look to the left for contents.  Students are expected to have these 
supplies replenished as needed. 
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Testing 
The classroom teacher administers the standardized tests according to the diocesan and 
state guidelines.  Students take the Indiana Statewide Testing for Educational Progress 
(ISTEP+) in the spring.  Parents receive the test results as soon as they come in.  
Our students will also be taking the NWEA - Northwest Evaluation Association - MAPS 
test.  (Measures or Academic Progress) 
Third graders will be taking the I-READ assessment from the state.  They must pass this 
in order to move on to fourth grade.  
 
Internet Access 
The Lafayette Catholic School System (LCSS) recognizes the value of computer and 
Internet usage, as well as the risks involved.  We strive to take full advantage of the 
educational opportunities while minimizing the risks to our students.  Computer use is a 
privilege, not a right, and may be revoked at any time.  Students and employees are 
obligated to inform school administration of violations of this policy or any threat to the 
security of the school networks.  Users agree to abide by the guidelines in this policy.  
User agreements are maintained and updated annually as needed by each school and may 
include other items considered important. 

1. The use of any account must be solely for educational purposes and consistent 
with the educational and moral objectives of LCSS.  Use for commercial 
activities is, in general, not acceptable.  Appropriate use is determined by 
school administration and their decision in final. 

2. Abuse of computer privileges may result in loss of computer access, along 
with other disciplinary or legal measures. 

3. Student use of chat rooms, instant messages, email, or other electronic means 
to contact anyone outside of school is forbidden, unless approved by the 
school administration. 

4. All student and employee computer files, including email, are not private and 
may be accessed by school administration 

5. LCSS makes no warranties of any kind, whether expressed or implied, for the 
service it is providing.  LCSS is not responsible for any damages suffered.  
This includes loss of data resulting from delays, non-deliveries, misdeliveries, 
service interruptions, or your own errors or omissions.  Use of information 
obtained via the Internet is at your own risk.  LCSS specifically denies any 
responsibility for the accuracy or quality of information obtained through its 
services. 

6. All copyright laws must be obeyed.  All communication and data accessed via 
the Internet should be assumed to be the private property of its creator and 
subject to copyright restrictions. 

7. No software is to be downloaded, copied, or transferred from any source onto 
school computers without the consent of school administration.  

 
The Child Abuse/Neglect Law requires school personnel to report to law enforcement or 
child protective services whenever there is a reason to believe that any person/student is 
involved with “child exploitation” (production of nude images or images of minors 
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engaged in sexual behavior) or “child pornography” (possession of such images).  This is 
particularly a concern in regard to cell phone usage. 
 
Cell Phones  
Cell phones are not allowed to be used at school.  If a student is found to have one, it will 
be taken to the office for the parent to pick-up.  See above paragraph concerning 
reporting of inappropriate use of cell phones.   
 
Media Use of Student Pictures 
Throughout the year, we have occasion for media coverage of our students.  At the 
beginning of the year we ask for your permission to release this type of communication 
regarding your child.  This could include, but is not limited to photographs and written 
communication for: newspaper, newsletters, both parish and school, bulletin board 
displays, yearbook, school website, TV, internet and videos made throughout the school 
year, etc.  You have the right to refuse.   
 
Textbooks 
Textbook selection is the responsibility of the combined faculties of the Lafayette 
Catholic Elementary Schools based upon recommendations from the Catholic Schools 
Department using the approved list of textbooks from the Indiana Department of 
Education.  Each textbook selected is to be aligned with the diocesan Core Curriculum 
Guide/Common Core Standards and not counter to Christian teachings to which Catholic 
schools are committed.  Students are expected to take reasonable care of all books 
entrusted to them during the school year.  In the event a book is lost or damaged, the 
student will be expected to pay for the cost of a new book.  
 
Guidance 
The Elementary Guidance Counselor serves regularly the Lafayette Catholic Elementary 
Schools.  The counselor will be working with class groups, teachers, and individual 
children.  
 
Protecting God’s Children 
In an effort to make sure that our children are kept safe and can grow into the adults that 
God wants and the world needs them to be, we implement Protecting God’s Children safe 
environment curriculum.  The United States Conference of Catholic Bishops published 
the revised Charter for the Protection of Children and Young People guidelines in 2005 
which calls Catholic schools to comply with the Charter and implement age appropriate 
training programs for children pertaining to personal safety.  We follow the Diocese of 
Lafayette-in-Indiana Curriculum Guide.   
  
Library 
The school library is open every school day.  Each grade has a scheduled weekly library 
period in addition to time needed for special projects. 
 Lost or Damaged Books – Students who lose or damage a book will be charged 
 the cost of the book. 
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Lost and Found 
Articles turned into the school office are kept for at least one month.  After that time they 
will be given away.  Parents should mark the child’s name on all articles. 
 
Lunch Time Directives 
Students may bring a sack lunch or purchase our daily lunch if it is offered.  Milk comes 
with the meal or it may be purchased separately.  The lunch/play period is 45 minutes.  
While eating lunch, students are to remain in their seats and talk quietly with those 
around them.  If a child is to go out to lunch on occasion, please send in a signed note.  
When you pick your child up for lunch, please sign them out and then back in again in 
the office when they return.   
 
Recess 
Recess is provided each day.  All students are expected to participate.  Even in cold 
weather the children will spend some time outside.  Parents are responsible for seeing 
that their children are properly dressed in cold weather.  Whenever the outside 
temperature drops below 24 degrees Fahrenheit, all weather factors are seriously 
considered before the children are taken outside to play.  If a student must stay in for an 
extended time, a doctor’s excuse must be obtained and sent to school.   
On rainy days and days that are too cold, the children will play in the gymnasium or 
classrooms. 
Paid supervisors assist the school in the supervision of the children on the playground.  
Children are assigned to various play areas for their safety.  Rules of behavior along with 
consequences for breaking those rules are gone over with the students at the beginning of 
each year.  Students are expected to respect the rights of one another and to respect and 
obey the lunch time supervisors.  If there is a problem the parent will be notified. 
 
 Recess Rules 

1. Play games that are not dangerous to self, others or property 
2. Stay in the designated play area 
3. Use respectful language 
4. Fighting (verbal or physical will not be tolerated) 
5. Enter the building only with the supervisor’s permission 
6. Be obedient and respectful to the supervisor 

 
School Pictures 
In the fall of each year, school pictures are taken of all students.  Purchasing these 
pictures is optional.  Spring pictures may also be offered. 
 
Greater Lafayette Area Special Service – G.L.A.S.S. 
GLASS provides the following: 
 Speech and hearing screening 
 Speech therapy 
 Educational evaluation 
 Psychological evaluation 
Parents and/or teachers may request these services. 
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Special Education 
St. Lawrence School endeavors to educate all students within the limits of the school 
educational program.  We are not recipients of adequate funding for what is termed 
“special education” and, therefore, are not in a position to educate everyone.   
 
N.U.T. Days (No Uniform Today) 
Occasionally the students are allowed to dress out of uniform for special days.  These are 
days there is no All School Mass.  Clothing worn for N.U.T. Days is to be neat and 
modest.  Sleeveless tops and spaghetti straps are not permitted.  Printing on t-shirts and 
sweatshirts is limited to religious, sports teams, vacation areas, and clothing name brands.  
Gang names and symbols are not allowed.  The length of skirts and dresses should not be 
shorter than 3 inches from the floor while kneeling.   
 
Celebrations/Treats 
The PTO Room Parents provide treats to the students for various occasions.  The teacher 
is responsible for conferring with the room parent regarding celebrations.  Parents should 
notify teachers before providing other treats.  Birthday treats are limited to small treats 
and are generally given out at break time or at lunch time. 
 
Private Parties 
School is not to be used to distribute invitations to private parties unless the entire class 
receives an invitation.  This includes the parking lot.  However, a girl may invite just the 
girls in her class and a boy may invite just the boys in his class.   
 
Gum and Candy 
Gum is not permitted on the school premises for maintenance reasons.  Therefore, no 
gum is to be handed to students as a birthday or party treat.  In compliance with our 
Wellness Policy, candy will be limited.   
 
 
 
RELIGION CURRICULUM 

 
Religion Instruction 
Religion class is conducted daily and considered a major subject in the curriculum.  
Children prepare liturgies and are led to active participation in the Mass.  They are given 
the opportunity to receive the Sacrament of Reconciliation several times during the 
school year.  Devotion to the Blessed Sacrament and to Mary is encouraged throughout 
the year.  Service to the Church is stressed, providing training as servers, lectors, and 
song leaders.  Students are encouraged to make personal sacrifices to contribute to the 
missionary activity of the Church.  The parents are expected to support the spiritual 
growth of their children and witness to the Catholic faith by praying with their child, 
receiving the sacraments, listening to their lessons, and attending Holy Mass with them 
on the weekends and Holy Days of Obligation.   
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Second graders are prepared with full instruction to make their First Reconciliation and 
First Communion.  Parents are required to attend meetings in preparation for their child’s 
reception of these sacraments.  The dates for these meetings will be announced in the fall.   
 
The religion textbooks used by the Lafayette Catholic School System are in conformity 
with the Catechism of the Catholic Church.  The priests provide religious instruction 
through dialogue Masses and classroom teaching. 
 
Family Life Studies – Is an integrated, comprehensive program for school, firmly 
grounded in Roman Catholic teaching and tradition.  The Family Life Program helps the 
school work hand in hand with our students’ families and the parish community to 
communicate five core themes at every grade level: 

1. Family living 
2. Respect of life 
3. Personal growth and self-understanding 
4. Catholic Christian sexuality 
5. Social Living 

 
Liturgical Devotions 
The students will participate in various liturgical devotions according to the seasons and 
feast days of the Church such as: Advent, Lent, Holy Week, Feasts of Our Lord, the 
Blessed Mother and the saints.  Devotions may include the rosary, Benediction, prayer 
services, and adoration of the Blessed Sacrament.   
 
All School Masses will be celebrated on a major feast day for each week.  If there is none, 
the entire student body, K through 6, will attend Mass on Friday of that week.  Students 
in grades 1 through 3 also attend Mass every Wednesday and students in grades 4 
through 6 attend Mass every Tuesday.  Mass begins at 8:15a.m. 
 
Prayers 
Traditional Catholic prayers are memorized each year according to the Curriculum guide 
and school guidelines.  Students are led in prayer each morning, before eating lunch, after 
lunch recess, and at the end of the school day.   
 
Community Service 
Students are guided to assist others less fortunate by prayers, sacrifices, visits, making 
items, general collections, fundraisers and Mass collections. 
 
 
COMMUNICATION 

 
If you feel there is a need to talk with a teacher, please contact the teacher by note, email, 
or phone the office and leave a message.  Your call will be returned as soon as possible.  
It is inappropriate to talk to teachers during their lunch time, shortly before school begins, 
or during dismissal time.  They simply cannot give you the needed attention during these 
times.  
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Conferences – Parent/Teacher 
Parents and teachers are encouraged to contact each other if a concern arises.  
Appointments are to be made in advance either in writing, email, or phone.  To insure 
privacy and time, the teacher can only have a conference when not supervising students.  
Teachers may be reached by phone at the school office between 7:30 and 7:45a.m. and 
3:00 and 3:15p.m.  At the end of the first quarter, a parent teacher conference is 
scheduled by the school.   
 
Conferences – Parent or Guardian/Teacher/Principal 
In keeping with the Catholic Church’s principle of subsidiarity, problems should be 
solved at the lowest level whenever possible.  If a parent/guardian has a complaint about 
a teacher, the parent/guardian should discuss the difficulty first with the teacher.  If a 
parent/guardian is reluctant to confront a teacher alone, the administrator may offer to be 
present at a conference.  Conferences are scheduled by appointments. 
 
Conferences – With pertinent staff 
Meetings with parents/guardian may be called with pertinent staff members to discuss 
any concerns with their child.  All attempts will be made to arrange a day and time 
convenient for the parent/guardian.   
 
Parent Newsletter 
The Parent Newsletter containing pertinent information is published every Monday 
morning.  It will be sent through Homework Watcher or Harmony.  For those families not 
signed up, the newsletter is sent home with the oldest child of each family in the Red 
Thursday Folder.  
 
Thursday Folder 
A red folder will come home most Thursday with information from the front office.  
Information for the school may come back in these folders.  We ask that the folders are 
signed and returned on Friday. 
 
Harmony 
Harmony is a student/school management program.  It is a valuable way in 
communicating with our parents and organizing data of our students.  . 
   
Homework Watcher 
Homework Watcher is an email communication system where we can communicate on a 
regular basis with our parents/guardians.  Each family can give us up to 5 email addresses.  
Parents may also sign up for Cellular Messaging.  
 
Telephone 
Ordinarily a child is not allowed to call home unless there is good reason.  Forgetting 
homework or gym clothes are not good reasons.                      
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Visits to Classrooms 
If parents wish to observe in the classrooms, they are welcome.  However, appointments 
must be made.  The request is made to the principal and the teacher. 
 
 
DISCIPLINE 
 
Philosophy 
The purpose of discipline in any human community is to maintain order so that specific 
objectives can be reached.  In a school community, good discipline creates the favorable 
conditions necessary for study and orderly school life.  It also contributes to the 
development of order within the individual.  In this sense, discipline is not only a part of 
learning, but is its very basis.  A student entering the Lafayette Catholic Schools indicates 
that both students and parent/guardians are willing to comply with all of the policies of 
the school, and to strive to live in a Christ like manner for both the individual and 
common good.  All Lafayette Catholic Schools students must realize that their conduct, 
no matter where they may be, reflects both upon their personal dignity and the dignity of 
their fellow students.  Consequently, student conduct not in keeping with the guidelines 
of the educational philosophy and objectives of the Lafayette Catholic Schools is a 
discredit to the individual and an insult to other students, parents, faculty, and  
administration. 
 

Code of Christian Conduct 
The students’ interest in receiving a quality, morally based education can be served if 
students, parents, and school officials work together.  Normally, differences between 
these individuals can be resolved.  In some instances, however, the school may find it 
necessary, in its discretion, to require parents/guardians to withdraw their child.   
 
It shall be an expressed condition of enrollment that the student behaves in a manner, 
both on and off campus that is consistent with the Christian principles of the school as 
determined by the school in its discretion.  These principles include, but are not limited to, 
any policies, principles, or procedures set forth in any student/parent handbook of the 
school.  Should a revision of a policy or procedure be necessary during the school year, it 
will be addressed in the monthly Parent Newsletter. 
 
It shall be an expressed condition of enrollment that the parents/guardians of a student 
shall also conform themselves to standards consistent with the Christian principles of the 
school, as determined by the school in its discretion.  These principles include, but are not 
limited to, any policies, principles, or procedures set forth in any student/parent handbook 
of the school. 
 
These Christian principles further include, but are not limited to, the following: 
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·  Parents/Guardians are expected to work courteously and cooperatively with the 
school to assist the student in meeting the academic, moral, and behavioral 
expectations of the school. 

·  Students and parents/guardians may respectfully express their concerns about the 
school operation and its personnel.  However, they may not do so in a manner that is 
discourteous, scandalous, rumor driven, disruptive, threatening, hostile, or divisive. 

·  These expectations for students and parents/guardians include, but are not limited to: 
all school-sponsored programs and events (e.g., extended care, athletics, field trips, 
etc.). 

 
The school reserves the right to determine, in its discretion, which actions fall short of 
meeting the Christian principles of the school.  Failure to follow these principles will 
normally result in a verbal or written warning to the student and/or parent/guardian and 
normally will result in disciplinary action short of a requirement to withdraw from the 
school (e.g., suspension of student or suspension of parent/guardian’s privilege to come 
on campus grounds and/or participate in parish/school activities, volunteer work, etc.). 
The school reserves the right to determine, in its discretion, when conduct is of such 
severe nature as to warrant immediate action without a warning and/or without an 
intermediate step short of withdrawal. 
 
Atmosphere of Respect 
To maintain an atmosphere of Christian respect, the teacher is firm, fair and consistent in 
disciplining the students.  It is the responsibility of the entire faculty and staff to create 
such an environment.  Ordinarily, problems are handled by the teacher.  Serious problems 
are reported to the principal and or counselor.   
 
Discipline Learning Plan 
This school year we have implemented PBIS - Positive Behavior Interventions and 
Support.  The premise of the program is to create a safe, effective, positive learning 
environment for every child by explicitly teaching behavioral expectations.  Research has 
proven that schools are successful when they help students grow academically, socially, 
and emotionally.  By setting forth clear social and behavioral expectations and holding 
students accountable for the following the school wide expectations, we are confident we 
will see an increase in student learning and a decrease in classroom disruptions. 
Our theme this year is JOY- 
   Jesus teaches Responsibility   Others are Respected   You are safe 
 
 
Discipline Code 
In guiding the child’s growth in Christian values, it is better to emphasize the positive 
rather than the negative.  The essence of Christian discipline is self-discipline.  The child 
will be guided in choosing one form of behavior over another and to accept the 
consequences of the behavior.  Parents are notified of discipline difficulties.   
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Positive behavior:  
1. Raise their hand in class 
2. Use respectful language and actions 
3. Move quietly throughout the school 
4. Follow directions 
5. Come prepared for class 

Consequences: 
1. Verbal reminder 
2. Recorded warning 
3. Loss of recess time 
4. Notice sent home to be signed by parent and returned next day 
5. Parent is phoned if notice in not returned 

For severe or persistent disruption the principal and parents are notified. 
 
Rules of Conduct for Classroom and Playground 
Students and teachers collaboratively write the rules of conduct for their individual 
classroom.  These rules are posted in each room throughout the year.  Playground rules 
are communicated to the students by the classroom teachers and principal.  These rules 
are enforced by the playground supervisors, teachers, and the principal. 
 
Playground Plan 
    Expectations 

1. Follow directions the first time given 
2. Keep hands, feet and all body parts to yourself at all times 
3. Use only school approved equipment 
4. Use equipment properly 
5. No teasing, put-downs, foul language or harassment 
6. Walk, with no talking when going to recess and back to classroom 

 
    Encouragement 

1. Verbal praise 
2. STAR Behavior 

a. Individual – STAR Behavior Ticket (Can be put into star catcher in 
office) 

b. Class – points can be earned each week for STAR Behavior during 
lunch time.   

3. Positive phone call home/email home 
 

  Enforcement 
1. Verbal reminder 
2. Five minutes out of recess 
3. Out for remainder of recess  

a. Behavior is tracked in log.  Phone call home will be made with name 
in log more than 3 times. 

4. Administrative Referral 
5. Parents contacted 
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    Severe Clause 
Immediate referral to the administration will occur for the following infractions: 
 Fighting, overt defiance, going off school grounds, weapons 
 

Lunchroom Plan 
    Expectations 

1. Follow directions the first time given 
2. Keep hands, feet and all body parts to yourself at all times 
3. Use an indoor voice 
4. Stay in seat while eating 
5. Dispose of trash properly 
6. Do not leave room without permission 

 
    Encouragement 

1. Verbal praise  
2. STAR Behavior 

a. Individual – STAR Behavior Ticket (Can be put into star catcher in office 
for Monday morning drawings) 

b. Class – points can be earned each week for STAR Behavior during lunch 
time.   

3. Positive phone call home 
 

    Enforcement 
1. Verbal reminder 
2. White slip given 
3. Administrative Referral 
4. Parents contacted 

 
 
    Severe Misbehaviors: 
 Fighting, vandalism, throwing food, overt defiance will result 
   in an immediate administrative referral. 
 
 
 
Noise/Running 
Loud talking, running, and boisterous conduct of any kind are not permitted in the school 
halls or classrooms.  No talking in the halls by students during the hours of 8:00am - 
3:00pm.   
 
Dress Code/Uniforms 
Students wear the uniform as described in the appendix.  Those who violate the dress 
code will receive a uniform violation form for the parents to sign.  A student who 
continues to violate the uniform code may receive detentions or other discipline action. 
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Dress Code Exceptions - N.U.T. Days (No Uniform Today) 
Occasionally the students are allowed to dress out of uniform for special days.  These are 
days there is no All School Mass or field trip.  Clothing worn for these days is to be neat 
and modest.  Sleeveless tops and spaghetti straps are not permitted.  Printing on t-shirts 
and sweatshirts is limited to religious, sports teams, vacation areas, and clothing name 
brands.  The length of skirts and dresses should be not shorter than 3 inches above the 
knee while kneeling.   
 
Games/Toys/Personal Items 
Gameboys, IPods, CD players, cell phones, etc. are not permitted at school.  St. Lawrence 
is not responsible for toys, personal items, etc. brought on school premises or buses.  
 
Search and Seizure/Student Inspections  
Students are expected to comply with school regulations concerning items permitted on 
school property.  School administrators and teachers have the right to inspect students’ 
desks, lockers and articles carried upon their person and to seize any items judged 
inappropriate to be on school property.  This is to safeguard the welfare of the student 
body and to maintain an environment conducive to the mission of the Lafayette Catholic 
Schools.  It is the policy at the Lafayette Catholic Schools to use these rights sparingly 
and in a manner that reflects fairness and respects the dignity of each student.  The 
schools wish to emphasize that they operate from a position of trust and confidence in its 
students.   
 
Grounds for Suspension/Expulsion  
Students engaging in any of the actions listed below subject themselves to suspension or expulsion in 
accord with the discipline policy of the school. Grounds for suspension or expulsion include but are not 
limited to the following: 
 

a) reasonable cause of possible harm to another person such as the use of force, 
violence, noise, coercion, threat, intimidation, fear, passive resistance or behaviors 
interfering with school purposes or urging others to engage in such behavior; 

b) occupying any school building, school grounds, or part thereof with intent to 
deprive others of its use; 

c) blocking the entrance or exits of any school building, corridor, or room depriving 
others of lawful access; 

d) setting fire to or substantially damaging school property or building; 
e) possessing, handling, or transferring an object that could be considered a weapon or 

urging others to do so; 
f) possessing, using, transmitting any controlled or abused substance, such as a 

narcotic or alcoholic beverage; 
g) unlawful selling of a controlled or abuse substance; 
h) substantial instances disrupting classroom or educational function, or unlawful 

meeting on school property; 
i) continuously and intentionally making noise or acting in any manner so as to 

interfere with the ability of a teacher or other school personnel to educate; 
j) stealing or attempting to steal school property or private property;  
k) taking something of value from another person; 
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l) intimidating any student with the intent of bodily harm; 
m) harassment, bullying of students or staff including hazing, cyber-bullying and 

sexting; 
n) any activity interfering with the ability of a teacher or any of the other school 

personnel to conduct the educational function under one’s supervision; 
o) repeated violation of any rules; or 
p) engaging in unlawful activity on or off school grounds if it is considered to be an 

interference with school purposes or educational function. 
 
Suspension 
Suspension is employed to correct a student who does not respond to regular corrections 
or has been part of a serious incident or infraction of rules. 
 
Suspension – In School 
In-school suspension requires that a student remain in school doing the required school 
work but out of the classroom setting.  The parent will be notified by phone or in writing 
prior to the in-school suspension.  The length of the suspension will be determined by the 
principal.  After 3 in-school suspensions the student may be expelled.   
 
Suspension – Out of School 
Out of school suspension shall not exceed one week except in unusual cases.  The parents 
will be notified of the suspension and a parent conference will be scheduled in the hopes 
of finding a solution to the problem.  The pastor and the principal make the final decision 
whether the child may remain in school.  The decision will be put in writing and given to 
the parents. 
 
Hazing 
Hazing refers to any activity expected of someone joining a group or to maintain full 
status in a group that humiliates, degrades, or risks emotional and/or physical harm, 
regardless of the person’s willingness to participate.  Administrators, teachers, 
supervisors, and support staff can be held responsible for this activity if they know or 
should have known about it. The following duties can help to prevent harassment in 
general or hazing in particular: 
 
a) Minimize risks by examining student practices and routines on and off school 

campuses; 
b) Educate the students showing how word or deed can demean others; 
c) Investigate if a student expresses discomfort or reports being hazed or witnessing 
      someone else being hazed; 
d)   Report any conduct which may constitute hazing to administrators immediately; 
e)   Discipline students with prompt corrective action who engage in hazing;  
f)   Monitor and be watchful of student activities that intimidate or threaten mental health, 

shame, humiliate, embarrass, or affect the student’s dignity.  
 
Substance Abuse 
School environments are to be made safe for all students.  Soliciting, possessing, selling, 
or using of a controlled or abused substance is an unlawful and serious infraction, 
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contrary to Catholic values. This may include “look-alike” substances.  Students who 
engage in these activities will subject themselves to suspension or expulsion and 
reporting to civil authorities, if necessary.   
 
Firearms/Weapons 
Possessing, firing, displaying, or threatening the use of firearms, bombs, explosive 
devices or other weapons on school grounds for any unlawful purpose is an occasion of 
serious harm to persons.  Therefore, students who engage in these activities will subject 
themselves to expulsion and be reported to legal authorities 

 
Corporal Punishment 
Corporal punishment is not used at St. Lawrence School.  Rather a more positive method 
of discipline is encouraged to treat the child as a unique child of God.  Disciplinary 
measures used at the Lafayette Catholic Schools are to reflect respect for the individual.   
 
Due Process 
Ordinarily, a notice and hearing will be given in all major discipline situations.  A student 
will be told what he/she did that was wrong and will be given a chance to be heard.  
Parents will be notified and a meeting set within a given time.  If a student or parent 
thinks a punishment is unfair they have the right to: 

1. Discuss it with the teacher 
2. Talk with the principal 
3. Confer with the pastor 
4. Contact the Diocesan School Office 

The pastor is the final recourse and may waive any disciplinary rule for just cause at his 
discretion.  If a disagreement between the parent and the school results in the parent 
seeking civil litigation, the student will be excluded from class until the civil decision has 
been made.   
 
Harassment 
Our school is to be free of discrimination and inappropriate and unlawful harassment.  
Actions, words, jokes, or comments based on individual’s sex, race, ethnicity, age, 
religion or person are inappropriate in a Catholic environment.   
Harassment by an employee or by one student to another is unacceptable conduct.  
Employees or students who engage in any type of harassment will be subject to 
appropriate discipline, including suspension and/or dismissal. 
Retaliation in any form against an employee or student who exercise his/her right to make 
a complaint under this policy is strictly prohibited and will itself be cause for appropriate 
disciplinary action.  The school will determine the facts regarding all allegations of 
harassment in as prompt and confidential a manner as possible and will take appropriate 
corrective action when warranted. 
 
Crisis Confrontation 
The safety and well-being of every student, the school staff and the educational and 
disciplinary environment of our Catholic Schools are of paramount importance.  Catholic 
school authorities, therefore, must often make judgments which are intended to directly 
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and quickly address potential problems and dangers they perceive based upon 
information received or obtained and/or behavior observed with respect to a particular 
student or group of students.    
 
Therefore, the provisions of this section may be invoked by school authorities without 
prior notice to the student or the student’s parents in any instance where school 
authorities possess information which leads them to conclude that a reasonable possibility 
exists that any of the following events either occurred, is underway, or may occur absent 
intervention: 
 

·  a student has engaged in or has threatened to engage in any illegal conduct, whether 
or not on school property; 

 
·  a student has engaged in or threatened, attempted or made plans to engage in any 

intentional conduct that did, may, or would represent a risk of physical harm to any 
person or persons, whether or not on school property; 

 
·  a student has voluntarily participated in or assisted in any conduct which, although 

not illegal, encourages, invites or entices, by word or example, any other person to 
engage in conduct violative of the law or violative of the Code of Christian 
Conduct; 

·  a student knowingly possessed, used, transmitted or has been under the influence of 
any controlled substance, alcoholic beverage or intoxicant of any kind on school 
property or at any school function; 

·  a student knowingly possesses, handles, conceals or transmits any object that could 
be used as a weapon or instrument of destruction on school property or at any 
school function; 

·  a student knows but fails to disclose to school authorities, that another student 
either: 

1.  has threatened or made plans to engage in conduct that would 
intentionally present a risk of physical harm to any person or persons; or 

2.  has possessed, handled, concealed or transmitted any object that could be 
used as an instrument of destruction on school property or at any school 
function. 

Upon the receipt of such information, school authorities, in addition to all other remedies 
available, shall have the authority to confront the student and/or the student’s parents or 
guardians and to impose, as a condition of such student’s continued enrollment, any 
reasonable requirements and/or restrictions upon such student and his or her parents or 
guardians which, in the opinions of school authorities are necessary to protect the general 
student body, the school itself, the educational mission of the school and/or members of 
the general public.  The failure or refusal of a student or parent to comply with such 
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requirements, conditions and/or restrictions shall be grounds for the immediate expulsion 
of the student and reporting to civil authorities where applicable by law. 

 
 
HEALTH AND SAFETY 
 
Accident/Illness 
Students with vomiting, diarrhea, undiagnosed skin rashes, eye infections, or fever should 
not attend school.  Students should not return to school until symptoms have resolved, or 
they are fever-free for 24 hours.  Students being treated with antibiotic medications 
should receive the medication for 24 hours before returning to school.  Please call the 
office before 9:00am if the child is not to be present in school.  In the event of an accident 
or illness of a student at school, the parent or other designated person indicated on the 
Emergency Medical Form will be telephoned.   Students will be sent home who have a 
temperature over 100 degrees or who experience vomiting, diarrhea, skin rashes, eye 
infections, or other symptoms of illness.  If the accident is serious, the child will be taken 
to the hospital and the parent/guardian contacted.   
 
Arrival and Departure 
When driving the children to school or picking up after school, please drop off and pick 
up the children in the east parking lot.  Enter the parking lot from 20th street and leave 
down the alley heading west to 19th street. The alley is marked ONE WAY.  NO CAR 
PARKING IS ALLOWED IN FRONT OF SCHOOL during the school day.  THIS 
AREA MUST STAY CLEAR FOR BUSES AND EMERGENCIES!   This is for the 
safety and protection of the students.   
 
Asbestos 
The Diocese, as the Local Education Agency, is required by AHERA to ensure that 
workers and building occupants or their legal guardian are informed at least once each 
school year about inspections, response actions, and post-response action activities, 
including periodic reinspection and surveillance activities that are planned or in progress.  
The asbestos inspection of the school is complete.  A copy of the Inspection Report and 
Management Plan is on file in the office and is available for review during the regular 
school hours. (Appendix) 
 
Bike Riders 
When students are given permission by their parents to ride their bikes to and from 
school, they must wear a helmet and lock their bikes up on the north side of the gym. 
 
Medication 
Only those medications which are necessary to maintain the child in school and must be 
given during school hours shall be administered. 

a. All medications are kept in the office.  No student is to have any 
medication in his/her possession. 

b. Medications prescribed for a student must come in the original 
container/package with pharmacy label and student’s name affixed. 
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c. All over the counter medications must be in the original 
container/package. 

d. The school is not responsible for students who self medicate 
e. At no time are students to give medication to each other.   
f. All prescription and non-prescription medication must be accompanied by 

a parent note and a Medical Form must be filled out and signed including: 
1. Name of medication 
2. Dosage 
3. Time 
4. For what purpose.  For Medication Form See Appendix 

g. Antibiotic Cream, Calamine Lotion, Band-Aids, and Contact Lens 
Solution are available in the office.  Please inform us if your child is 
allergic or you do not wish us to use the above products on your child.     

 
Communicable Illness 
Each school has a responsibility to provide a safe and secure learning environment for all 
students.  In the case of severe contagious disease, strict adherence to safety measures is 
required.   
Those students diagnosed with a communicable disease can be denied attendance unless 
they have a physician’s statement indicating that the student does not pose a health threat 
to the school community.  With such a certificate, a student is not to be denied attendance. 
Confidentiality with respect to students who are diagnosed with a contagious disease or 
are HIV positive or who are diagnosed with AIDS is essential.  Parents/guardians of a 
student are encouraged to cooperate with the principal who is to provide a safe, caring 
environment.   Parents/guardians are not required to notify school if their child has 
HIV/AIDS.  If parents do notify the school that a child has HIV/AIDS, hepatitis B, or 
another serious life-threatening condition the principal should consult with the Director 
of the Pastoral Office for Education who will provide counsel or notification to other 
persons as needed.  The parents of the infected child will be informed which persons will 
be notified.  These persons may include the school health nurse, physical education 
teacher, and possibly the classroom teacher. 
 
Students with pink eye (conjunctivitis) or other communicable disease must be excluded 
from school until symptoms are no longer apparent.  School officials rely on the 
directives from the County Health Department in judging these cases.  Students with head 
lice will not be permitted back in school until the child has been checked by the County 
Health Department.  When an occurrence of a communicable disease arises, a note will 
be sent home informing other parents.  This is done anonymously and for the welfare of 
all our children, faculty and staff. 
 
Flu 

While keeping our students engaged in learning and maintaining a sense of normalcy, we 
need to be ready for whatever the fall may bring.  The flu virus has been shown to affect 
school-aged children disproportionately, and children are known to be highly likely to 
transmit flu viruses, especially in school and other group settings.  We would advise 
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parents to develop contingency plans should your children become sick and need to stay 
home or in the event our school is forced to close.   

At school we will focus educational activities aimed at promoting ways to reduce the 
spread of influenza, including hand hygiene and cough etiquette.  Students, faculty and 
staff will stringently follow sanitary measures to reduce the spread of influenza, including 
covering their nose and mouth with a tissue when coughing or sneezing (or coughing or 
sneezing into their sleeve if a tissue isn’t available), frequently washing hands with soap 
and water, or using hand sanitizer if hand washing with soap and water is not possible.  
Regular cleaning and disinfection of commonly touched surfaces will be implemented in 
each classroom as well as throughout the school building.   

Children are to be kept home if running a fever or exhibiting flu-like symptoms and not 
return until symptom free for 24 hours.   

Health Records 
Health records are checked and updated by a volunteer school nurse.  All health records 
are maintained with the same safeguards for confidentiality as other student records as 
specified by the Family Education Rights and Privacy Act.   
 
Immunizations 
A licensed nurse will administer vision tests to the required students.  Hearing tests will 
also be given by a trained professional.  Indiana State Law requires that parents provide a 
written updated statement of the child’s required immunizations.  No child shall be 
permitted to attend school for more than thirty days beyond the date of enrollment 
without the written statement.  Forms to be completed and signed by your doctor are 
available in the school office. 
 
Meningococcal Disease 
Indiana law requires parents/guardians be informed about meningococcal disease and its 
vaccine.  This disease can progress rapidly and within hours of the first symptoms, may 
result in death or permanent disability including loss of hearing, brain damage, and limb 
amputations.  Symptoms of meningococcal disease often resemble the flu and can include 
a fever, headache, nausea and stiff neck making the disease difficult to diagnose.  The 
bacteria is transmitted through air droplets and by direct contact with an infected person.  
Fortunately there is an immunization available and the U.S. Centers for Disease control 
and Prevention recommends routine immunizations at 11 to 12 years old.  (Appendix) 
For information refer to Indiana State Department of Health.  
http://www.cdc.gov/vaccines/vpd-vac/mening/default.htm.   
 
Required Immunizations - Indiana Department of Education   IC20-34-4-2 
Sec. 2. (a) Every child residing in Indiana shall be immunized against: 
        (1) diphtheria; 
        (2) pertussis (whooping cough); 
        (3) tetanus; 
        (4) measles; 
        (5) rubella; 
        (6) poliomyelitis; and 
        (7) mumps. 
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    (b) Every child residing in Indiana who enters kindergarten or grade 1 shall be immunized against 
hepatitis B and chicken pox. 
    (c) The state department of health shall adopt rules under IC 4-22-2 to require school age children to 
receive additional immunizations against the following: 
        (1) Meningitis. 
        (2) Varicella. 
        (3) Pertussis (whooping cough). 
The additional immunizations required under the rules shall include an immunization booster if considered 
appropriate by the state department. 
    (d) The state department of health may expand or otherwise modify the list of communicable diseases 
that require documentation of immunity as medical information becomes available that would warrant the 
expansion or modification in the interest of public health. 
    (e) The state department of health shall adopt rules under  
 
IC 4-22-2 specifying the: 
        (1) required immunizations; 
        (2) child's age for administering each vaccine; 
        (3) adequately immunizing doses; and 
        (4) method of documentation of proof of immunity. 
As added by P.L.1-2005, SEC.18. Amended by P.L.161-2009, SEC.5. 
 
 

 
3 to 5 years old  

 
3 Hep B (Hepatitis B)  
4 DTaP (Diphtheria, Tetanus & Pertussis)  
3 Polio (Inactivated Polio)  
1 MMR (Measles, Mumps & Rubella)  
1 Varicella  

 
K & 1            

 
3 Hep B  
5 DTaP  
4 Polio  

 
2 MMR  
2 Varicella  

 
Grades 2 to 5  

 
3 Hep B  
5 DTaP  
4 Polio  

 
2 MMR  
1 Varicella  

 
Grades 6 to 12 
 

 
3 Hep B  
5 DTaP  
4 Polio 

 
2 MMR  
2 Varicella  
1 Tdap (Tetanus & Pertussis)  
1 MCV (Meningococcal)  
 

 
Exemption from Immunization 
Indiana Code 20-34-3-2 requires that parents/guardians requesting an exemption for their 
child to submit: (1) a written document; (2) signed by the parent/guardian; and (3) 
delivered to the child’s teacher or to the individual who might order a test, an 
examination, or treatment.   A parent/guardian who chooses not to have a child 
immunized either because of religious belief or for medical reasons must submit a 
notarized letter to this effect. The Catholic Church does not recognize any religious 
exemptions to student vaccinations.   
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Indiana Code 20-34-3-3 requires a physician to certify that a particular immunization is 
or may be detrimental to the child’s health.  The requirements for that particular 
immunization are inapplicable until it is found no longer detrimental to the child’s health.  
The Indiana State Department of Health policy requires that a written statement be 
verified by the school personnel each year until it is found that the particular 
immunization is no longer detrimental to the child’s health. 
 
Security 
All school entrances are locked from the outside shortly after classes begin for the safety 
and protection of students and staff.  Parents and visitors during the school day may enter 
through the office doors (A) located on the west side of the building (19th street).  These 
doors are monitored.  All are asked to check in at the office before entering classroom 
areas and obtain a visitors pass. 
 
 

SEVERE WEATHER    
 
 School Closing/Delay  
  In case of severe weather or other emergencies whereby the school must 
be closed early in the morning before school begins, the following stations will carry the 
information:  
 WASK 1450AM  WASK   98.7FM  WAZY 96.5FM                    
 WLFI-TV 18              WRTV - 6          WSHW   Shine   99.7FM    
         WILO    1570AM   94.1FM    
 School Datebooks Eventlink       Homework Watcher 
 
  If there is to be a Two Hour Delay, students and teachers will report two 
hours later than usual.  School will start at 10:00a.m.  Kindergarteners are to report at 
10:00a.m.  School will dismiss at the regular time of 3:00p.m.  A note will go home 
concerning the AM Kindergarten students. 
If roads are too dangerous where you live, please use your good judgment in bringing 
your child(ren) to school.  Please call and let us know if you make this decision. 
  In case of severe weather during school time St. Lawrence will close only 
if the Lafayette Catholic School System would close or if it is deemed unsafe for us to 
stay open.  Notification will be put on the radio and television stations.  If parents are 
unable to pick up the student or the parents cannot be reached, the student will be 
released to those listed on the emergency form.  If a student does not have transportation, 
he/she will stay at school until transportation is provided. 
 
 Emergency Closing: 
When it is necessary to cancel classes, the announcement will be made over the above 
stations. 
 In the event that school is closed, all extra-curricular activities are canceled.  
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CRISIS MANAGEMENT 
Disaster drills are conducted each month according to the regulations determined by the 
State of Indiana.   
 
Crisis: 
 Earthquake: 
  Signal  At the first sign of shaking the students should: 

Procedure *Drop down to the floor and take cover under desks or  
   tables. 

    *Turn away from windows and cover face with an open  
     book. 
    *Stay under shelter until shaking stops 
    *Be silent and listen to further instructions. 
    *Students will evacuate when safe 
    *Custodian will turn off main utilities. 
 
 Fire Emergency: 
  Signal  Fire Alarm Bell rings continuously 
  Procedure *Exit the room in single file quickly and quietly following  
     planned escape route to designated area. 
    *Last one closes classroom door. 
    *Teacher takes roll book and Red Emergency Backpack. 
    *When outside, students remain quiet as teacher takes roll. 
    *Remain outside until further notice. 
    *Designated person will check boys and girls bathrooms. 
 
 Tornado: 
  Signal  Tornado bell rings 3 times/pause/3 times 
  Procedure *Exit the room in single file quickly and quietly to   
     designed area. 
    *Students are to take a heavy textbook with them. 
    *Last one closes classroom door. 
    *Teacher takes roll book and Red Emergency Backpack 
    *When at designated area, the students remain quiet as  
     teacher takes roll. 
    *Students are to sit as practiced: sitting/kneeling facing the  
     wall, with hands over the hack of the head and neck, 
     tucked into a ball. 
    *Everyone is to remain in designated area until further  
     notice. 
 
 Heat/Water/Electricity Loss: 
 Students will normally stay in school. 
 If it is necessary to send students home, the following procedure will be used: 
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  Signal  Inform students over the P.A. System or by visiting each  
     class 
  Procedure *Phone all parents using a Calling Tree and contact radio  
     and television stations 
    *If parent is unable to pick up the student or the parents  
     cannot be reached, the student will be released to   
     those listed on the emergency form. 
    *If a student does not have transportation, he/she will stay  
     at school until transportation is provided.  (We may  
     be in another building such as the church or Parish  
     Office.) 
 
 Evacuation: 
  Signal  Fire alarm will be pulled or an announcement over the P.A. 
    System will be made to go to St. Lawrence Church   
    or other designated location   
  Procedure *Exit in single file quickly and quietly 
    *Teachers take roll book and Red Emergency Backpack 
    *Secretary takes Emergency Supplies and Information 
    *Teachers are assigned to family groups according to last  
     names 
 
 Bomb Threat: 
  Signal  Announcement over P.A. System 
  Procedure *911 call made and directions are followed 
    *Exit the room in single file quickly and quietly 
    *Last one closes classroom door 
    *Teacher takes roll book and Red Emergency Backpack 
    *When outside, students remain quiet as teacher takes roll 
    *Remain outside or in designated building until further  
     notice 
    *Designated persons to check boys and girls bathrooms 
 
CHILD ABUSE PROTOCOL 
The Diocese of Lafayette-In-Indiana requires all employees and volunteers who have 
regular contact with children (three or more times in a calendar year) to attend a safe-
conduct seminar and agree to a background check.  Seminars are conducted regularly.  
Everyone who works with our children will be asked to follow the protocols.  
 
 
  
EDUCATIONALLY RELATED ACTIVITIES  
 
FIELD TRIP POLICIES 
 
An educationally related activity is a non-classroom activity, such as a field trip or 
convocation that meets all of the following: 
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(1) Is consistent with and promotes the educational philosophy and goals of the 
school corporation and the state board. 

(2) Facilitates the attainment of specific educational objectives. 
(3) Is a part of the goals and objectives of an approved course or curriculum/ 
(4) Represents a unique educational opportunity. 
(5) Has been approved in writing by the local superintendent or the 

superintendent’s designee. 
(6) Cannot reasonably occur without interrupting the school day. 
 

 The Lafayette Catholic School System recognizes that learning takes place in a variety of 
situations.  
Teachers are encouraged to investigate the learning opportunities offered by the local 
area and to make arrangements for visits to places within reasonable radius of the school.  
Field trips are privileges afforded to students.  Students can be denied participation if 
they fail to meet academic or behavioral requirements. 
 
Notification Form 
Parents are notified of the field trip by letter at least two weeks prior to the planned trip if 
possible.  Written notification using the proper form is required and is to be signed by 
both parents; otherwise the student will not be allowed to participate in the field trip.  The 
student will bring home the form.  A copy of the form is available in the appendix of this 
handbook or online at our website – http://www.lcss.org under “Forms”.  A telephone 
call, an email, or a letter will not be accepted in lieu of the proper form. 
For Notification Form see Appendix 
 
Chaperone 
There is 1 adult for every 7 to 10 students keeping in mind the nature of the trip. 
 
Participation 
It is the right of the parent to refuse participation on a field trip.  However, since teachers 
and adult supervisors accompany the students, if a parent refuses to let the child 
participate, the parent must provide supervision for the child at home.  If the child’s non-
attendance on a field trip is brought about by a school decision, the school will provide 
the supervision in another teacher’s classroom. 
 
Transportation 
Whenever possible, bus transportation will be provided.  July 1, 2005 marked the 
beginning of the Indiana Child Passenger Law. The new law requires children up to the 
age of eight years old to ride in a car seat or booster seat.  For the older children, a 
private passenger vehicle may be used.  The Notification and Liability Waiver must be 
signed by the parents/guardian for a child to go on the field trip.  This notification will let 
state whether the class will be going by bus or a volunteer driver not officially 
responsible to the Lafayette Catholic Schools.  The following must be verified for the 
driver: 

1. The driver must be 21 years of age or older 
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2. The driver must have a valid non probationary driver’s license and no 
physical disability that may impair the ability to drive safely. 

3. The vehicle must have a valid registration 
4. The vehicle must be insured with adequate coverage as stated on the form 
5. A signed Volunteer Driver Information sheet must be submitted to the 

office for each vehicle used each school year.  A copy of the driver’s 
drivers license and proof of insurance must also be supplied. 

 
 
 
STUDENT ACTIVITIES 

 
Attitude 
All those involved in extracurricular activities, athletics or any other school related 
functions, are to conduct themselves in a Christian manner which reflects the beliefs and 
values of a Catholic school. 
 
 
Academics and Conduct 
Boys and girls have the opportunity to participate in sports.  Students who wish to 
participate in these activities must meet scholastic and behavior standards. 
 
To be eligible, a student must maintain a “C” grade in every academic subject: Math, 
Science, Reading, English, Social Studies, Spelling, and Religion.  If a student is working 
up to his/her potential and does not have a “C” in every academic subject, special 
consideration will be given this student at the discretion of the teacher and principal.  If a 
student receives a grade lower that “C” in conduct or effort, the student is also ineligible. 
 
When a student is ineligible, he/she will not attend or participate in games and practices 
for one week extending from Monday to Sunday.  After one week, the student’s 
eligibility will be evaluated. 
 
The teacher will notify the student.  The principal will notify the parents and athletic 
director by means of an Ineligibility Form.  The athletic director in turn will notify the 
coaches involved. 
 
Sport Uniforms 
All uniforms must be returned to the coach at the end of the season.  Report cards will be 
withheld until the sport uniform is returned or paid for.   
 
 
FINANCIAL POLICIES  

 
Insurance – Student accident insurance coverage is the responsibility of the parent.  
Student insurance is available to purchase through the school at the beginning of the 
school year, if desired. 
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Tuition – Tuition is announced no later than March for the coming school year.  Current 
tuition schedules may be obtained from the school office.  Tuition may be paid in three 
ways: 1) full payment on July 20 of the current school year; 2) Semi-annually – payable 
on July 20th and January 20th; 3) Monthly – payable in 10 payments beginning July 20th 
and continuing through April 20th, via Automatic Fund Transfer (AFT) from your bank 
account. 
 
If there is financial need, an educational grant program can provide aid.  Application 
forms may be picked up in the school office or the Development Office in February and 
must be filed at the designated address by the date indicated on the form.  After 
applications are reviewed by the company, parent will be notified of their award.  It is 
necessary to file these applications Each Year you desire assistance.  If further tuition 
assistance is needed, please contact the school office or your pastor. 
 
Tuition must be kept current during the school year.  If tuition falls more than 30 days in 
arrears, the student will not be allowed to return to school until the tuition is brought 
current. 
 

PARENT ORGANIZATIONS      
 

Lafayette Catholic Schools Board of Education 
This board is for the three Catholic elementary schools and Central Catholic 
Junior/Senior High School in Lafayette.  The purpose of the Board of Education is to 
assist in formulating policy/guidelines consistent with diocesan policy/guidelines and 
state laws for the operation of the Catholic Schools in Lafayette.  Anyone may submit 
suggestions for items to be placed on the agenda.  The Board of Education will provide 
for an open forum period at its meetings.  Notice of meeting dates will be published on 
line and in our weekly newsletters. 
 
Parent-Teacher Organization 
PTO is an organization for the teachers and parents of student attending St. Lawrence 
School.  This organization meets throughout the school year and sponsors many social 
and fundraising events.  All parents of St. Lawrence students are members.  Meeting 
dates are published in the school calendar and newsletters.   
 
Volunteers 
St. Lawrence relies on parent volunteers to help with various activities and field trips.  A 
form is sent home at the beginning of the school year with a list of volunteer 
opportunities.  A phone call to volunteer is also appropriate any time during the academic 
year.   
All volunteers are to attend Diocesan Protocol Training.  It is offered regularly 
throughout the school year.   Volunteers are to also understand that any observation or 
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information gleaned while working in the school is confidential.  This includes 
information relating to the students, staff or other volunteers.  All children and all those 
working with them are entitled to privacy about personal information.   
 
 
  
 
 
                              
 
 
 
                               
 
 
 
 
 
 
 
 

Appendix 
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August 16, 2011 
 
Dear Parents, 
 
In an effort to make sure that children are kept safe and can grow into the adults that God wants and the 
world needs them to be, we will be implementing Protecting God’s Children safe environment curriculum.  
The United States Conference of Catholic Bishops published the revised Charter for the Protection of 
Children and Young People guidelines in 2005 which calls Catholic schools to comply with the Charter 
and implement age appropriate training programs for children pertaining to personal safety.  We follow the 
Diocese of Lafayette-in-Indiana Curriculum Guide.   
 
Children are a most precious gift; they are the Church of today and tomorrow.  They are worth any 
investment we make in them to assure their future and the future of the Church.  This program will enhance 
the students’ Christian self-worth and assure them of their Christian dignity; that they are created in the 
image and likeness of God.  It will stress that because of this Christian dignity, they should never be 
harmed by exploitation, drugs, violence or the many other destructive elements in our world.  
 
We believe this is an exciting program that will encourage Christian values that will support the students 
and their families.  It is often a dangerous world in which we live and we want to stand with you in making 
our community safer for your family.  It is another way the Church wants to support you and your children. 
 
Beginning the 2007-2008 school year, each family should have received a copy of Think First & Stay Safe! 
Parent Guide.   Each new family receives a copy.  For more information from the publisher, you can go to: 
www.childluresprevention.com/parents/index.asp.   
The curriculum we use is available for viewing from this office.  Should you have any questions or 
concerns, please let us know.   
 
Thank you for entrusting your children to our school.  Your children are part of the treasure of our Church 
we truly value.   
 
Sincerely, 
 
 
Mrs. Lisa Cooley                          Mrs. Jody Williams    
MSW, LCSW, LSSW        Principal 
School Social Worker        williams@lcss.org 
cooley@lcss.org    
    
St. Lawrence School    742-4450           St. Mary School       742-6302         
 
 
 
 
SIGNED COPY ON FILE 
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St. Lawrence School 
Student Prescribed/Alternative Medication Permission Form 

              
                     Date Received by _______________ 
 
Student:________________________________Date of birth(age):_______________________ 
 
Grade:_________________Teacher/Classroom:_______________________________________ 

 
SCHOOL:  Please report ANY concerns about medication or disease to the physician listed below. 
 
TO BE COMPLETED BY THE PHYSICIAN or authorized prescriber 
Reason for 
medication:_________________________________________________________________ 
Name of 
medication:___________________________________________________________________ 
 
Form of medication/treatment:                 �   Tablet/Capsule           �  Liquid           �  Inhaler 
               �  Inhaler                �  Other:_________________________ 
Instructions (list specific times dosage given at school):________________________________  

_____________________________________________________________________________ 

Start date:____________________________     Stop date:_______________________________ 

                                          �  For episodic/emergency events only 

RESTRICTIONS and/or important side effects:     �  NONE anticipated 

�  YES.  Write clearly on the reverse side of this form ANY specific restrictions. 

Student may carry this medication for self-administering:             �  Yes                   �  No 

Please indicate if you have provided additional information, either �  on back of this form or �  

as an attachment.   

SIGNATURE:________________________________  DATE:___________________________ 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 Copy: Students file               School Nurse/Principal           Medical Binder  

Printed 
Physician name:________________________________________________________________ 
Address:______________________________________________________________________ 
Phone: (      )______________________________________________________ 

TO BE COMPLETED BY PARENT/GUARDIAN:  
I give permission for (name of child)____________________________________________________________ 
to receive the above medication at the school according to standard school policy.                                                   
(Medication must be brought in the original container).   
 
DATE:_________________________________  
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Meningococcal Disease 
 

August 1, 2011 
 
Dear Parents, Guardians and Students, 
 
Indiana State Law IC 20-30-5-18 requires that school systems provide important 
information to parents and guardians of students about meningococcal disease and the 
vaccines available to prevent this serious illness at the beginning of each school year. 
Meningococcal disease is caused by the bacterium Neisseria meningitidis and generally 
affects children and young adults in two ways: 
• meningitis (an inflammation of the tissues covering the brain and or spinal cord) 
• bloodstream infection (that usually leads to bleeding under the skin) 
Symptoms of meningococcal disease can include a sudden onset of fever, headache, stiff 
neck, nausea, and confusion and in blood stream infections a rash will develop. This 
disease progresses rapidly and often results in permanent hearing loss, mental retardation, 
limb amputations and even death. The bacteria spread through air droplets or by means 
of direct contact with an infected person’s saliva. 
The United States Centers for Disease Control and Prevention (CDC) recommends 
routine vaccination with the meningococcal conjugate vaccine (Menactra) for all students 
11-12 years of age, or 13 –18 years of age if not previously vaccinated. Children ages 2 - 
10, who have a disorder of the immune system or whose spleen has been removed should 
also receive the Menactra vaccine as they are at higher risk for contracting this disease. 
Many local health departments and private healthcare providers offer this vaccine. Please 
talk with your child’s healthcare provider about meningococcal vaccine and 
immunization. 
Additional resources for families to obtain information about meningococcal disease 
include the following websites: 
The Indiana State Department of Health 
http://www.in.gov/isdh/22121.htm 
The Centers for Disease Control and Prevention 
http://www.cdc.gov/vaccines/vpd-vac/mening/default.htm 
The Indiana Department of Education Student Services, School Health 
http://www.doe.in.gov/sservices/sn.htm 
Sincerely, 
 
Please contact your health care provider for specific instructions regarding your child. 
 
 
 
Jody Williams 
Principal 
St. Lawrence School 
742-4450 
williams@lcss.org 
 
SIGNED COPY ON FILE 
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     Pertussis 
 
August 1, 2011 
Dear Parents, Guardians and Students, 
 
The Indiana State Department of Health and the Indiana Department of Education have 
asked that school systems provide important information to parents and guardians of 
students about pertussis (whooping cough) and the vaccines available to prevent this 
serious illness. 
Pertussis is a highly contagious respiratory infection caused by the bacterium Bordetella 
pertussis. Pertussis is spread by infectious airborne droplets created when a person who is 
infected coughs or sneezes. Infants and young children are typically vaccinated against 
pertussis, but the vaccine loses effectiveness as children get older and vaccinated children 
can become infected. 
Pertussis causes severe coughing fits. During the fits, the affected person may be short of 
breath and appear distressed. The coughing fit may be followed by vomiting and 
exhaustion. Young infants are at highest risk for developing complications like 
pneumonia and seizures from the disease. 
Adolescents and adults who have been previously vaccinated may have milder disease, 
but they can still spread pertussis to others. The United States Centers for Disease 
Control and Prevention (CDC) recommends a routine pertussis booster for all 11-12 year 
old children, and for anyone older who did not have a booster at 11-12 years of age. The 
pertussis booster (Tdap) is combined with tetanus toxoid and takes the place of one 
tetanus booster shot. The Tdap vaccine can be given as soon as one year after a regular 
tetanus booster. 
 
Please talk with your child’s healthcare provider about the Tdap vaccine. Additional 
resources for families to obtain information about pertussis disease include the following 
websites: 
The Indiana State Department of Health 
http://www.in.gov/isdh/22191.htm 
The Centers for Disease Control and Prevention 
http://www.cdc.gov/vaccines/vpd-vac/pertussis/default.htm 
 
Sincerely,  
 
 
 
 
Jody Williams 
Principal 
St. Lawrence School 
742-4450 
williams@lcss.org 
 
SIGNED COPY ON FILE 
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August16, 2011 
 

To:  All Parent, Legal Guardians, Staff, Teachers, etc. 
 
 The information in this letter is being transmitted in order for the Diocese to fulfill its annual 
obligation under the Asbestos Hazard Emergency Response Act (or AHERA). 
 
 More specifically, the Diocese, as the Local Education Agency (or LEA) is required by AHERA 
to: 
 
  Ensure that workers and building occupants, or their legal guardians,  
  are informed at least once each school year about inspections, response   
 actions, and post-response action activities, including periodic 
   re-inspection and surveillance activities that are planned or in progress. 
 
 At this time, we can report that the following activities and milestones have occurred since our last 
notification: 
 

1. Our Management Plan has been submitted to the state, 
2. An Operations and Maintenance (O&M) Plan has been implemented to ensure asbestos in 

school building(s) is maintained in a non-hazardous condition, 
3. Initial cleaning and response actions have been completed to patch, repair, and/or remove 

asbestos, as necessary, 
4. The required re-inspection/surveillance activity has been completed for the current six-month 

period, and 
5. Future activities in the planning phase include: 
      _____O & M____________________________________________________ 
      ______________________________________________________________ 
Designated Person: Mr. Bernie Jacot 
 
If you have any questions, or would like further information, please feel free to contact the school. 
 
 
Sincerely, 
 
 
 
Mrs. Jody Williams 
Principal 

 
 
 
SIGNED COPY ON FILE   
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Date:   

 
PARENTAL FIELD TRIP AND TRANSPORTATION 

NOTIFICATION AND LIABILITY WAIVER 
 

We, the parent/s or guardian/s of ______________________________ permit 
                     (Child’s Name)  
 
our son/daughter to attend the __________________________being planned on 
 
[Day]________________ , [Date]___________________  from 
[Time]____________  to [Time]________________ .   
 
The purpose of this trip 
is_______________________________________________ 
 
We, as parents/guardians of the aforementioned minor(s), hereby consent and 
agree to hold harmless St. Lawrence School/Parish and/or the Roman Catholic 
Diocese of Lafayette-in-Indiana, Inc., and any and all employees or volunteers 
thereof, for any accident, injury or occurrence arising out of, or in connection with 
the aforementioned activity.  We understand that our child/ren will be [walking to 
the destination] [assigned to ride with a licensed adult driver, driving a privately-
owned automobile] [riding on a school bus] [riding the city bus]. 
 
Please return this permission slip to school by [Day]__________ , 
[Date]__________ .  Thank you. 
 
I give my permission for my son/daughter, in case of an emergency, to be taken 
to a physician or hospital by either a parent in charge or by parish personnel.  I 
understand that every effort will be made to contact me.  If I cannot be reached, I 
hereby give permission to the physician selected by the parish member in charge 
or adult chaperon(s) to secure proper treatment for my son/daughter. 
 
Parish Representative Signature  __________________ __________________  Date ____________  
 
 
Parent/Guardian Signature  ________________________ _________________  Date  __________  
 
Parent/Guardian Signature  ________________________ _________________  Date  __________  
 
 
PLEASE NOTE THAT ALL PARENT(S)/GUARDIANS(S) MUST SI GN AND DATE. 
Health Insurance Information is on file in the school office.  If you have changes 
regarding your hospital preference, family doctor, insurance company or policy 
number, please notify the school office. 
 



   51 

Belief Statement of the 
Lafayette Catholic School System 

 
We believe that the issue of providing a quality Catholic education to all of our 
children is of the utmost importance to the future well-being and salvation of our 
Church, our nation and our community. 
 
We Believe: 

�  All persons have an inalienable right to a quality education “in virtue of 
their dignity as human persons” and that all have a right to an 
education that develop{s} harmoniously their physical, moral, spiritual 
and intellectual qualities.” 

�  A quality education can be attained only in an orderly, just, and non-
violent environment. 

�  Administrators have the responsibility to ensure the overall Catholic 
Christian environment in which all participants in the system are 
respected. 

�  While recognizing the primary role of parents in the education of 
children that there are educational duties and responsibilities vested in 
civil and religious authority in order to better provide for the common 
good of all people. 

�  Parents are responsible to enter into cooperative relationships with 
those delegated with educating their children. 

�  Teachers, administrators, the Board of Education and the Board of 
Trustees are responsible to collaborate with parents in all decisions 
relating to the education of their students. 

�  The goal of all education is to foster the development of the total 
person. This formation needs to provide students with opportunities for 
moral and spiritual growth to complement their intellectual and physical 
development. 

�  Students need to have a desire and willingness to grow in their overall 
formation in their academic and personal life. 

�  Each student is provided with and expected to maintain an 
environment that is conducive to learning and that is orderly and 
respectful of each individual, regardless of the student’s social, cultural 
or personal status. 

�  All members of the Lafayette Catholic School System, employees, 
students and parents are expected to fully embrace the mission and 
the policies of the Lafayette Catholic Schools. 

 
We believe that the challenges we face in this ende avor can only be met 
and overcome if we join together with Jesus Christ,  put aside all that might 
potentially divide us, and seek to serve our common  goal of providing all of 
our young people with a quality education that will  provide them with the 
knowledge and skills to live happy, productive and rewarding lives. 


