
 

Our Shepherd Lutheran School Handbook 
2025-2026 

 
Mission Statement 

The mission of Our Shepherd Lutheran School is to joyfully share the Gospel to build and nurture Christ’s 
children by educating them for life on earth and into eternity. 

 
 

 

Theme Verse  
“For God did not give us a spirit of fear but of power and love and self-control”  

2 Timothy 1:7 
 
 
 

PURPOSE  
The purpose of Our Shepherd Lutheran School is to serve as part of the congregation's ministry, providing a 
quality education for God’s children and supporting parents in their role of nurturing their children as they 
develop spiritually, intellectually, physically, emotionally, and socially. We strive for a positive working 
relationship between the school and home through clear communication, school-based activities and 
outreach, and opportunities for worship as a Christian community. In partnership with parents, we will 
provide an environment where God’s children can develop:  

SPIRITUALLY  
●​ Knowing the redeeming grace of God through Christ’s death and resurrection   
●​ Growing into a loving relationship of service to Him  
●​ Showing the children the love of Jesus by nurturing the whole child and being led to talk with God, as 

their dear Heavenly Father 
 
INTELLECTUALLY 

●​ Acquiring knowledge and understanding of God’s world so that they may develop talents and skills 
for responsible Christian living and service 

●​ Providing the children with an opportunity to work with all kinds of materials to foster creative 
expression 

 
PHYSICALLY 

●​ Treating our bodies as temples of the Holy Spirit through regular exercise and proper nutrition 
●​ Providing a safe and clean environment that promotes child development 
●​ Helping the children become aware of and have an interest in the world around them​  

 
SOCIALLY  

●​ Learning to relate to, interact with, accept, and respect all of God’s creation 

 



●​ Providing children with many opportunities to show love and concern for others 
 
EMOTIONALLY  

●​ Learning to recognize themselves as children of God, persons of worth, made by God in His image 
●​ Building a sense of autonomy and initiative in children 

 
 
 

PHILOSOPHY 
Grades 1-8 

We believe that children are a gift from God, created in His image and for His work (Genesis 1:27, Ephesians 
2:10). He designed each child with unique gifts and abilities to glorify Him (1 Corinthians 12:4-31). We are 
meant to be in community with one another, building each other up and encouraging one another (1 
Thessalonians 5:11). Our instruction and teaching focus primarily on relationships. We aim to build and 
nurture each child, recognizing the unique gifts God has bestowed upon them, both academically and 
personally.  
  
We also believe in the power of partnership with our families. Together, as teachers and parents, we can 
work to give each child the attention they need and the appropriate instruction that will provide not only a 
solid foundation but also instill confidence in developing their skills. We strive to offer opportunities and 
resources for our families to grow in their faith and strengthen their relationships with their children.  
  
Children learn best through a variety of instructional methods. As teachers, we strive to enhance our 
instruction and incorporate proven best practices. Children learn not only through classroom instruction but 
also through opportunities provided outside the classroom, whether on campus through service and 
outdoor activities or off campus, where they explore the wider world and have the chance to practice social 
responses as they interact with others on field trips.  
  
Our philosophy is encapsulated in the words “Be Known.” First known by our Heavenly Father, we wish to 
convey to each child that they are uniquely created, loved, and known by their God and Creator. 
Additionally, students are recognized by the faculty and staff, not just by name, but also by their individual 
talents and gifts. Ultimately, we aim to pass on the gift of being known through our students, enabling 
them to discover their identity and to share the gift of being known by God with others, thereby becoming 
part of the greater mission here on earth. 
 
 

Early Childhood & Kindergarten 
We believe that children are a gift from God and are strong, capable learners. Our teaching practices reflect 
our belief that Jesus Christ is all and in all. We honor the importance of a Christ-centered, developmentally 
appropriate environment for the children as they play, learn, and grow.        
                   
We believe that early childhood education must be holistic to address the student’s intellectual, 
social/emotional, physical, creative, and spiritual growth. We place value in adjusting the environment to 
meet individual student needs. Therefore, we pay careful attention to each student’s capabilities so that the 
environment can be enhanced to challenge the children as they grow and mature appropriately. 

We believe that young children learn best about God’s world through hands-on experimentation and 
exploration of real items. Play is integral to a young child’s growth and development, for it is through play 
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that a child unveils the world around them. Through a balance of guided, directed, and free-choice play, 
students are given opportunities to express their wonder and curiosity. Teachers can provide rigor and 
support students as needed to foster a lifelong love of learning through an inquiry-based approach 
centered on student interests. 

We value the importance of relationships with children and their parents. A positive, loving relationship 
between the teacher and each individual child is the foundation for learning.  Furthermore, this view is also 
reflected in the positive partnership fostered between teachers and parents to optimize a student’s success 

 

WHAT WE BELIEVE 
The Lutheran-Chuch Missouri Synod 

Our Shepherd Lutheran School of Avon is a member of The Lutheran Church—Missouri Synod (LCMS). The 
LCMS is a mission-oriented and Bible-based denomination that confesses the historic, orthodox Christian 
faith in the Triune God, Father, Son, and Holy Spirit, a faith built on “the foundation of the apostles and 
prophets, Christ Jesus himself being the cornerstone” (Eph. 2:20). With the universal Christian Church, The 
Lutheran Church—Missouri Synod teaches and responds to the love of the Triune God, who created all that 
exists; became man to suffer, die, and rise again for the world’s redemption; and brings people to faith and 
new life through His Word and Sacraments. The three persons of the Trinity – Father, Son, and Holy Spirit – 
are coequal and coeternal, one God. 
  
Our Shepherd Lutheran School believes in educating the whole child—spiritually, academically, physically, 
emotionally, and socially. Education should first help students understand that they are unique and divinely 
created children of God. This understanding gives rise to a need in students to fully develop their gifts and 
talents with which our God has blessed them. Teachers and others – parents, administrators, Board 
members, and staff – aid this development by working to provide an affirming, disciplined, Christ-centered 
environment. Faith and learning are integrated in every aspect of Our Shepherd Lutheran School, thus 
preparing students for servant leadership in our society. 
 
The LCMS “is not an ecclesiastical government, exercising legislative or coercive powers” (LCMS 
Constitution, Article VII) concerning its member congregations, schools, and ministers. However, the 
voluntary association as a member includes an agreement to respect and honor and uphold (Bylaw 1.7.2, 
1.8.1) decisions (resolutions) made by the LCMS in its national conventions regarding the understanding of 
the teachings of Scripture and the Lutheran Confessions and practices that are consistent with such 
teaching. The LCMS in convention is the “principle legislative assembly” of the LCMS (Bylaw 3.1.1), and its 
resolutions and statements are the position of the LCMS in matters of doctrine and life. The Constitution 
and Bylaws of the LCMS provide specific guidance for the implementation and supervision of the teaching 
and practice of its members (congregations, schools, and rostered church workers). 
 
Congregations of the Lutheran Church-Missouri Synod, while upholding teachings and practices consistent 
with Scripture and the Lutheran Confessions and honoring convention resolutions, are self-governed and 
establish policies based on local circumstances and expediency. An LCMS congregation or school ministry 
operates according to its constitution and bylaws – which are required by the  LCMS Bylaws to be reviewed 
by the District through which the congregation/school holds membership  in the LCMS – and therein 
establishes an orderly way of making decisions and determines which individuals or entities in the 
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congregation (e.g., the pastor, church council, and/or board of elders) will have authority to act on behalf of 
the congregation/school in specific circumstances. The Constitution and bylaws of Our Shepherd Lutheran 
School of Avon govern our decision-making and policies. A copy is available upon request. 

The Holy Trinity  
The Lutheran Church—Missouri Synod, with the universal Christian Church, teaches and responds to the 
love of the Triune God, who created all that exists, became man in the person of Jesus Christ, suffer, die, and 
rise again for the world’s redemption; and brings people to faith and new life through His Word and 
Sacraments. The three persons of the Trinity – Father, Son, and Holy Spirit – are coequal and coeternal, one 
God. 
 
 

The Bible 
LCMS congregations and schools voluntarily choose to belong to the Synod and, although diverse in many 
ways, all hold to a shared confession of Jesus Christ as taught in Holy Scripture. We believe without 
reservation that the Scriptures of the Old and the New Testament are the written Word of God and the only 
rule and norm of faith and practice. In addition, the Synod accepts without reservation the writings 
contained in the Book of Concord, specifically the Confessions of the Evangelical Lutheran Church. 
Believing in the authority of Holy Scripture and that the Lutheran Confessions are a correct interpretation 
and presentation of biblical doctrine, our congregations agree to conform all their teaching and practice to 
the Scriptures and the Confessions. 
 
 

Statement on Marriage, Gender, and Sexuality 
We believe and teach that God wonderfully and immutably creates each person as male or female. These 
two distinct, complementary genders together reflect the image and nature of God (Gen. 1:26-27). 
Rejection of one’s biological sex is a rejection of the image of God within that person. We believe and teach 
that the term marriage has only one meaning: the uniting of one man and one woman in a single, exclusive 
union, as delineated in Scripture (Gen. 2:18-25).  
 
We believe and teach that God intends sexual intimacy to occur only between a man and a woman who are 
married to each other (1 Cor. 6:18; 7:2-5; Heb. 13:4).  
 
We believe and teach that God has commanded that no intimate sexual activity be engaged in outside of a 
marriage between a man and a woman. We believe and teach that any form of sexual immorality (including 
adultery, fornication, homosexual behavior, bisexual conduct, bestiality, incest, and use of pornography) is 
sinful and offensive to God (Matt. 15:18-20; 1 Cor. 6:9-10).  
 
We believe and teach that to preserve the function and integrity of Our Shepherd Lutheran Church and 
School as the local Body of Christ and to provide a biblical role model to Our Shepherd Lutheran Church 
and School members and the community, it is imperative that all persons employed by Our Shepherd 
Lutheran Church and School in any capacity, or who serve as volunteers, agree to and abide by the above 
Statement on Marriage, Gender, and Sexuality (Matt. 5:16; Phil. 2:14-16; 1 Thess. 5:22).  
 
We believe and teach that God offers redemption and restoration to all who confess and forsake their sin, 
seeking His mercy and forgiveness through Jesus Christ (Acts 3:19-21; Rom. 10:9-10; 1 Cor. 6:9-11).  
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We believe and teach that every person must be afforded compassion, love, kindness, respect, and dignity 
(Mark 12:28-31; Luke 6:31). Hateful and harassing behavior or attitudes directed toward any individual are to 
be repudiated and are not in accord with Scripture nor the doctrines of Our Shepherd Lutheran Church and 
School. 
 

Sanctity of Human Life  
We believe that all human life is sacred and created by God in His image. Human life is of inestimable worth 
in all its dimensions, including pre-born babies, the aged, the physically or mentally challenged, and every 
other stage or condition from conception through natural death. We are therefore, called to defend, protect, 
and value all human life (Ps. 139). 
 
 
 
 

CHARGE TO PARENTS 
The Bible speaks clearly on the role of parents as authority over their children. St. Paul writes of the fourth 
commandment in Ephesians 6:2-3 (ESV): “Honor your father and mother” (this is the first commandment 
with a promise), “that it may go well with you and that you may live long in the land.”  We believe that 
parents are the child's first and most important teachers. We also believe that parents are subordinate to 
obedience towards God and his will in their vocation as parents. It is a blessing and a gift that God gives 
parents. Martin Luther writes of this in the Large Catechism,  

“What is the honor towards parents required by this commandment, first, that they be held in honor 
and esteemed above all things, as the most precious treasure on earth. Secondly, that in our words to 
them we observe modesty, and do not speak roughly, haughtily, and defiantly; but yield to them in 
silence, even though they go too far. Thirdly, also, with respect to works, that we show them such in 
honor, with body and possessions, as to serve them, help them, and provide for them when old, sick, 
infirm, or poor, and all that not only gladly, but with humility and reverence, as doing it before God.”  

God has given some the vocation of teachers to assist in the education of the child, where the parents give 
the responsibility. Martin Luther continues: 

“In this commandment belongs a further statement about all kinds of obedience to persons in 
authority who have to command and govern. For all authority flows and is born from the authority of 
parents. Where a father is unable alone to educate his child, he uses a schoolmaster to teach the 
child. If he is too weak, he gets the help of his friends and neighbors. If he departs this life, he delegates 
and confers his authority and government upon others who are appointed for the purpose.” 

“In addition, it would be well to preach to the parent also and those who bear their office. Tell them 
how they should behave toward those who are given to them for their governance. This is not stated in 
the Ten Commandments. But it is still abundantly commanded in many places in the Scripture. God 
wants to have this included in this commandment when HE speaks of father and mother. He does not 
wish to have rogues and tyrants in this office and government. He does not assign this honor to them, 
that is, power and authority to govern, so they can have themselves worshiped. But they should 
consider that they are obligated to obey God.  First of all, they should seriously and faithfully fulfill 
their office, not only to support and provide for the bodily necessity of their children…but most of all, 
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they should train them to honor and praise God [Proverbs 22:6]. Therefore, do not think that this 
matter is left to your pleasure and arbitrary will. This is God’s strict command and order, to whom also 
you must give account for it [1 Peter 4:5].” 

It is our privilege and joy to educate your children. We expect that students will respect and obey the 
authority conferred upon us as their teachers, just as they should respect and obey the authority of their 
parents, placed over them by God. God’s law and his commandments are a curb and a guide to all of us.  
We cannot, on our own, fulfill the law, but through Christ’s death and resurrection, we are made new, 
forgiven, and saved. Praise be to God! 

We accept without reservation the confessional writings of the Evangelical-Lutheran Church, as found in 
the Book of Concord, as a true and unadulterated statement and exposition of the Word of God.  

 

 

 

STANDARDS & EXPECTATIONS OF  
OUR SHEPHERD LUTHERAN SCHOOL COMMUNITY 

 
Our Shepherd seeks to create a community of mutual respect, where parents, students, teachers, and staff 
collaborate to foster an environment that enables everyone to grow and learn.  Each stakeholder should 
strive for the following:  

Staff and Faculty of Our Shepherd will: 
●​ View all students as children of God, assisting them in realizing their relationship with God and with 

others. 
●​ Teach and apply knowledge and basic skills, presenting all subject matter in the light of God’s Holy 

Word.   
●​ Teach students to live a holy and sanctified life, glorifying God by using the unique talents He has 

given them. 
●​ Recognize and address the changing needs of the students; carefully review each child’s progress 

and place each student at the appropriate level based on their abilities and needs.  
●​ Strengthen families by forming partnerships with parents and providing them with a Christ-centered 

model for family living.  Provide opportunities for service between the church, the school, and the 
community.  

●​ Equip students to share their Christian faith with others so they, too, can know Christ as their Savior.   
●​ Encourage and build up one another in faith, treating each other with respect and love.  
●​ Prepare students for the next academic level and instill good study habits and a lifelong learning 

mindset. 
●​ Use loving, Christ-centered discipline as needed.  Implement all policies fairly and with respect. 
●​ Create a safe and inclusive classroom environment where students feel valued, listened to, and 

supported while modeling behavior that reflects the example set forth by Christ.  
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●​ Build a positive relationship between the home and school, and communicate professionally and 
promptly with colleagues, parents, and students to foster an environment of mutual respect and 
effective communication.   

 

Parents of Our Shepherd will: 
●​ Actively participate in your child’s education, including having conversations with your child about 

lessons, assignments, quizzes, and assessments.   
●​ Resolve to regularly attend worship services and set a Christian example for your child in word and 

deed.  Be active in prayer, covering the students, families, and staff in prayer.  Commune at the 
Lord’s Supper as often as possible.  Participate in family devotions.   

●​ Regularly attend Our Shepherd-sponsored events. Contribute your time, skills, and resources to 
actively participate in school activities, events, and volunteer opportunities.  

●​ Provide a suitable study environment and sufficient time for your child to complete their 
assignments. 

●​ Show your support for your child’s teacher and bring concerns to the school's attention in a timely 
and respectful manner. 

●​ Support the work of Our Shepherd Lutheran School generously and cheerfully, upholding its 
objectives with your words and actions.  

 
Students of Our Shepherd will: 

●​ With the help of the Lord Jesus Christ, “grow in grace, and in knowledge of our Lord and Savior Jesus 
Christ.” 2 Peter 3:18 

●​ Recognize that they are children of God, and likewise, so are all others in our midst.  Treat all with 
respect, not purposely, by word or deed,  injure any person in body or mind, but practice Godliness 
of mind and body at all times. 

●​ Actively participate in learning activities—complete assignments on time and with good effort. 
●​ Show preparedness and a willingness to learn. 
●​ Be responsible for your actions. 
●​ Regularly attend worship and actively participate in prayer. 
●​ Do all to the glory of God.  

 

 

GRIEVANCE RESOLUTION PROCEDURES 

Always looking to God’s word for guidance, we find in Matthew 18:15-17 a God-pleasing design in 
responding to grievances or concern.  We encourage parents, students, teachers, and staff to follow the 
procedures outlined below whenever an issue arises.   

1.​ Speak first with the teacher or person involved to discuss the area of concern or conflict.  Explain 
your grievance and seek mutual understanding.  This step can be taken numerous times as different 
conflicts arise.   

2.​ If an understanding is not reached, make an appointment to meet with the principal, the other 
individual, and yourself.  Remember that the goal is to seek understanding and resolution to the 
conflict.  If, however, agreement or understanding is not reached, the principal will render a decision.  
The decision is binding on all parties.   
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3.​ If after this meetings, a resolution, understanding, or agreement still cannot be reached, the principal 
will advise and guide both parties to seek a mutually amicable resolution. When these procedures 
have been followed, and the principal's decision is not satisfactory, the matter may be referred to 
the School Board.  Anyone seeking the board’s intervention in such a manner may request a meeting 
to address the board by contacting the board president.  The matter may be addressed at an 
upcoming meeting unless the president calls a special meeting.  

4.​ When called upon to resolve a conflict, the School Board will listen to the grievances and hear all 
sides of the problem.  The Board will not, in most circumstances, render an immediate decision but 
will instead adjourn to an executive session.  The board will seek a God-pleasing resolution.  The 
Board’s decision is the final word on the issue, except in matters requiring approval by the Voters' 
Assembly of Our Shepherd Lutheran Church.  This, too, is pleasing to God because it puts an end to 
the conflicts with all parties abiding by the board’s ruling.   
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POLICIES & PROCEDURES 
Updated 6.15.25 

 

ENROLLMENT & ADMISSION POLICIES 
 
ENROLLMENT 

1.​  All current students must enroll for admission each year.   
2.​ Re-enrollment for current students is only guaranteed during the published enrollment period for 

returning students.   
3.​ Parents and children of new students are required to meet with the Admissions Director before 

enrollment.  Students in grades 2-8 are required to participate in a shadow day.  
4.​ Before admission, the parents of students enrolling will provide the school with: 

a.​ Birth Certificate 
b.​ Immunization Form 
c.​ Home Language Survey 

5.​ All new students are admitted on a 6-week probationary basis. 
a.​ The principal has the authority to request a student's withdrawal during the probationary 

period. 
b.​ After the probationary period, the principal may request student withdrawal in conjunction 

with the school board.  
6.​ State law requires that a certificate of immunization (obtained from a doctor or health clinic) must 

be provided for the child’s records before the beginning of each year.  ALL IMMUNIZATIONS must 
be current within 20 days of the student’s first school attendance, or the student cannot attend 
classes.  Please see the administrative assistant for more information. 

7.​ Age Requirements: 
a.​ Early Childhood: 3 years of age by August 1 of the start of the school year and fully potty 

trained; pull-ups are not allowed.  
b.​ Kindergarten: 5 years of age by August 1 of the start of the school year. 
c.​ First Grade: 6 years of age by August 1 of the start of the school year.  
d.​ Underage children will not be admitted to Our Shepherd Lutheran.  A copy of the child’s birth 

certificate must be present before admission.  
8.​ Admission Testing: Students seeking admission to Our Shepherd Lutheran may be required to take 

screening tests to verify academic growth, grade benchmarks, and ensure proper class placement.  
This is at the discretion of the Principal.  If testing is requested, it must be completed before 
admission. 

 
 
 

NON-DISCRIMINATORY POLICY 
Our Shepherd Lutheran School admits students of any race, color, nationality, or ethnic origin with all rights, 
privileges, programs, and activities generally accorded or made available to students of the school.  It does 
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not discriminate based on race, color, nationality, or ethnic origin in the administration of educational 
policies, admission policies, athletics, or other school-administered programs. 
 
 
FAMILY EDUCATIONAL RIGHTS AND PRIVACY ACT (FERPA) 
FERPA  (20 U.S.C. § 1232g; 34 CFR part 99) is a Federal Law that protects the privacy of students’ “education 
records”. The term “education records” means, with certain exceptions, “records that are: (1) [d]irectly related 
to a student; and (2) [m]aintained by an educational agency or institution by a party acting for the agency or 
institution.” 34 CFR 99.3 
 
FERPA requires school to provide parents with the opportunity to inspect and review their education 
records (34 CFR 99.10 - 99.12) and requires schools to provide parents with the right to seek amendment of 
their education records if the parent believes the education records relating to the student contains 
information that is inaccurate, misleading, or in violation of the students rights of privacy (34 CFR 99.20 - 
99.22). Consent for Disclosure Forms can be requested through the school office. 
 
 
TUITION & PAYMENTS 
Our Shepherd families can select from the following tuition payment plans: 

●​ 10-month payment plan 
●​ 2-installment plan 
●​ Pay-in-full 
●​ A payment plan created in conjunction with the business manager 

 
Every family is required to set up a FACTS account before admission.  All tuition payments and fees are 
made through the FACTS online portal. Re-enrollment will not be accepted if a family has an outstanding 
balance.   Late payments or accounts with insufficient funds are subject to a $20 FACTS fee.   
Additional fees for Athletics, library, Extended Care, and other miscellaneous fees and expenses are billed 
and processed through the FACTS online portal.   
The administrative assistant handles all tuition and fee payments and serves as the primary point of contact 
for any questions or concerns.   
Families experiencing difficulty paying their tuition should contact the administrative assistant for 
assistance.   
 
 
FINANCIAL AID 
Our Shepherd Lutheran School offers financial assistance through various scholarships to families who 
qualify based on income guidelines and other criteria.  The following scholarship opportunities are available 
to families: 
​ Choice Scholarship 
​ Lutheran Scholarship Granting Organization (LSGO) 
​ Tuition Assistance Scholarship  
​ Employee Scholarship 
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Applications for Student Assistance can be filed at any time; however, priority assistance is given to those 
who file their application and corresponding documentation and have a financial meeting in the spring of 
the previous school year.  Forms are available in the office.   
 
Families seeking assistance must complete and submit an Application for Student Assistance Form, along 
with a copy of their latest federal 1040 tax return, which should include the first two pages detailing 
dependents and adjusted gross income. 
 
Our Shepherd participates in the state’s Choice Scholarship program and the Lutheran Scholarship Granting 
Organization (SGO). Please contact the school office after your enrollment or re-enrollment is complete to 
schedule a financial meeting.  Tax documents are required for submission of applications to Choice or SGO 
scholarships.  Failure to submit all the necessary paperwork by the end of August may result in forfeiture of 
scholarship funds.  Families are responsible for paying the difference if scholarship money is not granted. 
Information can be found at http://www.doe.in.gov/choice/ 
 
 
DISMISSAL FROM ENROLLMENT  
Dismissal from Our Shepherd would only be considered after all reasonable efforts have been made with 
the resources available.  Final decisions about dismissal will be made by the school administration and Our 
Shepherd School Board with input from the MTSS Team. Families can appeal a dismissal decision to the 
School Board.  All appeals must be made in writing and made within seven days of the dismissal.   

 
 

 
 

ACADEMIC POLICIES & PRACTICES 
We are committed to providing a nurturing Christian educational environment that promotes academic excellence 
and personal growth. Each student has the potential to grow academically with diligent personal commitment and 
appropriate support.   
Academic standards are set to ensure that students receive a high-quality education. These standards encompass 
both classroom performance and behavior consistent with our Christian values. Students are expected to complete 
all assigned work and maintain a satisfactory level of academic performance and classroom behavior.  
 
 

SCHOOL HOURS 
Early Childhood (full day) - 8th grade​ ​ ​ ​ Monday-Friday 8:20 am–3:30 pm 

Early Childhood. (half-day)​ ​ ​ ​ ​ Monday-Friday 8:20 am-11:25 am  

School doors open daily at 8:10 am. School hallway doors close promptly at 8:20 am. Any student entering the 
building after 8:20 am will be considered tardy.   

Students arriving after the start of the school day or leaving before the end of the school day must be signed in or out 
by a parent or guardian at the school office.   
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ATTENDANCE  
To receive the maximum benefit of a Christian education, regular and timely school attendance is essential.  
Regular attendance fosters dependability and responsibility in students, significantly contributing to their 
academic success.  The school’s attendance policies and procedures are designed to promote regular and 
punctual attendance, provide opportunities for students to be successful, and ensure that students receive 
a comprehensive educational experience.  The two categories for student absences are excused and 
unexcused.   

●​ Parents must notify the school office by phone or email by 9:00 am when a student is absent.   
●​ Excused absences include those for illness, doctor appointments, a death in the family, a family 

emergency, or extenuating circumstances, as agreed upon by the administration prior to the 
absence.   

●​ Unexpected absences include those when the school is given no explanation for the absence or at 
the principal's discretion.  Missing work for unexcused absences is at the discretion of the teacher or 
principal.   

●​ Students who have attended less than 90% of the school year could face possible retention. 
●​ We strongly encourage families to schedule vacations or extended trips during regularly scheduled 

school breaks.  Vacation travel or extended planned absences (2 or more days) must be 
communicated in writing to the school office, principal, and classroom teacher at least one week 
prior to the absence.  The student will receive their missing work upon return from the absence, and 
it is the student's responsibility to complete the assigned work. An absent child will have the same 
number of days to make up work as days absent. (If he misses two days, he has two days after the 
return to complete that work.) Required work is at the discretion of the classroom teacher.   

●​ A doctor’s note is required for absences due to appointments. 
●​ Parents are asked to exercise care and not remove children from the classroom during required state 

testing time, as these are extremely difficult to reschedule.   
●​ Students arriving after 11:00 am or who leave before 12:30 pm will be marked with a ½ day absence. 
●​ Students in 7th and 8th grade who are shadowing at a high school will not be marked absent.  

Shadow days must be scheduled and communicated to the school office and teacher in advance of 
the absence.   

●​ CHOICE Scholarship students who miss 20 or more consecutive days must be reported to the state 
and will lose their scholarship eligibility. 

Excessive excused or unexcused absences, defined as seven or more absences within a 12-week period, will 
result in a phone call and a letter from the office.  The goal of this communication is to offer assistance if 
needed and ensure the student is present in school as much as possible, thereby providing opportunities 
for growth and development.  Upon the 12th absence, the family will receive a call and a letter from the 
school principal.  Students accumulating 18 or more absences during the school year will be referred to the 
State of Indiana for the Project Attend program and have a required meeting with the school principal.  
Families of students with 20 or more absences are at risk of losing school-based scholarships and may not 
be eligible for re-enrollment.   

 

TARDINESS 
Tardiness disrupts classroom order and affects not only the child but also the teacher and the rest of the 
class. School doors close promptly at 8:20 a.m. Students who enter the building after the school doors 
have shut are considered tardy.  Students are expected to be in their classrooms and ready for the start of 
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their school day by the beginning of announcements.  Parents should make every effort to have their child 
at school on time each day.  All tardies are considered unexcused, except for those related to medical 
appointments (with a note from the doctor) or at the discretion of the principal.   
 

CURRICULUM 
In keeping with the purpose of Our Shepherd Lutheran School, the curriculum is based on the Word of God. 
Although Religion is listed as a segregated subject, its influence permeates and gives substance to all other 
subject areas, being woven into instruction daily.  The curricular areas are emphasized and taught with a 
progressive, hands-on, standards-based approach. Each course is state-approved using current textbooks, 
software, and support materials.   Innovative teaching strategies, techniques, and programs are encouraged, 
shared, and implemented. Technology and computer literacy are integrated into the curriculum. In keeping 
with a Christian philosophy of education and with regard to the requirements of the state of Indiana, 
children receive a thorough education in the following areas: 

Art ​ ​ ​ ​ Religion​ ​ ​ ​ Technology 

Handwriting​ ​ ​ Language Arts/English​ ​ Mathematics/Algebra 

Memory Work​ ​ Music/Band​ ​ ​ ​ Physical Education​  

Reading​ ​ ​ Science/STEM​ ​ ​ Social Studies 

Spelling​ ​ ​ Health​​ ​ ​ ​ Spanish 

The above subjects are not necessarily scheduled each day. Some are included in unit studies taught 
periodically.  

 

GRADING SYSTEM 
The grading system for the elementary & middle grades is as follows: 

 

A   100-95 

A-  94-93 

B+ 92-91​ ​  

B   90-86 

B-  85-84 

C+ 83-82​ ​  

C   81-77 

C-  76-75 

D+ 74-73 

D   72-68​ ​  

D-  67-66 

F   65- 

 

The following additional grading codes are used as needed in lower elementary grades and specials: 

E: Exemplary  

S: Satisfactory 

N: Needs improvement 

 

In Kindergarten and 1st grade, standards-based grading is used in core classes. Standards-based report cards 
communicate to parents what their children know, what they can do, and what they need to learn in relation to the 
Indiana Academic Standards. 
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Students in grades 5 through 8 are recognized each trimester for academic honors by being named to the High 
Honor Roll (4.0-3.5 GPA) or Honor Roll (3.49-3.0 GPA).   

Grades can be checked through the student information system, FACTS. Progress reports will be sent via email 
mid-trimester and at the end of each trimester. Parent-teacher conferences are held annually in the fall for all parents 
and teachers.   Additional conferences may be scheduled at any time during the year as needed.   

HOMEWORK POLICY 
Homework is considered specific practice or instructional material assigned by the teacher to be completed outside 
of school hours or classwork assigned during the school day that the students did not complete during class time.   
 
Students are expected to complete homework within the timeframe given by the teacher. If your child appears to be 
spending an excessive amount of time on work brought home, please contact the classroom teacher to collaborate 
on strategies for achieving success with the instructional expectations. Any classroom-specific homework or 
classwork expectations will be communicated to students and their families at the beginning of the school year. 
 
An absent child will have the same number of days to make up work as days absent. (If he misses two days, he has 
two days after the return to complete that work.) Parents are expected to communicate planned absences with both 
the office and the classroom teacher. Teachers will assign make-up work after the child returns.  
 
NOTE:  As part of the natural consequences, students will not be allowed to call home for the parent to deliver the 
late assignment. 

 

ELIGIBILITY for Extra-Curriculars 
Students wishing to participate in extracurricular activities, including athletics and clubs, must maintain a 
minimum GPA of 2.0 to be eligible for participation.  The administration will conduct grade checks every 
two weeks, and decisions regarding eligibility will be made in conjunction with the homeroom teacher, 
coach/athletic director, and/or the Principal, and communicated to the parent by the athletic director or 
administration.   
 
A child who is absent from school for three or more hours on a practice/game day/event day may not 
participate in that afternoon’s or evening’s activity without permission from the athletic 
director/administrator. Absences and tardiness will be reported to the athletic director/club leader by the 
school office.  
 
 
MTSS (Multi-Tiered System of Support) 
MTSS stands for multi-tiered system of supports. It’s a framework many schools use to give targeted 
support to struggling students. You may also hear it referred to as the MTSS team or the MTSS model. 
MTSS is designed to identify struggling students early and intervene quickly at Our Shepherd. It focuses on 
the “whole child.” That means it supports academic growth, as well as many other areas. These include 
behavior, social and emotional needs, and absenteeism (not attending school).  The MTSS Team consists of 
the Student Services Coordinator, School Counselor, Principal, Instructional Coach, and classroom teachers.  
If you have questions about Student Services, please contact the Student Services Coordinator.  
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TESTING 
The Indiana Statewide Assessment, iLearn, is administered each spring to students in grades 3 through 8. 
These iLearn tests are part of the state accreditation process. Students in grades 2 and 3 take the Indiana 
Reading Evaluation and Determination (IREAD3) in early spring.  
Our Shepherd participates in the iLearn Benchmark assessments for grades 3-8 and NWEA Growth 
assessments for students in grades K-2, each given three times per year. These benchmark tests help the 
teachers and MTSS Team tailor their instruction to meet the needs of all students. The results of these tests 
will be sent home to parents. Kindergarten utilizes the Kindergarten Readiness Assessment, while Early 
Childhood uses student portfolios for age-appropriate assessments. Our Shepherd also employs other 
benchmark and diagnostic assessments, such as the MAP fluency screener for students in K-2, as required 
by the state of Indiana for dyslexia screening.  
 

ACADEMIC REVIEW 
Academic Review is an ongoing process for students in grades 5-8 that aims to communicate grades 
between students, teachers, and families.  Students are expected to regularly check their grades through 
the online grading system FACTS and seek clarification from their teacher when needed.  Teachers will 
communicate with students and parents when a student shows a need for support or fails to make 
academic gains.  Parents are encouraged to reach out to teachers with questions throughout the school 
year.  The office will conduct an official Academic Review at the midterm and the end of each trimester.  
Parents will be notified if the administration, MTSS Team, or classroom teacher is concerned about 
academic progress or behaviors that are of concern, and a plan of action will be determined.  Academic 
behaviors may be, but are not limited to, incomplete work, chronic absenteeism, lack of class participation, 
or a student’s response to the curriculum.   
​  
Academic Standards are subject to periodic review and revision by the school administration to ensure its 
effectiveness in maintaining standards consistent with our mission. 
 
 
CUMULATIVE RECORDS: 
Cumulative records are maintained for each child. Teachers are responsible for recording test results, grades, 
and behavior. These records are confidential and will be filed in the school office. Health records are also 
maintained in the nurse’s office. 
A parent or legal guardian shall be permitted to review their child’s records within forty-five school days 
after the request has been made to the Principal. Records will not be released except to transfer to another 
school, and no school records will be released until all outstanding financial obligations have been met. An 
education record, as defined by Indiana law, is information recorded by the school and concerns a student 
who is or was enrolled in the school. This includes, but is not limited to, grades, attendance records, 
disciplinary records (including suspension and expulsion), immunization records, and birth certificates. 

 
 

FIELD TRIPS: 
To expand a child’s understanding of the world, the school schedules field trips tailored to the children's age, 
interests, and educational needs. Parents are notified of the trip's date, time, and location in advance via a 
paper or online form, which must be returned to the teacher at least one week before the trip. 
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Transportation is accomplished by carpools. Only children enrolled in the appropriate class or classes are 
permitted to participate in field trips.  

For all field trips, students must wear an Our Shepherd shirt and appropriate shorts, pants, or skirts unless 
noted by the teacher.   

Students are expected to:  

●​ Respect all rules and regulations 
●​ Cooperate with those in authority 
●​ Give attention to instructions, information, guided tours, and visual presentations. 
●​ Care for the safety of self and others 

Any student who fails to meet these expectations or demonstrates dangerous, illegal, or antisocial behavior 
will be sent home immediately, at their parents’ expense.   

Adult participants who have completed a background check and submitted proof of vehicle insurance may 
volunteer to drive children on field trips or accompany them on the trip itself. The classroom teacher will 
decide which parents shall participate, subject to the oversight and consent of the Administration. 

Field trips are a privilege and not a right. Students must meet attendance, behavior, and academic 
expectations set forth by the classroom teacher in conjunction with the administration to be able to attend 
a field trip.  A student whose behavior or academic performance does not meet expectations may lose the 
privilege of participating in a field trip. 

 
 
Rules for drivers are as follows: 
1.​ Per state law, children under the age of 4 must be in a car seat.  Children aged 4 to 7 require a 

booster seat.  Children will not be placed in the car of another parent without a car seat or 
booster seat.  Parents are responsible for providing all car seats and booster seats.  All other 
children must wear a seatbelt for the entire duration of the trip. Parents whose vehicles are not 
equipped with seat belts will not be allowed to drive. Children under the age of 13 must not be 
placed in any seats equipped with airbags. Younger children should be placed in rear seats. 

2.​ Each field trip driver must: 
●​ Have a valid operator’s license and appropriate auto insurance, and must file his or her 

driver’s license number and insurance information with the school office before being 
allowed to drive. 

●​ Be 18 or older. 
●​ Abide by the rules of the road and all applicable federal, state, and local laws. 
●​ Never leave children unattended in a vehicle. 
●​ Pull off the road and stop the car if a disturbance occurs. 
●​ Verify the safety of all children in the vehicle before leaving the school parking lot. 
●​ Always lock all doors. 
●​ Never talk on the phone or text while driving. 
●​ Drive directly to the destination and back to school without unscheduled stops for 

food or drink.  
●​ May not partake in alcoholic beverages while attending the field trip  

​ ​  

Field trip expectations for overnight or extended field trips may include additional rules and regulations, as set forth 
by the faculty, to ensure the safety, security, and well-being of students while supporting curricular objectives.  
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GYM & PE: 
Gym attendance is required for all students, except in cases of a doctor’s or parental excuse. There is a 
one-week limit on parental excuses, and they must be for health reasons only.  

 
Students excused from gym classes are responsible for all concepts and written work. Any prolonged 
injuries or medical excuses may require students to research related physical education topics. Students 
who are excused may be given alternative responsibilities or reassigned to other programs at the teacher's 
discretion. 

 
Middle School PE students must wear an Our Shepherd t-shirt and shorts or pants that follow the 
standard dress code.  PE attire is part of the overall PE grade in middle school.   
MUSIC 
Your child’s participation in designated, special school-sponsored events is an indication of the strength of 
our partnership and your support of Our Shepherd Lutheran School.  Events typically include participation 
in choir, school fairs, and plays. Please mark those dates on your calendars as the children are expected to 
participate when their choir sings. If there is some reason that they cannot attend, a written note of 
explanation should be returned to the teacher in charge.  Students who are excused may be given 
alternative responsibilities or reassigned to other programs at the teacher's discretion. 

 

TECHNOLOGY 
Students in grades K-8 utilize various forms of technology. Students are expected to adhere to the 
Acceptable Use Policy, which is included in the yearly enrollment and attached to this handbook.  Students 
in 1st-8th grade are expected to have internet access for schoolwork at home. Our Shepherd will provide 
students with Chromebooks for use during school hours while in the building. Any repairs or replacement of 
the school-owned device due to misuse or damage is the responsibility of the parent and will be assessed a 
fee in FACTS. (see DAMAGES).  

 
 

 

BEHAVIORAL POLICIES & PRACTICES 
 

STUDENT BEHAVIOR EXPECTATIONS for 1st-8th Grade Students: 
A school discipline program, however well-intentioned and directed, can never approach the degree of 
influence that a parent has on a child.  Our Shepherd Lutheran School strives to partner with families in 
developing character traits that embody the Christian life.  Christian habits of prayer, reading Scripture, 
participating in Holy Communion and worship, offering forgiveness, and serving our neighbors cultivate 
strong Christian character, including integrity, self-control, respect, and compassion.  Discipline at Our 
Shepherd is an integral part of the learning process for the whole child.   

At Our Shepherd Lutheran School, students will be taught to respect and obey their teachers as they would 
their parents.  Students will be taught that all behavior takes place in the presence of God, who loves them.  
The discipline process emphasizes the importance of repentance and forgiveness through Jesus Christ.  
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Furthermore, it is instilled in the students that obedience and a Christ-honoring life are only obtainable 
through the power of the Holy Spirit.    

Teachers and other staff emphasize positive recognition of good behavior, acknowledging successful efforts 
of students to conduct themselves in an exemplary manner.  
 
Your dedication in providing a Christian example at home and supporting the school will be greatly 
beneficial to your child’s development.  We encourage you, as parents, to join us in prayer for our common 
goal: to train up our children in the way they should go.   

“If we confess our sins, he is faithful and just to forgive us our sins 
 and to cleanse us from all unrighteousness.” 

 1 John 1:9 
 

Student Behavioral Guidelines 

Students are to be on time and attend school regularly. 
• Good attendance encourages responsibility 
• Good attendance keeps students up to date on projects and daily assignments 
• Tardiness interrupts classroom activity 
 

Students are expected to be positive and take responsibility for their learning. 
• Instructions need to be followed 
• All assignments and projects need to be completed promptly 
• Tests require early preparation and study 
•Textbooks, assignments, and other supplies are to be ready before class starts 
• Cooperating with students and teachers builds a healthy learning environment, which 
encourages lifelong teamwork skills 

 

Students are to dress appropriately. 
• The wearing of school-appropriate clothing supports a positive learning environment  
• Students are to wear proper attire for cold weather. 
• Students are to adhere to the dress code. 
 

Students are to be honest. 
• Honesty promotes trust and goodwill ​  
• Students are expected to be truthful and play fairly. Students are to demonstrate a sense of 
pride in school property  
• Students are to treat all school property with care 
• Students are to dispose of garbage properly  
• Treating property with respect saves money, keeps the school environment healthy and 
safe, and promotes a positive public image 

 

Students are to be considerate of others by showing respect for personal space, well-being, and the 
safety of others.  

• Cooperating with others by respecting their personal space promotes courtesy and safety  
• Speak to classmates and teachers in a friendly, respectful, and appropriate manner  
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• Obey classroom and school rules  
• Forgive and seek forgiveness  
• Love thy neighbor as thyself by respecting human differences  
• Everyone has a right to be treated with good manners  
• Helping others builds a strong, healthy community  
• Enter and leave rooms in a safe manner 

 

General School Rules  
A violation of any of the following rules will be handled within the school's discipline policy.  

1.​ Students will demonstrate proper respect to all teachers or the adult in charge.  
2.​ No one’s behavior should violate another person’s or the community’s basic needs of security, safety, 

and peace of mind. There is to be no divisive or destructive behavior, including:  
• Fighting  
• Vandalism 
• Spreading misinformation to be divisive or disruptive to the school community 
• Verbal attacks 
• Instigating others to be disruptive in words or actions 
• Disruption of the security, safety, or peace of mind through written, verbal, electronic 
means, or social networking online.  

3.​ Aggressive behavior, horseplay, fighting, violence, or use of force against another student, teacher, 
staff member, or visitor, as determined by the supervising adult is forbidden.      

4.​ Plagiarism or cheating is not allowed. Disciplinary action will include detention for first offense to in 
school and possible school suspension for further offenses.  

5.​ Students are not permitted to chew gum on the school grounds.  
6.​ Students are not permitted to sell anything during school hours..  
7.​ All students are allowed a regular snack break each morning, as allowed by the teacher. Children are 

strongly encouraged to bring a healthy snack to eat during break and only water is allowed. Water 
bottles are permitted. Other drinks will be allowed at discretion of the teacher during lunch however, 
no sodas and other beverages containing caffeine are permitted by students. Power energy drinks 
are not allowed for student consumption.  

8.​ Good stewardship requires that we take care of the gifts and materials that God has given us. 
Students will respect the property of others, and of the school and church. Students and their 
parents will be held responsible for any damage to books or any others church or school property or 
to the property of others.  

9.​ Nuisance Items: Such as squirt guns, cap pistols, and other toys should ont be brought to school.  
Such items will be confiscated.  Dangerous or addictive items such as firearms, knives, lighters, and 
matches will be confiscated, and the possession of such items will result in suspension and/or 
expulsion from Our Shepherd.   

10.​Inappropriate expressions of affection as determined by the teacher or administration. 
11.​ Stealing school property or that of another student.   
12.​ Gang symbols/hand gestures, activities, clothing or accessories. 
13.​ Engaging in an activity that is forbidden by the laws of the state of Indiana.  
14.​ Cell Phones and Smart Watches: Student cell phones are to be turned off upon entering the 

building (including in Extended Care) and must be turned into the teacher at the beginning of the 
school day. Students needing to make an emergency call home will be allowed (with teacher 
approval) to call using the school office phone. Any student phone that is not turned into the 
teacher at the beginning of school and is found in a school locker, in their backpack, on their person, 
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etc., will be confiscated and a parent communication will be made by the principal. A parent, 
student, and principal meeting may take place in order to have the phone returned.  
Students staying after school for extra-curricular activities may use their phone after school as a way 
to contact parents. Any student found using a phone or any of its capabilities in an inappropriate 
way (through use of apps, camera, social media, and the like) will be disciplined. Any unauthorized 
use of these devices (i.e. school, before & after-school, sports, social use, and the like) will result in a 
phone call to parent, confiscation of device, and meeting. Please see the Acceptable Use Policy for 
further clarification.  
Smart watches are allowed but communication via the watchis not allowed.  If a student if found 
communicating via the watch, the watch is confiscated, and the situation will follow the cell phone 
procedures.   
Teachers mau decide to allow students to bring cell phones on some field trips.  If this occurs, 
teachers will communicate appropriate usage with the students, parents, and chaperones.  The 
teacher maintains the right to confiscate cell phones on field trips if necessary. 

 
 
DISCIPLINARY ACTIONS 
Unfortunately, because of sinful human nature, there are occasions when a child fails to achieve a sufficient 
level of self-discipline to function effectively in the classroom.  Repeated violations of classroom rules 
make learning difficult both for the misbehaving student and for others in the class.  Subject to teacher or 
administrative discretion, Our Shepherd may use, but is not limited to, the following measures to help curb 
student discipline problems: 

• Counseling with a student or group of students  
• Conferences with parents/guardians or a group of parents/guardians  
• Requiring a student to remain after regular school hours or to arrive prior to regular school hours 
(Detention)  
• Isolation from other students   
• Seat assignment  
• Assigning additional work  
• Restriction or removal from extra-curricular activities  
• Restitution  
• Restricted privileges  
• Suspension from class activity and/or school  
• Expulsion from school 

 
In extreme cases where the teacher and administrator believe that a student’s behavior is actively detrimental to self 
or others, the student will be removed from the classroom and immediately suspended for the day or until the 
parents, teacher, and Principal can meet and come to a solution.   
 
Expulsion 
To ensure the safety of all students and protect them from harm, the Principal may expel a student for the remainder 
of the school year for serious, flagrant, or repeated instances of misconduct, including (but not limited to) the 
following: 
  

1.​ Acting in a malicious manner toward self or others. 
2.​ Showing constant disregard or disrespect for the school staff or property. 
3.​ Habitual use of profanity or vulgarity. 
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Expulsion may be appealed to the School Board, which will consider the case within seven days of the appeal. The 
student will remain suspended from school until the board’s decision is made. 
 
 
 
STUDENT BEHAVIOR EXPECTATIONS for Early Childhood Students: 
Social-emotional development is a key component of the Early Education program at Our Shepherd. Learning these 
important social - emotional skills occurs within the context of a loving relationship. Our Shepherd Lutheran Early 
Education teachers strive to develop a positive, loving relationship with each student. Teachers use consistent 
routines, clear expectations, positive reinforcement, positive language, and redirection in the classroom to support 
students as they learn these skills.   
 
We commit ourselves to a cooperative effort with parents to provide an atmosphere conducive to producing the 
following:  
 

●​ Students who demonstrate their faith in Christ through words and actions.  
●​ Students who exhibit pride in their school, in their learning and their accomplishments and the 

accomplishments of other students and staff.  
●​ Students who develop a strong foundation of emotional intelligence and social skills.   
●​ Students who know and obey rules and decisions of those in authority.  
●​ Students who are accountable for their own actions.  

 
We understand that within the learning process, children will make wrong choices. We believe wrong choices are 
valuable opportunities to help children learn conflict resolution skills, emotional regulation, empathy, and experience 
the love and forgiveness of Jesus Christ. (1 John 1:9)  Individual situations are handled as needed with the purpose of 
enabling the child to grow and learn from his or her actions.  Our responses to a wrong choice are as follows:  
 

●​ When a problem situation arises, teachers respond without anger, proceeding with the best interest of the 
child and the other children in the classroom.   

●​ If a child must be corrected, the proper behavior is discussed or modeled, and the child is redirected. If the 
behavior does not improve, the child may be removed from the activity.  

●​ When used, consequences are provided not to punish, humiliate, or demean a child, but to allow the child to 
experience the results of a poor choice.  This will enable him or her to make better choices in the future.  
Logical consequences will be designed to fit the needs of individual students and situations.  

●​ Confession, forgiveness, and restoration are an integral part of children (and adults) learning from wrong 
choices.   This process reflects that of what is shown to us from our Savior, Jesus Christ. (1 John 1:9)  Children 
will confess the wrong doing, forgiveness will be given, and the child will be restored to be an important part 
of our classroom community.  

 
At times, further intervention is required to support children as they exhibit repeated behaviors.  
 

●​ Teachers will maintain communication with parents and will share documentation as needed. Severe or 
chronic misbehavior may result in parent notification to pick up the child from school.   

●​ For children displaying negative or disruptive behaviors or those demonstrating developmental challenges, a 
conference may be scheduled with teachers, parents, and the Director. Depending on the child’s unique 
situation, we may recommend additional assessments, outside services, modification of services, or direct 
families to the appropriate resources/programs.  

●​ Our Shepherd reserves the right to deny acceptance or withdraw a child from its program if a child’s 
behavioral or developmental needs cannot be met, a child’s behavior continues to significantly disrupt the 
educational environment, the safety of staff/children cannot be ensured, or the family has not followed 
through on Our Shepherd’s recommendations or procured the necessary services required to provide the 
child enough support to be successful in our classroom environment.  
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In extreme circumstances, when a child presents a safety or health hazard, it may be necessary for Our Shepherd 
administration to determine what is best for the overall safety of that child and the rest of its students without 
resorting to the progressive steps listed above. We specifically reserve the right to refuse admission, terminate 
enrollment, or limit a child’s participation in the Early Education program.  
 
 
Biting Policy  
Biting or scratching during the early childhood years, while a common developmental stage in the younger 
years, is outside of the developmental norm for a three and four year old. The goal of our policy is to help 
correct the child’s undesirable behavior and to ensure the health and safety of everyone in our program.  
 
If biting or scratching (with skin breaking) occurs these steps will be taken:  

1.​ The bitten or scratched child will be given first aid and comforted.  The parents of each child will be 
notified of the incident, but specific names will not be provided.  

2.​ A parent conference will be scheduled if two instances of biting or scratching within a short period of 
time are demonstrated. The purpose of the meeting will be to work on strategies in the classroom 
and at home to prevent biting.  

3.​ If biting or scratching does not improve, Our Shepherd may implement a policy that may include, 
but is not limited to, reducing a child’s scheduled class time or removing the child from the program.  
 
NOTE: If a bite breaks the skin, the parent of the child who bit may be called and asked to remove their 
child for the remainder of the day.  If a second bite that breaks the skin occurs, the child’s enrollment in the 
program will be terminated.  ​
 

 
 
BULLYING 
Bullying means: imbalance of power or overt, repeated acts or gestures, including: 1) verbal or written 
communications transmitted; 2) physical acts committed; or 3) any other behaviors committed; by a student or group 
of students against another student with the intent to harass, ridicule, humiliate, intimidate, or harm the other 
student. Cyberbullying is harassment via text, email, voicemail, instant messaging, photo messaging, or any other 
electronic form or device. Communications that occur outside of school hours/events are the responsibility of the 
parents to enforce and manage. 
 

Bullying Prevention Policy: 

●​ The School Counselor and/or the classroom teacher conducts bullying prevention instruction at least once a 
year. The date of the instruction must be kept on file. 

●​ All students are asked to report any bullying that they see or hear about during school and/or at school 
functions to an official school staff member. 

●​ Bullying victims are instructed to tell the bully to stop. If the bullying behavior does not stop, the 
victim must report the behavior to an adult. 

●​ The official school staff member is responsible for informing the Principal and/or the classroom 
teacher. 

●​ All reports of bullying received by the Principal and/or the classroom teacher are conveyed to the 
parent of the bully and parent of the bully victim by phone call or e-mail. 

●​ After completion of an investigation into the reported bullying, the bullying behavior is disciplined 
according to the procedure below and Our Shepherd’s Student Behavior policy. 
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Bullying Disciplinary Procedures: 

1)​ When the problem first occurs, the teacher will ask the pupil to correct his or her behavior and 
document it in the student information system. 

2)​ If talking to the pupil is not successful, appropriate disciplinary measures will be taken (i.e. loss of 
recess, privileges, detention, etc.). 

3)​ If the problem persists, the family of the pupil, the Principal, and the School Counselor will meet and 
discuss the situation to take appropriate action. 

4)​ If the family, the Principal, and the School Counselor are not successful at correcting the behavior, 
the pastor and a School Board representative will be called to help work with the child and his or her 
parents. 

5)​ Based on the severity of the infraction, the Principal may impose an immediate suspension at any 
time. 

6)​ If suspensions and accompanying parent-child-teacher agreements are not successful, the Principal 
will recommend the expulsion of the child from this school. If the parent feels the expulsion is 
unjust, they may appeal the action to the School Board for a final decision. 

 
 

Counseling 
Our Shepherd Lutheran School employs a Licensed School Counselor to assist students and their families 
in order to optimize learning and develop the whole child. This assistance may come in the form of direct 
counseling with students, consulting with teachers and parents, or connecting families to community 
agencies. The counseling program offers an opportunity for students to learn about themselves and others 
through classroom lessons, group counseling, and individual counseling sessions. The School Counselor 
provides guidance lessons covering the three main areas of Academic, Career, and Social-Emotional 
Development. Yearly lessons on bullying and child abuse are included. Social skills, goal setting, managing 
transitions, self-esteem, leadership skills, and responsibility are topics commonly discussed from a Christian 
perspective. Students may be self-referred or referred to the School Counselor by the child’s parent, 
teacher, or principal. A child may be seen individually by the Counselor one time without the permission of 
the parent after which contact will be made with the parent to obtain consent for ongoing meetings. 
Consent will be sought via e-mail prior to small group sessions. If a parent does not want his/her child to be 
seen individually, even a single time, by the counselor, a note from the parent must be written to the school 
at the beginning of each school year. Please contact the School Counselor if you have concerns regarding 
your child or questions about the counseling program. 
 
 
DRESS CODE/APPEARANCE STANDARD 
The students of Our Shepherd Lutheran School should give witness of their Christian faith and training in 
matters of dress and conduct. We expect our students, under the guidance of their parents, to exercise 
good judgment in the clothing they wear and in their personal grooming. Clothing, jewerly, and hairstyles 
should be moderate and appropriate rather than provocative or distracting, and our grooming should 
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promote an environment conducive for learning.  It is expected that clothing will be clean and neat and the 
student be well groomed.   
Our Shepherd’s dress code can be summarizes as follows: neat, clean, decent, and inoffensive to the 
Christian faith or others.  The objective of the dress code is to aid the parents with minimal guidelines while 
enabling students to choose to dress in a manner that shows respect and pride in oneself. 

 
Dress Code 
The following guidelines have been established for the comfort, safety, and health of the students. 

1.​ Shorts, Pants, Skirts, and Dresses:  Pants must be worn at the wasit and not drag on the ground.  
They should neat, properly fitted, with no rips or tears.  No undergarments may be visible.  Shorts 
and skirts must be fingertip length when arms are relaxed at the side of the body. Pajamas and 
loungewear are not permitted, except on special dress days. In grades 5-8, leggings and yoga pants 
are not allowed to be worn as pants, but only under an appropriate-length skirt or dress.   

Early Childhood and Kindergarten students are required to wear shorts under skirts and dress to 
accommodate indoor and outdoor play. 

2.​ Shirts and Tops: Tops must be modest in appearance and cover the midriff.  Spaghetti strap tops, 
halter-tops, off-shoulder tops, sheer tops, and bare midriffs are not permitted. No undergarments 
may be visable. Tops at the shoulder should be no less than three-fingers of width.   Clothing may 
not have words, logos, phrases, symbols, or pictures that are derogatory or of anti-Christian nature.  
Clothing with symbols and/or names of liquor, beer, tobacco, drugs, or disruptive behavior are 
prohibited.  The principal will address any questionable attire.   

3.​ Footwear: Appropriate footwear must be worn at all times and should be in accordance with 
the activities of the school day.  Students in grades 1-8 are prohibited from wearing shoes or 
sandals without backs including flip-flops, strapless shoes, or slides.  Indoor house slippers are 
not allowed. 

Early Childhood and Kindergarten students should wear close-toed shoes appropriate 
for outdoor play.  

4.​ Outdoor Attire: Proper outdoor attire (jackets, mittens, hats, and boots) should be worn when 
appropriate. Hats, sunglasses, and hoods are not permitted to be worn in the classroom. 

5.​ Chapel Days: Students are encouraged to dress appropriately for entering God’s house on chapel 
days by wearing attire that is fitting for the occasion.  

 

These guidelines cannot be so specific that interpretations are unnecessary. We welcome parents’ opinions, 
but the Principal will exercise final judgment in the application of the guidelines. It is our desire that parents 
work with the school in helping our children to make good choices in their dress and their behavior. 

Due to rapid changes in fashion and fads, Our Shepherd Lutheran School further reserves the right to 
disallow any other clothing that is deemed inappropriate for school wear. Written notice to this effect will 
be given if necessary. Parents are encouraged to contact their child's teacher before investing in 
questionable clothing. 

The faculty reserves the right to review student appearance to deal with students who have not exercised 
good judgment regarding their appearance. 
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For students in the 4th through 8th grade, additional disciplinary measures will take effect in the event that 
a student is inappropriately dressed.   

1st offense: Student will be made aware that they are not in dress code.  Parent will be 
contacted and the offense will be documented.  

2nd offense: Student will be made aware that they are not in dress code. The student’s 
parents will be called, informed of the situation, and asked to bring a change of 
clothes.  The student will remain out of class until they are in dress code.  

Additional offenses: lunch isolation, office referral, or other appropriate consequences, in 
addition to the above, are subject to the age of the student and personal 
responsibility relative to that of the parent. 

 

 

 

OPERATIONAL  POLICIES & PROCEDURES 
 
ACCREDITATION 
Our Shepherd Lutheran School is a state and nationally accredited Christian school for grades PS-8, 
maintained and supported by Our Shepherd Lutheran Church. The school holds national accreditation 
through NLSA (National Lutheran School Accreditation) and is also accredited by the state of Indiana. Our 
Shepherd is one of over 2,000 Lutheran schools in the United States and one of more than 60 Lutheran 
schools in the state of Indiana.   

 
ADMINISTRATION 
Our Shepherd Lutheran School is owned and operated by the members of Our Shepherd Lutheran Church. 
Final authority for all policy and property decisions is vested in the congregation. The School Board 
administers the affairs of the school. The Board meets monthly and schedules special meetings as needed. 

While the School Board establishes policy, it delegates to the Principal the execution and administration of 
policy. Questions or concerns regarding school policy or the administration of school operations are to be 
directed to the Principal. 

 

ARRIVAL & DROP OFF  
Arrival begins at 8:10 a.m..  Parents or guardians can choose to park in the front parking lot and walk their 
child into the building, or drop off their child in the carline at the side entrance of the school building.    
 
Upon entering the parking lot from 100N, parents or guardians will: 

1.​  Stay to the LEFT and drive along the back drive to the side entrance of the school building for 
carline drop-off.  The arrival drop-off line is a continual motion line.  If you must park and walk into 
the building, please park in the front parking lot.  
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2.​  Veer right and park in the front parking lot. Then, walk your child into the building.  Cars are not 
permitted to drive up on the front drive during drop-off or pick-up time.   

 
Early Childhood families are required to walk their children to their classrooms.   
 
DISMISSAL & PICK-UP  
All full-day students are dismissed from school through the carline, except for those who stay after school 
for approved extracurricular activities.  Carline pick-up starts promptly at 3:30 pm and lasts approximately 
15 minutes.  Any students not picked up within 15 minutes after dismissal time will be taken to Extended 
Care until a parent or guardian arrives. The family will be billed for the time the child is in Extended Care.  
Every family will receive car number tags at RAMS Round-Up before the start of the school year.   
 
Carline procedures: 

●​ Enter the property and turn left to drive along the back drive and into the back parking lot.   
●​ Cars should begin to form a double line along the south edge of the back parking lot.   
●​ The line will alternate to form a SINGLE line near the school dumpsters and will continue around the 

gym parking lot and across the front entrance for pick-up.   
●​ A member of the Our Shepherd staff will communicate car tag numbers for an efficient dismissal.  

Please have your car tag hanging on your rearview mirror EVERY DAY.  Cars without tags may be 
required to park and pick up their student at the end of the carline.   

●​ Students will be dismissed in groups from the side gym door to go to their cars.  
●​ The carline moves forward to the exit once all students have loaded into their cars.   
●​ If you have a child who needs assistance with buckling, please proceed to the main parking area to 

safely secure your child(ren) before leaving the property. 
 
A student will not be dismissed to anyone except a parent or someone designated by the parents to take 
the child home. Car tags MUST be shown or present on your vehicle.  If it becomes necessary for someone 
other than a designated person to pick up the child, the parent must notify the school office in writing or by 
phone. Photo ID will be checked before the student is released.  Please contact the school office if you 
require additional tags.    
 

If you must pick up your child from inside the school at the end of the school day, you may do so following 
the close of dismissal Prayer and Praise.  Parents must wait in the waiting area outside the offices until their 
child(ren) walk through with their class.  Parents will then walk with their children into the gym and 
communicate with their child’s family group leader that they are taking the child before proceeding to the 
side gym door for dismissal.  If you plan on picking up your child from inside the school, please remember 
to be prompt.  Parents are asked not to cross the carline while dismissal is in progress. 

Students will not be dismissed early from class at the end of the day except for appointments and other 
extenuating circumstances.   

 
 
EARLY RELEASE DAYS 
Our Shepherd will have periodic early release days for required in-house staff professional development or 
special events. These early release dates are noted on the school calendar, and reminders are 
communicated to parents in Ram News.   
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Early release day specifics: 
●​ Students will be released at 1:30 pm.  Carline runs as usual, but begins promptly at 1:30 pm.   
●​ Extended Care will be available from 1:45 pm to 3:45 pm, free of charge, for a limited number of 

students.  24 24-hour advanced sign-up is required.  Students who are not signed up will be charged 
the standard rate from 1:45 p.m. to 3:45 p.m.  Please refer to the school calendar for specific dates 
when Extended Care is unavailable.  

●​ Club time is from 1:45 pm to 3:45 pm on special early-release days.  Registration is required for club 
time, which has a standard flat fee of $5 per student per session.  This fee is billed and assessed 
through the FACTS system.  Club time sessions will be communicated through the school office.   

 
 
BIRTHDAYS 
Students in grades 1 - 8 may celebrate their birthdays by bringing treats. Early Childhood classes allow only 
non-food treats. Snacks or treats brought in without prior permission from the teacher may not be 
distributed.  The date and treat should be previously approved by the teacher. The teacher will notify 
parents of students with allergies so they can provide a safe alternative.   Students are not allowed to pass 
out party invitations at school unless every child in the class is invited.  A small treat that can be shared in a 
10-minute window is considered reasonable.  Please refrain from larger treats or displays that infringe on 
the school day.  

COMMUNICATION 
We desire to partner with you in ministering and educating your children.   Therefore, we make every effort 
to communicate with families about the happenings at Our Shepherd.  We use the following regular 
vehicles to communicate: 

Ram News: This newsletter is emailed home on the last day of each school week and intermittently 
over the summer. It shares news and activities from the current week, highlights and 
announcements of upcoming events, and serves as a means of communicating necessary school 
information. This is the primary method of communication with parents and should be read weekly. 

FACTS Student Information System: This parent and student information system has the latest 
up-to-date grades, behavior reports, attendance, and financial information.  The system also 
includes a student and family directory.  

Google Classroom: Many teachers use this platform to communicate student assignments. Parents 
can request access to this system from their child’s teacher so that they can stay informed about 
their child's work and upcoming due dates. 

Classroom Newsletters: Additional information, specific to each classroom, will be sent home via 
email or posted through another means. 

Remind App: The Remind App is used to communicate directly with parents via push notifications, 
conveying important and time-sensitive information, including unscheduled days off due to weather 
or emergencies.  All parents are encouraged to sign up for Remind text notifications.   

Parent-Teacher Conferences: After the midpoint of the first trimester, parents and teachers will 
meet to discuss each child’s academic, behavioral, and spiritual growth. Appointment times will be 
scheduled online through the school office.   For other conference needs throughout the school 
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year, parents are asked to contact the individual teachers. Teachers will not leave class for a call or 
conference, except in the event of an emergency.  

Other Teacher-Parent Communication: Teachers will communicate with parents in various ways, in 
addition to formal conferences and reports. Phone calls, notes home, e-mail, and informal meetings 
are common methods of sharing information that can help in our cooperative effort. Parents are 
encouraged to use these same methods to communicate with teachers so that we can better 
achieve common goals. 

PTL: Our Shepherd’s Parent-Teacher League (PTL) serves as a bridge for parent-school 
communication.  PTL exists to foster the relationship and communication between parents and the 
school.   PTL holds meetings and activities throughout the calendar year. 

Parents may contact the school office by phone at (317)271-9103 or by email at secretary@ourshepherd.org.  
A list of staff contact information is attached to this handbook and available at the end of every Ram News.   

 

DAMAGES 
Students are required to reimburse the school for any loss or damage to school-owned property, including, 
but not limited to, Chromebooks and textbooks. Students will also be held responsible for carelessly or 
deliberately damaging, defacing, or marred school equipment, furniture, facilities, and staff property. The 
school office will notify parents, and the fines will be assessed in FACTS.  The fines are due at the 
completion of your school year. Refer to the technology agreement signed during enrollment.  
 
 
LIBRARY 
Our Shepherd Lutheran maintains a school library and is managed by volunteers.  Classes visit the library 
during school hours at a time scheduled by the classroom teacher.  Extended Care utilizes the library as its 
home base before and after school.  Please contact the school office if you are interested in volunteering in 
the library.   
 

LIBRARY CIRCULATION POLICY 
Borrowing materials:  Students with a good patron standing are allowed to check out materials to 
bring home.  Students may check out up to 2 items.   
Loan Periods and renewals: All materials, except Reference materials, have the same lending period 
based on the student's grade level.  Students in early childhood and kindergarten classes have a 
lending period of one week. The lending period for students in grades 1-8 is two weeks.  

Lost or damaged items: Items not returned within 45 days of the due date will automatically be 
assumed lost.  Items that are lost or damaged will be charged a replacement cost as listed in the 
library’s catalog.  

Overdue materials: Reminders will be sent home with the student if an item is overdue.  Library 
materials not returned by the due date will incur a fine of $0.10 per day and a restricted patron 
status until the material is returned and the fines are paid.  Grace will be granted if the item is 
returned within the first week of the due date.    
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LUNCH 
The lunch program is a partnership with Avon Community School Corporation. Our Shepherd students can 
purchase the same lunches as Avon Elementary School students. A hot lunch costs $3.90 and includes a 
choice of entrée (today's entrées, PB&J, yogurt meal, or protein box), a vegetable, a fruit, and milk.  Milk is 
available à la carte for $0.50 a carton. The Avon Community School Corporation manages lunch accounts; 
however, payments can be made to the Our Shepherd school office. For more information, please contact 
the school office.  All families are encouraged to apply for free or reduced-price lunches.  Applications help 
our school receive federal funding for student services. 
 
 
LOCKER POLICY 
All lockers made available for student use on the school premises are the property of Our Shepherd 
Lutheran School.  These lockers are made available for student use in storing school supplies and personal 
items necessary for use at school, but the lockers are not to be used to store items which cause, or can 
reasonably be foreseen to cause, an interference with school purposes or an educational function, or which 
are forbidden by law or school rules.  A student who uses a locker that is the property of the school is 
presumed to have no expectations of privacy in that locker or the locker’s content.  The student’s use of 
lockers does not diminish the school’s ownership or control of the locker.  The school retains the right to 
inspect the locker and its contents to insure that the locker is being used in accordance with its intended 
purpose, and to eliminate fire or other hazards, maintain sanitary conditions, attempt to locate lost or 
stolen materials, weapons, illegal drugs, alcohol, or any other material forbidden by school rules.   
OUTDOOR PLAY  
Our Shepherd Lutheran School will use the Child Care Weather Watch as a guide to determine whether to 
go outside.  
 
 
PARENTS, DEFINITION OF 
School policies regarding actions or responsibilities of a parent shall be construed as referring to a student’s 
parents or permanent legal guardian. 

 

SCHOOL CLOSINGS 
The Principal determines school closings or two-hour delays due to inclement weather. If school is closed, all school 
activities, including Extended Care, are canceled for that day. If school is delayed by two hours, Extended Care will 
also delay its opening by two hours.  

E-Learning Days: Our Shepherd Lutheran School has been approved by the State of Indiana to conduct 
e-Learning Days in the event of school closings due to inclement weather or required staff professional 
development.  All assignments for the day of closing will be emailed and posted on the teacher’s online page 
by 9:00 a.m.  Teachers are required to be available via phone and email for help through 4: 00 pm of the 
closing day. 

Weather-related school closings are announced via Remind (an app - see above) and email from the school office.  

 

SCHOOL SAFETY 
Our Shepherd regularly participates in regularly scheduled fire, tornado, and lockdown drills as required by the state 
of Indiana.   
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All exterior and security doors are locked during the school day.  Cameras are installed throughout the building and 
grounds, and their footage is monitored in the office.  Visitors may access the building during the school day through 
the front or side entrance, which is equipped with an electronic camera and entry system.    All visitors must report to 
the office before entering other parts of the building.   

Families utilizing before- or after-school care will be issued an electronic key fob. These key fobs are programmed 
specifically for use during before- or after-school care times and do not function during school hours or when school 
is not in session.  For more information, please contact the administrative assistant.   

As part of the church and school safety and security plan, surveillance cameras are located at key areas of the 
building. They do not record audio, and the footage can only be viewed by specifically designated people for security 
reasons and will not be released without a court order.   

Our Shepherd Lutheran School Board, in collaboration with the safety committee, has developed an emergency 
action plan for the school that addresses emergencies or security issues on campus.  Copies are available in every 
classroom, the school office, or from the principal.  It is regularly reviewed and updated. 

 

VISITORS & VOLUNTEERS 
Parents and grandparents are welcome to visit the school. However, we ask that you arrange the visit with 
the teacher who will help select the best day and time. All parents and visitors must check in at the school 
office to sign in and receive a visitor badge during school hours before going to a classroom. Upon 
completion of the visit, please return the visitor badge to the office and sign out. Permission from the 
Principal must first be obtained for any other visitors.  We encourage and enjoy visits by our alumni. These 
visits must be pre-arranged through the office and with the classroom teacher.  
 
All volunteers must have a valid background check completed by the office. This is done at no charge, and 
the form is available in the school office. All individuals wishing to volunteer will complete the following 
when serving and/or supervising any school-sponsored youth and child activities: 

1.​ Those desiring to serve by leading or supervising children must be individually approved by the 
group or individuals responsible for the respective areas of ministry, as well as participate in and 
complete any necessary training before assuming the position. 

2.​ An application for a background check must be submitted before driving and/or supervising children 
or youth at Our Shepherd Lutheran School. Our Shepherd reserves the right to conduct background 
checks on all volunteers.   

3.​ Criminal background checks remain current for 3 years. If more than 3 years have elapsed since the 
most recent check, a new one must be completed. Our Shepherd reserves the right to run checks 
more frequently if needed. 

4.​ If an accident or injury occurs while supervising youth, the adult in charge must complete an 
accident report form and submit it to the coordinator or administrator of the program where the 
accident or injury occurred. Forms, to be completed online, are available from the school office.  
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STUDENT HEALTH 
 
IMMUNIZATIONS 
Indiana state law requires that each child have a current immunization record, including dates 
immunizations were given, signed by a physician, on file.  Initial Immunization forms are due at the time 
application. Updated immunization forms are due prior to the start of school. Students entering grades 
Kindergarten and 6 are required to have additional vaccines and must submit a copy of their updated 
vaccine records with these additional vaccines to the school year prior to the first day in order to attend 
school. Objections and exemptions must be resubmitted every school year.  

 
​ ​ ​  

ILLNESS 
Parents should not bring sick children to school. If a child has been placed on medication, the parent should 
make certain the child has been on the medication for at least 24 hours before bringing the child to school. 
The child must be free of fever for 24 hours (without the aid of medicine) and free of other signs of illness 
including diarrhea and vomitting due to illness and able to tolerate a normal diet before returning to school. 
This is for the benefit and protection of other children and school staff.  If a child has a communicable 
disease (i.e. hand, foot, and mouth; ringworm; chicken pox; etc.) they must be cleared by a physician or be 
under the treatment of medicine.  A fever is defined as a person when he or she has a measured 
temperature of 100.4° F (38° C) or greater, or feels warm to the touch, or gives a history of feeling feverish. 
​ The following symptoms ma warrent a student being sent home from school: 

●​ Fever 
●​ Uncontrolled cough 
●​ Diarrhea and/or vomiting 
●​ Pain 
●​ Rash with or without fever 
●​ Drainage from eyes and/or nose 
●​ Difficultly breathing 

 
 
ABSENCES DUE TO ILLNESS; NOTIFICATION 
If a child will be absent for any reason, a parent must contact the school office (317-271-9103) by 9:00 A.M.  
In case of emergency, the school office will attempt to contact the child’s parents. If a parent can’t be 
reached, the emergency contact will be called. 
 
 
ALLERGY MANAGEMENT AND PREVENTION 
All children with allergies* must have completed a Food Allergy and Anaphylaxis Emergency Care Plan 
submitted prior to the first day of school. All teachers and staff will be made aware of students with 
allergies. A doctor’s note stating the allergy and severity is required for the student.  Staff cannot make 
accommodations for undiagnosed allergies, sensitivities, or intolerances. Teachers and staff are trained on 
how to use an Epi-pen and recognize signs and symptoms of anaphylaxis.  Teachers will carry an 
emergency bag containing a first aid kit, emergency contact forms, Epi-pens, etc. in case of an emergency. 
Snacks/treats brought into school require prior permission from the classroom teacher. Teachers will notify 
parents of students with allergies so that they can provide a safe alternative. Snacks or treats brought in 
without prior permission from the teacher will not be distributed. 
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*An allergy is a documented medical condition involving an abnormal reaction to an ordinarily 
harmless substance called an allergen which can put one at a life-threatening risk of 
anaphylaxis. 
 
 

MEDICATION 
Any necessary prescription or over-the-counter medication, including cough drops, must be in its original 
container and delivered to the school office. A parent must also complete a medication form in the school 
office.  Medicines are administered by the school nurse, if the school nurse is not available then a member 
of the administrative team will administer the medication. 

 
 

FIRST AID 
Each teacher has minor first aid supplies in the classroom. Other first aid supplies are kept in the school 
office. In the event of an accident, the school office shall attempt to contact the parent as well as inform 
the Principal. If a parent cannot be reached, the emergency contact listed will be contacted. In any situation 
except for minor scratches or bruises, school personnel will contact the parent so that parents are aware of 
the accident and can take further action if appropriate. Personnel will file a written report of the accident in 
the school office.  

 
 

HEAD LICE 
If school personnel believe that head lice are present on a student, that student will have his/her head 
checked by the nurse or other qualified staff.. If lice are found, the following procedures will take place: 

●​ All of the classmates of the student will be checked as well as any siblings. 
●​ The child will be sent home with treatment instructions from the Centers for Disease Control (CDC) 

and/or the Hendricks County Health Department (HCHD). 
●​ Based on guidance received from the HCHD, the parents will be strongly encouraged to use a 

prescription treatment, either Natroba™ or Sklice®, as these medications kill eggs as well. 
●​ The student will be rechecked before being allowed to return to class after treatment to ensure there 

are no live lice. 
●​ In accordance with the CDC, students are not required to be nit-free to return to school as long as 

no live lice are found. 
●​ The school reserves the right to check the head of a student for up to a week after return. 
●​ Notification will be sent home to parents of a class if two or more students in that class are found to 

have live lice. No names will be used. 
 
 
 
 

SUBSTANCE USE/WEAPONS 
Using, possessing, participating in any form of distribution of any controlled substances (including alcohol, 
cigarettes, lighters, prescription medicine, performance-enhancing drugs and/or all mind or mood altering 
substances) constitutes substance use. Students may not possess any item that constitutes a weapon on 
school property (guns, knives, etc.) If any above substances or weapons are present or accessible to 
students they will be subject to disciplinary action. Our Shepherd Lutheran Church and School is a 
smoke-free campus. 
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MEDICAL PLANS 
Privately funded school are not required by law to provide 504 plans.  Our Shepherd seeks to work with 
families of students with medical needs within the best of our ability as outlined in a school medical plan.  
School medical plans will be created on a need basis in coordination with the family, principal, and school 
nurse.   Students requiring a medical plan must annually meet prior to the start of school with the  school 
nurse and the principal to coordinate care.  All medical plans are communicated with the needed staff and 
copies are kept in the school office, the principals office, and in Extended Care.  The school nurse is the 
main point of contact and care for medical needs.   
 
 
 
 
 
 

 

CHRISTIAN GROWTH 
 
DAILY DEVOTIONS 
Each day at Our Shepherd, students will participate in daily classroom devotions and in the study of God’s 
word as found in the Bible.   
 
 
CHAPEL​
First through eighth-grade chapel is held on Wednesdays at 8:40 a.m. This is a special time for the whole 
school to gather and worship together, led by our Pastors or Director of Christian Education.   Parents are 
welcome to join us for this time of worship.  
Early Education Chapel includes Early Childhood and Kindergarten and is held on the first three Thursdays 
of each month at 8:40 a.m. and on the fourth Wednesday of each month at 8:40 a.m. with the entire 
school body.   
​
CHAPEL OFFERINGS​
A chapel offering is received each week and sent to support missions locally, nationally, and internationally.  
This provides an excellent example of Christian stewardship and an opportunity to participate in cheerful 
giving.   
 
​
CHRISTMAS SERVICE & SINGING IN CHURCH 
The students of Our Shepherd present an annual Christmas Program for families and friends.  Dates and 
times are communicated through the office.  Each class also sings during the services of Our Shepherd 
Lutheran Church twice during the school year.  Please see “Music” for more information.  
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WORSHIP OPPORTUNITIES 
Our Shepherd Lutheran Church offers a variety of times of worship and Bible Study each week.  If you do 
not have a church home, please feel free to join us.   

Saturday at 5:00pm ​​ Traditional Worship 
Sunday at 9:00am ​ ​ Traditional Worship 
Sunday at 10:15am ​ ​ Sunday School Hour 
Sunday at 11:15am​ ​ Contemporary Worship 
 

During Advent and Lenten season, midweek services are offered at 4:30pm and 6:30pm.   
 
 
 
 

 

EXTENDED CARE 
7:00am - 8:10am and 3:45pm - 5:30pm 

 
Extended Care (ExC) is an extension of the school.  As such, all school rules apply during extended care 
time.  Extended Care operates each morning from 7:00AM – 8:10AM and after school from 3:45PM – 
5:30PM.  All rules and policies of Our Shepherd Lutheran School also apply to extended care as an arm of 
the school. 
 
In order to comply with safety regulations ExC will maintain child/staff ratios as follows: three-year-old ratio 
is 1:10; 4’s 1:12; and 5-years and older is 1:15. To ensure adequate staffing, parents are required to sign their 
child up via an online portal at least 24 hours prior to student use. In last minute situations, you are asked 
to call the office in order that adequate staffing and supplies are available for daily use. Students who are 
brought to extended care without being signed up will be charged a flat $5 fee in addition to the normal 
rate.  

Every child that is signed into afternoon Extended Care will be charged the daily sign in fee of $6.75 which 
covers the initial 45 minutes and a snack.  After the initial 45 minutes, the cost is $2.25 per fifteen minute 
increment.  The afternoon maximum charge for one child in extended care from 3:45pm - 5:30pm is  
$15.75. 

Children not picked up by 5:30PM will incur a late fee of $5.00 per student every 5 minutes. 

Billing for Extended Care is handled by the administrative assistant.  A statement will be emailed to families 
via FACTS on the first business day of the following month. The previous month's bills will be due on the 
20th of the following month. Except for non-business days. (i.e. ExC used in August will be charged 
September 2nd, and Bills will be due September 19th) 

 

EXTENDED CARE OVER BREAKS 
Extended Care is available to parents over many of the school breaks.  Sign-ups are sent via email through 
the school office.  If there is not enough interest, Extended Care over school breaks will be canceled, and 
parents are responsible to make alternate plans.   
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EXTENDED CARE ON EARLY RELEASE DAYS 
Extended Care is offered free of charge from 1:45pm - 3:45pm on early release days to the first 25 students 
who are signed up.  Students who do not sign up in advance for this service will be charged the normal rate.   
 

 

Use of Extended Care is a privilege. Also, students may lose the privilege of attending due to inability to 
follow rules and/or show respect to those who work in Extended Care. Additionally, families who have 
ongoing delinquent balances may be asked to pay prior to using Extended Care. 

 

The principal determines school closings or two-hour delays due to inclement weather. If school is closed 
all school activities are canceled for that day. If school is closed, Extended Care will be closed. If school is 
delayed two hours, Extended Care will also delay opening two hours 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

It should be noted that this handbook, while it consists of the major issues and operations of Our Shepherd 
Lutheran School, does not encompass all issues and circumstances that may come up during the course of a 
school year.  While a policy or rule portrays the “black and white” nature of an issue, there may be circumstances 
that creat a “gray” issue (one that does not fully meet the policy) or an issue that simple is not listed in this 
handbook.  When these circumstances arise, the Principal will determine the best policy to address the situation.   
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