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Message from our Zone Chief

Dear Learners and Families,

Welcome to the 2022-2023 School Year at the South Bend Empowerment Zone (“SBEZ” or “the Zone”)! This is
another exciting year for our school, our staff, and most of all, for you. This handbook has been developed as a
resource for you and your learners to ensure that you understand the procedures and policies in place at the South
Bend Empowerment Zone that help us provide consistency, safety, and an excellent education for your child.

Although our family has grown and is composed of new faces, each of you are surrounded by some of the best
faculty, staff, mentors, coaches, and fellow students who share your goals and are all working hard together to help
you accomplish them. As you may have already discovered, each year as you get closer to college it gets
increasingly more challenging. The most important thing you will do from now until then is to strive to excel
academically and prove yourself as a well-rounded learner. Hard work and taking ownership of your academic
achievement is by far the single greatest predictor of success in college and life. There is no substitute for this hard
work and your commitment to achieving academic and personal excellence!

At the Empowerment Zone our staff, learners, and families develop strong personal relationships with the goal of
creating a tight-knit school community that produces students who are: 1) critical thinkers, 2) life-long learners, and
3) agents of social change. Many of our staff grew up in South Bend and/or still reside in communities like ours.
Therefore, we possess the life experiences and practical skills to help guide you through the many real-world
challenges that you will face daily. We look forward to building such close relationships with each one of you!

This Student and Family Handbook is our best effort to summarize the things we are required to tell you as well

as those things we believe will allow your student(s) to be highly successful in school. As we work together to

provide outstanding experiences for all students and to encourage good, productive communications, I urge you

to contact your student’s teachers and building Principal; we welcome your questions and comments. Thank you

for helping to make the South Bend empowerment Zone a wonderful place for all students to learn and grow!

Please know that we appreciate and hold sacredly the trust you have placed in us to be the stewards of your
academic and personal education and achievement, and we are up to the task!

“It should be your care, therefore, and mine, to elevate the minds of our children and exalt their courage; to
accelerate and animate their industry and activity, to excite in them the habitual contempt of meanness,

abhorrence of injustice and inhumanity, and an ambition to excel in every capacity, faculty, and virtue. If we suffer
their minds to grovel and creep in infancy, they will grovel all their lives.”

- John Adams

In Service of Your Children,

Dr. Davion R. Lewis
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Our Vision

Our Mission
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Our Core Values

Integrity

Self-Efficacy

Equity

Leadership

Community

Our Creed

I am an Empowerment Zone Learner

To Empower means to Make Stronger or More Confident.

Today, I will Empower Myself, my School, and My Community.

I will Engage and Do My Very Best.

I will Lift Others Up.

I will Collaborate.

I will Engage in Learning.

I will be a Leader.

I will be a Friend.

I will be Courageous and Try New Things.

I will be Proud of What I Can Do.

(turn to a friend)

Will you Empower too?

(whole class)

Together, we will Empower Ourselves, our Community, our School.

Go___________! (Insert School Mascot Name)

Parent and Guardian Rights
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The right to attend any public meeting of the school district

Parents are invited to attend any public meeting of the school district or the school in which their child is

enrolled. SBEZ Board meetings are held regularly on the second Tuesday of every other month. Executive

sessions are held from 4:30 PM-6:00 PM, and the public session from 6:00 PM-8:00 PM.

The right to make suggestions or to ask questions about the school’s curriculum

Parents may make suggestions and inquiries concerning curriculum. They may review any instructional materials

being used by their children by setting up an appointment with the building Principal or the child’s teacher. In

addition, citizens who find materials being used which are objectionable may use the process provided in SBCSC

Board Policy 2416 to question the use of certain materials. Questions may be directed to (574) 393-6000.

The right to request assistance in payment of the book rental fee

Parents needing assistance in payment of Book Rental (as determined by household income level) should request

payment of the fee by completing and returning to the school the “Application for Free and Reduced Price School

Meals and/or Textbook Assistance.” Applications are available at all schools. If a family’s financial situation

changes after enrollment, the parent should talk with a school administrator about the need for assistance.

The right to request consideration for special services

Parents suspecting their child may have a disability which would qualify him/her for special education services

under the Individuals with Disabilities Education Act (IDEA) or Indiana's Article Seven should contact the building

Principal regarding their concern. If special education is to be considered, parents must provide written consent

for individual evaluation. Decisions regarding identification of a student as a child with a disability and eligibility

for special education services are made by a case conference committee, which includes the parents.

A student who does not qualify as a student with a disability under IDEA/Article Seven may be eligible for

services under Section 504 of the Vocational Rehabilitation Act of 1973 if he/she has a disability which

substantially limits one or more of life's major activities. Parents suspecting that their child may have a disability

which would qualify him/her for services under Section 504 should contact the building Social Worker regarding

their concern. The South Bend Empowerment Zone does not discriminate in admission or access to its programs

and activities on the basis of disability. Parents may also request consideration for High Ability, Limited English

Proficiency, and or Behavior Support services.

The right to request exemption from immunizations or attendance in health classes

When the parent indicates a religious objection, a school child shall not be required to be immunized or to

receive medical instruction or instruction in hygiene. Such a request for exemption must be in writing and filed

with the building Principal.

The right to review their child’s record

Parents have a right to review the school record of their child. A request needs to be made to the building

Principal who will schedule an appropriate time and place to meet.

The right to approve their child’s participation in field trips
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Parents will be asked to provide written consent for their child’s participation in educational field trips which may

be scheduled away from the school or its nearby surroundings.

The right to contest an expulsion

Parents will be notified by mail of a student’s pending expulsion. The parent and student have a right to an

expulsion conference, if requested, and to appeal in accordance with Student Due Process procedures. Those

procedures are thoroughly outlined in the School Culture, Discipline, and Restorative Practices section of this

handbook, copies of which are provided to all students.

Parent and Guardian Responsibilities
Parental Responsibilities

It is critical that parents require their child to attend school each day. It is very important for parents to attend

parent-teacher conferences to discuss concerns and, at any time, speak with teachers, counselors,

administrators, and other school personnel about their child’s progress in school. The parent is to report to the

school office upon entering the school.

To the greatest extent possible, parents should access their child’s progress on Power School and attend to

concerns related to lack of progress.

Indiana Code 20-33-8-26 indicates that a person having care of a dependent student may be required to

participate in any action taken in connection with that student’s behavior.

It is very important for parents, at all times, to keep the school informed as to how they can be reached in case

of an emergency. Please promptly notify the school office of any change in address, phone number,

emergency phone number, child custody, or legal residence.

Parents should talk with their children about school and homework every day. Providing a quiet space for

children to study (limit distractions like television, computers, phones, video games, etc.), reading with children,

and encouraging children to do their best helps to promote educational success.

A child’s welfare and custodial care are the parent’s responsibility. In addition to school services provided for a

child’s academic and emotional needs, there are agencies in the community prepared to assist families who are

having financial difficulties or problems with the emotional well-being of their child. For information and help,

contact the Student Services Department, phone (574) 378-5949 .

Financial Responsibility

Parents are legally and financially responsible for their children’s deliberate destruction or damage of school

property and property of others. This includes, but is not limited to, all books, materials, and technology used by

their child.

Compulsory Attendance
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Indiana’s compulsory attendance law requires children from the age of 7 to 18 to attend school. If a parent

chooses to enroll their child in school when he or she is younger than 7 years of age, the student is then included

in the compulsory attendance requirement. Certain absences may be excused in accordance with Board Policy

5200. Parents or guardians are responsible for reporting absences within 48 hours of the onset of the student’s

absence. Family vacations need to be scheduled when school is not in session.

Parent and Guardian Problem Solving
We want a student’s and parent’s experience with the school to be positive; however, teachers and

administrators recognize the fact that sometimes things go wrong. Should there be a concern or problem, please

contact the child’s teacher or Principal at the earliest possible moment.

The free flow of information between the school and home, teacher and parent, is vitally important to a

cooperative relationship which can aid in providing the best possible school experience for students.

Parents are encouraged to solve problems as they arise and keep working to resolve them until satisfied

everything possible has been done. Be sure of the facts. Although it may be difficult not to take sides, try to see

the whole picture. In the event a problem appears to be at an impasse, parents are also encouraged to contact

the Executive Director of Student Services (phone number goes here) , who will assist in bringing the concern to

the attention of the right person.

Encourage children to solve their problems

Parents need to talk with their student and make suggestions, but let the student work out a solution if possible.

Suggest alternatives which the child can do without parental assistance in an effort to resolve the problem. Any

action a child takes needs to be in compliance with the Code for Student Conduct. Parents need to encourage

their child to talk with their teacher when other children are not present.

Attendance
Attendance at school is the most basic requirement for learning. For students to reach for their personal best, they
must show up and make their strongest effort at school each day. At SBEZ Schools, our curriculum is very rigorous
and demanding, and every day is essential for students to keep pace. We need parents to ensure that their child is
in school, and we ask that you do not allow your child to miss a day of school except for serious illness.

For our elementary schools (Coquillard, Harrison, Warren, and Wilson), our school day runs from 7:50 am- 3:00
pm on Mondays, Tuesdays, Wednesdays, and Fridays.  On Thursdays, our school day runs from 7:50 am- 1:00 pm.

For our middle school (Navarre) our school day runs from 8:45 am- 4:00 pm on Mondays, Tuesdays, Wednesdays,
and Fridays. On Thursdays, our school day runs from 8:45 am- 2:00 pm.

All students are expected to be in school during these times. Parents should not bring students late or pick them up
early unless it is an emergency. Tardies and early dismissals, like absences, compromise your child’s full educational
experience. Our staff will regularly monitor student attendance to ensure that all students come to school to get
the education they need and deserve. Please review our SBEZ Attendance Policy.
Early dismissal ends one hour prior to the start of regular dismissal time each day. Once our schools are within the
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hour of regular dismissal time, students will not be dismissed. Only in extreme emergencies will the school make
exemptions to our early dismissal policy.

SBEZ Schools considers regular school attendance essential to successful student progress. Students must be
present to take full advantage of all available educational opportunities.

The Empowerment Zone Board of Directors supports vigorous enforcement of Indiana's Compulsory School
Attendance Law which makes school attendance the responsibility of the parent and the student. When possible,
parents should avoid scheduling or arranging activities that require absences during the school day due to the
detrimental impact on the student’s access to, and progress in their educational program.  Any child in the state of
Indiana subject to compulsory attendance who during the school calendar year has more than ten (10) days of
unexcused absences are considered truant.

Please note the following important attendance policies:

● We do not differentiate between “excused” and “unexcused” absences for awards, promotion decisions,
etc.: We commit to structuring every minute of the school day in a way that will benefit your child
academically and socially. This means that any time a student misses a day of school, it has a significant
impact on his/her educational experience. For this reason, any day your child does not attend school will
be marked an absence. Regardless of the reason, when a student misses school, the impact on his/her
education is the same: a full day of instruction was missed. We understand that there will be rare
circumstances when students will need to miss school due to a serious illness (with a doctor’s note), a
death in the family or other emergency beyond the family’s control, or a religious observance, but the child
will still be marked absent for the day. By maintaining a clear policy for how we account for lost
instructional time due to absence, this will enable us to make promotion decisions most accurately with
your child’s best interest in mind. We will take extenuating circumstances into account when considering
attendance as a factor in our decision-making. Note: students with a documented disability (including
those in the initial referral process) which adversely affects their attendance should not receive a deduction
for an excused absence. Additionally, instances in which the student receives alternative instruction at an
alternate site arranged for by the school will not count as absences for the school’s purposes, including
promotion decisions.

● Never miss school for appointments: We ask that parents/guardians schedule medical appointments
outside of school time. The best times are on a day when school is not in session (for example, professional
development days). In the rare case that a student has a medical appointment at a time when school is in
session, he/she should return to school after the appointment.

● Suspensions count as absences unless the student attends alternative instruction: If a student is
suspended from school, the family is entitled to alternative instruction as soon as practicable (one hour
minimum per day at the elementary level, two hours minimum per day at the middle and high school
levels). The parent should contact the school as soon as possible upon learning of a suspension to schedule
alternative instruction at a mutually agreeable time; it may take a full day or more to get alternative
instruction logistics set up, particularly if there are safety concerns based on the conduct of the student. If
the child does not attend this alternative instruction, the suspension will be counted as an absence.

● Early Dismissal: students are expected to stay in school until the end of the day (3:00 pm for elementary
schools on Monday, Tuesday, Wednesday, and Friday, and 1:00 pm on Thursday; and 4:00 pm for middle
school on Monday, Tuesday, Wednesday, and Friday, and 2:00 pm on Thursday). To maximize time spent
learning and avoid unnecessary disruptions, we ask that parents not pick up students early, except in an
emergency. Since we are intently focused on climbing the mountain to college, our policy is not to release
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students prior to the end of the school day without prior notification (a note or call before 9:00 am for
elementary schools and 10:00 am for middle school). Five early dismissals in a year will be counted as one
absence. We also ask that parents wait in the designated area (carpool lane) until the dismissal so as not to
disrupt learning. Early dismissal ends an hour before general dismissal begins.

● Transportation and Attendance: Missing the bus is not an acceptable reason to miss an entire school day.
Every student should have a back-up plan for getting to school if he/she misses the bus. Parents should call
the school immediately after the student misses the bus so that the school knows the situation and can
help problem-solve.

● Ten absences to start the school year or during the school year: If a student is absent for the first 10 days
of school and there has been no successful contact between the family and the school to explain his/her
absences, the student will be removed from the school’s roster. If a child is absent for 10 consecutive days
during the school year and there has been no successful contact between the family and the school to
explain the absence, the student will be removed from the school’s roster.

● Attendance at after-school events: students who are absent from school cannot attend school events,
dances, or other school-sponsored activities on the day of the absence, unless the school has given
advance permission. Students must be in school for at least six hours of the school day to be able to attend
school events. For weekend events, students must be present at the school on the Friday before to attend
the weekend event.

● The school will track and follow up on student absences: The school will take attendance daily and will
maintain records of all student absences. If a student misses school, SBEZ school staff will make reasonable
efforts to contact the student’s parent/guardian by telephone, writing, or in person. The school’s Dean of
Students and/or counselor or Social Worker will follow up with parents/guardians about recurring
attendance issues.

● Exams and Quizzes: If a student is absent, he/she must make up any exams, quizzes, assessments, or other
tests the day he/she returns.

● Vacations: We expect that families will schedule vacations when school is not in session. Parents should
not take a child on a vacation during the school year.

● Fifteen Absences in a Year: If a student is absent 15 times (excused or unexcused) in a year, the student
may be considered truant and is at risk of not being promoted to the next grade. The parent/guardian will
be called to the school to meet with the Dean and/or Principal. The Principal reserves the right to retain
any student who is academically deficient for the next grade because of missing 15 or more days of
instruction. In addition, a report may be filed with the appropriate child services agency.

Tardies & Attendance
Getting to school on time is key to each child’s success – at school and in life. At SBEZ Schools, the learning begins
from the moment students walk in the door. Tardiness leads to missed academic content as well as challenging
habits that will impact a child’s future.

Definition of Tardiness
Our elementary school doors open at 7:50 AM each morning, and students must arrive between 7:50 am and 8:10
am. Students arriving after 8:10 am are considered tardy. In cases when a school bus arrives late, those students
arriving on that bus will not be considered tardy.
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Our middle school doors open at 8:45 am each morning. Students must arrive between 8:45 am and 9:00 am.
Students arriving after 9:00 am are considered tardy. In cases when a school bus arrives late, those students
arriving on that bus will not be considered tardy.

Consequences for Tardiness
Since every five (5) tardies will be recorded as an absence under the school’s policy, excessive tardiness becomes an
attendance problem. If a student is absent 15 times (and some or all these absences may be due to excessive
tardiness), the student is at risk of not being promoted to the next grade (see attendance policy above).

Make-Up Work After Absence
After returning from an absence, students are expected to complete any missed assignments. The parent must help
the student check on missed assignments, and any missed work must be completed. The time generally allowed to
complete this work will be the number of days the student was absent, except in the case of an extended illness.
For example, if a student was absent for one day, then he/she will have one day to make up for any missed work.

In the event of a planned absence (one that you know about in advance), parents/guardians should notify teachers
several days in advance so that they can create a packet of work for students to complete during the absence.
Again, absences from school compSBEZ a child’s academic progress. A child should only be absent in the case of
serious illness or real family emergency.

Homework

Homework is an essential part of SBEZ Schools’ educational program: it is designed to reinforce skills taught in

the classroom, to help students develop a deeper understanding of concepts, and to promote good study habits.

Purposes of Homework

Homework is defined as written or non-written tasks assigned by a teacher to be completed outside the

classroom. These assignments should complement classwork and be relevant to the curriculum. SBEZ Schools

believes the purpose of homework should be to practice, reinforce, or apply acquired skills and knowledge.

Homework is a natural extension of the school day and an important part of a student’s educational experience.

Homework encourages self-discipline, pride in one's work, positive self-esteem, and an interest in learning.

Research-Based Homework Guidelines

Research shows that, when used appropriately, homework benefits student achievement. To make sure that

homework is appropriate, teachers should follow these guidelines:

● Assign purposeful homework. Legitimate purposes for homework include introducing new content,

practicing a skill or process that students can do independently but not fluently, elaborating on

information that has been addressed in class to deepen students’ knowledge, and providing

opportunities for students to explore topics of their own interest.

● Design homework to maximize the chances that students will complete it. For example, ensure that

homework is at the appropriate level of difficulty. students should be able to complete homework

assignments independently with relatively high success rates, but they should still find the assignments

challenging enough to be interesting.

● Involve parents in appropriate ways (for example, as a sounding board to help students summarize what

they learned from the homework) without requiring parents to act as teachers or to police students’
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homework completion.

● Carefully monitor the amount of homework assigned so that it is appropriate to students’ age levels and

does not take too much time away from other home activities.

Responsibilities

Teacher Student Family

● Within a week of the start of class, inform
parents and seek their support of
expectations for homework.

● Provide for students’ individual
differences and acknowledge varied
learning styles by varying homework
assignments

● Establish guidelines, appropriate to each
assignment, for the assessment of
homework.

● Specify in writing the percentage of value
of homework relative to the term grade.

● Give clear, concise directions, allowing
time for students' questions.

● Review the progress of long-term projects
periodically.

● Provide adequate time for students to
Schools are for tests.

● Record all homework assignments and
collect assignments as appropriate.

● Contact parents if assignments are not
completed.

● Update Google Classroom weekly with
relevant instructional videos.

● To understand all homework assignments by
listening to directions, asking questions when
something is unclear, and reading directions.

● To gather all materials necessary to complete
assignments before leaving the classroom.

● To complete all assignments to the best of the
student's ability.

● To return materials and assignments on time.
● To make up any missed homework that the

teacher requires.

● To provide a routine and environment
that is conducive to doing homework (i.e.
a quiet and consistent place and time,
necessary materials, etc.)

● To offer assistance to the student, but
not do the actual homework

● To check that your student has edited
his/her homework for spelling,
punctuation, neatness, etc.

● To notify the teacher when homework
presents a problem.

● To read school notices and respond in a
timely manner.  Homework and school
notices will travel home in the student’s
homework folder.

Scheduling Time and Parameters:
Homework may be given Monday through Thursday.  Weekends and holidays are primarily reserved for family
time. Students may elect to use the weekends to review materials, make up work, complete projects, and enjoy
recreational reading. Homework should be assigned weekly.  The homework for the week is to be given on
Mondays and submitted on Fridays. Late homework may be accepted at the discretion of the teacher.
Homework is to be transported to and from school using the school-assigned homework folder.  Each grade-level
has a color-coded homework folder used for parent communication. Students should have reading and math
homework each night, and at least one science and one social studies assignment per week.

Independent reading may be the assigned reading homework. Assignments shall be designed so that the typical
student can complete all homework, including time for studying and preparing for exams, in the average minutes
shown each night.

Kindergarten: 15 minutes First Grade:  30 minutes Second Grade: 35 minutes

Third Grade: 40-45 minutes Fourth Grade:  45-60 minutes Fifth Grade: 65-75 minutes

Sixth Grade: 80-90 minutes Seventh Grade: 95-105 minutes Eighth Grade: 110-120 minutes
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Independent Reading
In addition to assigned homework, each student must read for 20 minutes each night.  This reading should be of

the student’s choosing but need to be developmentally appropriate. Comic books, manuals, catalogs, and any

type of book is acceptable. While there is no assignment tied to this reading, students should discuss the reading

with someone at home whether that is a summary, self-connections with a character, or even reasons why they

didn’t enjoy the reading.  In grades 3-8, this reading should be done silently to build stamina and urge

self-monitoring. A recording sheet will be attached to weekly homework for guardians to initial.

Student Code of Conduct, Rights, and Responsibilities

At SBEZ Schools, our mission is to nurture the mind, body, and spirit of each child by harnessing the power of
community and empowering every student with a high quality public education. As such, school culture and
discipline are an important part of what we do. We have exceptionally high expectations for student behavior
because we believe these high standards create a safe, positive, and productive environment.

Our teachers use a large array of strategies to create and maintain joyful, structured, rigorous classrooms. We use
positive reinforcement and teach the school’s values through our morning program, homeroom/advisory, our
counseling services, engaging classroom lessons, school-wide assemblies, restorative practices, community circle
presentations, student leadership opportunities, and community service and student activities.

At SBEZ Schools, much of the power of our culture is rooted in the clarity, consistency and rationale guiding our
high expectations. Behavior expectations are the same from classroom to classroom. All SBEZ Schools students
learn and practice common courtesy (e.g., please, thank you, and proper greetings). No one student will be allowed
to disrupt the learning of other students. We enforce these expectations because they create an environment
where teachers can focus on teaching and students can focus on learning.

Progressive Discipline
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Progressive discipline is designed to correct a student’s misconduct and encourages the student to be a

responsible citizen of the school community. Progressive discipline should promote positive student behavior

while establishing clear and fair consequences for unacceptable behavior; and state what is unacceptable.

Disciplinary actions are administered in proportion to the severity of the unacceptable behavior, its impact on

the school environment, the student’s age and grade level, the student’s previous discipline history, and other

relevant factors.

SBEZ Schools provides appropriate consideration of support processes to help students resolve problems. These

resources may include, but are not limited to, Student Support Team, positive behavioral supports, counselor

and social worker support, school resource officer reports, behavior, attendance and academic contracts or

plans, peer mediation, and prevention programs. The infractions have a range of prohibited behaviors. Each

offense provides interventions as well as a range of consequences including suspension and expulsion.

Behavior Expectations

SBEZ Schools recognize that setting and communicating school-wide expectations is an important step in
establishing an effective behavior system. Accordingly, all students, staff and school visitors are expected to support
the school-wide rules. These expectations are most likely to be met when the specific behaviors expected from
students are clearly defined, taught to all, shaped over time, and responded to in ways that encourage students to
learn and grow. SBEZ Schools recognizes that this requires proactive systems, practices and policies that support
the development of positive behavior in every student. When behavior expectations below are not met, prompt
and appropriate interventions will be implemented to first restore order and safety in the classroom or school
environment with the goal of assisting students to make appropriate behavioral choices.

1. Insubordination. Students will be expected to obey or follow a reasonable order or instruction given by any

SBEZ school staff member. Staff members shall mean teachers, administrators, custodians, bus drivers,

paraprofessionals, all other employees and officials, and authorized volunteers. When a student refuses to

do this, it will be considered an act of insubordination.

2. Student Identification. Students will clearly display a school identification card when this is required by a

student’s school.

3. Theft. Students will respect the property of others. Theft of school property or property belonging to

another student or staff member or being in possession of stolen property does not meet this expectation.

4. Fighting or Acts of Violence. Students will respect the rights of other individuals. Fighting and/or committing

any act which jeopardizes the health, safety, or welfare of other students, staff members, or visitors does

not meet this expectation.

5. Vandalism. Students will respect the property of others. Students who fail to demonstrate respect by

damaging any property belonging to other students, staff, or to the SBEZ do not meet this expectation.

6. Disrespectful Language. Students will not use, display, or participate in any form of profanity, indecency, or

obscenity.

7. Threats and Intimidation. Students will not engage in conduct or use of language which reasonably

threatens, intimidates, or indicates disrespect of another person.

8. Bullying Behavior. Students will not engage in intentional behaviors involving unwanted negative actions

towards another student which may be repeated over time and involve an imbalance of power.
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9. Food and Drink. Students will consume food or drink in designated areas in the building such as the

cafeteria.

10. Electronic Devices. Students will use electronic devices (e.g. cellular phone, tablet computer, music device,

digital camera, etc.) in a manner which does not constitute an interference with a school purpose,

educational function, invasion of privacy, or act of academic dishonesty; or which is profane, indecent, or

obscene.

11. Substance Abuse. Students will not possess or use of tobacco in any form including cigar, cigarette, pipe,

snuff, or any other matter or substance which contains tobacco or nicotine (unless prescribed by a doctor),

as well as electronic, “vapor,” or the substitute forms of cigarettes; possess, use, or be under the influence

of alcohol; or possess, use, be under the influence of, or transmit any controlled substance or substance

represented as a controlled substance, or paraphernalia for the use of such substance.

12. Students will be respectful of the school learning environment. Continuously and intentionally making noise

or acting in any manner so as to interfere with the ability of any teacher or any other school personnel to

conduct the educational function under his/her supervision does not meet this expectation.

13. Weapons. Students will demonstrate respect by not knowingly possessing, handling, or transmitting a knife,

gun, destructive device, or any other object which can reasonably be considered a weapon at school or a

school function.

14. Flammable Items. Students will demonstrate respect by not possessing and/or using matches, cigarette

lighters, or any pyrotechnic device, including firecrackers, on school grounds without authorization from

school officials.

Behavior Interventions and Strategies

In order to create a safe learning community, each administrator, teacher, or any other school personnel is

responsible for addressing incidents where students are not meeting the expectations for behavior adopted by

the South Bend Empowerment Zone. School personnel may use any or all of the following interventions or

strategies progressively, in addition to any research based interventions, to address behavior of students under

their supervision, subject to the limitations which exist under law:

A. Utilizing restorative practices with the assistance of the community partners;

B. Counseling with a student or group of students;

C. Conferences with parent(s)/guardian(s);

D. Participating in a relevant educational opportunity related to the behavior;

E. Rearranging class schedules;

F. Requiring a student to remain at school after regular school hours to participate in an educational

opportunity related to the behavior or for counseling;

G. Requiring a student to remain at school after regular school hours for detention on Early Dismissal Days;

H. Restricting extracurricular activities;

I. Rescinding the privilege of riding the school bus;

J. Recommendation or referral by the Principal of a special course of study, an alternative educational

program, or an alternative school;

K. Assignment of not more than one hundred twenty (120) hours of service with a non-profit organization, as

outlined by statute;
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L. Referring students to law enforcement personnel in cases related to violations of the law;

M. Denial of attendance at extra-curricular activities;

N. Complying with state laws which prevent issuance of or invalidation of driver’s licenses or learner’s permits;

O. Dismissal from Class or Activity – Teacher

1. A middle school teacher with the Principal’s approval will have the right to dismiss a student from the

teacher’s class or activity for a period not to exceed five (5) class periods.

2. An elementary teacher with the Principal’s approval will have the right to dismiss a student from the

teacher’s classroom or activity for a period of up to one (1) school day.

P. Suspension from School – A Principal (or designee) may deny a student the right to attend school or take

part in any school function.

Q. Expulsion from School in accordance with the due process procedures defined in this Student-Family

Handbook, a student may be expelled from school

R. Expulsion Based Upon Legal Settlement

1. A student may be expelled, subject to the limitations which exist in Federal and State law, when the

student’s legal settlement is not in the attendance area of the SBEZ and/or SBCSC and the student is

not authorized by any other provision of School Board Policy or State Law to attend the the SBEZ

and/or SBCSC schools.

2. The Student Services/designee shall have the authority to recommend expulsion to the

Superintendent for this reason.

Suspensions and Expulsions
An In-School Suspension (ISS) involves the student attending school, but not attending regular classes. ISS can be
assigned for a number of hours up to 3 days.

An Out-of-School Suspension (OSS) excludes the student from the school and all school functions while
suspended. A Short Term Out-of-School Suspension can range from a number of hours, 1 to 5 days or 6 to 10
days, and a Long Term Out-of-School Suspension can range from 11 to 30 days.

An Expulsion is the permanent exclusion from the school. An Expulsion can range from the remainder of an
academic semester up to an entire calendar year.

For more detailed information on suspensions and expulsions, please refer to APPENDIX B: Disciplinary
Procedures and Due Process Rights

Prohibited Behaviors Which May Result in a Suspension or Expulsion:
The following types of student conduct may constitute grounds for suspension, expulsion, or other disciplinary
action, subject to the limitations which exist under law. Such behavior is defined to include, but not to be limited
to, the following acts committed on school grounds immediately before or during school hours, or immediately
after school hours, or at any other time when the school is being used by a school group; off school grounds at a
school activity, function, or event; or when traveling to or from school or a school activity, function, or event. The
discipline rules may also apply when the student is using property or equipment provided by the school.

1. Interference with a Safe Learning Environment- Using violence, force, coercion, threat intimidation, fear,
passive resistance, or other comparable conduct constitutes an interference with school purposes or urging
other students to engage in such conduct.
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2. Speech/Behaviors- Engaging in speech or behaviors including but not limited to disparaging of another’s
race, disability, language ability, religion, ethnic background, sexual orientation, gender, or gender identity,
when it interferes with a safe learning environment.

3. Vandalism- Causing, or attempting to cause, damage to school or private property.

4. Theft. Stealing, or attempting to steal, school or private property, or being in possession of another person's
property.

5. Fighting or Physical Injury- Intentionally causing, or attempting to cause, physical injury or behaving in such
a way as could reasonably cause physical injury to any person. Self-defense or reasonable action undertaken
on the reasonable belief it was necessary to protect some other person does not, however, constitute a
violation of this provision.

6. Bullying Behavior, Intimidation, or Harassment- Intentionally engaging in bullying behavior as defined in
SBCSC Board Policy 5517.01. This also includes:

a. Threatening, intimidating, or harassing any person, causing injury to an individual's person or
property, or with the intent of obtaining money or anything of value from the person.

b. Engaging in sexual harassment of another person, which involves sexuallyrelated verbal statements,
gestures, or physical contact.

c. This section also includes bullying behavior through the use of data or computer software which is
accessed through a computer, computer system, or network of the school.

d. When reasonably foreseeable, bullying behavior through the use of social media constitutes a
violation of SBCSC Board Policy 5517.01.

7. Hazing- Participation in an act of hazing. Hazing will be considered to be any act of initiation into any
organization, group, activity, or social entity which causes or creates a substantial risk of causing mental,
emotional, or physical harm to any person. Permission, consent, or assumption of risk by an individual
subjected to hazing will not diminish the inappropriateness of an act of hazing.

8. Possession/Use of Drugs-
a. Knowingly possessing, using, providing, or transmitting to another person or being under the

influence of any illicit substance, including but not limited to narcotic drug, hallucinogenic drug,
amphetamine, barbiturate, marijuana, substance containing phenylpropanolamine (PPA), steroid,
stimulant, depressant, or intoxicant of any kind; or any paraphernalia for the use of such substance.

b. An individual who uses an authorized drug as prescribed for him or her by a registered physician shall
not be in violation of this rule. (Any student who is unsure if possession, use, or providing another
person with any particular substance would violate this rule should contact the building Principal
before possession, using, or transmitting the substance in question.)

c. A student with a chronic disease or medical condition may possess and self administer medication for
the chronic disease or medical condition, without risk of discipline for possession of drugs, if certain
conditions are met.

9. Possession/Use of Tobacco Products- Possession of product which is, looks like, or which is or was
represented to be a tobacco product, including; cigar, cigarette, pipe, snuff, or any other matter or
substance which contains tobacco or nicotine, as well as electronic, “vapor,” or other substitute forms of
cigarettes.

10. Possession/Use of Alcohol- Possession of an alcoholic beverage or substance containing alcohol.

11. Electronic Devices-
a. Knowingly using on school grounds during school hours an electronic device (e.g. cellular phone,

tablet computer, music device, digital camera, electronic equipment, etc.) in a manner which
constitutes an interference with a safe learning environment, invasion of privacy, or act of academic
dishonesty; or is profane, indecent, or obscene.
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b. In addition to being subjected to discipline, students who use an electronic device in a manner which
is inconsistent with these expectations may have the device confiscated by the school. Such devices
will be returned to the parent upon request.

c. This section applies at all times while on school premises including school buses or at school
sponsored events, regardless of the location.

12. Sale of drugs- Engaging in the unlawful selling of a controlled substance or engaging in a violation of
criminal law which constitutes a danger to other students, an interference with a safe learning
environment, or an educational function.

13. Insubordination- Failing to follow reasonable directions of teachers or other school personnel.

14. Academic Dishonesty- Submission by a student of any schoolwork, for the purpose of meeting course
requirements, which does not represent the efforts of the individual student. Any form of academic
dishonesty is prohibited.

a. Academic dishonesty includes, but is not limited to, plagiarism, forgery, copying or stealing another
person’s work, allowing another person to copy one’s own work, doing another person’s class work,
creating more than one copy of one’s work for distribution, intentionally accessing another’s material
for the purpose of using it as one’s own, downloading information from other sources and presenting
it as one’s own, unauthorized copying of software, or unauthorized use of hard copy or software to
develop one’s own software.

15. Violation of the law- Engaging in unlawful activity on or off school grounds, including any unlawful activity
during weekends, holidays, other school breaks, and the summer, if

a. the unlawful activity may be considered to be an interference with a safe learning environment or an
educational function; or

b. the student’s removal is necessary to restore order or protect persons on school property.
16. Violation of school rules- Violating or repeatedly violating any rules which are reasonably necessary and are

validly adopted.
17. Refusing a Search- Refusing to permit a lawful, reasonable search by authorized school officials of the

student’s person and/or possessions. A student who uses a locker which is the property of the school is
presumed to have no expectation of privacy in the locker or the locker’s contents.

Prohibited Conduct Which Will Result in an Expulsion
The following conduct will constitute grounds for expulsion, subject to the limitations which exist under law:
1. Possession/Use of a Firearm, Destructive Device, or Deadly Weapon- Bringing or possessing a firearm or

destructive device to school or on school property will result in expulsion for at least one (1) calendar year,
with the return of the student at the beginning of the first school semester after the end of the one (1) year
period. Bringing or possessing a deadly weapon to school or on school property may result in expulsion for
not more than one (1) calendar year. The following definitions apply with regard to this section:

a. A firearm is any weapon which is capable of expelling, is designed to expel, or may readily be converted
to expel a projectile by the action of an explosion.

b. The following items are considered to be destructive devices:
i. an explosive, incendiary, or overpressure device which is configured as a bomb, a grenade, a

rocket with a propellant charge of more than four ounces, a missile having an explosive or
incendiary charge of more than one-quarter ounce, a mine, a Molotov cocktail, or a device
substantially similar to an item described above;

ii. a type of weapon which may be readily converted to expel a projectile by the action of an
explosive or other propellant through a barrel which has a bore diameter of more than one-half
inch; or
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iii. a combination of parts designed or intended for use in the conversion of a device into a
destructive device.

c. The following items are considered to be deadly weapons:
i. a loaded or unloaded firearm;

ii. a destructive device, weapon (including knives), taser or electronic stun weapon, device,
equipment, chemical substance (including pepper spray), or other material which, in the manner
it is used, or could ordinarily be used, or is intended to be used, is readily capable of causing
serious bodily injury;

iii. an animal which is readily capable of causing serious bodily injury and used in the commission or
attempted commission of a crime; or

iv. a biological disease, virus, or organism which is capable of causing serious bodily injury.

The Zone Chief may, on a case by case basis, modify the period of expulsion for a student who has brought a
firearm or destructive device to school. The Zone Chief shall immediately notify the county prosecuting
attorney’s office when a student is expelled for bringing or possessing a firearm or destructive device. The Zone
Chief may give similar notice if the student brings or possesses a deadly weapon.

Student Due Process

In the rare instance in which a student’s behavior requires a suspension, SBEZ Schools staff will work with the

student, family, and teachers to support this student’s re-entry into school. Students who are suspended are asked

to make appropriate amends for their actions as part of showing an understanding of the seriousness of their

actions and of being welcomed back into the community. Students and their family will be required to participate

in a Restorative Circle prior to being welcomed back into the community. Suspended students will also be

responsible for making up all missed work within an agreed upon timetable.

Please see Appendix B for further explanation of a Restorative Circle.

Procedure for Suspensions

Any Principal or designee may suspend a student from school and all school functions for after an investigation

has determined such suspension is necessary to further school purposes or to prevent an interference with

school purposes. When a Principal (or designee) determines a student should be suspended, the following

procedures will be followed:

1. The Principal (or designee) shall meet with the student during this meeting, the student is entitled to the

following:

a. a written or oral statement of the charges;

b. a summary of the evidence against the student, if the student denies the charges; and an opportunity

to explain his or her conduct.

2. The meeting shall precede suspension of the student and the student’s parents or guardians will be notified

as soon as possible after the meeting has concluded. In addition, the student’s parents or guardians will be

given written notification of the suspension. The notification will describe the student’s misconduct, and

the action taken by the Principal.

3. In the rare event where the nature of the misconduct requires the immediate removal of the student, the

meeting with the Principal will then be held within a reasonable time following the date of the suspension.
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4. Prior to the student’s return to school from a suspension of three (3) school days or more, the Principal

should attempt to schedule a meeting with the student’s parent(s)/guardian(s) for the purpose of discussing

the student’s conduct.

Procedure for Expulsions

When a Principal (or designee) recommends to the superintendent (or designee) a student be expelled from

school, the following procedures will be followed:

1. The Principal, Vice-Principal, or Assistant Principal shall, after consulting or attempting to consult with the

Zone Chief, complete the following forms:

a. “Notice of Suspension Pending request for Expulsion”,

b. “Form for Documenting Suspension Meeting Prior to Expulsion Request”,

c. “Principals Written Charge Requesting Expulsion.”

2. After said forms have been completed, the forms shall be delivered to the Zone Chief, with a copy to

Student Services and the Chief of Staff to the Zone Chief. For a student with a disability, the form shall also

be submitted to the Director of Diverse Learners. The Zone Chief shall, after having reviewed the charge and

determining reasonable grounds for an investigation exist, appoint an Expulsion Examiner and forward the

charge, within one school day of its receipt, to such Expulsion Examiner.

3. The Zone Chief (or designee) shall either decide to conduct the expulsion meeting or appoint one of the

following persons to conduct the expulsion meeting:

a. Legal counsel;

b. A member of the administrative staff if the member has not expelled the student during the current

school year and was not involved in the events giving rise to the request for expulsion; or

c. A contracted trained hearing or administrative officer from an appropriate education or child services

agency.

4. The Expulsion Examiner shall, within two days after receiving the “Principal’s Written Charge Requesting

Expulsion,” complete and personally deliver or send to the parent(s)/guardian(s) and student by certified

mail the “Notice Regarding Expulsion Request.” The Notice must contain the reasons for the expulsion and

the procedure for requesting an expulsion meeting.

5. If the Expulsion Examiner does receive a request for an expulsion meeting in person or by mail within five

school attendance days after receipt by parent(s)/guardian(s) of the Notice Regarding Expulsion Request,

the Expulsion Examiner shall schedule the meeting within a period of five school days after it is requested.

When scheduling such a meeting, the Expulsion Examiner should confer with the Principal, Zone

Counsel/Chief of Staff, and parent(s)/guardian(s) as to the date and time of the meeting.

6. The Zone Chief or person appointed to conduct the expulsion meeting may issue subpoenas, compel the

attendance of witnesses, and administer oaths to persons giving testimony at the expulsion meeting. If an

expulsion meeting is held, the Principal (or designee), will present evidence to support the charges against

the student. The student or parent will have the opportunity to answer the charges against the student and

to present evidence to support the student’s position. The individual conducting the expulsion meeting will

make a written summary of the evidence heard at the meeting, and should the individual conclude

disciplinary action is necessary, make a recommendation to the Zone Chief or Zone Chief’s designee. The

Zone Chief or Zone Chief’s designee may accept, reject, or modify the recommendation of the individual
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who conducted the expulsion meeting. Notice of the action taken shall be given to the student, the

student’s parent, the Principal, and the Executive Director of Student Services.

7. The student or parent has the right to appeal the decision of the Zone Chief to the school board within 10

days of the receipt of notice of the action taken. The student or parent's appeal to the school board must be

in writing and must provide a statement of the reasons, written information or submissions in support

(provided said written information or submissions were provided at the original expulsion meeting) and

arguments for overruling the decision of the Zone Chief. If an appeal is properly made, the board must

consider the appeal. The board shall hold a meeting to consider the written summary of the expulsion

meeting and the written arguments of the school administration and the student and/or the student’s

parent. The board will make its decision based upon the written submissions of the parties and any

documents introduced during the original expulsion meeting, unless the board votes to conduct a meeting

at which the school administration and student and/or the student’s parents shall appear. In the event the

board votes to conduct a meeting at which the school administration and the student and/or the student’s

parents shall appear, the meeting shall be held in executive session and the Board President shall

communicate to the school administration and the student and/or the student’s parents the procedure to

be used during the meeting. The board may then take any action deemed appropriate. The decision of the

board may be appealed only through judicial review. The board may vote to not hear appeals of actions

taken after an expulsion meeting. If the board votes not to hear such appeals, subsequent to the date of the

vote, a student or parent may appeal only through judicial review.

8. If the Expulsion Examiner does not receive a request for an expulsion meeting within five (5) school

attendance days after receipt by parent(s)/guardian(s) of the Notice of Expulsion Request, or a

student/parent fails to appear at an expulsion meeting after receipt of the Notice, then all rights

administratively to contest and appeal the expulsion shall be forfeited. The Expulsion Examiner shall then

notify by memorandum the Zone Chief, the Principal, the Executive Director of Student Services, and the

Zone Counsel/Chief of Staff that the action requested in the charge by the Principal concerning such student

shall automatically become effective.

9. An expulsion which takes effect more than three (3) weeks before the beginning of the second semester of

a school year MAY be reviewed before the beginning of the second semester. An expulsion remaining in

effect during the first semester of the following school year must be reviewed before the beginning of the

school year.

In the case of severe or repeated violations that endanger the welfare of students and/or staff, the Principal may

recommend that a student be expelled. Expulsion only takes place after a hearing with a hearing officer or panel

designated by the Board of Directors. For more information about disciplinary procedures, including hearings, and

due process rights, please refer to Appendix B. Please reference APPENDIX C for more information on procedures

for students with disabilities.

Student Searches  

To maintain the security of all its students, SBEZ Schools staff reserves the right to conduct searches of students

and their property when there is reasonable suspicion that the student has violated the law or a school rule. If

searches are conducted, the school will make every effort to ensure that the privacy of the students is respected

and that students and their families are informed of the circumstances surrounding and results of the search.
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The Principal or another administrator may conduct searches of students and their belongings if the school has

reasonable suspicion to believe that the search will result in evidence that the student violated the law or the

school’s Code of Conduct or otherwise constituted a threat to the health, safety, welfare, or morals of the school,

other students, school personnel, or any other person lawfully on school property or attending a school function.

Additional searches may be warranted in certain situations related to school safety. In authorizing searches, the

school acknowledges both state and federal constitutional rights which are applicable to personal searches of

students and searches of their possessions.

Reasonable individualized suspicion to conduct a search of a student or a student’s possessions and the scope of

the search shall be based upon, among other things, the student’s age, the prevalence, and seriousness of the

problem to which the search is directed, the urgency necessitating an immediate search, and the probative value

and reliability of the information used as justification for the search.

Students have no reasonable expectation of privacy rights in school lockers, cubbies, desks, or other school

storage places. The school exercises overriding control over such school property, which may be opened and

subjected to inspection at any time by school officials. The school does have the authority to implement

unannounced searches if evidence of a safety hazard has been presented.

Contacting Law Enforcement

SBEZ Schools will contact the South Bend Police Department and any other relevant law enforcement agency in

situations involving a weapon, the possession or suspicion of the possession of illegal drugs and other

substances, threats to the school, and any event that causes a major disruption of the day.

Equal Educational Opportunities
SBEZ Schools provides equal educational opportunities for all students, regardless of their race, color, religion,
national origin, gender, disability, age, sexual orientation, and gender identity. No student shall be subjected to
discrimination or harassment because of their race, color, religion, national origin, gender, disability, age, sexual
orientation, or gender identity in any of the school’s educational programs or practices, including implementation
of this handbook. SBEZ Schools maintains a complaint procedure that affords students an efficient and fair means
of resolving complaints of discrimination.

Social-Emotional Learning and Character Education
Social-Emotional Learning and Character Education is the deliberate effort to help people understand, care about,
and act upon core ethical values. An intentional and comprehensive character education initiative provides a lens
through which every aspect of school becomes an opportunity for character development.

Benefits of Social-Emotional Learning and Character Education
● Promotes character development through the exploration of ethical issues across the curriculum.
● Develops a positive climate by engaging the participation of all school stakeholders.
● Teaches how to solve conflicts fairly, creating safer schools that are free of intimidation, fear, and violence,

and are more conducive to learning.

Guidelines for Success
SBEZ Schools recognizes that setting and communicating school-wide expectations is an important step in
establishing an effective behavior system. The guidelines for success communicate what it takes to be successful at
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school. Accordingly, all students, staff and school visitors are expected to support the school-wide rules or SBEZ
program. SBEZ school-wide rules are implemented to provide more consistency for students across all grades.

● Ready to Learn
● Interact Positively
● Studently at all Times
● Engage with Effort

These expectations are most likely to be met when the specific behaviors expected from students are clearly
defined, taught to all, shaped over time, and responded to in ways that encourage students to learn and grow. SBEZ
Schools recognizes that this requires proactive systems, practices and policies that support the development of
positive behavior in every student. When these expectations are not met, prompt and appropriate interventions
will be implemented to first restore order and safety in the classroom or school environment with the goal of
assisting students to make appropriate behavioral choices.

Student and Family Responsibility
It is the responsibility of all SBEZ Schools students and families to comply with all school policies whenever they are
on school premises, attending a school sponsored event or activity, or representing SBEZ Schools in any nature.

Guidelines for Family Visitation
Having parents visit the classroom is an important part of the school experience. By following some simple
guidelines, visiting your child’s classroom will be a rewarding experience for both you and your child.

1. Contact the appropriate Assistant Principal/ Dean and your student’s teacher by email at least 24 hours
prior to the day you wish to visit and get approval.

2. Stop at the school’s main office to check-in using the SafeVisitors System, and get a visitor’s pass.
3. For the protection of our students, we ask that NO ONE go to a classroom at any time of the school day

without a visitor’s pass.
4. Please enter quietly and sit in the area the teacher has made available for visitors.
5. Please do not bring other children with you during your visit.
6. Please do not talk to the teacher during class time because this keeps the students from learning. Please

schedule a conference if you need to talk to your child’s teacher.
7. Any visitor who causes disruption, distraction, or any other interference in the teaching and learning

process will be asked to leave immediately. The Principal will have the right to have a disruptive visitor
removed by the school security and/or the police department as well as the right to prohibit the individual
from participating in future visits to the school.

Behavioral Multi-Tiered System of Supports (B-MTSS)
Instead of the “waiting for failure” assessment model of pre-IDEA days, MTSS takes a proactive approach to
identifying students with academic or behavioral needs. Early assessment and intervention for these students can
help them catch up with their peers sooner. The key components of MTSS include:

● Universal screening of all students early in the school year
● Tiers of interventions that can be amplified in response to levels of need
● Ongoing data collection and continual assessment
● Schoolwide approach to expectations and supports
● Parent involvement

The integrated instruction model of MTSS uses collected data to assess student needs and provide them with
interventions in appropriate tiers.
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Three Tiers of Support
MTSS provides a method of early identification and intervention that can help struggling students to catch up with
their peers. As such, MTSS uses three tiers of support to assist all students at various levels. These tiers include:

Tier 1 – Universal or primary – Majority of students (75-90%)
As the largest tier, and the foundation for the entire framework, Tier 1 encompasses the entire school with core
instructions and basic interventions. This structure helps to build positive relationships between staff and students.
It includes proactive classroom management strategies aimed at creating a supportive atmosphere. students who
do not respond to these interventions may move into Tier 2.

Tier 2 – Secondary – Small groups of students (10-25%)
Some students need a little extra assistance in meeting academic and behavioral goals, and it is in Tier 2 that these
individuals receive that help. Often these interventions and supports are delivered in small group settings, such as
reading groups. Check-In/Check-Out (CICO) interventions are often a part of Tier 2, as well. This targeted support
allows students to work toward catching up with their peers.

Tier 3 – Tertiary – Individual students (< 10%)
A subset of students has significant challenges that do not respond to the interventions and supports in Tier 1 or
Tier 2. Tier 3 gives these students individualized support and can include assistance from outside agencies such as
behavioral counselors or family therapists.

Parental notification and parental involvement are essential to any effort to modify a student’s inappropriate
behavior. ALL DISCIPLINARY NOTIFICATIONS WILL BE IN WRITING. The Student Code Conduct, Rights and
Responsibilities will only be effective if parents and guardians, teachers, and school administrators work together
to improve student behavior and enhance academic performance. Parents, educators, and community members
are urged to communicate concerns about student behavior or the student discipline process to the appropriate
SBEZ Schools Administrator.

Additional Behavior Beyond the School Building

Field Lessons
As part of our rigorous academic program, we require outside learning experiences, such as trips to museums

and college campuses. During these activities, students are responsible for adhering to the same behavioral

expectations within the school building. Permission slips will be sent home for each field lesson and must be

signed for a student to attend. A student may be considered ineligible for a trip/event for reasons including, but

not limited to not returning the school-sponsored trip permission form, involvement in a disciplinary incident on

a prior trip, poor school attendance, misbehavior, or severe lack of academic effort in the day or days prior to the

trip. Students who are considered ineligible for attending a trip will be required to attend school that day.

Bus Behavior
Bussing for SBEZ Schools is provided by First Student Transportation. Unsafe behavior on the bus endangers our

students, and it will not be tolerated. A pattern of unsafe behavior may result in loss of bus privileges.

Bus drivers must focus on the road to make sure all students arrive at school and home safely. At dismissal,

students should go directly to their bus, greet the bus driver, and have a seat. On the bus, students must remain

in their seats, talk quietly, and follow all directions given by the bus driver. students should not communicate

with students on other buses or any people outside the bus. students who behave poorly on the bus
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compromise the safety of themselves and others. Poor bus behavior may result in suspension or termination of

transportation services. If your child is suspended from the bus, it will be your responsibility to arrange for

alternative transportation.

The SBEZ Schools Student Code of Conduct, Rights and Responsibilities applies to school bus transportation.

Students who take the school bus are expected to always act responsibly and respectfully. All school rules apply

on the bus. Certain additional rules will apply to the bus such as assigned seating. No child will exit the bus

before the administrator checks with the driver as to behavior. Failing to be in the assigned seat, putting hands

out of the bus, throwing things, using bad language, not obeying the bus driver, are all infractions, as well as

those listed throughout the Code of Conduct. More serious behavior (e.g., fighting, or other egregious offenses)

will be investigated and assigned consequences as well just as if it happened on school grounds, up to and

including out-of-school suspension or expulsion.

Infractions, if serious enough, can warrant immediate loss of bus privileges for the year. Other consequences

(e.g., suspensions) may apply as well. Families are strongly encouraged to reinforce the importance of proper bus

behavior and the potential consequences for bad behavior. Consequences for misconduct by students with

Individualized Education Programs riding on transportation provided by their IEP/504 will be dealt with on a

case-by-case basis.

Cheating, Plagiarism and Copying Others Work

Cheating, using resources inappropriately, and copying other people’s work is not only unfair, but it also means

that a student is not actually learning the material. If students are unsure about an assignment, a test question,

or a testing procedure, they should go to their teacher and ask for directions. Specific guidelines regarding

cheating and plagiarism will be reviewed with students during the first two weeks of school and throughout the

year. The school will determine appropriate consequences, but cheating, plagiarism, and copying others' work

may result in loss of academic credit, in-school suspension, out-of-school suspension, and/or other

consequences.

Campus Safety and Emergency Services

SBEZ Schools maintain a campus safety plan which is reviewed annually by local law enforcement and emergency

services agencies. SBEZ Schools will conduct emergency drills at least once per month. In the event of an

emergency, SBEZ Schools, in accordance with the school safety plan, will evacuate to its evacuation site. Should

such an event occur, SBEZ Schools will communicate to all families the procedure for picking up students.

Transportation, Arrival, and Dismissal

Safety and Security

The safety and well-being of all students, families, and staff is our first priority. SBEZ hires unarmed security
officers during the school year. These officers are trained by the South Bend Police Department (SBPD) and
receive ongoing support and collaboration from SBPD.  These officers’ sole responsibility is to ensure everyone’s
safety and well-being, including during arrival and dismissal. SBEZ and our security officers coordinate and
communicate with local law enforcement in the design and implementation of our safety policies including our
traffic, carpool, arrival, and dismissal procedures. All families must abide by the rules and procedures being
enforced by campus security. Families must comply with the directives of our campus security and staff to:
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● Ensure the smooth and efficient flow of traffic
● Keep families and students who are walkers from being
● Prevent accidents on campus
● Avoid conflicts between parents with other parents and parents with staff

Families who do not comply with the directives of our security or staff, who violate our safety and security
policies and procedures, or who verbally abuse, or threaten our security and staff as they are enforce our policies
will be subject to one or more of the following consequences:

● student removed, and/or prohibited from participating in extracurricular activities
● parent/guardian being banned from entering campus
● student withdrawn from SBEZ Schools
● formal complaint filed with law enforcement

 
As a reminder, please be mindful of our neighbors. Please do not block driveways. Kindly adhere to the
neighborhood speed limit of 25 miles per hour (15 miles per hour in the school zone). And remember that we all
try to always model our core values, your students are watching!

General Expectations

Middle school students should not arrive at school earlier than 8:45 am. School begins at 9:00 am. Your student

is considered late at 9:01 am.

Elementary school students should not arrive at school earlier than 7:50 am. School begins at 8:10 am. Your

student is considered late at 8:11 am and must be escorted into the building.

● Buses will pick up and drop off students in front of the building. As a result, we ask that parents who are

dropping off and/or picking up students to arrive on time, and plan accordingly.

● At dismissal, students should either leave the campus or attend school sponsored clubs/sports/events.

students are never allowed to wait in any other portion of the building. They must wait in a designated

afterschool location, under the supervision of a staff member. students may not wait outside without

staff supervision.

● students are not to walk from home to school or vice versa unless there is a signed consent form on file.

o For students who walk to and from school, and for students who may be walking from the public

transportation stops, several streets must be crossed. Families should instruct students to use all

the appropriate crossing lights at each intersection, and to cross each intersection only when it is

safe to do so within the designated crosswalks. Parents are urged to call the local police

department for questions or concerns.

o students who walk to and from school should act as representatives of the school. The same

standards of behavior outlined in this document apply while students are traveling to and from

school.

Dismissal

All students should be picked up promptly from school at the end of the school day or an enrichment club or

sports team. Please make note of the dismissal times below:

● Elementary School

o Regular dismissal for elementary school begins promptly at 3:00 pm on Monday, Tuesday,

Wednesday, and Friday, and 1:00 pm on Thursday.
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o Regular dismissal ends at 3:00 pm on Monday, Tuesday, Wednesday, and Friday, and 1:00 pm on

Thursday. Parents are late as of 3:31 pm on Monday, Tuesday, Wednesday, and Friday, and 1:31

pm on Thursday unless your student is in a school-sponsored sport, extracurricular activity, or

the afterschool program. Parents who are late will be charged a late pick-up fee of $25.

o Dismissal for enrichment/sports vary by club or team

● Middle School

o Regular dismissal for middle school begins promptly at 4:00 pm on Monday, Tuesday,

Wednesday, and Friday, and 2:00 pm on Thursday.

o Regular dismissal ends at 4:00 pm on Monday, Tuesday, Wednesday, and Friday, and 2:00 pm on

Thursday. Parents are late as of 4:31 pm on Monday, Tuesday, Wednesday, and Friday, and 2:31

pm on Thursday unless your student is in a school-sponsored sport, extracurricular activity, or

the afterschool program. Parents who are late will be charged a late pick-up fee of $25.

o Dismissal for enrichment/sports vary by club or team

The school’s clock will serve as the “official clock” for determining the time. Please synchronize your watch with

the school’s clock to remain on time.

A No Exception Policy will be placed for several reasons:

1. Our teachers and staff give their best to your students each day. They also have responsibilities to their

own children and family and must be able to reliably end their day at the times listed above to fulfill

those responsibilities.

2. As our teachers and staff need to tend to their own responsibilities, we will not have the personnel to

supervise your student beyond the stated dismissal times. This will result in safety concerns for your

student. To avoid these concerns, please adhere to the dismissal times listed above. Our number one

priority is the safety and well-being of your student.

3. At the end of the day, students usually become tired and hungry, which may result in them becoming

irritable. Delaying their pick-up from school will only worsen these conditions for your student.

4. Your student knows their usual pick-up time. Students can become nervous or fearful when they are at

school later than normal.

Please know that your child will always be comforted and safe, but we would like to avoid your students

experiencing any undue stress or anxiety. Students who are not in a school-sponsored enrichment activity,

sports team, or the after-school program and still on campus one hour past the regular dismissal time will be

referred to the Department of Children and Family Services (DCFS). In addition to notifying DCFS, if the school

is unable to make contact with the student’s family, the school reserves the right to take the student to the

nearest police precinct. Parents are strongly encouraged to call the school when they will be running late.

The policies set forth in this document will be always enforced unless otherwise stated by the Principal. SBEZ

does not provide childcare between dismissal times and the start of special events such as Family University

Night, Parent Conferences, Report Card Night, or any other such events that occur in the evening.

Parent/Guardian Late to Pick Up from Bus Stop
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Parents/guardians are responsible for picking up their students when the bus is at their designated bus stop.

Parents/guardians who are late to pick their children up make the bus run late and inconvenience other families.

When parents/guardians of elementary schools are not present, students will be returned to the school. It will be

the responsibility of the parents/guardians to retrieve students from the school once they are returned.

Repeated failure to pick up a child from the bus stop at the scheduled time may result in the following

consequences: 1) for the first violation, the student’s parent(s) and/or guardian(s) will be contacted to pick up

their child from the school and will be issued a warning in writing; 2) for a second violation, the student’s

parent(s) and/or guardian(s) will be contacted to pick up their child from the school and the student will be

suspended from the afternoon bus for a period of up to one week; 3) for a third violation, the student’s parent(s)

and/or guardian(s) will be contacted to pick up their child from the school and the student will be suspended

from the afternoon bus for a period of up to one month; and 4) for a fourth violation, the student’s parent(s)

and/or guardian(s) will be contacted to pick up their child from the school, the student may be suspended from

the afternoon bus for the remainder of the academic year, and the school will notify DCFS.

After-School or Saturday Transportation

When a student remains after school, the school administration will see that the student’s parents/guardians are

given notice, and arrangements are made for the student’s safe return home. The school does not provide

transportation for most after-school or Saturday activities.

Staff Rides

Under exceptional (and rare) circumstances, with parental permission, as well as with approval from the school

Principal and the Executive Director of Student Services, a student may be driven by a member of the SBEZ staff.

If students are riding with SBEZ Schools staff, a signed family-staff agreement must be on file.

School Bus Transportation

Bus transportation is provided by First Student Transportation. We look forward to them providing our school

community with safe, reliable, and on-time transportation services. This year we will run separate bus times in

the afternoon for the elementary school and the middle school to avoid having mixed age groups on the buses.

This is to help ensure the safety and well-being of our younger students.

SBEZ Schools reserves the right to suspend students from the bus if they in any way threaten the safety and

well-being of his/her peers or any member of the transportation staff.

Notifying the School of Transportation Changes

Please arrange transportation home before the start of each school day. students will not be allowed to call

home to check if they are being picked up. If you need to pick up your child from school and your child usually

rides the bus, or otherwise change your child’s transportation for that day, please do one of the following:

● Be at the school at dismissal time – All bus riders are walked to the buses daily. If you need to pick up

your child instead of them getting on the bus, you should be at the school at least ten (10) minutes prior

to regular dismissal to be able to pick up your child as he/she is in the bus line. If you are not here by the

time the buses leave, your child will be sent on the bus.
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● Contact front office staff and teacher – Please email your teacher and our front office, to inform them of

your student’s transportation change no later than one hour prior to the regular dismissal time.

● Changes in adult/guardian pick-up - All changes made to your emergency pick-up list should be made in

writing and sent via email to your school’s front office. Please be sure to copy your student's homeroom

teacher on emails sent to your school’s front office. This process ensures that we are dismissing all

students to the appropriate and approved persons.

● In an emergency, call the school – If you or your family is having a medical emergency that requires a

change in your student’s transportation plans, please call school immediately. The school does not

accept transportation change requests by telephone except in the case of an emergency. If your child

normally rides the bus and you wish to pick him or her up from school and you have not notified the

school in writing that morning, you must meet your child at the school at dismissal time.

Student Dress Code
All students must come to school in the SBEZ Schools uniform every day. Arriving at school out of uniform is a

violation of the Student Code of Conduct, Rights, and Responsibilities and may lead to disciplinary consequences.

In these instances, the student’s parents will be called and asked to bring in a uniform before the student is sent

to class (provided the school will when available provide a clean and appropriate loaner item, and families

should contact the Dean of Students if the cost of the uniform is the cause so that alternative arrangements may

be made). We have a required school uniform for several very important reasons:

● Uniforms unite us as a community. When you look at the SBEZ uniform, it is a powerful visual statement
of our community. students make a commitment that when they put on the SBEZ uniform, they are
agreeing to live up to the school’s values. 

● Uniforms reduce distractions and clothing competition. Often students spend more time discussing and
evaluating what others are wearing or not wearing than they spend focusing on learning. Wearing
uniforms eliminates this distraction.

● Uniforms make us all equal. Whether families have high incomes or low incomes, the students come to
school looking the same way. No one is made to feel bad about the clothes they have or don’t have.

● Uniforms look professional. Students look neat when they arrive at school with shirts tucked into their
pants. The students come mentally prepared for school and “dressed for work.”

Other Dress Code Requirements
● Elementary School:

o Coquillard: plain Royal Blue or plain White top (Polo, T-Shirt, or Oxford), Khaki bottom, and 100%
black or white shoes. Shoes must have rubber soles, and can be loafers, or have laces or Velcro.
During the winter months, students may wear a plain Royal Blue or White sweatshirt, sweater,
fleece, cardigan, or vest over their uniform top.

o Harrison: plain Navy Blue or plain Yellow top (Polo, T-Shirt, or Oxford), Khaki bottom, and 100%
black or white shoes. Shoes must have rubber soles, and can be loafers, or have laces or Velcro.
During the winter months, students may wear a plain Navy Blue or Yellow sweatshirt, sweater,
fleece, cardigan, or vest over their uniform top.

o Warren: plain Baby Blue or plain White top (Polo, T-Shirt, or Oxford), Gray bottom, and 100%
black or white shoes. Shoes must have rubber soles, and can be loafers, or have laces or Velcro.
During the winter months, students may wear a plain Baby Blue or White sweatshirt, sweater,
fleece, cardigan or vest over their uniform top.

o Wilson: plain Hunter Green, plain Yellow,  or plain White top (Polo, T-Shirt, or Oxford), Khaki
bottom, and 100% black or white shoes. Shoes must have rubber soles, and can be loafers, or
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have laces or Velcro. During the winter months, students may wear a plain Hunter Green, Yellow,
or White sweatshirt, sweater, fleece, cardigan, or vest over their uniform top.

● Middle School:
o Navarre: plain Navy and Royal Blue, plain Red or Burgundy, and plain White top (Polo, T-Shirt, or

Oxford), Navy Blue, Black, or Khaki bottom, and 100% black or white shoes. Shoes must have
rubber soles, and can be loafers, or have laces or Velcro. During the winter months, students
may wear a plain Navy and Royal Blue, plain Red or Burgundy sweatshirt, sweater, fleece,
cardigan, or vest over their uniform top.

● Bottoms: students may wear their school-assigned color slack, pants, skirts, or skorts. On warmer days
(over 85°), students may wear shorts in their respective school-assigned colors for bottoms. Uniform
bottoms must fit properly. Skirts, shorts and skorts may not be more than 2 inches above the knee even
if the student is wearing tights or leggings underneath. Baggy, cargo, low-sagging, ripped, and skinny
pants are NEVER PERMITTED. Pants must be always pulled above the waist, must NOT be so big that they
fall, and must be worn with a black or brown belt.

● Shoes: 100% black or white shoes. Shoes must have rubber soles, and can be loafers, or have laces or
Velcro. Boots, sandals, flip-flops, open-toe shoes, and heels are NOT PERMITTED.

● Jackets and Coats: students may not wear jackets or coats inside the school building. If a student is
worried about being cold inside the building, he/she should wear a sweater, sweatshirt, fleece, or vest as
described above or a long sleeve shirt (of the color of the uniform shirt or white) under his/her uniform
shirt. 

● Jewelry: students should not wear jewelry that distracts from the uniform, like large earrings, multiple
chains, or rings, or lots of bracelets. If a student chooses to wear jewelry, it must be modest. Students
may wear only one chain or necklace, and it must be tucked neatly under their uniform shirt. Students
may only wear earrings that are smaller than the size of a quarter. Students may not wear “name
chains” or name earrings, large belt buckles, large or heavy chains, or any piece of jewelry that is large or
distracting. If a student wears jewelry that the Dean of Students or Principal considers excessive, then
the student will be asked to remove it. Students may wear silicone wristbands. Rings, anklets, bracelets,
and bandanas are NOT PERMITTED. Bandanas, Durag or any other headwear, headbands, head scarves
are NOT PERMITTED except for Religious or Medical reasons with medical documentation. Piercings
other the ears are NOT PERMITTED. Large, flashy, distracting, offensive, or inappropriate accessories are
NOT PERMITTED. Writing and drawings of any kind, on any part of the uniform or body is NOT
PERMITTED.

● Head Coverings: students are not allowed to wear hoodies, hats, or bandanas in the building. Small clips
or hair ties for the hair are permitted. Head-coverings for religious reasons are permitted. Plastic and/or
fabric headbands in the color of their uniform shirt and no more than 2 inches wide are permitted. Hats
worn inside the building will be taken from students and held at the front desk for parents to pick up.

● Middle School Only- Physical Education (P.E.) Uniforms: students may bring a change of clothes for
P.E. Students will be given the opportunity to change into appropriate P.E. clothes.

● Tattoos: Any tattoos – small or large – must be covered at all times. 
● No Changing at School: While on school property or on school transportation to and from school,

students must wear their uniform only; while at the school, students may change for school events or
activities later in the day as determined by the school administration.  

● Uniforms on Field Lessons: Because field lessons are an opportunity for SBEZ students to represent their
school outside of the building, all uniform standards apply for field lessons. Field lessons/trips uniform
requirements will be specified by the teacher and detailed on permission forms. For longer, overnight
field lessons, the school may specify the dress code.

● Dress for the Weather: students go outside to play most days, except in certain instances where it is
precipitating or particularly cold. Please ensure that your child has the proper attire he/she needs to stay
comfortable and warm outside.
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● Backpacks/Bookbags: students may only bring CLEAR/TRANSPARENT backpacks, bookbags, totes,
purses, gym bags, messenger bags, satchels, crossbodies, and other such similar bags to school.

● Themed- and Dress Down Days: The Principal, at his or her discretion, may allow Dress Down Days where
students may wear appropriate attire other than their regular uniform as described above. The Principal,
at his or her discretion, may allow themed-dress days such as College Dress Day or spirit wear days
where students wear appropriate attire aligned to the theme of the day.

Academic Policies
SBEZ Schools are committed to using holistic and personalized instructional strategies to meet the individual needs,
skills, and interests of all students. SBEZ Schools:

● Provides flexible pacing and varied strategies that consider the interests of the students.
● Offers increased opportunities for student choice and ownership.
● Ensures that content and assessments are integrated seamlessly to facilitate standard mastery.
● Diversifies instructional delivery methods through technology and flexibility.
● Leverages students’ cultural currency and social justice themes to ensure that students feel belongingness

and their learning makes real-world connections.

Academic Letter Grade Score Explanation

A 90-100 Distinguished

B 80-89 Mastery

C 71-79 Proficient

D 70-69 Emerging

F Below 69 Below Grade Level

Student Conduct Grade Explanation

E Exemplary

S Satisfactory

N Needs Improvement

U Unsatisfactory

Report Cards
In accordance with Indiana Statutes, Indiana Board of Education administrative rules, report cards are issued at the
end of every nine weeks of school and cover a period of approximately 45 school days. Report cards are distributed
electronically via PowerSchool.

Awards
Awards will be offered quarterly with culminating end-of-year celebrations will be conducted and explicitly
communicate the value and relevance of the academic and behavioral expectations we have for all of our learners.
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Attendance
Attendance certificates are awarded for the following categories of attendance:

● Platinum Award for Perfect Attendance: For no absences, tardies, or early check-outs.
● Gold Award for Perfect Attendance: For no absences and fewer than five tardies/early check-outs.
● Silver Award for Excellent Attendance: For three or fewer absences and fewer than five tardies/early

check-outs.
● Award of Merit for Excellent Attendance: For three or fewer absences.

Academic Honors
● Dean’s List consists of students who earn all A’s in all subjects each quarter/semester. Conduct is not

considered when determining any of the academic honors.
● High Honor Roll consists of students who earn all A’s in all core content classes.
● Honor Roll consists of students who earn all A’s and/or B’s in each core content each quarter/semester.

Conduct is not considered when determining either academic achievement.
*Please note that if a student is on the Dean’s List, he/she is not included on the Honor Roll List.
*students who receive one of these designations are recognized within the school.

Citizenship Award - Model students who receive this prestigious honor inspire and encourage other students to
strive to be better citizens. Criteria is established at the local school level.

Student Council - Any student meeting the academic eligibility requirement of the respective school may place his
or her name in nomination for student council representative. Candidates must follow the guidelines for speeches
and posters provided in the nomination/information packet of SBEZ Schools. Elections for student council officers
will be determined by the student government by-laws of the school. This process will occur in the fall.

Principal’s Award for Educational Excellence - This award is to recognize academic success in the classroom. To be
eligible for this award, students must meet rigorous requirements for Grade Point Average or School
Criteria/Standards and either Standardized Achievement Test or recommendation by a teacher plus one other staff
member for outstanding achievement in a core curriculum course. This award is academic, and behavior based.

Principal’s Award for Educational Achievement - The purpose of this award is to recognize students that show
outstanding educational growth, improvement, commitment, or intellectual development in their academic
subjects but do not meet the criteria for the President’s Award for Educational Excellence. This award is not
comparable to the President’s Award for Educational Excellence and should not be used or seen as a second-tier
award, for it recognizes a very different type of academic achievement. It is meant to encourage and reward
students who work hard and give their best effort in school, often in the face of special obstacles to their learning.

*Principal’s Academic Awards are awarded at the end of the year to one student per grade level.

Graduation/End of Grade Promotion Ceremonies- SBEZ schools will hold graduation ceremonies for 5th grade and
8th students each year. Prior to graduation ceremonies, the Principal will select one Valedictorian (student with
highest overall average in all content areas) and one Salutatorian (student with second highest overall average in all
content areas.

At the Principal’s discretion, end of grade promotion ceremonies may also be held for all other grade levels.
Promotion and Retention
SBEZ Schools provides a holistic and rigorous educational program, and the faculty, staff, and administration are
committed to helping all students satisfy all requirements for promotion and graduation. We believe that in some
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instances it will be better for a student to repeat a grade to fully develop the skills, habits and knowledge required
for the next grade.

We recognize that retention is a major decision that has important ramifications for a student and family. We take
seriously the responsibility to make good decisions regarding retention. In fact, our consideration of the long-term
ramifications is what often underlies our decision to retain a student. When a student’s performance indicates that
he/she is not ready to move on, we would much rather have that student repeat a grade while with SBEZ Schools
so that we can provide intensive support and work in close partnership with families – as opposed to sending a
student off to the next grade where he/she may not be set up for success. Because SBEZ Schools academic and
behavioral standards are so rigorous, we often have different and more rigorous promotional criteria.

Key Points about SBEZ Schools’s Promotion and Retention Policy
● The school sees it as its job to help all students meet the promotion criteria and ultimately to be prepared

for success in the next grade. There are times when a student simply needs another year to be able to fully
tackle the work, and the school is committed to ensuring that a student’s second year in a grade involves a
clear plan to provide the student additional support.

● The school will share promotion-in-doubt status with parents at multiple points during the year (e.g.,
Report Card Nights).

● The school’s administrative team (and ultimately the Principal) has full authority to make all promotion
decisions.

● The school does not “socially promote.” That is, students will not be promoted to the next grade simply
because they are “old enough” to be in that grade. The school may also choose to not promote a student
even if he/she has been retained before.

● Readiness for the next grade is demonstrated by mastering rigorous academic standards and behaving in a
way that reflects the school’s values.

Criteria for Promotion
A student is promoted when, in the professional judgment of the teacher, the Principal and other school staff;
he/she has successfully met instructional-level standards based on the following criteria:

✔ Indiana Academic Standards (PK-12)

✔ State mandated and other standardized test data, as appropriate

✔ SBEZ Schools attendance requirements

✔ SBEZ Schools behavioral requirements

The SBEZ Schools administration and faculty in determining promotion or retention of students considers the
following:

✔ Student’s cumulative work folder

✔ Overall classroom performance and participation

✔ Previous interventions, including retention

✔ Age and level of social and emotional maturity and discipline

✔ Regular school attendance

State Promotion and Retention Requirements for Third Grade
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Third grade students are required to pass a state test to be promoted to the next grade level. According to the law:
● Should a student fail to perform at the required level, the student will be given a chance to remediate and

retake the assessment in the summer (dates TBD). Should the student fail to sit the retake or fail the
required portion of the retake, the student will be retained for the next school year. Parents will be notified
of their student’s performance via a letter within 10 business days.

▪ Parents of students who fail to sit the retake or fail the required portion of the retake will

be given a chance to appeal the retention.
● Eighth grade students who do not take the state-adopted assessment in grades 8 in reading and/or

mathematics on any of the designated testing date(s) will result in the student being retained. The option
of the parent or guardian or teacher(s) to appeal the decision to retain the student shall follow the
procedure set forth in the state rule.

Retention Appeals
In the event that an appeal of a decision to retain is requested, the school will respond to the request within 5
business days and will convene an Appeals Committee prior to the start of the new school year. The appeal
committee shall consist of the Principal or designee, the student’s teachers, the school counselor, and other staff as
deemed appropriate and necessary, and the parent. For the retention of the student to be overturned and placed
in the next grade, the appeal committee must reach a unanimous decision.

Placement of students
A student entering or returning to SBEZ from a non-accredited public/private school or home school will be
evaluated by the school in the areas of ELA and mathematics to inform the placement of the student.

● A student’s instructional level (on-level, advanced, accelerated) will be determined by the results obtained
from the evaluation mentioned above.

● A student will not be placed more than one grade below age-appropriate placement.
● Students entering SBEZ Schools from another school district, who are more than two years older than

on-track students, may be placed, at the discretion of the Principal, at a grade level more commensurate
with the student’s age.

Attendance
Students with 15 or more absences in a year (5 tardies and/or early dismissals count as one absence) are subject to
being retained. There is no differentiation between excused and unexcused absences.

Promotion-In-Doubt (PID)
Promotion-in-doubt means that a student may not yet have met the basic requirement to be promoted to the next
grade. Students who are PID will be notified first at the end of the first semester, and then again at the end of the
third quarter to be given the opportunity to remediate and get back on track towards promotion. Please note that
the minimum grade for a quarter is 69. This gives students the chance to pass for the year after one bad semester.

Promotion for English Language Learners (ELLs)
State law requires that we evaluate the promotion of English Language Learners differently:

Grades 6-8: ELLs who have been enrolled in school in the United States for 2 years or fewer are exempt from the
ELA test. Instead, they must show satisfactory progress (move up one proficiency level in reading, writing, speaking,
and listening) on the required assessment. For mathematics, they must score a Level 2 in English or their native
language.
* Limited English proficiency may not be the sole basis for retention
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Promotion for students with IEPs
The purpose of an IEP is to outline the support a student needs to reach an ambitious and achievable academic bar.
When a student does not meet the bar, the burden of proof falls on the school to demonstrate that we provided
the services the students needed, and the students were still not able to reach the academic bar. We do not have
the same autonomy that we do in general education - our local districts oversee our special education programs.
We must accomplish the following for students with IEPs:

● Ensure that all IEPs document the services the school provides and that the school has a signed copy of the
IEP.

● Send home IEP progress reports as often we send home report cards (signed and returned); IEP progress
reports should indicate whether or not a studentsis on track to meeting her/his IEP goals and should align
to the student’s general performance.

For students with IEPs who are held to the standard promotional criteria (NOT modified criteria)
● These students must meet the standard criteria set out for all students. In cases where a student received a

1 on a state test, the school may consider a student's portfolio of work to determine if the student does
meet grade level standards (including writing assignments, classwork, projects, unit tests, etc.). The school
may promote these students if the portfolio indicates greater than Level 2 proficiency and demonstrates
that the students are Schoolsared for the rigors of the next grade.

● At the first sign that students with an IEP are at risk of retention, the school must ensure that robust and
appropriate supports are in place for the students to make appropriate academic progress.

● In the rare case where a student with an IEP is at risk of a double retention, the school must consider using
a portfolio of work to demonstrate grade level proficiency.

For students with IEPs who have modified promotional criteria and take state assessments
● In the rare case where a student has modified promotional criteria on the IEP, the school should clarify the

exact modified criteria and the content they apply to (ELA and/or Math) at the beginning of the year, write
a non-official IEP amendment, and communicate the promotional criteria to the parents. The modified
criteria should explicitly outline the growth that the students will demonstrate and the way that growth
will be measured (i.e., “Grow 1.5 grade levels as measured by STEP”).

For students with IEPs who have modified promotional criteria and take alternative assessments
● These students reflect less than 1% of our students population and are exempt from all standard

promotional criteria; in these cases, promotion is based on meeting IEP Goals.

Supporting Non-Promoted students
When a student is not promoted, we will create a clear action plan for the student. This plan is designed to ensure
that the student’s second time in a grade is not just a repeat of the previous year. The plan will detail additional
academic and social/behavioral supports, incentive systems, consequences, and other relevant information.

Retention Appeals
In the event that an appeal of a decision to retain is requested, the school will respond to the request within 5
business days and will convene an Appeals Committee prior to the start of the new school year to review the
retention of the student. The appeal committee shall consist of the Principal or designee, the student’s teachers,
the school counselor, and other staff as deemed appropriate and necessary, and the parent. For the retention of
the student to be overturned and placed in the next grade, the appeal committee must reach a unanimous
decision.

Informing Other Schools
It is SBEZ Schools’s policy to inform other schools of the student’s promotion status. For example, if a sixth grader is
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not promoted to seventh grade at a SBEZ Schools school and the parent decides to enroll the child in another
school, SBEZ Schools will inform the other school that the student did not meet the requirements for promotion to
seventh grade at SBEZ Schools and should be a sixth grader when enrolling in the new school.

Graduation Requirements
To ensure the integrity of the diploma graduates earn upon completion of the course of studies, the faculty and
administration are committed to consistently and carefully upholding the graduation criteria. students who do not
meet the promotional criteria in a given year will not advance to the next grade and will instead be expected to
repeat the same grade. The faculty, and administration recognize that some students, depending on their
educational development, will require more time to complete graduation requirements.

Curriculum at SBEZ Schools
Curriculum is defined as a plan for learning. It encompasses all the learning experiences a student encounters
under the guidance of the school. The curriculum at SBEZ Schools focuses on the development and application of
skills and knowledge as identified by the state of Indiana, national curriculum standards, and by our mission.

The Indiana Academic Standards (PK-12) provide schools and families clear guidelines for teaching and learning.
The standards explain what students should know, understand, and be able to do at the conclusion of a grade level
or course. The standards define the level of rigor expected in the work enabling the teacher to know “how good is
good enough.” These standards provide the framework for the SBEZ Schools curriculum.

Curriculum materials are resources for teaching the Indiana Academic Standards for each grade level. The following
materials include:

● Mathematics: Ready Math Lessons (K-8)

● English/ Language Arts:

○ Wit & Wisdom Lessons (K-5)

○ My Perspectives (6-8)

○ Fundations (K-3)

○ Heggerty (K-2)

● Science: Discovery Education (K-5); Amplify Science (6-8)

● Social Studies: MyWorld (K-5); TCI (6-8)

Grading
Grading is a foundational element in an education system. The primary function of grading is to provide feedback

related to student mastery as determined by the Indiana Learning Standards and related learning objectives for

each course of study. Grades are primarily captured through student independent practice, formative

assessments, and summative assessments, and are intended to represent a fair and honest indication of a

students’ present levels of academic mastery at a given point in time. To ensure that you have access to your

child’s most current grades, PowerSchool will be updated consistently throughout the quarter by your child’s

teacher(s).

Grading serves the following purposes:

1. To evaluate the quality and accuracy of student work and overall performance at various stages of
student progress

2. To create opportunities for reflective dialogue and communication among educators, families,
students, and administrators.
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3. To inform student instructional placement and promotion (i.e. accelerated programs, interventions,
instructional groupings, etc.);

4. To mark transitions, bring closure and focus effort for both students and teachers (i.e. re-teaching,
differentiating, end of quarter, end of semester, etc.)

This table outlines the criteria for grading that will be used by your child’s teacher.

Elementary

Assignment Frequency and
Minimum Guidelines

● At Least ten (10) graded assignments for Math and ELA per quarter

● Kindergarten - Second grade: At least five (5) graded assignments for Social Studies and Science

per quarter

● Third - Fifth grade: At least eight to ten (8-10) graded assignments for Social Studies and Science

per quarter

* Each quarter is nine weeks, and end dates for each quarter are listed below:

● Quarter 1 October 19, 2022

● Quarter 2 December 22, 2022

● Quarter 3 March 17, 2022

● Quarter 4 June 2, 2022

Kindergarten

Report Card

Kindergarten students will be graded using the same criteria as all other elementary students. However, it

is important to be mindful of what is most developmentally appropriate for these young learners. To best

fit their needs, kindergarten students will receive standards based report cards.

Middle

Assignment Frequency and
Minimum Guidelines

● At least one (1) formative assessment weekly
● At least one (1) classwork item weekly
● At least one (1) summative assessment per unit/module

Grades for Non-Core

Subjects

● Grades are entered on a weekly basis for middle school non-core subjects.

● Grades are entered every two weeks for elementary non-core subjects (including: health, music,

art, computer, drama, library, physical education, etc).

Special Education ● Grades for students receiving Special Education Services will also be reflective of the child's ability

to meet the learning demands of their grade-level standards. Your child's IEP would detail any

modification or exception to this.  Your child's IEP also includes individualized learning goals for

the standards. Progress on these goals is to be monitored and reported at the end of each

grading period.

Middle School Special Cases For 8th graders enrolled in high school credit eligible courses
● If the student has not submitted enough assignments to determine a grade, they will receive an

“I” incomplete.  We will make every effort to provide options for credit recovery and learning
recapture over the summer to give these students an additional opportunity to receive high
school credit.

● If a student has had no engagement in the course, they will receive a “No Credit” to avoid having
Fs on a high school transcript.

Learning Lab Classes
● Grades should be pass/ fail, based on progress monitoring data.

Category Weights Your child’s total grade consists of their performance on tests, quizzes, classwork, homework (where

appropriate), and class participation. Each of these components build in complexity as your child works

toward mastery of grade level skills. Grade category weights set in PowerSchool assign different values to

assignments based on their level of complexity and required student work. For example: as the end of unit

projects or assessments require a heavier workload, they are weighted higher than classwork assignments

that build towards this end of unit goal.

37



Missing Assignments and
Attendance

Good attendance and completion of school assignments are vital for your child's success in working toward

gaining mastery of their grade level skills. Excessive absences and tardiness will negatively impact any

child's academic growth. If your child is absent from school, they will be expected to make up the school

work they missed. This will ensure your child does not fall behind in their learning and keeps them move

forward for success with future learning, projects, assessments, etc.

If additional support is needed, please check with your child’s teacher or school leader.

Grade Recovery
If a student fails a test, he/she has 5 days to retest. If it is not done in this timeframe, the initial grade received will
stick. If they successfully retest in the 5-day window, the higher of the two grades will remain.

State Assessments

Standards: Indiana Academic Standards

Resource Subject(s) Delivery

I-Ready Pathways in ELA and Math K-8 ELA Online: Students log in using Clever.

Lexia English English Language Learning Online: Students log in using Clever.

Instructional Practices Grade Level

Google Classroom/ Google Meet 4-8 Tool for instruction
● Synchronous- Scheduled live instruction
● Asynchronous- Self-guided instruction

SeeSaw/Google Meet K-3 Tool for instruction
● Synchronous- Scheduled live instruction
● Asynchronous- Self-guided instruction

K-5 Communication tool for parents and students
● Maintain at least weekly communication with

families

Additional Practices

Assess students’ current learning level SBEZ will use a balance of auto-graded and
teacher-scored assessments to diagnose students’
academic gaps, if any, and support teachers in analysis of
student performance.

Social and Emotional Support Add additional social emotional learning (SEL) lessons to
online resources for teachers.

Grading Alternative grading guidance will be implemented during
Universal Remote Learning.

District Instructional Expectations a. Identify student learning gaps and adjust
practices to address needs

b. Target social and emotional supports for
students
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c. Teachers will collaborate on lessons through
their PLC structures and will post weekly plans
for parents and students

Testing Calendar

Assessment Platform Date

ILEARN CAI April - May 2023

iReady Beginning-of Year Diagnostic iReady August - September 2022

DIBELS Beginning-of-Year Diagnostic mCLASS October - November 2022

PSAT 8/9 College Board October 12-26, 2022

CogAT Riverside October 2022

iReady Winter Mid-Year Benchmark iReady December 2022

DIBELS Winter Mid-Year Benchmark mCLASS January 2022

WIDA WIDA January - February 2023

IREAD3 CAI March 2023

iReady Spring End-of-Year Benchmark iReady April - May 2023

DIBELS  Spring End-of-Year Benchmark mCLASS April - May 2023

High Ability, Gifted and Talented Program (GAT)
High Ability students require specialized educational experiences that promote the development and expression
of their potential. If high ability individuals—as children, youths and adults—are to experience fulfilling lives and
if society is to derive optimal benefits from gifted individuals’ uncommon potentials, an educational program
must be structured to develop more fully their exceptional and varied abilities, interests and talents.

The high ability program is a response to the need to address the unique learning characteristics, interests,
personal needs and capabilities of gifted children. The program emphasizes the student’s need for interaction
with intellectual peers. Emphasis on the individual highlights the fact that there are differences among high
ability students and a need for specialized educational experiences to meet these differences.

Basic to the philosophy of this program is the idea that no one teacher, resource or instructional method can
meet the needs of high ability students. Education for high ability  is viewed as a cooperative endeavor
characterized, facilitated and realized by the efforts of numerous individuals in the schools and community.

These goals are accomplished by providing advanced content courses for identified high ability students.
Adjusting the rate and depth of their learning and using a variety of appropriate teaching methods to provide
differentiation of the basic curriculum. Challenging instructional activities are designed to intensify and extend
their particular interests and aptitudes. Identified high ability students are served based upon their academic
strengths and can be placed in up to four core curriculum areas—language arts, math, science and social studies.
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Educational experiences for high ability  students provide the additional variety and flexibility necessary to adjust
and extend the SBEZ curriculum to meet these individuals’ needs.

Eligibility
The Talented and Gifted Program identifies gifted students based upon State Board of Education Rule 160-4-2-
38. All students are screened twice a year for the gifted program. If a student is referred for the gifted program,
the school must gather information in the areas of multiple criteria: mental ability, achievement, creativity, and
motivation. According to State Board of Education Rule 160-4-2-38, students may qualify for gifted services
through option A or option B.

Data Category Option A Option B

student must have a qualifying score in the mental
ability AND achievement categories

students must qualify in three of the four categories.

Mental Ability K-2---99th percentile composite score on a nationally
normed mental ability test
3-12---96th percentile composite score on a nationally
normed mental ability test

K-12---96th percentile composite OR appropriate
component score on a nationally normed mental
ability test

Achievement K-12---90th percentile Total Reading, Total Math, or
Complete Battery on a nationally normed
achievement test

K-12---90th percentile Total Reading, Total Math, or
Complete Battery on a nationally normed
achievement test OR 6-8 cumulative average  90 on a
scale of 1-100 in an above-level core academic course
OR 9-12 cumulative average  85 on a scale of 1-100 in
an honors or advanced placement course

Creativity Data gathered K-12  90th percentile composite score on a nationally
normed test of creative thinking OR Superior
product/performance with a score of 90 on a scale of
1-100, as evaluated by a panel of three or more
qualified evaluators, as indicated in: K-5: products
from teacher directed lessons, or K-12: winner of
district level academic Competition

Motivation Data gathered Superior product/performance with a score of 90 on a
scale of 1-100, as evaluated by a panel of three or
more qualified evaluators, indicated in: K-5 products
from teacher directed lessons, or K-12 winner of
district level academic competition OR K-5 ≥ 90th
percentile on a standardized motivational
characteristics rating scale OR 6-8 cumulative average
90 on a scale of 1-100 in an above-level core academic
course OR 9-12 cumulative average  85 on a scale of
1-100 in an honors or advanced placement course OR
8-12 cumulative average  85 on a scale of 1-100 over
the last two years in core academic areas

One source of information may not be used to qualify a student in more than one area. Students identified for
the high ability program are served at their home school by high ability endorsed teachers.

Program Goals
In accordance with this philosophy, the following program goals have been adopted:
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1. To help teachers, administrators and parents identify high ability students and understand their unique
abilities, needs and preferences.

2. To design and implement differentiated instructional experiences in the school and the community.
3. To develop high ability  students an accurate and increasing awareness of themselves, their abilities, and

their value to society.

Learner Goals
We believe that by meeting the program goals and objectives, we will be able to promote and achieve the
following learner goals to develop:

1. Advanced research methods and independent study skills,
2. Creative thinking and creative problem-solving skills to be generators of ideas and products which are

original to the learners,
3. Higher order and critical thinking skills,
4. Advanced communication skills that incorporate new techniques, materials and formats in the

development of products and ideas that will be shared with real audiences.

Student-Support Services
SBEZ Schools is required and committed to serving all students enrolled in our schools, including students with
disabilities and students with a history of academic and/or behavior difficulties.

Academic Multi-Tiered Support Services (A-MTSS)
A-MTSS provides a method of early identification and intervention that can help struggling students to catch up

with their peers. As such, A-MTSS uses three tiers of support to assist all students at various levels. These three

tiers include:

Tier 1 – Universal or primary – Majority of students (75-90%)
As the largest tier, and the foundation for the entire framework, Tier 1 encompasses the entire school with core
instructions and basic interventions. This structure helps to build positive relationships between staff and
students. It includes proactive classroom management strategies aimed at creating a supportive atmosphere.
students who do not respond to these interventions may move into Tier 2.

Tier 2 – Secondary – Small groups of students (10-25%)
Some students need a little extra assistance in meeting academic and behavioral goals, and it is in Tier 2 that
these individuals receive that help. Often these interventions and supports are delivered in small group settings,
such as reading groups. Check-In/Check-Out (CICO) interventions are often a part of Tier 2, as well. This targeted
support allows students to work toward catching up with their peers.

Tier 3 – Tertiary – Individual students (< 10%)
A subset of students has significant challenges that do not respond to the interventions and supports in Tier 1 or
Tier 2. Tier 3 gives these students individualized support and can include assistance from outside agencies such
as behavioral counselors or family therapists.

If you have concerns about your student’s progress, you may refer your child to the Student Services by
submitting a written request to the front office. If you have questions about the Student Services, please contact
the Executive Director of Student Services.

Referral to Special Education
Although we rely on the A-MTSS process to provide early interventions and identify students who should be
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evaluated for special education and related services, the lack of A-MTSS data should never be used as a reason not
to refer a student to determine his/her eligibility for special education and related services.

Once the school refers to the students to a team, a series of one or more meetings will occur in a specified
timeframe to potentially evaluate the students for special education and related services:

● Referral Meeting: The first meeting is when the team discusses which evaluations a student should
receive. This may be a meeting or may be in the form of email communication.

● Evaluations: A student usually receives a social evaluation, psychological evaluation, and educational
assessment; sometimes students require specialized evaluations.

● IEP Meeting: After the evaluations, the IEP team convenes to determine if the data collected from the
evaluations indicate that the student is eligible for a disability classification. If the team determines that
the student has a disability and is eligible for special education services, the team articulates the
supports and services the students will require in order to be successful.

At any time you suspect your child has a disability, you have the right to request that your child be evaluated for
special education services. You may complete a referral form or submit your concerns in writing. An IEP meeting
will be arranged with the district, and you will be notified prior to the meeting. If you have questions about the
special education referral process, please contact the school.

Section 504 Plans and IEPs:
Students with disabilities requiring specialized support may qualify for a support plan under either Section 504 of
the Rehabilitation Act or an IEP under the IDEA. A Section 504 plan outlines individualized accommodations and
services to support the student, which may include testing accommodation, home learning accommodations,
and special transportation. An IEP can include accommodations and modifications to the general curriculum,
individualized goals and objectives, and services, such as special education services and related services
including speech and language therapy and occupational therapy. If your child had a 504 plan at a previous
school, please contact Adrienne Batteast (phone number needed) or abatteast@sbcsc.k12.in.us. If your child had
an IEP at a previous school, please contact Sandra Spicher (phone number needed) or sspicher@sbez.org.

Health and Safety
The SBEZ Schools remain committed to ensuring the health, safety, and well-being of all our students, families, and
staff. As such,  and in accordance with CDC, state, and local guidelines, SBEZ Schools may implement some or all of
the following health and safety protocols should the COVID-19 spread level increase at any given time.

● Masks and/or face coverings
● Daily Health Screening
● Temperature Checks
● Probably or Positive COVID-19 Case Protocol
● Periodic Testing

Other Health and Safety Protocols that may be Implemented (if deemed necessary)
● Students will have routine hand washing breaks during the day. We also highly recommend that all

students bring hand sanitizer from home.
● Restricted sharing of supplies and materials, and access to lockers.
● Cleaning/disinfecting protocols will be used in computer labs, media centers, and athletic facilities.
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● Cleaning/disinfecting of buildings, surfaces, and high-touch objects will be done more frequently.
Ventilation systems will be monitored for proper operation.

● The socialization experience will be minimal; visitors (including parents/families) will not be allowed
beyond the lobby area to visit classrooms; recess will be staggered; class transitions will be limited; field
trips and athletics will be limited; no gatherings of fifty or more, and when possible, meetings and events
will be held virtually.

● Use of specific facilities will be defined for each cohort (entrances, restrooms, paths of travel to ensure no
mixing of cohorts), and schedules will be in place for use of each area to limit occupancy.

● Signage for health and safety protocols (handwashing, hand sanitizing, distancing, etc.) will be posted in
appropriate areas.

● Should a staff member or student exhibit symptoms of COVID-19, the Crisis Response Team will be notified
immediately. The Team will notify Public Health to expedite steps necessary for the involved cohort.

● SBEZ will place emphasis on teachers teaching and practicing infection control measures.

Facilities and Cleaning
SBEZ will make every reasonable effort to staff the appropriate level of custodial staff to be on campus each day
and the appropriate chemical products, disinfecting practices and techniques, and cleaning schedules to
adequately clean all surfaces. Any extraordinary personal protective equipment more than gloves and eye
protection will be provided as necessary and as feasible.

● Staff will be responsible for cleaning common contact surfaces such as desks, tables/counters, during
scheduled intervals throughout the day.

● Staff will receive training information on daily cleaning expectations within their classrooms and offices.
Overall compliance for during-the-day cleanliness will be monitored at each school. Custodial staff will
ensure building cleanliness after school hours. Per CDC guidelines, custodial staff will sanitize cafeteria
tables prior to food service, between every class seating, and at the conclusion of meal service.

● Use of paper towels for student restrooms will be standardized, including installation of dispensers. Hand
dryers, which could possibly propel contaminants, will not be used.

● Use of drinking fountains will be restricted to filling water bottles. students and staff should bring reusable
water bottles to schools and offices.

● Hand sanitizing stations will be expanded in schools. students should also bring hand sanitizer from home.
● Appropriate health safety messaging /CDC signage will be posted around campus.
● Based upon CDC guidance and facility best practices, building air flow will be regulated and adjusted as

prescribed.
● All third-party organizations renting school exterior and interior facilities will be required to follow SBEZ

and CDC guidance for safety, security, cleaning, and social distance requirements, including facial coverings.

Closed Campus
SBEZ Schools takes the safety of our students very seriously. Except under written agreements approved and signed
by the Principal, students are not to leave the school building (or areas of the school building designated for his/her
grade) or use any exit other than the ones designated by teachers for student use without permission. A student
with permission to leave may only leave under the escort and supervision of an authorized adult – who has
physically come to the office to sign a student out – unless the school has been given permission authorizing
unaccompanied departure. Once students have entered in the morning, they may not leave the building unless a
staff member escorts them.
Civility Code
Our families are partners in creating a warm and respectful environment for everyone in our community. We work
hard to ensure that the school’s values permeate all interactions with families and students. Therefore, school staff
and families are both responsible for ensuring that all communication is mutually respectful.
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While we encourage families to share all concerns with the appropriate school staff, the school will retain the right
to end any meeting or phone conversation in which the volume, tone, or substance of the communication is rude
(name-calling or frequent interruptions), profane (cursing or profane language), or threatening. Moreover, when
conversations have clearly gone past the point where productive problem-solving is an option, the school reserves
the right to end the conversation and schedule additional time later. At the same time, families have the right to
end conversations if staff members are not displaying mutual respect and should reschedule for a later date.
Families also have the option of addressing the actions of a staff member during a meeting via the family concerns
procedure (see Appendix E for Addressing Family Concerns).

The school may require parents, guardians, or community members who violate the civility code to provide written
requests for meetings, outlining the nature of the concern and with whom they would like to speak. Because of the
school’s commitment to ensuring the safety of students and staff, and maintaining a calm, productive, positive
learning environment, the school reserves the right to bar an individual from the school site if there are repeated
violations to the civility code.

School Visitor Policy
Parents/guardians/families are a vital part of the SBEZ Schools community. We welcome you as a partner in the
education of our students, and you should feel free to observe regularly at the school. To maximize our student’s
learning time and minimize distraction in our classrooms, we ask that you do the following:

● Please notify the teacher as well as an administrator (Principal, Assistant Principal, or Dean) twenty-four
hours prior to your intended visit. In most circumstances, we can accommodate parents with advance
notice, but there may be times when the school may ask to set up a different time or meet with a parent
before a visit.

● Family members will be allowed to observe for ONE class period.
● Upon arriving, sign-in with the Main Office and obtain a visitor badge to wear while in the building.
● Refrain from interacting with students, so that they can always pay attention to their teachers.
● Turn off your cell phone prior to entering the classroom.
● Sit behind all students (at the back of the classroom), so that you are not blocking a child’s view.
● If you would like to speak with the teacher following your visit, please contact them by phone and/or email

or contact the school office directly to set up a conference. Teachers will generally be unable to meet or
talk with you during their teaching time.

If a visitor is coming to school to drop something off for a student or to leave a message, we still require that the
visitor come first to the main office. For the sake of student safety, we cannot have unannounced visitors on
campus. Parents and other visitors should also dress appropriately when in the school building. Visitors who are
wearing clothes that are too revealing or contain inappropriate images/messages may be asked to change clothes
before they are allowed to go into the building.

Emergencies
In case of an emergency, parents or guardians should contact the school either by calling the school or in person.
Under no circumstance should parents or guardians contact students in their classrooms, including after school, or
attempt to remove students from the building without notifying and receiving permission from staff members in
the school office.
Fire Safety and Evacuation Procedures
SBEZ Schools conduct routine and ongoing safety drills and procedures in accordance with all applicable laws and
SBEZ Board policies. Some drills and procedures occur more frequently than others (monthly) while others may
occur only quarterly or annually. Please note that some procedures may change once the school year has officially
begun. Students will be notified of and trained in any significant changes.
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In case of emergency, if a student or staff member sees fire or smells smoke, he/she should close the door and
immediately notify an administrator or teacher. Upon hearing an alarm, school staff will assemble students in their
rooms and proceed out of the building according to the fire evacuation plan posted in each room. students should
follow the direction of staff members who will verify the safety of the stairwells and lead students outside the
building to the designated locations, where school staff will line up students by class and take attendance.
Frequently throughout the school year, students and staff will participate in fire drills and safety lockdown drills to
ensure that the entire school community is familiar with the appropriate response in the event of an emergency.

In case of a serious emergency, should it be necessary to evacuate our school before, during, or after the school
day – and it appears that we will be unable to return to the school for an extended period or for the rest of the day
– school staff and students will evacuate according to the school’s evacuation plan. Staff will line up students in a
safe and orderly fashion on the sidewalks outside. After staff take attendance, should conditions permit, all staff
and students will return promptly to school. If the school is off limits, the school will use a designated evacuation
site where all staff and students will gather.

In the case of inclement weather, the staff at SBEZ Schools will follow procedures to keep our students safe. When
advised of a tornado warning, students will be escorted to predetermined assembly areas and given direction by
staff to keep them safe. In cases where inclement weather causes the school to close, parents and students may be
notified by local news media and/or school phone/email blast. *see School Closure Policy

Family Engagement
TITLE I Program
Title I is a federally funded program designed to ensure that all children have a fair, equal, and significant
opportunity to obtain a high-quality education and reach, at a minimum, proficiency on challenging state academic
achievement standards and state academic assessments.

Goals of Title I
● Ensure that high-quality academic assessments, accountability systems, teacher Schoolsaration and

training, curriculum, and instructional materials are aligned with challenging State academic standards so
that students, teachers, parents, and administrators can measure progress against common expectations
for student academic achievement.

● Meet the educational needs of low-achieving children in our Nation’s highest-poverty schools, limited
English proficient children, migratory children, children with disabilities, Indian children, neglected or
delinquent children, and young children in need of reading assistance.

● Close the achievement gap between high and low-performing children, especially the achievement gaps
between minority and non-minority students, and between disadvantaged children and their more
advantaged peers.

● Improve and strengthen accountability, teaching, and learning by using State assessment systems designed
to ensure that students are meeting challenging State academic achievement and content standards and
increasing achievement overall, but especially for the disadvantaged.

● Provide greater decision-making authority and flexibility to schools and teachers in exchange for greater
responsibility for student performance.

● Provide children an enriched and accelerated educational program, including the use of school-wide
programs or additional services that increase the amount and quality of instructional time.

● Provide school-wide reform and ensure the access of children to effective, scientifically based instructional
strategies and Challenging academic content.

● Significantly elevate the quality of instruction by providing staff in participating schools.
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Addressing Family Concerns
SBEZ is committed to maintaining a strong partnership and ongoing dialogue with students and families. If you have
a concern about a school policy, grade, discipline decision, or anything else, we welcome your input and encourage
you to contact the appropriate staff member at the school.

Procedures for Addressing Concerns
Step 1: Contact Staff: If a parent has an issue or concern, the first step towards gaining clarity or resolving the issue
will be to contact the staff member directly.  The parent should allow a minimum of 24 hours for the staff member
to respond to any requests. A conference will be set up to discuss concerns and resolve any issues.

Step 2: Contact the Grade Level Chairperson: If the issue is not resolved satisfactorily, the parent’s next step is to
reach out to the Principal via phone or email or use the “parent concern process form” to explain the issue in
writing. Even if the issue is a problem with the Principal directly, the parent should go through this step. It is
important to work to resolve the issue directly first.

Step 3: Contact the Dean of Student or Assistant Principal: The parent should contact the school’s front desk to
obtain contact information for the Dean/Assistant Principal. The Dean and/ or Assistant Principal will reply within
three business days, at least acknowledging the complaint has been received, and may take up to five additional
business days to investigate and reach a decision.

Step 4: Contact the Principal: The parent should contact the school’s front desk to obtain contact information for
the Principal. The Principal will reply within three business days, at least acknowledging the complaint has been
received, and may take up to five additional business days to investigate and reach a decision.

Step 5: Written Complaint sent to Principal’s Supervisor: If the parent is unsatisfied with the Principal’s decision or
response, the parent may write a letter to the Zone Chief who supports the school or use the “parent concern
process form” to explain the issue. The parent can fax, email, mail, or hand-deliver (to the school’s front desk) the
letter/completed form, and the office staff will ensure that the communication gets to the Zone Chief. If the parent
would like to reach out to the Zone Chief directly, the parent should contact the front desk of the school to get
his/her contact information. The Zone Chief will reply within 3 business days and may take up to 10 business days
to investigate and reach a decision. The Zone Chief will send a written decision via regular mail to the parent within
10 business days of receiving the letter or form. Please note that the Zone Chief will not respond to complaints that
have not gone through steps 1-4. A member of the front office staff member will put a copy of the complaint form
and the Zone Chief’s response in the student’s file, and the front office staff will also ensure that a summary of the
complaint and resolution is logged in the school’s student information system.

Step 6: Written Complaint to the Board of Directors: If the parent is unsatisfied with the Zone Chief’s decision or
response, the parent may write a letter to the school’s Board of Directors or use the “parent concern process form”
to explain the issue. The parent can fax, email, mail, or hand-deliver (to the school’s front desk) the letter. Please
note that the Board or its designee will generally refer complaints that have not gone through steps 1-3 back to the
school. The Board or its designee will reply within three business days and may take up to 10 business days to
investigate and reach a decision. The Board or its designee will send a written decision to the parent. Additionally,
some issues may require more time to resolve than the above timeline – in such instances, the Board or its
designee will inform the parent and discuss the expected timeline for a response. A member of the front office staff
will put a copy of the complaint form and Board’s response in the student’s file, and the front office staff will also
ensure that a summary of the complaint and resolution is logged in the school’s student information system. If an
individual or group voices a complaint at a public meeting of the Board of Directors or to individual Directors,
Directors shall not respond to the substance of the complaint, but instead shall thank the individual or group for
their time and direct them to this complaint procedure or, as appropriate, take note of the complaint and response
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based on the above timeline. The Board of Directors will only address parent issues involving health or safety
concerns, federal or civil rights compliance issues, and evidence of criminal wrongdoing.

Please note that if the Zone and/or school gets multiple complaints on the same or a similar subject, the Zone
and/or school may elect to consider all the complaints in one process to ensure the process is clearly and
effectively communicated to each family fairly and consistently.

The process described above is designed so that families can speak with the staff members who are most directly
involved with the situation. Usually, this is the best way to resolve a concern or complaint because staff members
can more quickly and efficiently address family concerns. Parents do have the right, however, to submit concerns
directly to the Board of Directors. In this case, the Board of Directors will determine whether the complaint
involves health or safety concerns, federal or civil rights compliance issues, and evidence of criminal wrongdoing. If
the complaint does not, the Board of Directors will generally direct the parent back to the school level.

Grievances Related to Discrimination Issues
SBEZ Schools does not condone or tolerate discrimination based on race, color, national origin, sex, sexual
orientation or disability in admission or access to, or treatment, or employment in its programs or activities.
Families have the right, therefore, to file a formal grievance if they believe that SBEZ Schools has violated a
discrimination law (including Section 504, Title IX, and Title VI). The grievance procedure for discrimination issues is
included in Appendix D – How to File a Grievance about Discrimination – please review it carefully.

Family University Night
Each SBEZ school will host at least one Family University Night (FUN) at least once per quarter.  Typically, each FUN
will include a classroom or grade-level component to be led by classroom teachers or administrator and must be:

1. Tied to the curriculum
2. Interactive for students and parents
3. Have evidence of teaching and learning
4. Families have something tangible to take home from the experience

If you have any ideas for Family University Night or would like to assist with any planning, please check with your
school FACSS or Principal. Sample ideas for FUN are listed below:

● STEAM Challenge
● Holiday Program
● Black History Program
● Hispanic Heritage
● Health Night
● Science Fair/We’re All Scientists
● iLearn Mania

Volunteer Requirements and Guidelines
We need all families to volunteer a minimum of 10 hours throughout the school year. These hours can be acquired
in the schoolhouse, on outside field trips, or through donations.

Guidelines for Volunteers
Thank you for sharing your time and talents at SBEZ Schools. We have developed some guidelines that will assist
you as you volunteer.

1. Confidentiality: All information concerning students is strictly confidential and should not be shared with
others.
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2. Volunteers need to be in the vicinity of a teacher when working with children.
3. Volunteers are not allowed to bring siblings during their time of service.
4. Volunteer time frames can last no longer than 30 minutes when working inside of a classroom. One hour

when working within the schoolhouse. When chaperoning a field trip, volunteers must stay for the
duration.

5. Volunteers must not interrupt teachers while they are working with students. Questions and concerns can
be addressed following instructional time or to administration.

6. Administration, teachers, support team members, and staff are the only adults allowed to deal with
discipline issues. Please bring all discipline concerns to the attention of the aforementioned. It is
inappropriate for volunteers to discipline students verbally or in any other way.

7. Attire should be neat, clean, comfortable, and appropriate for our school setting.
8. No political or religious preferences may be advocated.
9. All volunteers must complete an application and criminal background check prior to beginning service.
10. All volunteers must sign in and out of the building at the front desk.

Failure to adhere to the guidelines may result in a volunteer being admonished or ultimately removed from service.

School Closure Policy
The South Bend Empowerment Zone works diligently to ensure that decisions regarding school closings and

delays are made conscientiously and in a timely manner. We will make every effort to notify families as soon as

possible. We appreciate your understanding and patience.

The South Bend Empowerment Zone works closely with South Bend Community Schools Corporation, the South

Bend Police Department, the St. Joseph County Police Department, Indiana State Police, and the city and county

road crews. The Empowerment Zone also monitors local weather channels and radar, and consults with other

area school districts when considering delaying or closing schools.

If it is determined that SBEZ schools will need to be closed or have a delayed start to the school day, the

notification process will begin around 5:00 am.

Special Circumstances
While SBEZ Schools believes that following SBCSC lead applies for 95% of all school closure scenarios, there are
some highly unusual situations where SBEZ Schools would decide to make a different decision. In such instances,
SBEZ Schools will proactively reach out to all families via email and/or text message at least 24 hours of advance
notice so that families are aware and can plan accordingly.

School Closure Make-Up Plan
1. Our regular school year is generally between 182 and 185 days – two to five more days than required by

the state – because we believe that students need more time to master our advanced curriculum. In the
case of lost days, our Zone minimum number of days is 180 days, and schools will need to make up days if
they fall below this minimum.

2. In terms of timing, we make up snow days as soon as the school falls below 180 days. If we need to make
up one day below 180, we plan to extend the school year by one day and hold school on Monday following
the last day of school. Any other make-up days will be determined by administration and communicated to
families ahead of time.

3. Therefore families, staff and students are strongly encouraged to refrain from making any definite plans for
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these potential make-up times just in case additional school days are required.

We believe that this make-up plan is sufficient to work in 99% of all scenarios. However, in truly extreme and
unforeseen circumstances (e.g., if a school experiences greater than 15 days of closure during the school year), we
reserve the right to adjust the make-up plan to better meet the needs of our students.

Technology and Internet Use Policy
SBEZ Schools uses computers (includes mobile and other electronic devices for purposes of this section), networks
and Internet services, as one way of enhancing its mission to provide all our students with the academic and
character skills they need to graduate from top colleges, to succeed in a competitive world and to serve as the next
generation of leaders in our communities.

The following rules are intended to provide general guidelines and examples of prohibited computer and Internet
uses, but do not attempt to state all required or prohibited activities by users. Failure to comply with SBEZ Schools
Students Computer and Internet Use Policy and these rules may result in loss of computer and Internet privileges,
and/or legal and disciplinary action.

A. Use is a Privilege
Students' use of SBEZ School's computers, networks and Internet services is a privilege. No one will deliberately or
willfully cause damage to computer equipment, network resources, or assist another in doing the same.

B. Acceptable Use
Students access SBEZ computers, networks and Internet services for educational purposes and research consistent
with the curriculum and instructional goals. The same rules and expectations govern students conduct and
communication on computers and online services. students are expected to comply with these rules and all specific
instructions from staff members when accessing computers and network resources.

C. Prohibited Use
The student is responsible for his/her actions and activities involving school computers, networks, and Internet
services, and for his/her information, files, passwords, and accounts. Examples of unacceptable uses that are
prohibited include, but are not limited to, the following:

1. Accessing Inappropriate Materials - Accessing, submitting, posting, publishing, forwarding, downloading,
scanning, or displaying materials that are defamatory, abusive, obscene, vulgar, sexually explicit, sexually
suggestive, threatening, discriminatory, harassing and/or illegal.

2. Illegal Activities - Using computers, networks, and Internet services for any illegal activity or that violates
other SBEZ Schools policies, procedures and/or school rules.

3. Violating Copyrights - Copying or downloading copyrighted material without the owner’s permission.
4. Plagiarism - Representing as one’s own work any material obtained on the Internet.
5. Copying Software/Media Files - Copying or downloading software without the authorization of the system

administrator; illegally downloading music, photos, movies, or other such files.
6. Non-School Related Uses - Using the school unit’s computers, networks, and Internet services for

non-school-related purposes such as private financial gain; commercial, advertising or solicitation
purposes.

7. Misuse of Passwords/Unauthorized Access - Sharing passwords, using other users’ passwords without
permission and/or accessing other user accounts.

8. Malicious Use/Vandalism - Any malicious use, disruption or harm to the school unit’s computers, networks,
and Internet services, including but not limited to hacking activities and creation/uploading of computer
viruses.

9. Unauthorized access to Social Networking/Chat Rooms/Newsgroups - Accessing social networking sites or
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software, chat rooms or newsgroups without specific authorization from the supervising teacher.

D. No Expectation of Privacy
SBEZ Schools retains control, custody, and supervision of all computers, networks and Internet services owned or
leased by SBEZ Schools. SBEZ Schools reserves the right to monitor all computer and Internet activity by students.
students have no expectation of privacy in their use of school computers, software accounts, Internet services,
email, and stored files. Each person will respect the rights of others to the protection of the files they store on a
computer and will not alter or damage such files or accounts.

Bullying and Cyberbullying
The law defines “bullying” and “harassment” as the persistent creation of a hostile environment by conduct or by
threats, intimidation or abuse, including cyberbullying, that (a) has or would have the effect of unreasonably and
substantially interfering with a student's educational performance, opportunities or benefits, or mental, emotional
or physical well-being; or (b) reasonably causes or would reasonably be expected to cause a students to fear for his
or her physical safety; or (c) reasonably causes or would reasonably be expected to cause physical injury or
emotional harm to a student; or (d) occurs off school property and creates or would foreseeably create a risk of
substantial disruption within the school environment, where it is foreseeable that the conduct, threats,
intimidation or abuse might reach school property. Acts of harassment and bullying shall include, but not be limited
to, those acts based on a person's actual or perceived race, color, weight, national origin, ethnic group, religion,
religious practice, disability, sexual orientation, gender or sex. For the purposes of this definition the term “threats,
intimidation or abuse” shall include verbal and non-verbal actions.

The law defines “cyberbullying” as the above conduct through any form of electronic communication, where it be
through electronic text, photos, or videos. Examples of this behavior include, but are not limited to:

● Sending false, cruel, or vicious messages.
● Creating websites that have stories, cartoons, pictures, or jokes ridiculing others.
● Breaking into an email account and sending vicious or embarrassing materials to others.
● Engaging someone in electronic communication, tricking that person into revealing sensitive personal

information, and forwarding that information to others.
● Posting a student's picture without his/her permission.

The online activities and technologies often used by students engaged in cyberbullying include, but are not limited
to, social networking sites, chat rooms and discussion groups, instant messaging, text messaging, computers, cell
phones and personal digital devices, digital cameras, cell phone cameras, and webcams. As new technologies
emerge, they too may be included with the above forms of electronic communication.

Reporting and Prevention of Bullying and Cyberbullying
The school is committed to promptly addressing and preventing incidents of bullying to the maximum extent
possible. Additional information about reporting, investigation, intervention, and prevention of bullying and
cyberbullying is included in Appendix A.

Student Cell Phone Policy
Students are not allowed to use cellphones in school, at school-sponsored activities, or on school field trips, unless
specified by a staff member or chaperone in specific circumstances. If, during these times, a cell phone is used,
rings, or is seen by a staff member or chaperone, it will be confiscated from the student and returned to the
student at the end of the day, or the school will request a parent to pick it up. The school may pursue disciplinary
consequences found in the Student Code of Conduct, Rights and Responsibilities depending on how disruptive the
incident is and/or if a student has had multiple violations. Cell phones brought to school must be turned off, stored
away in a locker or backpack area, and cannot be taken out until the student is off school grounds.
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Wellness Policy
The SBEZ Schools provides a safe, healthy, and well-maintained campus that is free of tobacco, alcohol, and drugs
and that fosters a culture of caring, respect and responsibility.

Nutrition Education
The SBEZ Schools have implemented a planned, sequential curriculum that addresses the physical, mental,
emotional, and social dimensions of health. The curriculum is aligned with Indiana’s Health and Physical Education
frameworks and existing school policies. Standards for nutrition education are included with the curriculum utilized
in our physical education department.

Wellness Promotion
We promote opportunities and resources for our SBEZ School faculty and staff to improve their health status
through activities such as health assessments, health education and health-related fitness activities. Our health
plan offers an annual reimbursement for staff members who maintain gym classes for at least four months of the
year. Teachers and staff are also encouraged to be healthy role models for students in terms of nutrition and fitness
pursuits. Teachers participate in activity-based field trips for students and After school curriculum such as
basketball and football practice as well as a required two (2) hours of exercise per week inside or outside weather
permitting.

Wellness Committee
SBEZ Schools has established a committee to ensure that this Wellness Policy is enacted and reviewed on a regular
basis. Required members of this committee include the school Principals, the Food Service Director, and the School
Nurse. The Wellness Policy is posted on the Zone’s website for stakeholders’ review. All interested stakeholders are
invited to become part of the Wellness Committee. If you are interested, please contact the Family Engagement
Coordinator.

Nursing Services & Medication
Nursing services for SBEZ Schools are provided by our clinician. We recommend, however, that parents have a
doctor or health center investigate any recurring health problem a child is having. The clinician is responsible for
checking all health records to be certain that each student is properly immunized. The school is required by law to
have a completed health form on file for every student within 14 days of a child attending our school. The health
form documents the vaccinations that a child has received to date. If you have not received this form from the
school, please contact the school’s director of operations immediately.

If your child requires medication during school hours, please submit a Medical Administration Form (MAF). The
clinician has the training and resources to store and administer medication. However, medication cannot be
administered to your child until your child’s physician has completed the form. This is a requirement of the Health
Department and pertains to all medicine, including aspirin, Tylenol, and other over-the-counter medicines.

The building nurse will keep a detailed log of all medicines that are administered. Please keep in mind that the
clinician is not a medical doctor and services provided are limited. students may be referred to medical services
outside of the building.

School Meal Program
School Nutrition staff will continue to follow rigorous cleaning and sanitizing practices established by the
Department of Health using food-safe chemicals. These practices include sanitizing serving line tray slides, milk
boxes, and cash stand in between classes or periods. Any additional guidance provided by the CDC, USDA, or
Indiana Department of Education related to school nutrition will be implemented.
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Breakfast, lunch, and snacks (Schools only) will be available at no cost at SBEZ Schools as part of its participation in
the School Nutrition Program (a federal program that subsidizes student meals). Breakfast will begin at 7:50 am and
end at 8:10 am at our elementary schools, between 8:50 am and 9:10 am at our middle school. Students are not
allowed to bring outside food for breakfast. We ask that they consume those meals prior to entering the building.

Parents may send lunch to school. If you are sending lunch to school with your child, we ask that you send in
nutritious foods. We encourage students to shy away from bringing unhealthy drinks (e.g., sodas or juices heavy in
sugar) or unhealthy snacks (e.g., snacks high in sugar) to school. The school reserves the right not to allow students
to consume unhealthy food and drinks at school. Additionally, please do not send in lunches that need to be
reheated or refrigerated. Please see the healthy foods policy below for more information.

Healthy Foods Policy
Student nutrition and health is a big concern at SBEZ Schools. Poor eating habits can adversely affect a student’s
performance by causing - among other things - a lack of focus, low stamina, and/or behavioral outbursts – and, of
course, long-term health consequences. To curb the consumption of low-nutrition foods, the following policy has
been created.

Food and beverages brought to school should meet dietary guidelines and contribute to the health of students. The
school strongly discourages the consumption of foods of low nutritional value during breakfast, designated snack
periods, lunch and other times students have access to food during the school day. Food of low nutritional value
consists of:

● Chewing gum and candy
● Food and drinks containing high sugar or other sweeteners
● “Juice” or juice products containing little fruit or vegetable juice
● Foods with high fat/serving ratio (e.g., cookies, Cheetos, potato chips, foods fried in oil, etc.)
● Carbonated beverages
● Cakes/cupcakes (unless this is part of a celebration approved by the teacher)

Teachers planning parties or other school-related events will prioritize healthy foods. If students bring foods low in
nutritional value to school, the school reserves the right not to allow students to consume unhealthy food and
drinks at school.

Food not During Designated Times
Students may not eat food except during breakfast and lunch times. students may not have food in their pockets or
with them in any way except during designated eating times. students may not take snacks out of the classroom
(for example, to the bathroom). Teachers will take food that students have out during unauthorized times and treat
it like “non-academic” material. (Parents may come to pick up the food if they want.)

Gum
Students (and teachers) should not chew gum at any time while at school. Students with gum may face a
consequence, and repeated instances will result in more serious consequences.

Classroom Parties, Birthdays and Other Events
SBEZ Schools supports student’s social and emotional growth by celebrating their achievements. Most of these
celebrations take the form of school-wide or grade-level events which celebrate student academic achievement
and character growth. In addition, classes usually celebrate birthdays by singing happy birthday and other rituals in
a uniform way that is fair and inclusive of all students in the celebration.
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Families wishing to involve classmates in the celebration of their student’s birthday or other holidays can invite
them to a celebration that occurs outside of school hours. The school can support such families by distributing a
flier to families in that student’s class. To avoid hurt feelings and distractions from learning, the school can only do
this if every student in the class is invited. Families wishing to have such an invitation distributed should send it to
school in the student’s homework folder. Invitations must be general (as in not addressed to specific students) and
must be issued to all students in the class.

To minimize competition and distractions from learning, students must be in full uniform on their birthdays and
other holidays.

Statement of Understanding

By signing this, students indicate that they have received and read a copy of SBEZ Schools Family Handbook and
understand and agree to the rules, regulations, and procedures of the school. Student signatures further show that
students understand that if they ever have any questions regarding school policies, they can always ask their
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parent/guardian or other members of the school community for a further explanation.

By signing this, parents indicate that they have received and read a copy of SBEZ Schools Family Handbook and
understand and agree to the rules, regulations, and procedures of the school. Parent signatures further show that
parents understand that if they ever have any questions regarding school policies, they can always ask a teacher or
staff member for further clarification.

_____________________________ ______________________________
Student Name Parent / Guardian Name

_____________________________ _______________________________
Student Signature Parent / Guardian Signature

_____________________________ _______________________________
Date Date

A signed copy of the Statement of Understanding is due one week after receipt of the Handbook.

We thank you for your cooperation and look forward to partnering with you as a member of the SBEZ Schools
community.

SBEZ Schools Device User Agreement for the 2022-2023 School Year

Purpose: Like a textbook, your device is a resource to support learning. Students with devices are required to
follow the guidelines within this document, as well as all school, classroom policies and procedures regarding
technology use. Contact Person: If you have questions or concerns, please contact the Dean of Students.
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Receiving the Device: Parents and students must sign and return this agreement before a device can be issued.
students must also complete the digital citizenship curriculum that the school requires.

Returning the Device: Devices will be returned to the school at the end of each school day unless otherwise
communicated by the school. The use of devices provided by SBEZ Schools is not transferable to anyone and
terminates when a student is no longer enrolled at the school. Students who transfer, withdraw, are expelled, or
terminate enrollment at SBEZ must return their device prior to the last day at SBEZ. A student who fails to return
the device will be subject to paying up to the full replacement cost of the device and any accessories, and may
also have grade cards, transcripts, diplomas, or certificates of progress withheld until restitution is made.

Damage and Loss: All school-issued devices are the property of The SBEZ Schools. If a device is damaged, lost, or
stolen during the time that it is issued to the student, whether intentionally or due to negligence, the student
and the student’s parent/guardian will be responsible for paying the fines outlined in this document.

Responsible Device Use: All users of school-issued devices must follow the expectations outlined in this policy
and discipline/student Code of Conduct outlined in the student and Family Handbook. Failure to follow these
expectations will lead to applicable student disciplinary consequences. students will be subject to disciplinary
and/or legal action if they use the device for inappropriate activities, whether on or off school grounds.

Privacy: Nothing done on school-issued devices is private. School staff may, at any point, confiscate and search
the contents of any school-issued electronic device. The SBEZ Schools recognizes all aspects of the Children's
Online Privacy Protection Act (COPPA), the Children's Internet Protection Act (CIPA), and the Family Education
Rights and Privacy Act (FERPA).

Applications: The SBEZ Schools has researched key applications which will be preinstalled on each device.
Throughout the year, additional applications may be added to support learning. Purchasing and installing these
applications is the responsibility of SBEZ Schools. No one other than an authorized school official may add or
delete applications from a school-issued device. "Jailbreaking" and hacking of devices is not permitted, and in
some cases may be illegal. Students who manipulate any applications will be subject to disciplinary procedures.

Participation: If you do not sign and return this form, a school device will not be issued to the student. If you
have questions or concerns about your student using a device, please speak with your Dean of Students.

Fines for Device Damage, Loss, or Theft: If for any reason the device is lost, stolen or damaged during the time it
is issued to the student, whether intentionally or due to negligence, the student and the student’s
parent/guardian is responsible for the following fines during the 2022-2023 school year:

Chromebook:

Lost / Stolen
● 1st Offense- $300.00
● 2nd Offense and subsequent offense(s): $350.00

Damaged (i.e Screen and Keyboard Keys)
● 1st Offense- $250.00
● 2nd Offense- $300.00

*Full replacement cost for devices includes the device, accessories, software licenses and setup.
SBEZ Schools Device User Agreement for the 2022-2023 School Year

Student PLEDGE SIGNATURE PAGE
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1. I will protect and take good care of my school-issued device:
a. Cords and cables must be inserted carefully into the device to prevent damage.
b. Devices must never be left in an unlocked locker or any unsupervised area.
c. Report any software/hardware issues to your teacher as soon as possible.
d. Keep the device in a well-protected, temperature-controlled environment.

2. I will never loan out my school-issued device to other individuals.
3. I will keep food and beverages away from my device at all times.
4. I will not disassemble, jailbreak or hack any school-issued device or attempt any repairs.
5. I will only use my school-issued device in ways that meet the school's expectations.
6. I will not place decorations (stickers, markers, etc.) or deface any school-issued device.
7. I understand that my school-issued device is subject to inspection at any time without notice and

remains the property of SBEZ Schools. Nothing I do with the device is private, and nothing I have on the
device is private.

8. I will not share my password(s) with anyone other than school staff or my parents.
9. I will only use school approved websites.
10. I understand that if I damage or lose my device, or if it is stolen, I will have to pay a fine. I agree to the

rules set forth in the Device User Agreement and the student Pledge.

Student Name: ___________________ Student Signature: ______________ Date: ___________

PARENT PERMISSION AND RELEASE
By signing below, you agree that you have read and understand the guidelines in this document and will fully
comply with its policies. You understand that your student is responsible for damage, loss, or theft of any device
while in his/her care and agree to the fines outlined in this document.

Chromebook:

Lost / Stolen ● 1st Offense- $300.00
● 2nd Offense and subsequent offense(s):

$350.00

Damaged (i.e Screen and Keyboard Keys) ● 1st Offense- $250.00
● 2nd Offense- $300.00

*Full replacement cost for devices includes the device, accessories, software licenses and setup.

You and your students agree that The SBEZ Schools are not responsible for anything that happens with this
device. You agree that your student uses this device at his/her own risk.

Parent Name: ___________________ Parent Signature: ________________ Date: ___________

Appendices

APPENDIX A: Reporting, Investigation, Intervention, and Prevention of Bullying and Cyberbullying. Reporting
Bullying and Cyberbullying (together, “Bullying”)

Definition of Bullying:
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Bullying is persistent, unwanted, aggressive behavior among school aged children that involves a real or perceived
power imbalance.

1. If a student feels that he/she is a victim of bullying, or witnesses a student being bullied, the student
should report the incident to the dean of students, the safe school climate specialist. students may report
bullying situations anonymously via written note or email so long as the information is securely and
privately delivered to the dean of students.

2. If a parent suspects bullying, they may report it via written note or e-mail to the dean of students.    
3. Any staff member who witnesses or receives any report of bullying must notify the dean of students as

soon as possible, and in any event within one school day after the staff member witnesses or receives a
report of bullying.

4. All reports will be documented and maintained for the duration of the student’s tenure at the school.
5. The school will maintain a list of the number of confirmed acts of bullying, without specific names. The

school will make the list available upon request and will provide the number of confirmed acts of
cyberbullying as required to the State Department of Education.

Investigation
1. As with any situation involving a serious breach of school culture and the Code of Conduct, the dean of

students will take action to investigate the report of bullying. As bullying is prohibited by the Code of
Conduct, it is important to note that this applies to activity on school grounds, at a school-sponsored or
school-related activity, function or program whether on or off school grounds, at a school bus stop, on a
school bus or other vehicle owned, leased or used by the school, or through the use of an electronic device
owned, leased or used by the school, or outside of the school setting if the bullying creates a hostile
environment at school for the student against whom the bullying was directed, infringes on the rights of
that student, or substantially disrupts the education process or the orderly operation of the school.

2. The dean of students will investigate, in a timely fashion, parents’ reports and will review student’s reports,
anonymous or otherwise, to determine the proper action.

3. The dean of students will question the reporting students or parent about specific details, which may
include date of incident, time, location, and what was said or done to the students being bullied. If the
reporter is anonymous, the dean of students will question those who are listed in the report. No
disciplinary action will be taken solely based on an anonymous report.

4. The dean of students will then meet with and question the student(s) accused of bullying, as well as the
student(s) being bullied.

5. The dean of students or his/her designee will call the parents or guardians of the students involved in
verified incidents of bullying and inform them of the incident(s), the school’s response, and any
consequences that may result from further acts of bullying within 48 hours after the completion of the
investigation. Parents or guardians of students against whom the bullying was directed will be invited to a
meeting to discuss the measures being taken by the school to ensure the safety of their student and
policies and procedures in place to prevent further acts of bullying. Parents or guardians of students who
committed the bullying will be invited to a separate meeting to discuss specific interventions undertaken
by the school to prevent further acts of bullying.

6. At the discretion of the dean of students or his/her designee, the parents of both parties may be requested
to come in and meet with the dean of students and Social Worker or counselor for mediation.

7. Parents/Guardians are not allowed to see the investigation notes or witness comments.

Intervention and Prevention
A. Intervention

1. The school will promote the use of interventions that are least intrusive and most effective and will
develop case-by-case interventions for addressing repeated acts of bullying against a single individual or
recurring bullying perpetrated by the same individual. Intervention may include, but not limited to the
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following:
a. As the situation may warrant, the school may provide counseling or refer students to outside

counseling to address the needs of the victim(s) of the bullying.
b. As the situation may warrant, the school may provide or refer out for counseling and support to

address the behavior of the students who bully (e.g., empathy training, anger management, and
social skills), and will take other disciplinary measures as appropriate.

c. The school will monitor each individual situation to ensure that the bullying ceases for individual
victims and on a school-wide basis.

d. Disciplinary sanctions and consequences will be commensurate with the situation.
e. The school will notify the appropriate law enforcement agency if the Principal or designee believes

the acts of bullying constitute criminal conduct.

B. Prevention
Consistent with SBEZ Schools’ values orientation and ongoing character education, the school will send consistent
messages to students throughout the school year that bullying is not part of our school’s culture and will not be
tolerated. Prevention may include, but it not limited to, the following:

1. The school will maintain rules prohibiting bullying, harassment and intimidation and will establish
appropriate consequences for those who bully other students.

2. The school prohibits discrimination and retaliation against any individual who reports or assists in the
investigation of an act of bullying.

3. As part of our regular character education program, the school will provide advisory time and
age-appropriate curricula for all classes to discuss bullying in school and the effects of it.

4. The school will implement an ongoing cyber safety curriculum to ensure that students are knowledgeable
about how to safely interact online.

5. The school will work to protect the safety and security of minors when using electronic mail, chat rooms,
and other forms of direct electronic communications.

6. The school will discuss values with parents during orientations.
7. The school’s Friday PD program will contain a time to discuss promoting positive school culture including

character development and bullying prevention training.
8. The school will use common time with students to discuss cyber safety and cyber bullying issues with

students.
9. The school will host sessions to teach parents how to monitor their children’s digital footprint.

APPENDIX B: Disciplinary Definitions, Delegation of Authority, Infractions, Procedures and Due Process Rights

Definitions
The term “conduct constituting an interference with school purposes” means actions taken by a student or
students which cause a disruption to a safe learning community and prevents the school from providing students
with the opportunity to improve their knowledge and learning; or which can reasonably be foreseen to cause, a
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substantial disruption or material interference which prevents the school from maintaining a safe learning
community. Suspicion alone is not adequate proof the behavior occurred.

The term “dismissal from school, class, or activity” means disciplinary action whereby a middle school teacher
will have the right to dismiss a student from the teacher’s class or activity for a period not to exceed five (5) class
periods, and an elementary teacher will have the right to dismiss a student from the teacher’s classroom or
activity for a period of up to one (1) school day.

The term “educational function” means the performance by the school Zone, or its officers or employees, of an
act or series of acts in carrying out school purposes.

The term “school function” means any activity sanctioned or sponsored by the school.

The term “school purposes” means the purposes for which the school operates, including:
1. promoting knowledge and learning;
2. maintaining a safe, orderly and effective educational system; and
3. taking any action under the authority conferred on the school Zone by any statute.

Delegation of Authority
In carrying out the purposes of the SBEZ Schools, the following grants of authority are made, subject to the
limitations which exist under law:

A Principal, including any Principal’s designee, may take any action concerning their school or any school activity
within their jurisdiction reasonably necessary to carry out, or prevent interference with, any educational function
or school purpose. Such action may include establishing written rules and standards to govern student conduct.

The Zone Chief or other administrators with the Zone Chief's approval, may take any action with respect to all
schools within the Zone Chief’s jurisdiction which is reasonably necessary to carry out, or to prevent interference
with, any educational function or school purpose.

The Zone Chief or other administrators with the Zone Chief’s approval may adopt procedures establishing lines of
responsibility in compliance with the SBEZ Schools discipline policies and administrative guidelines.

The SBEZ Schools Board of Directors may also make such other delegations of rule-making, disciplinary, and
other authority, as are reasonably necessary in carrying out the purposes of the Empowerment Zone.
Disciplinary Infractions

● Disciplinary offenses result in consequences subject to the discretion of the Principal or his/her
designee(s) and may include logical classroom consequences, school wide detention, a service-learning
project, loss of school privileges, in-school suspension, out-of-school suspension, and/or expulsion.

● In determining the appropriate disciplinary action, the school may consider, among other things, the
student’s prior disciplinary record.

● Suspended students are not allowed to participate in school activities.
● Any breaches of state or federal laws may be handled in cooperation with law enforcement.  

The following list of punishable offenses is not meant to be exhaustive, but rather provides examples of

prohibited conduct and corresponding consequences. Additional violations of school rules and behaviors that

compromise the school community and the learning of others will also merit consequences. Importantly,

although the list is intended to provide expectations regarding the link between student misconduct and
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consequences, each student and each incident is different and may have a variety of mitigating (e.g., first time

engaging in this conduct or sincere apology and acceptance of responsibility) or aggravating factors (e.g.,

multiple violations in one incident or repeated incidents or the severity and negative impact of the behavior). For

that reason, the Principal or the Principal’s designee may, in his/her discretion, may assign a different

consequence than outlined in the ranges below, provided the consequence must be in keeping with the spirit of

this policy and must be consistent with applicable law. Consequences will always be reasonable and appropriate,

and intended to address the specific prohibited conduct.

Infractions
Violation of School Rule

● Being out of uniform
● Arriving late to school or class
● Mistreatment or inappropriate use of technology or school property
● Minor damage to property (e.g., light pencil markings on desk)
● Possession of inappropriate property or technology or an object expressly prohibited or that impedes

the learning process
● Skipping class
● Misuse of hall/restroom/office pass
● Utilizing personal technology during school time

Disrespect
● Minor disrespect of a fellow student or students
● Minor disrespect of a faculty member, staff member, visitor, volunteer, school transportation provider, or

other members of the school community
Disruptive, distracting behavior

● Disrupting class or school activity for any reason
● Horse-playing
● Running in hallways
● Making unreasonable or distracting noise
● Being off-task
● Failing to follow directions, delaying in following directions or otherwise undermining directions
● Refusing to follow directions
● Impeding vehicular or pedestrian traffic

Being unprepared for class
● Being unprepared for class
● Failing to maintain desk or locker area as required
● Failing to have school document, home learning, or exam signed
● Failing to complete home learning or other assignment

Infractions: Range of School Responses, Interventions, and Consequences
Summary of typical range: from warning to exclusion/removal from class

● Non-verbal warning
● Verbal warning or reprimand
● Reflecting on behavior orally and/or in writing
● Verbal or written apology
● Time out within the classroom
● student-teacher conference
● student-administrator conference
● Sitting in his/her seat during breaks
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● Modified lunch setting
● Modified classroom participation (e.g., limited partner work, etc.) to best support the student
● Seating arrangement changed
● Note home to parents to be signed and brought back to school
● Call home to parents
● Request meeting with parents
● Confiscation of property (if related to infraction)
● Performing extra service for the school, such as cleaning (if related to infraction)
● Paying for or replacing damaged or missing property
● Loss of classroom or other school privileges
● Missing school events, trips, or activities
● Suspension of Transportation (if related to infraction)
● Time out outside the classroom
● Sent to the dean's office, Principal’s office, or other designated area
● Exclusion and/or removal from a particular class or event

Serious Infractions
Disrespect

● Serious disrespect of a fellow student or students
● Serious disrespect of a faculty member, staff member, visitor, volunteer, school transportation provider,

or other members of the school community
● Using abusive, vulgar, or profane word or phrase

Not being where the student is supposed to be
● Cutting school, class, or required in-school or after-school activity (including extension, home learning

make-up, required tutoring, etc.)
● Departing, without permission, from class, floor, building, or school-sponsored activity
● Refusing to leave an area where the student is not supposed to be – or refusing to leave an area where

the student is distracting others
● Obstructing or blocking vehicular or pedestrian traffic

Not following consequences
● Failing to comply with school-imposed consequences (e.g., skipping or refusing to go to an extension or

other consequence)
● Disrupting in-school suspension/restoration, or another significant consequence through misbehavior

Repeated misbehavior
● Being removed from class/asked to report to the dean of students’ office, Principal’s office, or other

designated area during class more than one time in each day
● Being removed from class/asked to report to the dean of students’ office, Principals’ office, or other

designated area during class more than three times in each week
● Being removed from transportation services.
● Being removed from transportation services three or more times in a one-month period
● Repeated offenses for which the student has already earned in-school suspension or other

consequences

Other serious infractions/serious versions of conduct are listed under the infractions category

Serious Infractions: School Responses, Interventions and Consequences
Summary of typical range:  from exclusion/removal from class to in-school suspension

● Any consequence outlined above for infractions
● Additional oral or written reflections and/or apologies
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● Request a formal meeting with parents
● In-school suspension
● Short-term out-of-school suspension

Major Offenses
Medication or Tobacco

● Using or possessing over-the-counter medication inappropriately
● Using, possessing or transferring tobacco, e-cigarette or related products or accessories

Fleeing or blocking access
● Fleeing an area, which includes, but is not limited to, running around the classroom, running in the

hallways or between floors away from adults, and running out of the building
● Blocking access to any part of the school building

Action that impairs the school’s ability to function
● Action that seriously impairs the ability of the school to function, including, but not limited to, extreme

language, refusal to move, intentionally sustained distracting behavior, or demeaning or intimidating
speech

● Gross disrespect of a faculty member, staff member, visitor, volunteer, school transportation provider, or
other members of the school community

Abuse or Harassment
● Committing sexual, racial, or any form of harassment or intimidation
● Bullying, cyber bullying, intimidation, hazing, threats, and/or harassment of another student (see

bullying and cyberbullying sections for more detail)
Damaging Property

● Damaging or destroying personal or school property – or attempting to do so
● Throwing, pushing, or moving furniture/classroom objects in an aggressive or upset manner
● Gross disrespect or destruction of school property, including graffiti
● Putty, slim and/or like objections are prohibited from the school

Physical Aggression
● Making verbal or physical threats, empty or otherwise
● Fighting, pushing, scratching, shoving, biting, punching, grabbing, slapping, kicking or any other

unwanted physical contact – or any contact with the intent to hurt, but without causing serious injury
● Any action that presents an imminent threat to physical safety of self or others
● Throwing an object at another person or in the classroom

Sexual Activity
● Engaging in sexual activity or inappropriate touching
● Indecent exposure
● Being in unauthorized areas of the school including Faculty & Staff restrooms

Gambling, Stealing, Lying, Forgery, Plagiarism
● Gambling
● Lying or giving false information to, or misleading, staff member
● Stealing
● Plagiarism, cheating, altering records or forgery, including forging of parental signatures

Other major offenses
● Major versions of conduct listed under the serious infractions category

Major Offenses: Range of School Responses, Interventions and Consequences
Summary of typical range:  from in-school suspension to out-of-school suspension

● Any consequences outlined above for infractions or serious infractions
● In-school suspension
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● Short-term out-of-school suspension
● Long-term out-of-school suspension

Egregious Offenses
● Repeated major offenses and/or fundamental disregard for school policies and procedures in a manner

that presents an unsafe or abusive condition for members of the school community or seriously disrupts
the educational process of the school.

● Creating a hazardous or offensive condition, such as setting off false alarms, making bomb or other
violent threats, or calling in threats, empty or otherwise.

● Threatening a staff member or his/her family friends with serious physical harm or ongoing repeated
and/or specific threats made to another member of the school community creating or intended to create
an unsafe environment for the other individual.

● Significant destruction or attempted significant destruction of school property, including arson.
● Significant theft (e.g., items valued at several hundred dollars) or stealing from a staff member, including

money, wallet, credit cards, and personal possessions.
● Possession, use, or transfer of drugs, alcohol, or controlled substances, including, but not limited to,

illegal drugs (e.g., marijuana), drug paraphernalia, prescription medication or alcohol, on school grounds
or at a school-sponsored event.

● Sale or distribution of drugs, alcohol, or controlled substances, including, but not limited to, illegal drugs
(e.g., marijuana), drug paraphernalia, prescription medication, tobacco, or alcohol, on school grounds or
at a school sponsored event.

● Possession, use, or transfer of a firearm or weapon or mock weapons, including, but not limited to, the
following: firearm, air gun, BB gun, knife, bludgeon (e.g., metal knuckles), slingshot, explosives,
dangerous chemicals, any sharp pointed instrument, or other dangerous instrument intended as a
weapon (e.g., broken glass, lighter, baseball bat, etc.).

● Assault and/or use of extreme force against or an action intended to inflict serious injury upon another
student or students, school personnel, or other member(s) of the school community; actions that should
have been reasonably foreseen as having the potential to inflict serious injury are included.

● Sexual assault.
● Physically assaulting a staff member or other adult members of the school community; this includes, but

is not limited to hitting, kicking, punching, slapping, or pushing.
● student charged with or convicted of a felony that poses a continuing danger to persons or property or

an ongoing threat of serious disruption to the academic process.
● students with a protective order against them that is based on or involves violence, severe harassment,

or threat of violence against another student or staff member.
● Egregious versions of conduct listed under the major offenses category.

Egregious Offenses: Range of School Responses, Interventions and Consequences
Summary of typical range:  from out-of-school suspension to expulsion

● Any consequences outlined above for infractions, serious infractions, or major offenses
● Short-term (1-5 and 6-10 days) out-of-school suspension, usually for an extended period
● Long-term (11-30 days) out-of-school suspension
● Expulsion

When an egregious offense occurs, both the Principal and Zone Chief should be notified immediately. Past

disciplinary offenses may be considered in the school’s decision-making around consequences. If the student has

already been found to have engaged in an egregious offense that did not result in long-term suspension or

expulsion earlier in the school year, the school is more likely to recommend long-term suspension or expulsion

upon any subsequent egregious offense.It shall be the policy of the Board to suspend a student for one full
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calendar year whenever a student brings a firearm or  destructive device, or is in possession of the same, on

school property  as defined in I.C. 20-33-8-16.  The Board shall modify the term of the expulsion on a

case-by-case basis.

The discipline policy of SBEZ Schools is an important part of how we build a learning-focused, safe, and positive
school environment. However, it is important that we implement these policies in a fair and transparent way.
students and their families deserve and are entitled to the due process protections outlined below.

NOTE: students who have previously been identified as having one or more disabilities under the IDEA
(Individuals with Disabilities Education Act) and/or Section 504 of the Rehabilitation Act may require alternative
and/or additional procedures related to discipline. Specific procedures regarding disciplinary action for those
students are set forth more fully below.   

Classroom Removals
● Although the goal is to keep students in the classroom learning as much as possible, a teacher, staff

member, or school leader has the authority to remove a student from the classroom when the student’s
behavior poses a continuing danger to students or staff or an ongoing threat of disruption to the
academic process.

● When a student is removed, the teacher must notify the dean of students or the dean’s designee at once
and send the student to a designated area.  

● As soon as the child is able to have a calm conversation, the student will have the opportunity for an
informal hearing with the dean or dean’s designee to hear the reasons for the removal and have an
opportunity to informally present the student’s version of the relevant events before the staff member
makes a decision whether to assign additional consequences. We think it is good practice to have an
informal hearing, to the greatest extent possible, in connection with each removal.

● The overall goal is to get the student back on track and back in class as quickly as possible. In most cases,
the student will be able to return to class in 20 to 60 minutes. In order to return to class, the student
may have to complete a reflection form, not be disruptive in the removal area or other classrooms or
offices, demonstrate that he/she is calm and ready to return to class, practice building skills in the areas
in which he/she struggled to make appropriate choices, and have a satisfactory conversation with the
dean or dean’s designee about the behavior and how the student is to behave the rest of the day and in
the future. In addition, the student may be required to have a discussion with and apologize to the
relevant teacher or staff member before re-entering the class.

● The dean, Principal, or designee will record the amount of time lost from class.
● In cases of major or egregious behavior, the Principal or dean may decide that the behavior warrants

additional consequences that would keep the student from returning to class.

In-School Suspension
The Principal, Assistant Principal or the Dean of Students, as a designee of the Principal, has the authority to issue
In-School Suspension (ISS). An ISS involves the student attending school, but not attending regular classes. ISS can
be assigned for a number of hours up to 3 days. An In-School Suspension can only be issued by the Principal,
Assistant Principal or the Dean of Students. If a student has engaged in a behavior that would warrant an in-school
suspension, the following steps must take place:

● Review the evidence and ensure that the incident giving SBEZ to the suspension is properly documented.
(May be done by the Principal, dean, or designee.)

● Except in cases where a student’s behavior poses an immediate threat to the safety of students or staff,
the Principal or dean will conduct an informal hearing with the student. An informal hearing allows the
student to meet school officials to explain the circumstances surrounding the event related to the
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suspension. It is held to bring forth all relevant information and for parents, guardians, and school
officials to discuss ways by which future offenses might be avoided. In this informal hearing, the student
will hear the reasons for the removal from class and have an opportunity to informally present the
student’s version of the relevant events before the Principal or dean makes a decision whether to assign
in-school suspension.

● The Principal or dean will determine the appropriate consequence. He/she will determine an in-school
suspension, and the length of suspension. In determining the length of the in-school suspension, the
Principal or dean may receive and consider evidence of past disciplinary problems which have led to
previous disciplinary actions and the student’s understanding of the seriousness of his/her actions. The
decision of the Principal or dean regarding disciplinary action up to and including in-school suspensions
shall be final.

● The Principal, dean or his/her designee will make reasonable attempts by telephone to immediately
notify the parent/guardian of the in-school suspension, stating the cause(s) leading to the discipline, the
length of in-school suspension, and what the student must do to re-enter the school community.

● The Principal, dean or his/her designee will send written notification of the in-school suspension to the
parent/guardian to the last address reported on school records (or to a newer address known to the
Principal, dean, or designee) stating the cause(s) leading to the suspension, the length of suspension,
and what steps the student needs to complete for a successful re-entry into the school community.

Misbehavior during an in-school suspension may result in an out-of-school suspension or other consequence.
Additionally, if a student has a history of not being able to successfully serve an in-school suspension, including by
significantly disrupting the learning of others and/or repeatedly failing to cooperate with directions, the school may
seek an out-of-school suspension consistent with the school’s disciplinary policies and procedures. As necessary
and appropriate, the school may require that the in-school suspension be served at a different SBEZ Schools School.

Short-Term Out-of-School Suspensions
The Principal, Assistant Principal or Dean of Students, as a designee of the Principal, has the authority to issue a
short-term suspension. An Out-of-School Suspension can range from a number of hours, 1 to 5 days or 6 to 10
days.  A short-term suspension can be issued only by the Principal or Dean. When a student has engaged in a
behavior that could warrant such a suspension, the following steps must take place:

● The Principal or a designee of the Principal will review the evidence and ensure that the incident giving
SBEZ to the suspension is properly documented.

● Except in cases where a student’s behavior poses an immediate threat to the safety of students or staff,
the Principal or a designee of the Principal will conduct an informal hearing with the student. In this
informal hearing, the student will hear the reasons for the removal from class and have an opportunity
to informally present the student’s version of the relevant events before the Principal or a designee of
the Principal decides whether to assign additional consequences, including out-of- school suspension.

● After the informal hearing, the Principal or a designee of the Principal will determine the appropriate
consequence and if he/she determines out-of-school suspension, the length of suspension. In
determining the length of the suspension, the Principal or a designee of the Principal may receive and
consider evidence of past disciplinary problems which have led to previous disciplinary actions. The
decision of the Principal or a designee of the Principal regarding disciplinary action up to and including
short-term suspensions shall be final.

● The Principal  or his/her designee will make reasonable attempts by telephone to immediately notify the
parent/guardian of the suspension, stating the cause(s) leading to the suspension, the length of
suspension, and what the student must do to re-enter the school community.

● The Principal or his/her designee will send written notification of the short-term out-of-school
suspension to the parent/guardian to the last address reported on school records (or to a newer address
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known to the Principal or a designee of the Principal) stating the cause(s) leading to the suspension, the
length of suspension, the time and place for alternate education (or plans to identify such time and
place), and what the student will be asked to do to re-enter the school community, and the parent’s right
to request an informal conference with the Principal.

Hearing Regarding Short-Term Out-of-School Suspension Decisions
When notified about a short-term out-of-school suspension decision, a parent has the right to request an
informal conference with the Principal and to present the student’s version of the incident and question the
complaining witnesses against the student. The school may limit or prohibit questioning of other students if
there is good reason to do so (e.g., bullying, harassment, or any other situation that might impact the social,
emotional, or physical well-being of a student). This hearing will be scheduled as soon as possible and normally
within one day. The short-term out-of-school suspension will stand while the hearing is taking place, although it
will be removed from the child’s record if the hearing reveals that the suspension decision was made in error.

Work completion during suspension and documentation of suspensions
Students are responsible for completing academic work missed during the suspension. During the suspension
and to the extent required by law, students have the right to substantially equivalent education in addition to IEP
services. Families must contact the school to set-up alternative daily education during a suspension. When
possible, the school will let the parent know the time and location for the alternative education in the phone call
home and in the suspension letter, or the parent should call the school to discuss such logistics as soon as
possible. It may take a full day or more to get alternative instruction logistics set up, particularly if there are
safety concerns based on the conduct of the students. Please note that students will not be considered
“present” for attendance purposes if he/she does not attend alternative education. The completed work will
receive full credit if it is submitted by the deadlines in accordance with the school make-up policy. If a student
does not complete this work, the student may face standard academic consequences (e.g., Homework Extension
or no academic credit).

Re-entry from In-School Suspension or Short-Term Out-of-School Suspension
We ask all students who are suspended to take the following steps before they re-enter the school or classroom.
We believe that the following practices are essential to set the student up for success. The length of a longer
suspension may be reduced (at the discretion of the Principal) if the following are satisfied:

● The student and parent meet with the Principal or his/her designee
● The student writes a letter of apology of acceptable quality (as deemed by the Principal or his/her

designee) based on the child’s academic level.
● The student presents this letter to SBEZ Schools staff and/or students.
● Students who are suspended two or more times may be asked to submit a reasonable and realistic plan

for improvement (based on a template / guidance given by the school). This plan must be of acceptable
quality, as defined by the Principal or his/her designee.

● The student may be asked to meet additional conditions if school staff believe these conditions will
improve the likelihood of the student returning to school successfully.

Recommendation for Long-Term Out-of-School Suspension
A long-term suspension may be recommended by the Principal. It is an out-of-school suspension that can last
between 11 to 30 days due to serious, major, or egregious infractions. This suspension can only be ordered by
the Executive Director, or a Hearing Officer designated by the Executive Director – after a formal hearing
following the procedures set forth below. A student may appeal a Long-Term Suspension decision to the Board of
Directors.
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Recommendation for Expulsion
Expulsion is defined as the permanent exclusion from the school. Expulsion is an appropriate consequence when
a student engages in an alarming disregard for the safety of others, and/or where it is necessary to safeguard the
well-being of other students. When an egregious offense occurs or a sustained pattern of serious, major, and/or
egregious events occurs, expulsion is an appropriate consequence when in the Principal’s judgment, the safety of
the school community is significantly compromised. The expulsion can only be ordered by the Executive Director,
or a Hearing Officer designated by the Executive Director – after a formal hearing following the procedures set
forth below. A student may appeal a long-term suspension or expulsion decision to the Board of Directors.

Hearing Procedures
Except in an emergency, prior to long-term discipline of a student, a hearing shall be conducted by a Presiding
Officer (which could be the Board of Directors, the Executive Director, or a designated Hearing Officer), and
governed by the procedures outlined below. Whenever an emergency exists, the hearing provided for above
shall be held as soon as possible.

Written notice of the hearing must be given within a reasonable time prior to that hearing to the student, or if a
minor, to his/her parent/guardian or person legally responsible for the student. Specifically, the school shall
provide written notice to the Parent or Guardian within 48 hours of the incident with the date and time of a
formal hearing.  The hearing shall occur no less than three (3) days after the incident in question, but within 10
school days of the incident. This timeline is subject to change in certain instances (e.g., the student responsible
for an egregious offense is not identified until after days of investigation or the hearing would occur during
school vacation), but in all instances, notice shall be provided as soon as practicable and consistent with the
requirements set forth by law.

A parent may request to postpone the hearing beyond 10 school days but no less than 3 school days to allow the
parent and student to prepare for their case. If the school consents, the student must remain out of school while
awaiting the hearing; alternative instruction will be provided by the school.

A student may be represented by any third party of his/her choice, including an attorney, at his/her own expense
or expense of his/her parents/guardians. A student may be entitled to free or reduced legal services through
various agencies. A parent may request information about such services from the Principal or dean of students.

A student is entitled to the services of a translator or interpreter, to be provided by the School or the Board,
whenever the student or his/her parent/guardian do not speak the English language or is handicapped.

The hearing will be conducted by the Presiding Officer, who will call the meeting to order, introduce the parties,
Board members and counsel where applicable, and swear in any witnesses called by the administration or the
student.

A verbatim record of the hearing will be made either by a recording or by a stenographer.

The charges will be introduced into the record by the Principal/designee.

Formal rules of evidence will not be followed. The Presiding Officer has the right to accept hearsay and other
evidence if he/she deems that evidence relevant or material to its determination.

Each witness for the administration will be called and sworn. After a witness has finished testifying, he/she will
be subject to cross-examination by the opposite party or his/her legal counsel.
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After the administration has presented its case, the student will be asked if he/she has any witnesses or evidence
to present. If so, the witnesses will be sworn, will testify, and will be subject to cross-examination by the
administration and to questioning by the Board. The student may also choose to make a statement. If the
student chooses to make a statement, he/she will be sworn and subject to cross-examination by the
administration and questioning by the Board. Concluding statements will be made by the administration and
then by the student and/or his/her representative. The parties may submit written position statements within 48
hours of the close of the hearing.  

In cases where the student has denied the allegation, the Presiding Officer must determine whether the student
committed the offense(s) as charged by the Principal/designee.

If the Presiding Officer determines that the student committed the offense(s), the Presiding Officer must also
deliberate on the disciplinary action to be imposed upon the student. The Presiding Officer may review the
student’s attendance record or academic record during his/her deliberations on the issue. The Presiding Officer
may ask the Principal or his/her designee for a recommendation as to the discipline to be imposed.

Evidence of past disciplinary problems which have led to the removal from a classroom, suspension or expulsion
of a student being considered for a long-term suspension or expulsion at a disciplinary hearing may be received
but may only be considered in the determination of the length of the suspension or expulsion and nature of
alternative educational opportunity being offered. Note: Past disciplinary incidents may not be considered if they
were determined in a Manifestation Determination Review to have occurred because of a student’s documented
disability.

Where administrators present the case in support of the charges against the student, such administrative staff
shall not be present during the deliberations of the Presiding Officer either on questions of evidence or on the
final discipline to be imposed. The superintendent/designee may, after reviewing the incident with
administrators, and reviewing the student’s records, make a recommendation to the Presiding Officer as to the
appropriate discipline to be applied.

The Presiding Officer shall make findings as to the truth of the charges, if the student has denied them, whether
the school has followed proper procedures, and in all cases the disciplinary action, if any, to be imposed.

In keeping with the Gun-Free Schools Act, it shall be the policy of the Board to expel a student for one full
calendar year whenever the student is in the possession of a firearm. The Presiding Officer shall modify the term
of the expulsion on a case-by-case basis.

The Presiding Officer shall report its final decision in writing to the student, the Parent or Guardian, and the
Board of Director if conducted by a Hearing Officer, within 10 days of the hearing, or if the student is a minor,
also to the parents/guardians, stating the reasons on which the decision is based and the disciplinary action to
be imposed. Said decision shall be based solely on the evidence presented at the hearing. Only the Board of
Directors, through a designated panel of the Executive Director or the Presiding Officer (the Executive Director or
Hearing Officer) authorized by the board, can expel a student.
Notice of expulsion and the conduct for which the student was expelled, shall be included on the student’s
cumulative educational record. Such notice, except for notice of an expulsion based upon the possession of a
firearm or deadly weapon, shall be expunged from the cumulative educational record if the student graduates
from high school.

When a student withdraws from school after having been notified that a Long-Term Suspension or Expulsion
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Hearing is pending, the hearing will naturally be canceled.

SBEZ Schools will maintain written records of all suspensions and expulsions, including the name of the student,
a description of the offending behavior, the disciplinary action taken, and a record of the number of days a
student has been suspended or removed for disciplinary reasons.

The student/parent may appeal an Expulsion or Long-Term Suspension Decision to the full Board of Directors
within 10 days of the decision by submitting the Statement of Reasons for Appeal. The Board of Directors shall
review the record, including all documents and recordings related to the hearing, and may affirm or reverse the
decision of the Presiding Officer. The Board’s role is not to re-hear the evidence, but to determine based on the
record whether there is a) sufficient evidence to indicate that a student has committed an offense or a pattern of
behavior that meet this policy’s definition of an expellable offense and b) the school has followed the policies
outlined in the handbook adequately. If the answers to a) and b) are yes, then the Board will validate the
recommendation to expel.

The Board may order that the student return to the school or may remand the case for further consideration by
the Presiding Officer. The Board may also, at its discretion, request that the student/parent attend the meeting
to discuss the substance of the appeal and/or answer any questions that are unresolved in the record. The Board
may also preside over a full fact-finding hearing if circumstances so require.  

It is important that the student/Parent present all evidence to the Presiding Officer at the hearing, as new
evidence and arguments generally may not be presented on appeal. Where additional information is discovered
after the hearing, the student/Parent may request permission to present said evidence to the Presiding Officer.
The Presiding Officer shall have discretion to grant or deny such requests for consideration of newly discovered
evidence or for a hearing to consider such evidence.  

Alternative Instruction
The required alternative instruction will begin no later than two days after the final decision is rendered. The
alternative instruction will occur during or after the school day at the school, the student’s home, or the nearest
public library or other public location, at the discretion of the school. This alternative instruction will continue for
the duration of the time the student awaits disposition on his/ her expulsion hearing. The school will provide
alternative instruction to students on short and long-term suspension to the extent required by law.  

APPENDIX C: Discipline of students with Special Needs
Students with disabilities may be disciplined in accordance with the procedural safeguards set forth in federal
and state law and regulations under the IDEA (Individuals with Disabilities Education Act) and/or Section 504 of
the Rehabilitation Act.

Disciplinary procedural safeguards are also extended to students suspected of having a disability. A student is
suspected of having a disability if prior to the conduct, either:
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● The parent of the child expressed concerns in writing to the child’s teacher or a school administrator that
the child may need special education and related services.

● The parent of the child requested an evaluation for special education services.
● The teacher of the child, or other school personnel, have expressed specific concerns about a pattern of

behavior that may be caused by disability directly to the special services leader, or other supervisory
personnel.

The school must follow the same procedures when disciplining students with suspected disabilities, as it follows
for students with IEPs or Section 504 plans, unless:

1. The parent did not allow the students to be evaluated.
2. The parent refused special education services.
3. The student was evaluated and determined not to qualify as a student with a disability.

One of these disciplinary procedural safeguards is the requirement to convene a Manifestation Determination
Review (MDR). An MDR is a process to determine if a student’s violation of the Code of Conduct is the result of
the student’s disability. An MDR must occur within 10 school days of a violation of the school’s code of conduct
which results in a change of placement for a student with an IEP or a 504 plan, a student in the initial referral
process, or a student suspected of having a disability.

Under the IDEA, a change of placement occurs if:

1. The removal is for more than 10 consecutive school days; or,
2. Short-term removals make up a pattern because:

a. The current removal when added to a series of previous short-term removals totals more than 10
school days in a school year;

b. The child’s behavior is similar to his/her behavior that resulted in previous removal(s); and of other
factors (e.g., length of each removal; proximity of removals to one another). *

*At SBEZ Schools, any time a student with a disability is removed from his/her educational setting for more than 10
cumulative school days, we regard this as a change of placement and require the Case Conference Committee
(CCC) to hold a Manifestation Determination Review meeting. The Case Conference Committee (CCC) includes the
student’s Teacher of Record, Principal, Director of Exceptional Learners, and the Executive Director of Student
Services.

A removal, under the IDEA, is defined as any time a student is removed from his/her current placement for more
than 90 minutes, unless the students receive an In-School Suspension (ISS) in which:

● The student is not segregated from his/her general education peers
● The student has continued access to the general curriculum
● The student continues to receive all services in his/her IEP, 504 plan or Behavior Intervention Plan.

All In-School Suspensions which do not meet these standards, all Out of School Suspensions, and all Expulsions,
including a 45-day removal to an Interim Alternative Educational Setting, constitutes a removal and therefore
factors into the 10 cumulative day calculation to determine a change in placement.

If a change of placement occurs, the CCC shall promptly call a meeting to determine whether the misconduct is a
manifestation of the student’s disability.  

A parent shall be informed of the need to convene a Manifestation Determination Review (MDR) meeting on the
date of the decision to discipline a student, or as soon as possible thereafter. The parents of the student shall be
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provided with a copy of the Procedural Safeguards setting forth their rights under the IDEA. As soon as possible
but no later than 10 school days after the date of the decision, the IEP or 504 team shall meet to determine
whether the conduct is a manifestation of the child’s disability or occurred due to a failure of the student’s home
district or the school to implement the IEP.

If, upon review, the team determines that the student’s behavior is not a manifestation of his/her disability, then
the child may be disciplined in the same manner as a child without a disability for that particular behavioral
event. During the duration of the removal, the students shall receive an alternative educational opportunity
consistent with the student’s educational needs.

If, upon review, the team determines that the student’s behavior is a manifestation of his/her disability, then the
student must return to his/her educational placement, unless the parents and the school agree to a change of
placement as part of the modification of the behavior intervention plan. Furthermore, the team will consider the
student’s misconduct; develop or review the current Functional Behavior Assessment; and revise the student’s
IEP/ Behavior Intervention Plan (BIP) to prevent a recurrence of such misconduct and to provide for the safety of
the other students and staff. If there is no current BIP, the school, in consultation with the PPT must also develop
a plan to address the behavior that led to the disciplinary action.

Additionally, each subsequent removal after the initial MDR requires a new MDR to be conducted. Prior to a
change of placement, students may receive disciplinary actions in accordance with the SBEZ Schools Discipline
policy.

Parents may request a due process hearing to challenge the manifestation determination. Except as provided
below, the child will remain in his/her current educational placement pending the determination of the hearing.

Weapons, Drugs and Serious Injury
If a child with a disability or suspected disability either:

1. Carries or possesses a weapon at school, on school premises or at a school function;
2. Knowingly possesses or uses illegal drugs, or sells or solicits the sale of a controlled substance at school,

on school premises or at a school function; or,
3. Inflicts serious bodily harm at school, on school premises or at a school function1;

Then, the student may be removed to an interim alternative educational setting (IAES) for up to 45 school days,
regardless of whether the behavior is determined to be a manifestation of the child’s disability. The school must
hold a meeting to determine the IAES.

If you have questions about the disciplinary guidelines for students with disabilities, please contact Sandra Spicher,
Director of Exceptional Learners (Phone number needed) or sspicher@SBEZ.org.

Expulsions and Manifestation Determination Reviews
Prior to conducting an expulsion hearing for a student with a disability, an IEP/504 team shall convene to determine
whether the misconduct was caused by the student’s disability. If it is determined that the misconduct was caused
by the child's disability, the child shall not be expelled. The IEP/504 team shall reevaluate the child for the purpose
of modifying the student’s IEP/504 plan to address the behavior and to ensure the safety of other children and staff
in the school. If it is determined that the misconduct was not caused by the child's disability, the child may be
expelled following the same processes and procedures as a student without a disability. Whenever a student with a
disability is expelled, an alternative educational opportunity, consistent with such child's educational needs, shall

1 IDEA defines serious bodily injury as injury which involves a substantial risk of  death, extreme physical pain, protracted and
obvious disfigurement, or protracted loss or impairment of  the function of  a bodily member, organ or mental facility.
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be provided during the period of expulsion.

SBEZ Schools Maintains written records of all exclusions of ALL students. The records must include the name of
the student, a description of the behavior infraction, the disciplinary action taken, and a record of the time or
number of days of the disciplinary action.

Provisions of Services during Removal
Those students removed for a period fewer than 10 consecutive days will receive all classroom assignments and
a schedule to complete such assignments during the time of his/her suspension. Provisions will be made to
permit a suspended student to make up assignments or tests missed as a result of such suspension.  

During any subsequent removal that, combined with previous removals, equals 10 or more school days during
the year, services must be provided to the extent determined necessary to enable the child to appropriately
progress in the general curriculum and in achieving the goals of his/her IEP. In these cases, school personnel, in
consultation with the child’s special education teacher, CSE, or 504 team, shall make the service determination.

APPENDIX D: How to File a Grievance about Discrimination, Non-Discrimination
SBEZ Schools does not discriminate in admission to, access to, treatment in, or employment in its services,
programs, or activities, on the basis of race, color or national origin, in accordance with Title VII of the Civil Rights
Act of 1964 (Title VII); on the basis of sex, in accordance with Title IX of the Education Amendments of 1972; on
the basis of disability, in accordance with Section 504 of the Rehabilitation Act of 1973 (Section 504) and Title II
of the Americans with Disabilities Act of 1990 (ADA); or on the basis of age, in accordance with the Age

Discrimination in Employment Act of 194 (ADEA). In addition, no person shall be discriminated against in
admission to SBEZ Schools on the basis of race, sex, color, creed, sex, ethnicity, sexual orientation, mental or
physical disability, age, ancestry, athletic performance, special need, proficiency in English language or a foreign
language, or prior academic achievement. No person shall be discriminated against in obtaining the advantages,
privileges, or access to the courses of student offered by the school on the basis or race, sex, color, religion,
national origin, or sexual orientation. Finally, pregnant students are allowed to remain in regular education
classes and participate in extracurricular activities with non-pregnant students throughout their pregnancy, and
after giving birth are permitted to return to the same academic and extracurricular program as before the leave
(Title IX).

SBEZ Schools does not condone or tolerate discrimination on the basis of race, color, national origin, sex, sexual
orientation or disability in admission or access to, or treatment, or employment in its programs or activities. The
purpose of this formal grievance procedure is to provide a simple and accessible process to address problems
and claims of discrimination based on race, color, national origin, sex, sexual orientation or disability. SBEZ
Schools will keep these proceedings as informal and confidential as may be appropriate at any level of the
procedure. These policies do not limit the right of the complainant to discuss the matter informally with any
appropriate member of the administration. Additionally, parents have the right to deliver the formal grievance
directly to the Board.

Since it is important that grievances be processed as rapidly as possible, the number of days indicated at each
level should be considered as a maximum, and every effort should be made to expedite the process. The time
limits specified may, however, be extended by mutual agreement in writing.  

If a complainant does not file a grievance in writing as provided herein within 30 days after the aggrieved person
knew or should have known of the act or condition for the grievance, then the grievance shall be considered
waived. SBEZ Schools reserves the right to extend the 60-day limitation to file a grievance for just cause. A SBEZ
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Schools staff member will, if requested, assist in preparing documents described within this grievance procedure.

Internal Resolution Process (Grievance Process)
Any student or parent who feels that he/she has been discriminated against on the basis of race, color, national
origin, sex, sexual orientation or disability, or that the school has violated its charter shall contact the Dean of
Students/School Culture within 60 calendar days of the date on which he/she knew or should have known of the
alleged occurrence to discuss the nature of the complaint.

The Dean of Students/School Culture shall maintain a written record which shall contain the following:
1. The name and address of the Complainant;  
2. The full name and position of person(s) who allegedly discriminated against the complainant, if

applicable;
3. A concise statement of the facts constituting the alleged discrimination; and
4. Dates of the alleged discrimination.  

At the time the alleged discrimination complaint is filed, the Change all FECs to Dean of Students/School Culture
shall review and explain the grievance procedures with the complainant and answer any questions. An
investigation of the complaint shall begin as soon as practical, but in no case, more than 10 school days from the
time the complaint was received. Within this time limit, the Family Engagement Coordinator shall meet
separately with the complainant and the individual(s) against whom the complaint was lodged. The Family
Engagement Coordinator and/or his or her designee shall conduct a prompt, adequate, reliable, and impartial
investigation of the complaint. The Family Engagement Coordinator shall provide confidential counseling where
advisable and shall seek an informal agreement between the parties concerned, where appropriate. Every
attempt shall be made to seek a solution and resolve the alleged discrimination complaint at this level. It is
important to note, however, that the informal process can be ended, by the complainant, the individual(s)
against whom the complaint was lodged or by the Family Engagement Coordinator, at any time in order to begin
a formal stage of the complaint process.   If the complainant is not satisfied with these initial informal
procedures, within 20 school days from the date of the original discussion with the Family Engagement
Coordinator, more formal procedures may be initiated by the complainant to further explore and resolve the
problem

Formal Procedure:
Level One – School Principal: If a complainant is not satisfied with the disposition of the problem through
informal procedures, he/she may seek review of his/her claim as a formal grievance or appeal in writing to the
Principal. Level One Grievances shall be submitted to the Principal on the Parent Grievance Process Form
(“Grievance Form”) or by letter.  

The Principal shall reply in writing within three school days acknowledging receipt of the Grievance to the
complainant and the individual(s) against whom the complaint was lodged. The Principal shall review the
investigation and information submitted by the complainant and may conduct additional investigation as
necessary. Within 10 school days the Principal will render a decision and the reasons in writing to the
complainant and the person who allegedly discriminated against the complainant, with a copy to the Zone Chief.

Level Two – Zone Chief: If the complainant or the person alleged to have discriminated against the complainant,
if applicable, is not satisfied with the disposition of the grievance at Level One, or if no decision has been
rendered within 10 school days after presentation of the grievance in writing, the complainant or the person
alleged to have discriminated against the complainant may file a written appeal for a hearing by the Executive
Director within 10 school days. The Zone Chief shall reply in writing within three school days acknowledging
receipt of the Grievance to the complainant and the individual(s) against whom the complaint was lodged.
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(Please note that the Zone Chief will not respond to complaints that have not, without good cause, first been
addressed by the Family Engagement Coordinator and/ or the Principal).

Within 10 school days after receipt of the written appeal for a hearing by the Zone Chief, he/she shall conduct a
hearing with the complainant and the person alleged to have committed the discrimination for the purpose of
resolving the grievance. The Zone Chief shall provide the parties an opportunity to present witnesses and other
evidence. A full record of such hearing shall be kept by the Zone Chief. The Zone Chief shall within 10 school days
of the hearing render the decision and the reasons therefore in writing to the complainant and the person who
allegedly discriminated against the complainant.  

Level Three – Board of Directors Hearing: If the complainant or the person alleged to have discriminated against
the complainant, if applicable, is not satisfied with the disposition of the grievance at Level Two, or if no decision
has been rendered within 10 school days after first meeting with the Zone Chief, the person may file a grievance
with the Board of Directors within 10 school days. The Board shall reply in writing within three school days
acknowledging receipt of the Grievance to the complainant and the individual(s) against whom the complaint
was lodged.   

Within 15 school days after receiving the written appeal, the Board or an appointed Hearing Officer designated
by the Board shall meet with the complainant for the purpose of resolving the grievance. The Board or Hearing
Officer shall provide an opportunity for the parties to present witnesses and other evidence. A full record of such
hearing shall be kept by the Board. The decision of the Board shall be rendered in writing within 10 school days.  

General Provisions
Title VI, Title IX and Section 504 protect complainants from retaliation for reporting allegations of discrimination
and participating in an investigation. The administration will take steps to prevent retaliation and will take strong
responsive action should retaliation occur.  

In the event that there is a finding of discrimination, the administration will take steps that are reasonably
calculated to end discrimination; to prevent recurrence of any discrimination; and to correct discriminatory
effects on the complainant and others, if appropriate.

The administration will contact the person raising alleged violations within a reasonable period of time following
conclusion of the investigation and grievance process to assess whether there has been ongoing discrimination
or retaliation, and to determine whether additional supportive measures are needed.

Additional procedures for Claims Alleging Harassment or Hostile Educational Environment
The administration, when evaluating whether there is a hostile environment for a student, will consider the
effects of harassment occurred in school and incidents occurred outside of school that may affect the school
environment.  

Alleged victims of harassment will not be required to work out the problem directly with alleged perpetrators
without appropriate involvement by administration. Any informal process can be ended by an alleged victim at
any time in order to begin a formal stage of the complaint process.  

The school will consider providing interim measures to an alleged victim pending the outcome of the recipient’s
investigation, when appropriate (such as prohibiting the alleged perpetrator to contact the alleged victim;
changing the alleged perpetrator class and bus schedule to minimize contact with the alleged victim, etc.).  

The administration will maintain ongoing contact with the alleged victim throughout the investigation.  
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The administration will provide counseling and academic services, as appropriate, to the alleged victim.  

Any person may also file a complaint of illegal discrimination with the Office for Civil Rights at the same time
he/she files the grievance during or after use of the grievance process, or without using the grievance process at
all. If a complaint is filed with the Office for Civil Rights, it must be filed in writing no later than 180 days after the
occurrence of the possible discrimination.

Complaints may be filed here:

U.S. Department of Education Office for Civil Rights
Lyndon Baines Johnson Department of Education Bldg
400 Maryland Avenue, SW
Washington, DC 20202-1100

Telephone: 800-421-3481; FAX: 202-245-8392; TDD: 800-877-8339
Email: OCR@ed.gov.

APPENDIX E: Parent Concern Form

SBEZ Schools is committed to maintaining a strong partnership and ongoing dialogue between our teachers,
staff, students, and families. If you have a concern about a school policy, academic grade, discipline decision, or
anything else, we welcome your input and encourage you to contact the appropriate staff member at the school.
Please use this form to describe an incident/issue and submit the form to the school’s Principal, dean, or director
of operations.

Today’s Date: ________________
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Your Name: _________________ Phone Number: ____________________

student’s Name: ______________________________ Grade: __________

Relationship to student: _________________________

Have you discussed this issue with anyone at the school yet?   □ Yes    □ No

If yes, who were you in touch with?

_________________________________________________________________

What was the result?

_________________________________________________________________

_________________________________________________________________

_________________________________________________________________

Please describe the Incident / Issue in the space below. Be sure to include the DATE of the incident and the
NAMES of any people who were involved. (Please attach extra pages if you need more space).

_________________________________________________________________

_________________________________________________________________

_________________________________________________________________

APPENDIX F: Additional Information
Title I
The Federal No Child Left Behind Act of 2001 requires school districts that receive federal Title I funding to notify
parents of their right to know the professional qualifications of the classroom teachers who instruct their child.
The SBEZ Schools is a Title I school.

As a recipient of these funds, SBEZ will provide you with this information in a timely manner if you request it.
Specifically, you have the right to receive the following information about each of your child's classroom
teachers:

● If the teacher meets the state qualifications/licensing criteria for the grades and subjects he/she teaches.
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● Whether the teacher is teaching under emergency or provisional status because of special
circumstances.

● The teacher's college major, whether the teacher has any advanced degrees, and the field of discipline of
the certification or degree.

● Whether paraprofessionals provide services to your child and, if so, their qualifications.

The SBEZ Schools is committed to providing quality instruction for all students and does so by employing the
most qualified individuals to teach and support each student in the classroom. Please feel free to contact the
school if you wish to receive this information or if you have any questions.

Public Documents / Freedom of Information Act (FOIA)
The school fully complies with the Freedom of Information Act (FOIA). Any requests for school records or
information from the school must be in writing and submitted to the Principal or his/her designee(s). Within five
business days of receipt of a written request, the school, depending on the requested information, responds by:

● Making the information available at the school itself during business hours to the person requesting it;
● Denying the request in writing; or
● Providing a written acknowledgment of receipt of the request that supplies an approximate date for

when the request will be granted or denied.
● If the person requesting information is denied access to a record, he/she may, within 30 days, appeal

such denial to the Principal or his/her designee(s). Upon timely receipt of such an appeal, the school,
within 10 business days of the receipt of the appeal, fully explains the reasons for further denial or
provides access to the record(s) sought. The school also forwards a copy of the appeal, as well as its
ultimate determination, to the Committee on Open Government. If further denied, the person
requesting information may further appeal through an Article 78 proceeding.

● The school may deny access to requested records if:
o Such records are specifically exempted from disclosure by state or federal statute;
o Such access would constitute an unwarranted invasion of personal privacy;
o Such records, if disclosed, would impair present or imminent contract awards or collective

bargaining negotiations;
o Such records are trade secrets and which, if disclosed, would cause substantial injury to the

competitive position of a commercial enterprises;
o Such records are compiled for law enforcement purposes for which disclosure is precluded by

state or federal law;
o Such records, if disclosed, would endanger the life or safety of any person;
o Such records are computer access codes; and/or
o Such records are internal materials which are not statistical or factual tabulations of data,

instructions to staff that affect the public, a final policy, nor external audits.

The school may charge a copying fee for each page requested to be copied. The fee can be no more than the fee
allowed by state law.

Open Meetings Laws
1. All meetings of the Board of Directors and all committees of the Board (“Board meetings”) will be open

to the general public.
2. The school will provide notice of the time and place of any Board meeting that is scheduled for more

than one week in advance to the new media and shall conspicuously post such notice in one or more
public locations at least 72 hours in advance of the scheduled meeting.

3. The school will provide the time and place of any Board meeting that is scheduled for less than one week
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in advance and will conspicuously post such notice in one or more public locations at a reasonable time
in advance of the scheduled meeting. Public notices will be placed on the bulletin board in the reception
area. Public notices will reflect the location of Board meetings or any location changes.

4. To the extent possible, the school will publicly post notices of Board meetings immediately after each
meeting date is determined.

5. For the purposes of determining a quorum, Directors must be present at the meeting, with Directors
deemed present as determined in the bylaws, which may allow for participation via video conference;
members not present may join discussions via telephonic or other means but may not vote.  

6. Written minutes will be recorded of all Board meetings. Minutes will include:
1. The date and time of the meeting
2. A summary of all motions, proposals, resolutions, and other matters formally voted upon

7. In the case of an executive session, the minutes will include a record of the final determination of any
action that was taken.  

1. All executive sessions shall be conducted as part of an open meeting; they are not considered
separate meetings per se. An executive session may be called via motion and majority vote by
the Board; the motion must specifically identify the general area of areas to be considered.

2. All Board members may participate in the executive session, and the Board may authorize others
to be present as well.

3. No public funds may be appropriated during an executive session.

Use of Pictures & Videos of students
SBEZ Schools often takes pictures and videos of students during regular school activities to capture the joy and
excitement of learning that takes place and to celebrate the accomplishments of our teachers and
students. Pictures and videos taken of students and staff are used for many purposes. We put pictures of
students and staff in our student information system so that teachers and staff can identify all students and call
them by name (internal); we publish photo directories of students and staff (internal); and we post pictures of
students and staff at the school (internal). It is SBEZ Schools’s policy to use pictures and videos of students for
these purposes. By reading the Family Handbook, parents are consenting to allow their child’s photo to be used
for internal purposes. If the parent does not want his/her child’s photo to be used for such purposes, he/she
should let the school’s director of operations know in writing.

SBEZ Schools also allows pictures and videos to be used for print and broadcast media purposes (external) and
includes pictures and videos of students and staff on our website, on social media, and in promotional materials
used to recruit students and staff and explain SBEZ Schools to external audiences such as charter authorizers,
researchers, other educational organizations, and investors (external). By signing the Media/Publications Consent
and Release form, parents are consenting to allow their child’s image to be used for external purposes as well as
internal purposes (e.g., staff memos and training). If the parent does not want his/her child’s image to be used
for such purposes, he/she should not sign the media release.

Student Records
The school administration is responsible for all student records. They will discuss, explain, and/or make available
to an eligible student (18 years old or greater) or parents/guardians any records on file. If a parent would like to
examine a child’s record, the parent should submit a request in writing to the Principal or the director of
operations. Within 10 days, the eligible student or parent will be allowed to inspect the file and may request a
copy of some, or all of the information contained in the record. There are two different types of student records:

1. Directory Information: Directory Information is basic information about students such as name, address,
telephone number, date of birth, participation in activities, awards received, etc. This information may
be made available to others (internal or external) for specific use without the consent of the
parent/guardian. For example, teachers may distribute class lists to everyone in the class so that
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students may help each other with homework, or the school may provide addresses to another
educational organization working on a voter registration drive. If a parent/guardian would not like such
information released, he/she should submit a request in writing to the director of school operations.

2. Confidential Records: Confidential Records include grades, evaluations, disciplinary actions, and health
records. Confidential records will not be made available to any non-school personnel without consent by
the parent/guardian, except as described below.

Family Education Rights and Privacy Act (FERPA)
The Family Educational Rights and Privacy Act (FERPA) (20 U.S.C. § 1232g; 34 CFR Part 99) is a Federal law that
protects the privacy of student education records. The law applies to all schools that receive funding under an
applicable program of the U.S. Department of Education. FERPA gives parents certain rights with respect to their
children’s education records. These rights transfer to the student when he/she reaches the age of 18 or attends a
school beyond the high school level. students to whom the rights have transferred are “eligible students.”

In accordance with FERPA law:
● Parents or students over 18 years of age have the right to inspect and review the student’s education

records maintained by the school.
● Parents or students over 18 years of age have the right to request the school correct records which they

believe to be inaccurate or misleading. If the school decides not to amend the record, the parent or
guardian then has the right to a formal hearing. The issue will first be heard by the superintendent of
SBEZ Schools or the superintendent’s designee. If the parent or eligible student is still not satisfied with
the decision of the superintendent or the superintendent’s designee, a hearing with the Board of
Directors or a designated subcommittee of the board may be requested. The decision of the Board of
Directors or its designated subcommittee is final.

● The school may disclose, without consent, “directory” information such as a student’s name, address,
telephone number, date and place of birth, honors and awards, and dates of attendance. Any parent
who does not want such directory information included should submit a request in writing to the
director of school operations.

● This listing in the Family Handbook serves as the school’s annual notification of parents and eligible
students of their rights under FERPA.

● Generally, the school must have written permission from the parent or eligible student in order to
release any information from a student’s education record. However, the school may disclose those
records, without consent, to the following parties or under the following conditions (34 CFR § 99.31):

● School officials with legitimate educational interest;
● Other schools to which a student is transferring;
● Specified officials for audit or evaluation purposes;
● Appropriate parties in connection with financial aid to a student;
● Organizations conducting certain studies for or on behalf of the school;
● Accrediting organizations;
● To comply with a judicial order or lawfully issued subpoena;
● Appropriate officials in cases of health and safety emergencies; and
● State and local authorities, within a juvenile justice system, pursuant to specific State law.

SBEZ Schools Cell Phone Policy
To accommodate the growing use of cell phones or other signaling devices by both employees and students, the
following guidelines are set aside for use of these devices during the work or school day.

Purpose:
1. This policy regulates the use of cellphones and other electronic signaling devices in order to ensure
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uninterrupted instruction, safety, decreased bullying, and reduction of theft.
2. students and staff may bring cellphones to school; however, the purpose of this policy is to regulate their

use so that such use does not interfere with instruction, safety, or work for which the individual has been
hired.

Definition:
1. The term, “electronic signaling devices,” refers to and includes, but is not limited to, the usage of the

following by a student during instructional time a pager, hands-free phone apparatus, 2-way
(walkie-talkie) radio, handheld radio, computer-phone texting, portable signaling device, and other like
electronics.

2. The term, “misuse,” includes but is not restricted to inappropriate language, harassment, bullying, or
threats, or when instructed to cease the use of the device by a person in authority.

3. The phrase, “school-owned devices”, refers to all cell phones and other electronic devices provided by
The SBEZ Schools.

Student Use of Cell Phones or Other Electronic Signaling Devices:
1. All students may use a cell phone before or after school while on school property.
2. During the instructional day (before starting time and after dismissal time) all cell phones and electronic

signaling devices must be turned off and/or placed in the locker.
3. Any cell phone or other electronic signaling device that is visible is considered in use and is subject to

confiscation by the school administration to be retrieved by a parent.
4. Any cell phone or other signaling device that rings or vibrates at a prohibited time or location is

considered in use and will be subject to confiscation by the school administration to be retrieved by a
parent.

5. Cell phone communication, including text messages, will not be tolerated during a school emergency.
Such use violates safety regulations and will be considered a Level III violation of the student Code of
Conduct.

6. A student using cell phone communication features (camera, audio recording, text messaging) for
academic dishonesty, harassment, bullying, threats, or other inappropriate means will be severely dealt
with by school administration and school policy on such issues will be enforced.

7. Any device that is confiscated by the administration will be released to the student the first time but
shall only be released to the parent/guardian of the student the second time.

8. The third offense for violation of policy regarding cell phones or other electronic signaling devices will
result in the student being prohibited from possession of any such device on school property.

9. This policy does not prohibit any device that is used for medical purposes and is worn by the student
because of a condition that requires the device. The parent/guardian shall provide the school with
permission for this student to wear the device as well as a signed statement from a licensed physician
(MD, DO) prescribing its use.

10. Any student who violates this policy in the commission of any other disciplinary offense is in violation of
both this policy and the student Code of Conduct. This would be taken into consideration with regard to
discipline and might increase the level of the infraction.

11. As communication devices will become an integral part of technology in the Global 21 initiative, with
permission from administration, teachers may have the right to incorporate such devices into the
curriculum for purposes of instruction and learning.

The SBEZ Schools, its Board of Directors and/or individual schools and leaders are not responsible for lost or

stolen cell phones or other electronic signaling devices.

Parent Volunteer Policy
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The SBEZ Schools School community is small, yet strong! Be a part of your child’s learning experience by supporting
the school family. Volunteer involvement equals stronger events and programs, and this added strength turns into
more revenue or support directly impacting your children.

Therefore, all parents must volunteer and can get involved by assisting during the school day, at home, in the
evenings or on weekends— whatever suits individual lifestyles. Each family is expected to participate in a minimum
of ten (10) hours during the school year. Family members (e.g., grandparents, aunts, uncles) or friends of school
families can volunteer hours on behalf of school families. Below is a list of possible volunteer opportunities:

Room-Parent: Each grade is in need of at least one room parent volunteer. Room parents work with the classroom
teacher to organize class parties, teacher appreciation, and other classroom events. Additionally, duties may vary
according to the grade and are decided by the teacher.

● Contact Person: Classroom Teacher

Chaperoning Field Trips: Parents are needed to chaperone field trips. Time commitment varies. The Room Parent
and/or classroom teacher will communicate needs as they aSBEZ.

● Contact Person: FACSS

Classroom Special Day Activity: Parents may be asked to assist with various activities. Time commitment varies.
Room parents will communicate needs as they arise. .

● Contact Person: Classroom Teacher/Room Parent

Dances/After School Events: This committee organizes, decorates, provides  treats, and cleans up the dances or
events held during the school year.

● Contact: Classroom Teacher

Supply Donation: You are encouraged to donate classroom items (specifically requested by the teacher) or school
store items. Every classroom set donated equals one hour of service. Please contact the teacher to clarify how
many items equals a class set.

● Contact Person: FACSS

Book Fair Assistants: Volunteers assist with the coordination of the book fair by setting up the book fair, working
during the fair, and cleaning up when over.

● Contact Person: FACSS

Laminating: A volunteer is needed once a week to laminate, and possibly another to cut out laminated pieces once
lamination is done. The days and times are to be arranged with the Operations Associate.

● Contact Person: FACSS

Run Copies: Volunteers are needed to run copies weekly in the school office. This job may include some general
office work. The day and time are to be arranged with the Operations Associate.

● Contact Person: FACSS

Uniform Store: Six volunteers are needed to create, organize, and run a uniform store to be opened at least four
times per year. The first organization needs to take place at least a week before each opening so that the supplies
are ready for purchase. Bi-monthly checks are needed to keep the uniform room organized and to plan sales. The
day and time are to be arranged with the school secretary.

● Contact: FACSS
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Fall Festival: The Fall Festival will take place on the school playground. The festival committee needs volunteers
who can work game booths, handle the activities, serve food, provide vehicles for Trunk or Treat, face painting,
provide musical entertainment, etc... School families who work the event will receive credit for their school hours.

● Contact: FACSS

5K: The annual 5K Fun Run and Walk occurs each spring.
● Contact: FACSS

Yearbook Team: Volunteers are needed to take pictures of events and other special moments for every grade, and
to work with the production and layout of the yearbook. Time commitment is 20 plus hours for the year.

● Contact: Assistant Principal

Parent Advisory Council: Attends and actively participates in PTO meetings, participates in events throughout the
year that work within the family schedule, and represents school community leadership.

● Contact: Dean of School Culture

How do I submit a record of my Service Hours?
Please contact the appropriate person in order to sign up. Once the hours are complete, inform via email your
school’s FACSS Coordinator.
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