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Train up a child in the way he should go; 

even when he is old, he will not depart from it. 
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PREFACE 

This booklet is intended to answer questions for parents and students concerning policies, 
activities, and programs at Emmaus Lutheran School. It is part of the Board of School 
Administration's policy manual.  
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MISSION STATEMENT OF EMMAUS LUTHERAN SCHOOL 

EDUCATING CHILDREN in a CHRIST-CENTERED ATMOSPHERE  
 

PHILOSOPHY OF EMMAUS LUTHERAN SCHOOL  
 

Children are unique and special creations of God. They need to recognize that they 
each have qualities and abilities which, when developed, can help them to be the 
individuals God created them to be.  
Parents, too, are unique and special creations of God. They are the ones God intended 
to be primarily responsible for their child's education. They must be active in the 
education process by helping their child in whatever ways that they can supplement and 
reinforce the values, beliefs, and les- sons taught at school.  
God's Word is taught throughout the day as teachers intentionally use developmentally 
appropriate techniques and activities to meet the needs, interests, and abilities of each 
child. As the children experience enjoyment and success in academics, play, 
exploration, and discovery, they gain confidence and self-esteem.  
As Emmaus Lutheran School seeks to be concerned with the development of the whole 
child, it works to nurture the spiritual, physical, mental, social, and emotional needs of 
the child. Our Christian program not only provides the basic knowledge taught in public 
school, it provides for the spiritual needs as well. Our curriculum provides all students 
with sound training in Christian citizenship as they are better able to meet the 
challenges of the world.  
  

 

OBJECTIVES/GOALS OF EMMAUS LUTHERAN SCHOOL  
As an arm of the ministry of Emmaus Lutheran Church, we are charged with the 
nurturing and development of the young members of God's kingdom. With the guidance 
of the Holy Spirit, we intend to encourage each child's individual growth:  
Spiritually - The children develop a loving relationship with their Savior. In God's grace, 
through Christ's death and resurrection, they receive the promise of eternal life. They 
learn to understand their part in God's creation, learn to trust in God's love and plan for 
their life, and accept God's grace and forgiveness as they grow in knowledge of Him 
through the Holy Bible.  
Intellectually – The children are able to learn through developmentally appropriate 
activities in the academic subjects. Each child may develop and use logical, scientific, 
and creative thinking habits to meet the challenges of the world in a God-pleasing way.  
Physically – The children work to develop their physical abilities with activities 
appropriately designed to enhance their skill level. They understand the need for the 
body's health and safety in leading a productive life as unique members of God's 
creation.  
Socially – The children learn to interact appropriately with others. They will use the 
opportunities available in God's world to learn and experience things about themselves 
and the community in which they live. In recognizing themselves as a precious part of 
God's creation, the children will develop self-esteem, allowing them to express feelings 
to others in a healthy God-fearing manner.  
With God as the leader in all we do, the students, teachers, parents, School Board, 
congregation and pastor will strive as a team to achieve these goals.  
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 ACCIDENTS In case of a serious injury or accident, which we feel may require the care 
of a doctor or dentist; we will make every effort to contact the parent using the home, 
cell, and emergency phone numbers which have been supplied to us. If we cannot 
reach the parent, we will contact the emergency services of the paramedics for the 
proper and safe care of the child. Updated emergency information is imperative! Please 
send any change of address and/or work, home, and cellular phone numbers to the 
school office and to your child’s teacher immediately. 
  
ACCREDITATION The Indiana Department of Education recognizes both the National 
Lutheran Accreditation and the Lutheran Schools Accreditation Commission. Currently 
(as of 2017-2022), we are accredited by the National Lutheran School Accreditation and 
the Lutheran Schools Accreditation Commission. We strive to maintain IDOE standards 
as well as impose upon ourselves high standards of distinctive Christian academic 
excellence. 

 

ADMINISTRATION Our school is one of the ministries of Emmaus Lutheran Church 
and is under control of the voting membership of this church. In order that this ministry 
may be carried out in the best possible way, the voters have placed the responsibility of 
overseeing the administration of the school in the hands of an elected body from among 
its members called the Ministry Board for Children (or MBC) . The voters have called 
and contracted a select group of men and women, who are to carry out established 
policies and the wishes of the voting membership of Emmaus Lutheran Church. The 
MBC and the faculty are charged with the day-to -day running of the school. The MBC is 
responsible for establishing policy and setting the school’s budget, the latter of which 
must be ratified by the voting membership of the church.  
If any questions arise regarding the general policies of the school, parents may contact 
the principal or any member of the MBC. If there are questions of a specific nature 
regarding their child, parents are first to contact their child’s teacher. If there is a still a 
question parents may then talk to the principal. If the parents feel there is still a 
question, they may bring it to the MBC.  

 

Admissions Policy  Emmaus’ mission is to spread God’s word to the community and 
welcome all who want to hear and learn. Emmaus accepts students who are not 
members of the church, providing there is space available in the particular grade. 
Emmaus accepts students of any race, color, nationality and ethnic origin with all rights, 
privileges, programs and activities generally accorded or made available to students of 
the school. It does not discriminate on the basis of race, color, nationality or ethnic 
origin in administration of educational policies, admission policies, athletic and other 
school-administered programs.  
Entrance Requirements  
1. Any child entering Preschool 3 must be age3 by August 1. 
2. Any child entering Pre-Kindergarten 4 must be age 4 by August  
3. Any child entering Kindergarten must be age 5 by August 1.  
4.  Any child entering First Grade must be 6 By August 1.  
5. Every child must present...  

a. a copy of his/her birth certificate and b. an up-to-date immunization record. 
Any child not showing evidence of completed immunizations as required by the 
State of Indiana will not be permitted to start school. 

 6. All new students to Emmaus will be assessed through testing and interviews by the 
principal, teacher and/or other qualified persons. To be eligible for enrollment, the 
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students must be able to work in a typical classroom at an assessed grade level. Each 
student with unique needs will be assessed individually to assure resources are 
available to adequately meet the student’s needs.   
7. Parents who wish to enroll their child must...  

a. complete an Application for Enrollment,  
b. present the student’s last report card,  
c. present an ILEARN or other standardized test record, if applicable  
d. present records from the previous school regarding behavioral, conduct and 
attendance  

8. Once the documents required in sections 3, 4 and 6 above are received and the 
enrollee has been tested as discussed in section 5 above, parents and their students 
must make an appointment with the principal, teacher or other qualified person to 
discuss enrollment and expectations of behavior and achievement. Expectations of the 
parent will also be discussed.  
9. New parents will agree to...  

a. attend orientation sessions,  
b. although we do not require parents and students to attend our church, it must 
be understood that we teach our Lutheran faith in the classroom 

 c. if necessary, attend a meeting to ensure their child’s needs are being met in 
the school after the probationary period (see New Student Probation) 
 d. sign the Emmaus Covenant and  
e. sign a statement of financial responsibility regarding fees and tuition payment.  

New Student Probation: Any new student enrolled will enter on a probationary basis. 
The student will be on probation for a nine-week period from the date of first class 
attendance. At the end of nine weeks, the Principal and teacher will review the student’s 
academic achievement (must be passing all subjects), student’s conduct (attendance, 
tardies, and behavior) and the family’s school financial account. A recommendation will 
be made by the Principal as to whether the student will be permitted to continue at 
Emmaus Lutheran School.  

 

Appearance/Uniform Standards Uniform Policy Students are not permitted to wear 
something that the school deems inappropriate. Clothing should be worn in the style 
and purpose for which it was designed. Emmaus Lutheran students must wear the 
school uniform and follow the dress code. School Uniform shirts are required every day. 
Shirts have the Emmaus Lutheran logos. It’s the parents’ responsibility to help our 
students adhere to the school uniform policy.  
 

 Dress Code Policy If you are not sure that an article of clothing meets the guidelines, ask 
before you wear it.  

1. All clothing should be clean, hemmed, and in good repair. No holes are permitted in 
pants, shorts, or shirts. 
 2. Outdoor apparel (heavy jackets, hats, sunglasses, etc.) is never worn inside the 
building during school hours unless authorized by the teacher.  
3. Shorts may be worn at any time during the year. All shorts worn must have at least a 
5 inch inseam. No pajama pants or any clothing with writing across the bottom (back of 
pants) will be allowed. 
 4. Accessories-Stud style earrings for boys and girls may only be worn in the ears for 
safety reasons. Any jewelry worn must be appropriate for a Christian school. No 
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scarves, hats, bandanas, sunglasses, sweatbands, or fake finger nails are to be worn in 
the school building.  
5. Shoes must have a back -No flip-flops, athletic slides, backless shoes or slippers. 
Students are not permitted to wear shoes with high heels. 

 

The School Uniform and Dress Policy will be enforced by Emmaus Lutheran School 
Staff. Students in violation will:  
a. first, receive a verbal reminder of the policy from the faculty or staff;  
b. second, receive a written reminder of the policies from the Principal;  
c. upon the third violation, the child will either be sent home or parents will have to bring 
appropriate clothing from home. The student will not be permitted in class without 
proper clothing. 

 

ARRIVAL AND DEPARTURE For the safety of our students, please follow these 
procedures when dropping off or picking up a student at Emmaus.  

 

DROPPING OFF – The school day begins at 8:00am. Children may enter the building at 
7:45 AM. Please enter the parking lot on the north side by the “Enter Arrow.” If you are 
walking your child into the building, please park on the west lot (across the alley). If it is 
before 8:00 AM, parents may walk the child to the classroom after they have been 
admitted through the locked doors. As school begins at 8:00 AM, parents will be asked 
not to remain in the room after this time. Children arriving late will be admitted at the 
door by the office manager. The child will then go to the classroom on his/ her own, so 
as not to disrupt classroom procedures.  

 

PICKING UP – Please line up in front of the double door school entry, facing south 
while waiting for your child. Follow the same procedure used for dropping off.  Parents 
will be admitted through the locked doors by the office manager and are asked to wait in 
the hallway. The teachers will bring the students to you. Every effort will be made by the 
teachers to have the students ready and on time for dismissal.  
 

ASBESTOS NOTIFICATION On October 22, 1986, President Reagan signed into law the 
Asbestos Hazard Emergency Response Act (AHERA, Public Law 99-519). This law required 
the EPA to develop regulations, which provide a comprehensive framework for addressing 
asbestos problems in public and private elementary and secondary school. On October 30, 
1987, the EPA published the Asbestos-Containing Materials in School Rule (40 CFR Part 763 
Subpart E). 12  

This new rule requires all public and private elementary and secondary schools to inspect for friable and 
non-friable asbestos, develop asbestos management plans that address asbestos hazards in school 
buildings, and implement response actions in a timely fashion. This rule became effective December 14, 
1987. Emmaus conducted its first inspection in March of 1990 utilizing the services of Larron Laboratory, 
and has a re-inspection every three years as required by law. The results of these inspections have been 
included in our management plan. This management plan is available in the school office during any 
normal school hours, without cost or restriction, for inspection by representatives of the EPA and the 
State, the public, including teachers, other school personnel and their representatives, and parents. The 
purpose of the Federal and State regulations is to protect the health and well being of all persons entering 
Emmaus Lutheran School for any reason Emmaus takes very seriously the recommendations made in 
the management plan, which has been sent to and approved by the Indiana Department of Environmental 
Management. You, as a parent, are welcome to examine the management plan that affects your 

children.  
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ATTENDANCE AND TARDY POLICY  
Attendance:  
Excused Absences: A parent may call a student in 2 consecutive days. Call must be 
made before 9:00 AM. Upon the 3rd consecutive day, a doctor’s excuse will be needed 
to excuse all 3 days.  After the 3rd instance in a quarter, a conference will be scheduled 
between parents and principal. An instance is defined as one set of consecutive or 
individual days.** 

Unexcused Absences: is any absence that is not covered by the above “Excused 
Absence” policy. Family vacations are not considered excused absences. We have 
scheduled long breaks in fall, Christmas, and spring for families to have vacations. ** 

After the 3rd unexcused absence in a quarter a letter will be sent home. 
After the 4th unexcused absence in a quarter a conference will be arranged with the 
principal and teacher. 
After the 5th unexcused absence in a quarter a student will serve a detention until 4:00 
PM. 
With 6 or more unexcused absences in a quarter, the student will be put into a one day 
In School Suspension (ISS) for each day unexcused. 
Please note that the school may recommend retention of a student due to habitual 
absences. 
**Exemptions can be made per the administration. 
 
Tardy Policy Every five (5) tardies in a quarter, parents will be required to meet with the 
Principal. Any consequences will be discussed during the conference with the principal. 

 

AWARDS To honor students who show academic excellence or progress and are 
responsible for their attendance, Emmaus recognizes them quarterly, during a chapel 
service, with certificates of achievement.  
Honor Roll – The honor roll is determined after each quarterly grading period. Students 
in grades 3-4 will be listed on the “Honor Roll”  if their grade point average is between 
3.0 and 3.49. They will be on the “High Honors” if their grade point average is between 
3.5 and 4.0.  
Attendance – Perfect and Good attendance is awarded to those students who have had 
only one or no absence during a quarter. Attendance certificates are given for School, 
Church, and Sunday School . 

 

Chapel  speakers and starting times are found each week in the News and Notes. The 
school will sponsor mission programs, to which the chapel offerings will be sent. The 
chapel services and mission program are an educational experience for the students; 
they are made aware of other worship forms and gain knowledge of the work of the 
church-at-large. Besides the chapel services, we also worship God each day through 
classroom devotions. 

 

CHURCH ATTENDANCE / SUNDAY WORSHIP Our Lutheran Christian school exists 
so that we may add the Word of God into the curriculum. We teach the children that 
God loved them so much that He came to earth to die for them and that with faith, 
through the power of the Holy Spirit, they will have eternal life with Him in heaven. 
Because of God’s love we can, and should, show our love to Him and to others. We 
teach them God’s Word where He says, “Remember the Sabbath day to keep it holy,” 
and where He says “He that is of God, hears the Word of God and keeps it.” Because 
we do not want our teaching to be in vain:  
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a. Students will attend all monthly church services where they are scheduled to sing. *** 

b. We expect all parents to show, through their example, that the Word of God that we 
teach is indeed important 
 c. We expect parents to bring their child to all church services and attend together with 
them,  
d. Parents and students are invited to attend Bible Class and Sunday School so that 
they can further grow together in God’s word.  
*** Although we understand some families have other church homes, we still expect 
your child to be in attendance on the designated Student Singing Sundays. 

 

COMMUNICATION BETWEEN SCHOOL AND HOME / NEWS & NOTES We believe 
that regular communication between teachers and parents must take place in 
order for the children to do their best in school. The school makes available every 
Tuesday, the “Cougar Den”. This can be found online at 
emmauslutheranschool.org Some teachers, especially in lower grades, also send 
home a newsletter from their classroom each week. Please be sure to read these 
papers. You may have to get in the habit of asking your child and/or looking in 
book bags for them.  

 

CURRICULUM A school’s curriculum can be defined as everything which the school 
sponsors or in which it has its children participate. As such, the choir, spelling bee, 
science fest, and all other special programs and events are part of our school’s 
curriculum. These parts of the curriculum, as well as the formal courses of study, are 
infused with, and based upon, the study of the Word of God in our Christian school. It is 
this infusion of Christian training that is the whole reason for our existence. The formal 
courses of study comply with the standards set by the State of Indiana with the 
exception of the studies in the field of religion. They are as follows:  
RELIGION: Bible study, worship, catechism, church history, and memory work.  
LANGUAGE ARTS: Reading, grammar, spelling, literature, handwriting, phonics, 
English usage, and creative writing.  
MATHEMATICS: Number usage, adding, subtraction, multiplication, division, problem 
solving, algebraic expressions  
SCIENCE: General science, earth science, biological science, physical science, health, 
and human development.  
SOCIAL STUDIES: Citizenship, American history, Indiana history, world geography, 
and world history.  
FINE ARTS: Choir, art,  drama (Christmas program and Spring Musical/Play).  
PHYSICAL EDUCATION: Games, team & individual sports, rhythms, basic tumbling, 
aerobics, and exercises.  
COMPUTER: Computers in the classrooms are used by all students for enrichment in 
all basic subjects, and in other ways that will help our students take their place in the 
world of expanding technology, coding, digital citizenship. 

 

STUDENT DISCIPLINE: The classroom teacher will conduct the majority of the day-to-
day discipline. Children are expected to be quiet while the teacher is instructing, to 
complete schoolwork, and to respond obediently to the direction of the teacher. Teacher 
and other staff emphasize positive recognition of good behavior, acknowledging 
successful efforts of students to conduct themselves in an exemplary manner. All 
students will be expected to follow principles that prepare them for lifelong success: 
honesty, trustworthiness, working to reach their highest possible levels of achievement, 
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listening actively, and thinking of others. Individual teachers may develop more detailed 
classroom rules in consultation with the Principal.  

 

Examples of inappropriate behavior that needs to be modified through the use of verbal 
reprimand or other consequences include, but are not limited to, the following:  
 
1. Showing disrespect or defiance toward adults in authority including the use of profane 
or obscene language.  
2. Threats of violence toward other students or adults in authority.  
3. Nuisance items should not be brought to school. Such items will be confiscated and 
returned at the end of the day. Items should not return to school.  
4. Usage of electronic devices on school grounds without permission from the teacher is 
prohibited. These are to be turned off and left in their lockers. Such items will be 
confiscated if they are seen or heard and returned to the student at the end of the day.  
5. Chewing gum is not permitted except at the teacher’s discretion. 
6. No violent behavior or bullying is permitted. 
7. Inappropriate dress (see dress code)  
8. Lying or Cheating  
9. Excessive missing schoolwork 

Consequences Subject to teacher discretion and the severity of the misbehavior, one or 
more of the following may result:  
1. Admonition - A warning to the student with notification to the parents through a note, 
email, or call.  

 

2. Removal from class - The student is removed from the class for a period of time 
determined by the teacher.  

 

3. Detention – A student may be asked to serve an after school detention. Parents are 
notified the day the detention is given. Detentions are served the next school day from 
3:05- 4:00. There will be no exceptions. Failure to show for detention will result in the 
immediate suspension of the student until the detention is served. Students must be 
picked up by 4:15 or they will be checked into Cougar Care at parents’ expense. 

 

4. In School Suspension (ISS) A student may be given an In School Suspension (ISS) 
after a student earns 4 detentions in a quarter or at the teacher’s or principal’s 
discretion. The length of the ISS will be determined by the principal. Students will be 
responsible for all work they will miss. Any further behavioral problems resulting in a 
detention will automatically become a suspension 

5. Suspension - Suspension is a serious step in school discipline. A suspension may 
result in no credit for the class work assigned or due on the day of the suspension. 
Major tests or projects may be made-up with the guidance of the teacher. The Emmaus 
Lutheran staff has developed a list of absolutes, which will not be allowed at school 
under any circumstances. Depending on the severity of the incident as determined by 
the teacher, students may be suspended for the following:  
1. Fighting, acts of violence, or use of force. 
2. Earning a 5th detention in a quarter. 
3. Use of, or bringing onto school property, alcohol, tobacco, controlled substances, 
firearms, knives, lighters, and matches.  
4. Improper touching/sexual harassment.  
5. Stealing  
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6. Deliberate damage  
7. Breaking any laws of the State of Indiana.  
Suspensions are reported to the School Board for review and any further action deemed 
necessary. Following any suspension the student will automatically be placed on 
Disciplinary Probation. Parents will be notified of the suspension.  

 

Disciplinary Probation is a serious step which can lead to the dismissal of a student. 
Any student who has received an out of school suspension, is automatically placed into 
Disciplinary Probation. Probation may be followed by expulsion. Probation can be 
imposed for up to a 9-week period. During this time the student will be encouraged to 
correct the problem. At the end of the probationary period, if the student’s behavior has 
significantly improved, the student may be taken off of probation. If the problem(s) still 
persists, the teacher and principal may extend the probationary period or recommend 
expulsion. 

 

Expulsion is the most serious disciplinary step. The principal will make the final 
decision pertaining to expulsion. The following procedures will be followed.   
1. The principal will communicate with the student and parent(s) to summarize the 
reason(s) for expulsion.  
2. The principal and teacher will be available for a meeting with the parents of the 
expelled student.  

 

Should an expelled student desire to be readmitted to Emmaus Lutheran School in a 
subsequent school year, the principal, in consultation with the teacher, will make a 
decision based on the student’s attitude and circumstances at the time of reapplication.  

 

Student Property Inspection Emmaus Lutheran School reserves the right to search 
student lockers, desks, and personal property (e.g. backpack, purse, etc.), with or 
without notifying the student, in the event that there is reasonable cause to suspect that 
the student in question has in their possession items (e.g. weapons, drugs) that could 
bring harm to themselves or to school constituents, or has in their possession articles 
(e.g. notes) which could indicate that there is a threat in the school or in the possession 
of another student. Upon completion of a search, the parent/guardian of the student will 
be notified of the search and its results.  

 

Preschool Discipline Policy The following practices and procedures apply to the 
young students in Pre-Kindergarten. As the Savior’s waiting arms comfort His children, 
so can the children expect to receive love, support and forgiveness in the early 
childhood program at Emmaus Lutheran School. Discipline problems will be handled in 
a positive manner. Children of this age quickly comply when good behavior of other 
children is emphasized. On an individual basis, children will be reminded of our 
classroom rule that has been ignored. Another activity may be suggested for the child. 
(Redirection) As a final measure of discipline a child may be isolated from the group for 
a short time to cool down and will always be in view of the teacher. All discipline will be 
applied with love, forgiveness and consistency. We believe all children are entitled to a 
pleasant and harmonious environment in our program. If your child has difficulty 
adjusting to our expectations a parent conference will be called. Children who are 
chronically abusive to other children may be asked to leave our program. Reasonable 
efforts will be made to assist children to adjust to the program and to keep parents 
informed along the way.  
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FEES Tuition payments are due on the first day of each month. If the first of the month 
falls on a weekend, the payment is due the following Monday. All checks should be 
made payable to Emmaus Lutheran School. Checks for lunches and milk should be 
separate from checks for tuition or any others. There will be a $25.00 fee due Emmaus 
for any returned check, and we may ask you to make all future payments with a 
cashier's check, money order, or in cash.  

 

All fees can be paid in a variety of payment schedules. Please contact the Office 
Manager to discuss alternative payment arrangements. Alternative payment 
arrangements must be approved by the School Board. It is most important that all fees 
be paid in a timely manner according to the payment schedule that you have chosen. 
DO NOT WAIT TO INFORM THE OFFICE MANAGER THAT A PAYMENT WILL BE 
LATE OR CANNOT BE MADE.  
FINANCIAL HELP We realize that personal problems will sometimes cause financial 
hardships. If you find yourself in financial trouble and unable to meet your signed 
agreement you should contact the Chairman of the MBC at once to work out a modified 
payment schedule. In some instances we may be able to help with our financial aid 
program. Emmaus accepts payments from the Lutheran SGO Charitable Trust for all 
students who are eligible. Please see the secretary for information about this program. 
Emmaus is also qualified by the State of Indiana to participate in the CHOICE Voucher 
program. Information about this is available in the school office. 

 

FIELD TRIPS AND SPECIAL ASSEMBLIES As a part of our school’s curriculum, we 
plan field trips at each level to broaden the student’s knowledge of the world around 
them. We also plan special assemblies for all students during the year. Some classroom 
teachers may require that students pay a fee to cover these trips and assemblies. A 
permission form signed by a parent at the beginning of the school year will cover all field 
trips for that year.  

 

GRADING SCALES The following percentage scale is used in grades 1-and above for 
many of the letter grades assigned:  
93-100% = A 85-92% = B 72-84% = C 63-71% = D 63% and below = F  
Preschool and Kindergarten use codes other than traditional A, B, C, D, and F 
grades. 

 

GUIDANCE PROGRAM As we daily guide the students in our school we use God’s 
Word and Christian percepts to the best of our ability and training. Our formal guidance 
program consists of the following parts:  
1. Testing of each child in grades 1 and above each year with a standardized 
achievement test. ILEARN is used for grade 3.  
2. Testing of kindergarten children using a variety of methods.  
3. Ability testing is done as a part of the standardized achievement test.  
4. Formal reporting to parents through quarterly report cards, mid -quarter grades, and 
twice yearly parent-teacher conferences.  
5. A permanent file in which we keep all grades, test scores, health records, and other 
pertinent information.  
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ANTI-BULLYING  
Bullying is prohibited by our School. Students who commit any acts of bullying are 
subject to discipline including, but not limited to suspension, expulsion, arrest, and/or 
prosecution.  
A. places the targeted student in reasonable fear of harm to his or her person or 
property;  
B. has a substantially detrimental effect on the targeted student’s physical or mental 
health;  
C. has the effect of substantially interfering with the targeted student’s academic 
performance; or  
D. has the effect of substantially interfering with the targeted student’s ability to 
participate in or benefit from the services, activ ties, or privileges provided by the 
school.  

 

Bullying does not include: 
A. participating in a religious event;  
B. acting in an emergency involving the protection of a person or property from an 
imminent threat of serious bodily injury or substantial danger; 
C. participating in an activity consisting of the exercise of a student's freedom of speech 
rights;  
D. participating in an activity conducted by a nonprofit or governmental entity that 
provides recreation, education, training, or other care under the supervision of one (1) 
or more adults;  
E. participating in an activity undertaken at the prior written direction of the student's 
parent; or  
F. engaging in interstate or international travel from a location outside Indiana to 
another location  
Our School prohibits bullying in all forms. This policy may be applied regardless of the 
physical location in which the bullying behavior occurred, whenever the individual 
committing the bullying behavior and any of the intended targets of the bullying behavior 
are students attending a school with- in our School and disciplinary action is reasonably 
necessary to avoid substantial interference with school discipline or prevent an 
unreasonable threat to the rights of others to a safe and peaceful learning environment. 
Our School prohibits bullying through the use of data or computer software that is 
accessed through any computer, computer system, or computer network.  

 

All students may be required to receive information on anti-bullying measures. Anyone 
who believes that a student has possibly been or is the victim of bullying is encouraged 
to immediately report the situation to a teacher or the Office Manager. All staff who 
observe or receive a report of suspected bullying shall immediately notify a designated 
school administrator in charge of receiving reports of suspected bullying. If a staff 
member does not know who to make a report to, he or she should report directly to the 
Principal or School Board Chairman. Bullying reports to the Department of Child Ser- 
vices and/or law enforcement must be made as required by law, such as when a staff 
member believes that a student is the victim of abuse or neglect. Any person who 
makes a report of bullying and requests to remain anonymous will not be personally 
identified as the reporter or complainant to ex- tent permitted by law. Our School will act 
appropriately to discipline staff members who fail to initiate or conduct an investigation 
of a bullying incident and for persons who falsely report an incident of bullying. Once a 
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report of suspected bullying is received by the designated school administrator, an 
expedited investigation shall follow. The investigation should be facilitated by the desig 
nated school administrator or other appropriate school staff. Information relating to the 
investigation will be gathered using means including, but not limited to: witness 
interviews,  

 

request for written witness statements, record identification and review, and an 
assessment of whether bullying occurred. The investigation will be initiated within one 
(1) business day of the report to the designated school administrator and will ordinarily 
be completed within thirty (30) calendar days.  
If a report of suspected bullying is substantiated through an investigation, then our 
School shall take appropriate intervention and responses as consistent with policy and 
procedure. Our School will take prompt and effective steps reasonably calculated to 
stop the bullying, remedy the bullying, and pre- vent the bullying from recurring. 
Interventions and responses include, but are not limited to: separating the bully and the 
tar- get; follow-up school counseling for the target; bullying education for the bully; and 
prompt disciplinary action against the bully. These steps should not penalize the target 
of the bullying. Disciplinary actions against the bully may include, but are not limited to: 
suspension and expulsion for students; dis- charge for employees; exclusion for 
parents, guests, volunteers, and contractors; and removal from any office for govern- 
ing body members. Also, if the acts of bullying rise to the level of criminal offense the 
matter will be referred to law enforcement.  
Parents are encouraged to be involved in the process of minimizing bullying. Parents 
should report suspected acts of bullying to an appropriate school official. In addition, 
parents of students suspected of bullying will be notified with a phone call or through 
other appropriate means of communication. Conversely, parents of students suspected 
of being the target of acts of bullying will also be notified with a phone call or through 
other means of appropriate communication. Parent notifications will occur in an 
expedited manner within two (2) business days after the designated school 
administrator receives the report of suspected bullying. Parents of students who are 
disciplined for acts of bullying will be involved in the disciplinary process consistent with 
the law and School policy.  
 

HARASSMENT POLICY Emmaus Lutheran School is committed to providing a learning 
environment that is free from harassment in any form. Harassment of any student, 
employee, or volunteer by any other student, employee, or volunteer is prohibited. The 
school will treat allegations of harassment seriously and will review and investigate such 
allegations in a prompt, confidential, and thorough manner.  
A charge of harassment shall not, in and of itself, create the presumption of wrongdoing. 
However, substantiated acts of harassment will result in disciplinary action up to and 
including expulsion/dismissal. Anyone found to have made false or frivolous charges will 
also be subject to disciplinary action, up to and including expulsion/dismissal.  
Harassment occurs when an individual is subjected to treatment or a school 
environment, which is hostile or intimidating because of the individual’s race, creed, 
color, national origin, physical disability, or gender. Harassment can occur any time 
during the school day or during any school day or during any school related activi- ties. 
It includes, but is not limited to, any or all of the following:  
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• VERBAL HARASSMENT: Derogatory comments and jokes with the intent to harass; 
and or threatening, demeaning, obscene or suggestive words spoken to another 
person. Any “kidding” of an- other that makes an individual feel less of a person can be 
verbal harassment.  
• PHYSICAL HARASSMENT: Unwanted physical touching, contact, assault, deliberate 
impeding or blocking movements, or any intimidating interference with the normal work 
or movement. “Childish behavior”, such as snapping or pulling on elasticized bands on 
undergarments, pants, or skirts is also harassment.  
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• VISUAL HARASSMENT: Publicly displaying or making obscene gestures with the 
intent to harass; derogatory, demeaning, or inflammatory posters, cartoons, written 
words, or drawings.  
• SEXUAL HARASSMENT: Includes unwelcome sexual advances, unwelcome requests 
for sexual favors, and other unwelcome or inappropriate verbal or physical conduct of a 
sexual nature when:  
1. Submission to such conduct is made either explicitly or implicitly a term or condition 
of an individual’s employment or education, or when:  
2. Submission to or rejection of such conduct by an individual is used as the basis for 
academic or employment decisions affecting that individual, or when:  
3. Such conduct has the purpose or effect of substantially interfering with an individual’s 
academic or professional performance or creating an intimidating, hostile, or offensive 
employment or educational environment.  
Any such behavior by an adult towards a student is always considered to be 
unwelcome. It is the responsibility of Emmaus Lutheran School to: 1. Make all students, 
parents, and staff aware of this policy and its commitment towards its strict 
enforcement. 2. Remain watchful for conditions that create or may lead to a hos- tile or 
offensive school environment. 3. Establish practices designed to create a school 
environment free from discrimination, intimidation, or harassment. 4. Treat any 
instances of harassment in the strictest confidence and allow no retaliation against any 
person who may report harassment.  
It is the responsibility of the student or any person affected to: 1. Conduct 
himself/herself in a manner, which contributes to a positive school environment.  
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2. Avoid any activity that may be considered discriminatory, intimidating, or harassing. 
3. Consider immediately informing anyone harassing him or her that the behavior is 
offensive and unwelcome. 4. Report all incidents of discrimination or harassment to a 
school official. 5. If informed he or she is perceived as engaging in discriminatory, 
intimidating, harassing or unwelcome conduct, to discontinue that conduct immediately.  

 

HEAD LICE POLICY Head lice are a very common problem in every school and 
Emmaus is not immune to this, nor is any child immune. Head lice are spread by 
contact. Children should never share hats, combs, headbands, hair bands, or any other 
item used on or around the head.  
If head lice are found on a child in school we will take the following steps:  
1. Move the child out of the classroom quietly and call parents to come and pick up the 
child immediately. We will also check all other children in that classroom.  
2. If the child who had head lice has siblings in school, we will also check the siblings. If 
lice are found we will follow the procedures in step 1.  
3. We will do all checking of individual students in as quiet and private a manner as 
possible. However, when all children in the room are to be checked, we will do this in 



This institution is an equal opportunity provider. 
 

the classroom while all children are there together. If lice are found in one or more of 
these students, they will be notified quietly and privately and asked to come to the 
office.  
4. We will send a note home with all students in the classroom where head lice are 
found so that parents may be on the lookout for a problem. The note will not list any 
names. 5. We will make a general announcement in the weekly “News and Notes” that 
head lice have been found in excess in the school. 6. When any child who was sent 
home with lice has been treated and is ready to return to school, we will check the child 
before he is allowed back into the classroom. Emmaus has a NO NIT POLICY, which 
means that no live bugs and no nits (egg cases) can be in the child’s hair or they will not 
be allowed back into the classroom. This is a stronger policy than the Marion County 
Health Department/School Nurse’s Office has. They only require that the child be 
treated with a lice killing shampoo and then they would allow the child to return. Parent’s 
responsibilities are as follows: 1. If you are called and told that your child has head lice, 
make arrangements to have your child picked up as soon as possible. If you need to 
send a relative or friend, that’s fine; just let us know. 2. Treat your child’s hair with a 
good brand of lice killing shampoo (home remedies DO NOT work, no matter what you 
have heard) and go through your child’s hair with a special fine -toothed comb in order 
to remove the nits. The shampoo will kill live bugs, but it will do nothing to the nits. 3. All 
bedding must be washed (sheets, blankets, pillow cases, and pillows) and the bed’s 
mattress, your couches, chairs, and rugs must be cleaned and vacuumed as well as 
possible. All hats and coats must be cleaned. 4. We have several sheets of information 
and a video that you may borrow if you have any questions about how to treat your child 
for head lice. We treat this problem of head lice very seriously. It is very tough to get rid 
of them once your child has them. You also must work hard to get rid of them, 
especially the nits with the comb, as they are the hardest to conquer.  

 

HOT LUNCH AND LUNCH ROOM POLICY  
Lunch Expectations It is reasonable to expect our students to eat their lunches in an 
orderly fashion and to treat ALL with respect.  
Lunch Rules  
1. Students use the restroom PRIOR to coming to lunch  
2. Once seated, talking quietly is permitted until all students are in the lunchroom. Once 
all students are in the lunchroom, there will be 10 minutes of silent time. After the 10 
minutes has expired the students may talk quietly  
3. Students are expected to remain in their seats  
4. Hot lunch students may receive seconds if they are available. In order to receive 
seconds a student will have finished at least two full items on his tray [milk counts as an 
item]  
5. If students persist in breaking any lunchroom rules, one, or more of the following may 
happen  
a. Student moved to window seat b. Loss of recess c. Negative Dojo points  

 

MEDICAL RECORDS The Centers for Disease Control (CDC) has released 
recommend- ed guidelines for vaccinating young children. The American Academy of 
Pediatrics strongly supports the program and urges you to follow its guidelines. We 
follow state regulations regard- ing medical examinations and immunization records for 
your child. For detailed information regarding immunization regulations and 
recommendations, please visit the Centers for Disease Control website: www.cdc.gov. 
Medical examinations and immunization records must be provid- ed upon enrollment 
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and kept current. We cannot permit attendance unless immunization records on file 
meet the state regulations. If you wish to request a religious, personal, or medical ex- 
emption to our practice of securing necessary medical documents or immunization 
records, please contact the office to arrange for a Board member to speak with you.  

 

MEDICATIONS We recommend that you administer medications prior to arriving or 
after leaving our school. To help with medication scheduling, you may consider asking 
your physician or health care provider for prescriptions with two twelve-hour dosages.  
Medications will be administered in accordance with the state child care regulations and 
as follows. In the event the two regulations differ, the more stringent guidelines always 
apply.  
To authorize us to give your child prescription or nonprescription medications or to apply 
topical nonprescription medications, you must send in a note with the medication which 
should be given to the secretary to hold during the day in a locked cabinet in the school 
office. The note must include the number of days we should give your child the 
medication, and how often he or she needs to receive it.  
Please provide us will all printed information about the medication's possible side 
effects.  
Bring medication in its original container in a clear bag. Clearly label the container and 
bag with your child's first and last name. Prescription medication must include a 
prescription label with specific dispensing instructions and a current date. Do not store 
medication in lunch bags, backpacks, or any other personal belongings. We do not mix 
medication with food or juice; nor will we dispense medication from a bottle unless it has 
its own measured receptacle. Unused medications must be taken home every Friday. 
We can- not store medications over the weekend.  
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Prescription Medications: In order for the secretary to administer prescription 
medications to your child in accordance with the prescription label, the prescription must 
be in your child's name, which demonstrates to us a physician's authorization.  
Nonprescription Medications: In order for the secretary to administer nonprescription 
medications to our child in accordance with the manufacturer's directions as printed on 
the label, we require written instruction from a physician if the directed dosage differs 
from the age and weight information on the la- bel.  
Topical Nonprescription Medication: In order for the secretary to administer topical 
nonprescription medications to your child in accordance with the manufacturer's 
directions on the label, we require written instruction from a physician.  
Our staff is not licensed to provide medical care, and are not trained to provide it. Our 
staff does not provide invasive medical treatments (such as insulin injections), nor do 
they deter- mine the dosage of medication.  

 

PARENT-TEACHER CONFERENCES Parents are urged to contact their child’s 
teacher any time they have a question.  
Parent-teacher conferences are scheduled twice a year so that we can formally discuss 
each student’s progress. Parents will be notified and asked to sign up for a time to meet 
with their teacher(s).  

 

PROMOTION AND RETENTION POLICY Sometimes it may be in the best interests of 
the student that he or she repeats a grade. If that seems necessary, we will follow these 
procedures:  
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1. The teacher will inform the parents of the child’s unsatisfactory progress as early as 
possible. This will allow the parents to also do everything they can to help their child 
succeed.  
2. If the child continues to show unsatisfactory progress the teacher will continue to 
inform the parents of this and will call for a parent-teacher conference to discuss the 
possibility of retention. This should be done early in the 3rd Quarter.  
3. No later than three weeks prior to the end of the school year, if retention still seems 
best for the student, the teacher will set a parent-teacher-principal conference so that a 
final decision can be reached. This conference will include as many pieces of the 
student’s work and evaluations as we are able to gather.  
4. The school may recommend that the parents seek an evaluation from an outside 
testing agency. If that testing is done it will be a factor in the final decision for retention.  
5. We strongly believe that for retention to help, the parents support is necessary. 
However, it is ultimately the teacher’s decision whether the student is retained. 
6. Students who have missed too many days of school, may be retained. (See 
Attendance Policy) 

 

SAFETY AND SECURITY Keeping your child safe and secure is our first priority. We 
strictly follow established procedures for you child's arrival and departure. Attendance 
procedures must be followed in accordance with state regulations. When you first enroll 
you will complete an Enrollment Agreement including the Primary and Emergency 
Contact and Emergency Contact and Authorized Pick-up sections. These sections 
authorize specific individuals to care for your child on a regular or emergency basis. You 
are responsible for maintaining accurate, complete, and current information. Written 
authorization must be on file at the school prior to your child's release to anyone. For 
the safety and security of your child, telephone requests are not encouraged. If a 
telephone authorization must be utilized, you will be asked questions to verify your 
identity. Staff members may ask for government issued photo ID for anyone who is not 
positively known to them. We know you will feel more secure and confident when we 
are aware of who may and may not pick up your child.  
We will not release a child to any Emergency Contact younger than twenty-one years of 
age unless the individual is the legal parent/guardian. If Indiana state child care 
regulations are more restrictive, the more restrictive procedures will apply. Please do 
not post photos or videos that contain images of children other than your own on the 
Internet.  

 

SCHOOL CHOIRS As part of our music curriculum all students will be singing 
occasionally in our Sunday church services. All students are expected to be in church 
and sing these designated events. Emmaus uses these Sundays as part of our music 
curriculum and much more importantly we are praising God through our singing.  

 

SCHOOL CLOSINGS We will  announce school closings directly to you through the use 
of Class Dojo. We will also attempt to place school closing on channel WTHR 13. If it is 
not posted in either place, we will be open. At times school may be closed earlier than 
normal. These times will be rare and every effort will be made to consider the schedules 
of the parents and especially the safety of the children before any decision is made. 
E Learning Days Emmaus has scheduled 4 E Learning Days this year. E Learning Days 
are days where there will be electronic (or paper) homework that will be assigned and 
need to be completed and turned in by the next school day. Teachers will electronically 
assign the homework by 9:00 AM and will be available for questions by email, text, or 
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phone call. Paper/pencil versions of the assignments are available upon request. An E 
Learning Day may be called for when inclement weather happens.  
Technology Sharing Emmaus has iPads and Chromebooks that are available for 
families to borrow and use for e-learning days only. Chromebooks and iPads will be lent 
out with their charging devices. It is at the discretion of the Emmaus Principal or 
teachers who will be allowed to borrow devices from the school. 
Inspection The equipment belongs to Emmaus Lutheran School and will be inspected 
by one of the faculty or staff before it leaves the school and upon return. Any damage to 
the equipment will be noted before it leaves the school. Any damage not noted before it 
leaves the school may be attributed to the person who returns it. 
Check Out Equipment will be available only for those who need it. It may only be 
checked out by an adult parent or guardian. Check out will be done at the end of the 
student’s school day. It will require an adult’s signature after inspection of the 
equipment. Parents may check out a Chromebook or iPad on a day prior to possible 
bad weather. If Emmaus has school the next day, the device needs to be returned to 
school. 
Check In/Return Equipment borrowed from Emmaus will be checked back in by an adult 
parent or guardian. The equipment will be inspected again for any damage. Any 
damage to a machine will be assessed. If Chromebook or iPad is in need of repairs, it 
will be at the borrowing family’s expense. 

 

Duration of Time iPads and Chromebooks that are borrowed for e-learning days are to 
be returned the next possible school day. For example: if there is a bad weather day on 
a Wednesday, the equipment borrowed must be returned on Thursday (or the next day 
school is in session).   

 

Damage Parents will be held accountable for any damages that an iPad or Chromebook 
sustains while being borrowed. Any repairs will be arranged by Emmaus and will be 
paid for by the family who has borrowed the equipment from the school. Families who 
cause damage may not be allowed to borrow a device in the future. 

 

Failure to Return Failure to return equipment borrowed from school will result in the 
family who borrowed it to replace the equipment. Replacement will be arranged by 
Emmaus and the cost will be charged to the family who has not returned the equipment. 
This will include any licenses, power cords, screens, or protection devices used on the 
Chromebook or iPad. 

 

 SCHOOL FUNDING Our school is funded in four ways. First, through the fees we 
charge parents; second, through Indiana Choice Scholarship (voucher); third, through 
funds taken from the regular Sunday offerings of all Emmaus church members; and 
fourth, from designated Emmaus scholarships, gifts, donations, and fundraisers which 
we must constantly encourage in order to keep our school open. Tuition and other fees 
are set annually by the MBC and must be ratified by the entire membership of Emmaus 
Lutheran Church. We want it to be understood that the tuition fees paid by parents do 
not cover the cost per pupil to run our school. The money from the church is vital to 
keeping our school going. Fundraising is also vital to keeping our school going. We 
need every parent’s help whenever a fundraiser is being held 

.  
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WITHDRAWALS AND REFUND POLICIES If it is necessary to withdraw your student 
during the year, the teacher and principal should be notified immediately. Furthermore, 
at the time of withdrawal a transfer should be obtained from the school office. The 
following policy is in effect regarding tuition fees: A family whose child withdraws before 
the end of a month which has been paid for will receive a refund based on the number 
of days attended and computed on the rate they paid. If they withdraw after attending:  
1-5 days..........75% refund 6-10 days..........50% refund 11-15 days..........25% refund 16 
or more days..........no refund If a child withdraws in a month for which tuition has not 
been paid, they will be billed their rate based on the following schedule. If they withdraw 
after attending:  
1-5 days..........25% billed 6-10 days..........50% billed 11-15 days..........75% billed 16 or 
more days..........100% billed Any other tuition that may be past due will, of course, be 
due and payable in full immediately and will be billed with any amounts as described 
above until it is paid. A withdrawal during the school year for any student receiving a 
voucher or Choice Scholarship will result in the forfeit of this assistance. These funds 
are not transferable to another school.  

 


