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Staff Listing 
NAME POSITION 

Mr. Matthew Couser Principal & Co-Christian Studies 6th 

Mrs. Windy Carroll Early Childhood Director /Ext. Care & Extension 

Mrs. Deb Walworth School Secretary/Admissions 

Miss Catie Berg Preschool & Pre-Kindergarten Teacher 

Miss Beth Wood Teacher Aide 

Mrs. Sara DeYarmond  Preschool & Pre-Kindergarten Co Lead Teacher 

Miss Marianna Lozano Preschool & Pre-Kindergarten Co Lead Teacher 

Mrs. Kylie Seling Kindergarten Teacher 

Mrs. Sarah Wagner Kindergarten Aide 

Mrs. Rachael Engelbrecht First Grade Teacher 

Mrs. Barb Kaiser First Grade Aide/Librarian 

Miss Tammy Mazur Second Grade Teacher 

Mrs. Kristi Sohn Third Grade Teacher 

Mrs. Kim Becker Fourth Grade Teacher 

Mrs. Kate List Fifth Grade Teacher  

Mr. Lloyd Conway Social Studies Middle School Teacher  

Mrs. Julie Conway Science & Math Middle School Teacher 

(Homeroom 7th) 

Mrs. Lisa Hughes English/ Literature Middle School Teacher 

(Homeroom 8th) 

Mrs. Wendy Greve Lutheran Special Education Ministry Teacher 

Mrs. Nancy Filter Lutheran Special Education Ministry Teacher 

Pastor Bill Wangelin Co-Christian Studies 8th 

Mr. David Wright Christian Studies Grade 7th 

Mr. John Horak Choir & Music Director, Co-Christian Studies 6th 

(Homeroom 6th) 

Mrs. Teresa Shaver Food Service Director 

Mr. Jeremy Smelker Facilities Manager 

Mr. Derek Lounds Athletic Director 

Mr. Josh Wyatt  Technology Manager 

Miss Courtney Mateer Teacher Aide 

Mr. Victor Verhill Teacher Aide 

Mr. Quinton Howard Teacher Aide 

Ms. Rachel Onore Lunchroom Assistant 

GRAND LEDGE SCHOOL DISTRICT SHARED TEACHERS 

Mrs. Jean Reverman Physical Education K-8 

Mr. Josh Gonzales (Eaton RESA) Speech 

  

BRIGHTON SCHOOL DISTRICT SHARED TEACHER 

Scott Davis                                                                   Band 6, 7/8, Chimes 5, Recorders 4 

HOLT SCHOOL DISTRICT SHARED TEACHERS 

Ms. Tammra Cummings Computer K-6 

Mrs. Sarah Heinze Music K-8 

  

CHURCH & SCHOOL RECEPTIONISTS 
Mrs. Kendra Waldie Receptionist (Monday, Wednesday, Friday) 

Ms. Jana Kittilson Receptionist (Tuesday and Thursday) 
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CHURCH STAFF 

 

Rev. Bill Wangelin  Senior Pastor 

Rev. Lang Yang  Hmong Pastor 

Vicar Ian Heinze Vicar 

Mrs. Sue Sundstrom Church Administrative Assistant 

Mrs. Becky Grocki Communications Director 

Mrs. Lisa Keefer Business Administrator 

Mr. David Wright Family Life Ministry Director 

Miss Lexie Brown  Family Life Ministry Intern 

Mr. John Horak 

Mr. Mark List 

Music Director 

Youth Director 

Mrs. Sharon Atkinson Pastoral Assistant 

Mrs. Sharon Miller Food Bank Director 

 

Mission Statement of Our Savior Lutheran School:  

Learn, Live, and Share Christ! 

School Mission Strategies:  The ministry of Our Savior Lutheran 

School derives from the mission to learn, live, and share Christ by, 

teaching the Christian faith, promoting academic excellence, and 

developing leadership skills for a life of Christian witness. 

“Train up a child in the way he should go; and when he is old, he 

will not depart from it.” Proverbs 22:6 

From these words of Holy Scripture come the purposes for 

operating a Lutheran Christian School: 

 To provide thorough instruction in God’s Word so that your child: 

o May learn to know and trust Jesus Christ as their ever-loving Savior. 

o May be led by the Holy Spirit to do that which is God-pleasing. 

o May be prepared to live with God eternally in heaven. 

 To assist the home in carrying out its role as commanded by God. (Ephesians 6:1-4) 

 To help children discover and develop their God-given talents and abilities, that they might use 

them to His glory and for the benefit of their fellow man. (1 Peter 4:10) 

 To maintain high standards of education at all grade levels, taught in the light of God’s will and 

design. (Ephesians 1:11) 

 To assist parents in developing the kind of Christian character that will make the graduates at Our 

Savior leaders, serving God in church and in the world. (Colossians 4:5-6) 

A Philosophy of Christian Education 

Our Savior Lutheran Church operates a Christian Day School for the very purpose of telling and 

reminding children of the Gospel.  
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In every aspect of our school day, whether it is during lessons or at 

play, whether it is teaching or correcting, Our Savior exists to be 

spiritually focused and to teach children to be disciples of Christ. 

The child of God becomes a disciple as he understands the distinction of 

Law and Gospel and, thereby, understands his relationship to God and 

his fellow man. The disciple of God lives in a contemporary world 

while educating himself and being taught the skills needed for the future. The child then must be taught 

how his Christianity relates daily with people who may not be Christian. Christian values, as they are 

described in scripture, are taught to the child by word and example. Hence, the proper Law and Gospel 

distinction not only helps the child relate to his fellow man, but also further develops an accurate self-

concept for the child.  

The child should understand the Lutheran and Christian heritage to become more aware of the 

communion of saints and his Christian family roots. The school, as a model family, becomes a caring, 

worshiping, witnessing community of teachers, parents and children. Because the Our Savior family lives 

under the name of Christ and His love, Our Savior maintains the highest possible standards to enable the 

children to develop their God-given abilities to their potential. These standards apply to our total effort as 

the teacher and child interact in order to nurture the whole child - mind, body, and spirit.  

This can happen most efficiently as the family, the church, and school cooperate in the child's 

behalf.  

Administration of the School: 

God’s Word, as found in the Holy Bible, is the source of supreme authority. The Board of Directors of 

Our Savior Lutheran Church is responsible for all ministries of Our Savior Lutheran Church. The senior 

pastor is charged with the administration of all operations of Our Savior Lutheran Church, including Our 

Savior Lutheran School. The principal is charged to assist the senior pastor with administration of the 

operations of Our Savior Lutheran School. 

School Accreditation: Our Savior Lutheran School is one 

of over 1,000 Missouri Synod Lutheran elementary schools in 

North America and one of 75 in the State of Michigan. These 

schools are coordinated by regular teachers’ conferences, 

principals’ workshops and by the office of the Superintendent 

of Schools - the Michigan District of the LCMS, Ann Arbor, 

Michigan. Our Savior Lutheran School is administered 

according to the State of Michigan's required standards of 

elementary education. Teaching personnel are certified by the 

State of Michigan. Qualified Christian teachers teach God's Word together with a prescribed course of 

study leading to entrance into high school. In the spring of 2018, Our Savior Lutheran School concluded 

the accreditation process and received National Lutheran Schools Accreditation (NLSA), Michigan 

Non-Public Schools Accreditation (MANS), and Michigan District Accreditation. The current 

accreditation is valid through 2023. 

I. ADMISSIONS & ENROLLMENT 

A. Admission Priority: Our Savior Lutheran School’s primary mission is to teach children 

about Jesus. Any parent desiring a quality Christian education for children may apply for 

admission. Community families who do not attend Our Savior Lutheran Church should 
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contact the school office first and arrange an appointment with the principal. Applications 

will be considered in the following order: 

1. Enrollment of current students and their siblings 

2. Enrollments from members of Our Savior Lutheran Church 

3. Enrollments from other Lutheran Church Missouri Synod (LCMS) church members 

and Lutheran Churches 

4. Enrollments from the community received in chronological order 

5. Enrollments will be processed until classes have reached maximum level of 25          

students. Increase in class size may occur under special circumstances and after the 

principal’s consultation with Christian Education Team (CET), the pastor, and the 

classroom teacher. If the maximum class size is reached, the principal is to establish a 

waiting list with members of Our Savior and our affiliated congregations given 

preference for future enrollment. 

B. Application Procedures 

1. Become acquainted with the purposes and missions of Our Savior Lutheran School by 

an appointment with the principal. 

2. Obtain an “Application for Enrollment” form for grades K-8 from the school office. 

3. Submit a completed enrollment application and an enrollment deposit to the school 

office. 

C. Principles and Conditions for Enrollment 

1. Primarily, the religious program of the school should motivate the parent(s), and 

parent and child must agree to participate in the religious programs the school offers. 

2. The parent(s) shall give assurance that they will cooperate with the school in all 

matters of program and policy. 

3. Kindergarten Age Requirement: Children entering Kindergarten must have reached 

the age of 5 years on or before September 1.  

4. Immunization: Michigan law, according to Section 9208 of the Michigan Health 

Department Public Act #368 of 1978, states the following: "A parent, guardian, or 

person in local parentis applying to have a child registered for the first time in a 

school in that state shall present to school officials, at the time of registration or not 

later than the first day of school, a certificate of immunization or statement of 

exemption under Section 9215. A teacher or principal shall not permit a child to 

enter or attend school unless a certificate indicating that a minimum of one dose of 

an immunizing agent against each of the diseases specified by the department has 

been received and certified by a health professional or local health department." A 

parent, guardian, or person in local parentis having a child register with only these 

minimum doses of immunizing agents shall present an updated certificate of 

immunization within four months after initial attendance showing that the 

immunizations have been completed as prescribed by the department. Parents of 

children entering school for the first time in Michigan are reminded that each child 

must be immunized for diphtheria, pertussis, tetanus, polio, smallpox, rubella, chicken 

pox, measles and Hepatitis B. Vision and hearing examinations are also required. The 

information must be brought to school on the first day or within a reasonable time 

after school has begun. Family physicians may do the immunization, or you may take 

the child to the Eaton County Health Department, 528 Beech Street, Charlotte, MI. 

Free clinics are available at both the Barry-Eaton District Health Department and at 

various Outreach clinics in the area. Please call (517) 543-2430 or (517) 485-7110 for 

specific dates and places. It is Michigan law that all new entering students must have 

the Hepatitis B immunization. A parent or guardian must provide dates when the 
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immunization for hepatitis was given, a physician signed statement that the child “is 

in process” of completing the three (3) vaccinations series for Hepatitis B, or a signed 

statement that the parent does not choose to have their child(ren) immunized against 

Hepatitis B for religious reasons or other noted reasons of objection.  It is the law 

beginning with the 2002-2003 school year, that all seventh grade students have an 

immunization assessment. This law was passed so that there would be a means of 

assuring that children are adequately immunized against preventable diseases before 

they reach adolescence when some diseases become a greater threat to their health.  

Every parent must present written proof that their child has received all 

immunizations required by the Eaton County Health Department. This proof is usually 

a form used by doctors that lists the immunizations and dates given.  This proof must 

be presented on or before the first day of school. Those not receiving the required 

immunizations must have a waiver signed by the county health department on file in 

the school office before starting school. 

5. Birth Certificate: A copy of the birth certificate must be on file in the school office 

before the first day of school.  

6. Child Information Record (CIR): This record is required for each student before the 

first day of school.  The record contains student and family contact information and 

emergency information. It is to be on file in the school office. The office should be 

informed immediately if phone numbers and/or addresses change during the year.   

7. Transfer Students: All students transferring from another school in grades K-8 must 

present a grade report from their previous school; they must also complete all the 

required enrollment forms. Parents shall provide a name, address, and phone number 

of previous school so information needed for enrollment may be requested. 

8. Grade Level Placement Policy: Placement will be made according to the 

recommendations of the previous teacher/school.  Our Savior Lutheran School wants 

all children to succeed at an age appropriate developmental grade level. Until all 

records and forms are received, enrollment and grade placement are conditional.  

9. New Student Probationary Period: All new students who enroll at Our Savior 

Lutheran School are on probation for a period of nine weeks. In the event that 

significant information is withheld or there is inaccuracy of information provided, 

and/or if upon receiving files from the student’s previous school there is reason to be 

concerned about meeting the educational needs of the student, Our Savior reserves the 

right to reconsider the student’s enrollment. 

10. Any student may be denied admission for: 

1. Refusing to comply with enrollment policies. 

2. Having a history of not being able function spiritually, emotionally or 

academically in a regular classroom. 

3. Having a history of discipline problems. 

4. Our Savior Lutheran School’s inability to provide specialized services 

such as special education, English as a second language, and other 

specialized services for which staff are not certified or trained. 

11. All required forms including, but not limited to, the enrollment application, child 

information record, immunization record, parent pledge and tuition agreement, must 

be submitted before a child is officially enrolled. 

D. Our Savior Lutheran School admits students and administers its educational programs, 

athletic and other school-administered programs in accordance with the law. 
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1. Title VI of the Education Amendment Act of 1964 (Race, Color, or National Origin 

Discrimination). 

2. Title IX of the Education Amendment Act of 1972 (Sex Discrimination), or 

3. Section 504 of the Rehabilitation Act of 1973 (Handicap Discrimination) 

II. TUITION, BILLING, & FEES 

A. TADS:  TADS manages family tuition accounts, billing statements, and invoices for tuition 

collection.  TADS also manages before and after school extended care fees.  Contact the 

school office or business office with any questions.   

B. TUITION:  Tuition covers a portion of the cost for a quality education that includes 

curriculum, textbooks, technology, and school staffing. A discount is given on total tuition 

for families with multiple children enrolled. 

C. Tuition Agreements: Tuition agreements are made available in February once a student is 

enrolled through TADS.  Parents are requested to sign tuition contracts by May 1. 

D. Tuition Billing & Payment Process: Tuition can be paid using the following options 

1. One payment - due August 1st 

2. Two payments - 50% due August 1st, 50% due December 1st 

3. Monthly payment – 10-month contract (beginning in August and requires a TADS 

processing fee).   

E. Late Fees: Late fees are assessed on all invoices billed in TADS that are not paid by the 

due date.  There is a 5-day grace period for each invoice.  Once the grace period is over, 

a TADS administration fee is added to the billing account.  This fee is a TADS 

Administrative fee and not an Our Savior Lutheran School fee. If you need to pay an 

invoice after the due date, please contact the business office prior to the due date to 

make necessary adjustments.  Once the fee is assessed the school cannot remove it. 

F. Tuition Assistance:  The Our Savior congregation has a long-standing belief that tuition 

should not prevent a child from having the opportunity to obtain a Christian education. If 

any parent feels that they will be able to pay only a portion of the tuition, they are 

encouraged to apply for tuition assistance (Message of Hope Scholarship) by submitting the 

application to TADS, an independent company that reviews all applications and 

recommends a tuition amount. The Message of Hope Scholarship Fund exists to give 

financial aid to families seeking a Christian Education by overcoming financial barriers.  In 

addition to the generous support given by Our Savior Lutheran Church, the scholarship fund 

helps to meet specific needs for families on a case-by-case basis.  Learn more about the 

Message of Hope Scholarship and its impact at https://www.oursaviorlansing.org/message-

of-hope/.  Forms are available online at https://www.mytads.com/.  The deadline to apply to 

tuition assistance is April 1.  After April 1st, tuition assistance applications will be reviewed 

with any remaining scholarship funds available.  

Tuition Assistance Committee (TAC) reviews TADS applications and assigns tuition 

assistance to families that qualify based on need.  Any questions regarding the tuition 

assistance process shall be directed to the principal.  It should further be noted that Our 

Savior Lutheran School does not discriminate on the basis of race, color, nationality, and 

ethnic origin in administration of its educational policies, admissions policies, tuition 

assistance, and athletic or other school-administered programs. 

G. Refunds:  Will be issued on a prorated basis per business manager approval.   

https://www2.ed.gov/about/offices/list/ocr/docs/hq43e4.html#:~:text=Title%20VI%20states%20that%3A,activity%20receiving%20Federal%20financial%20assistance.
https://www.justice.gov/crt/title-ix-education-amendments-1972
https://www2.ed.gov/about/offices/list/ocr/504faq.html
https://www.oursaviorlansing.org/message-of-hope/
https://www.oursaviorlansing.org/message-of-hope/
https://www.mytads.com/
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H. Fees: Fees for childcare, athletics, hot lunch, and other items not included in tuition, will be 

billed through TADS.   

I. Lunch and Milk Fees:  Payments for lunch and milk are pre-funded and made directly to the 

school with the receptionist or online at www.oursaviorlansing.org under School Payments.  

Families may track their lunch and milk account within their Educate dashboard. If you have 

any questions regarding payments or fees, please see the Business Administrator. 

J. Payments:  If you would prefer to pay in the office, all payments are turned in to the 

receptionist during office hours, or in the drop box in the office hallway.  If you pay in the 

office or via the drop box, please use an envelope with your student’s name, grade, amount 

enclosed, and reason. 

K. Free & Reduced Lunch Program: A family may qualify for the federal government’s free 

and reduced-price lunch program.  Applications for this program will be available in the 

school office.  Our Savior Lutheran School, 7910 E. St. Joe Highway, Lansing, MI  48917 

operates its school lunch program in accordance with U.S. Department of Agriculture policy 

and receives and uses federal funds and United States Department of Agriculture donated 

foods.  No person, because of race, color, national origin, sex, age or handicap shall be 

excluded from participation in, be denied the benefits of, or otherwise be subjected to 

discrimination in our United States Department of Agriculture donated food and child 

nutrition programs.  Any person who believes he or she has been discriminated against in 

any USDA-related activity should write to the Administrator, Food and Nutrition Service, 

3101 Park Center Drive, Alexandria, VA 22302 or to the Secretary of Agriculture, 

Washington, D.C. 20250. 

 

III. SCHOOL LIFE 

A. School Calendar:  The principal constructs a school calendar.  Staff and the Christian 

Education Team review the proposed calendar.  The state of Michigan requires public and 

non-public schools to be in session for 180 school days.  Our Savior Lutheran School fulfills 

the requirement through our accreditation with Michigan Association of Non-Public Schools 

(MANS). 

B. School Hours: 

Preschool 3-year-old:   Tuesday & Thursday (AM) 8:15 – 11:15 AM 

Pre-Kindergarten 4-year-old: Monday, Wednesday, Friday (AM) 8:15 – 11:15 AM 

Pre-Kindergarten 4-year-old: Monday, Wednesday, Friday (PM) 12:15 – 3:15 PM 

    

Grades K-8 Daily 8:15 AM – 3:15 PM  

 Half-Days 8:15 AM – 11:45 AM  

 Exceptions  Good Friday dismissal is 1pm 

after Good Friday Noon 

Service – Lunch is Served 

 Last day of school dismissal is 

after closing chapel 

 

 

C. School-Home Partnership 

1. Cooperation is expected between the teachers and the parents.  Teachers will keep in 

touch with the home.  Contact is made through meetings, phone calls, emails, etc. 

Parents are encouraged to contact the teacher whenever a concern exists. 

http://www.oursaviorlansing.org/
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2. Classroom newsletters, classroom websites, Educate, and Facebook 

(https://www.facebook.com/oursaviorlutheranchurchandschool) are additional 

important means of communication. 

3. Schoolwork and homework may be assigned to help students develop learning and 

skills.  Parents are encouraged to be involved with this important activity, including 

providing a quiet well-lit place in the home where work can be done without 

disturbance. 

4. Parents are asked to consult the teacher if the child consistently requires more than 1 

½ hours of homework for grades 6-8 (accelerated classes may require additional time) 

or more than an hour for grades 4-5 and a half hour for grades K-3. 

5. Parent-Teacher Conferences: Parents and teachers may request an appointment to 

conference regarding a student at any time.  Required parent-teacher conferences 

occur in November. This conference is for teachers and parents to discuss the child’s 

learning and progress.  An optional conference is available in the spring and may be 

requested by the parent or teacher.   

D. Student Attendance 

1. Absences: On days when your child is going to be absent, please notify the Our 

Savior attendance line by phone (517-925-5059) or by email.   

2. Reporting Absences:  In the case of all absences, the reason the child is absent must 

be provided to the receptionist office AND to the child’s teacher through an email 

message or call to the attendance line.  If the school office does not have a record of a 

student’s absence, parents will be contacted to verify the absence.  The school is 

required by law to report daily absences involving sickness to the health department. 

3. Single-day absences for reasons other than illness should be arranged and excused 

with the student’s teacher at least 24 hours in advance of the absence.   

4. Multiple-day absences for reasons other than illness or family emergencies should be 

communicated to all of the student’s teachers a minimum ten instructional days before 

the start of the absence in order to make arrangements for assignments and/or 

activities the student will miss. 

5. Make-up Work From Absence:  Students who are absent for any reason will be 

required to make up work missed in each class. One day is granted for each day of 

absence.  Additional days may be granted solely at the teacher’s discretion.  A day’s 

absence does not excuse a student from the responsibility for the work due on the first 

day of the absence.  It is the student’s responsibility to obtain all make-up work from 

his teachers immediately upon return to school.  Failure to obtain make-up work is no 

excuse for not doing work missed.  Parents should follow up with their student(s) to 

ensure all work is made up. 

6. Medical Appointments: Parents are encouraged to schedule appointments with 

doctors, dentists, or orthodontists after school hours or on school holidays.  However, 

we understand this is not always possible.  A written note or email message should be 

presented to the teacher prior to the absence and arrangements made for completing 

assignments and course work.  If your child has a planned late arrival to school, please 

inform the receptionist office AND teachers and the expected time of arrival. 

7. Planned Extended Absences 

1. The teacher and the office is to be notified in writing of the absence a 

minimum of two weeks before the absence is to be taken.  If your child 

has more than one teacher, each of them should get a note or email.  

https://www.facebook.com/oursaviorlutheranchurchandschool
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Advanced absence forms are available for this purpose and parents are 

encouraged to use them to report their intentions to teachers and the 

school office. 

2. It is up to the teacher’s discretion to provide class work in advance of the 

vacation period as lesson plans are often made at the conclusion of the 

week.  Homework given prior will only be an estimate of what may be 

missed during the period of absence and may not be inclusive of all the 

material covered during the absence. 

3. When the student returns from an extended absence, all teacher pre-

assigned work, including tests, papers and projects, are to be completed 

and turned in.  For any work not pre-assigned, the student will be given 

one day for every day absent or a maximum of five days to complete 

unfinished work.   

8. Student Illness:  Please do keep your child home if he/she is sick.  Colds, sore 

throats, stomach ailments, etc. spread quickly among students and staff.  Please follow 

the guidelines below to determine if your child can return to school.   

1. Illness 

Student’s symptoms/diagnosed illness Student may return to school when... 

Fever greater than 100 degrees (orally) 

Temperature below 100 degrees (orally) for a 

minimum of 24 hours without use of fever-

reducing medication 

Rash or rash with fever — new or sudden 

onset 

Rash disappears; written or phone consent from 

a medical doctor to school office 

Brown, gray, tan or yellow drainage from 

nose, eyes or any other part of the body 

Discharge must be gone, or student must have 

been on antibiotics for 24 hours and have 

written or phone consent from a medical doctor 

to school office 

Vomiting/diarrhea Symptom-free for 24 hours 

Cough: Deep, barking, congested or 

productive mucous 

Symptom-free or student must have been on 

antibiotics for 24 hours and have written/phone 

consent from a medical doctor to school office 

Strep throat diagnosed by a medical doctor 

Must have been on antibiotics for 24 hours and 

have written/phone consent from a medical 

doctor to school office; if no antibiotic given, 

call school office before sending child to school 

After an illness of two or more weeks, 

surgery, or other change in health status 

Written instructions from the doctor and parent 

regarding medication or special health needs 

must be provided to the school office. 

 

2. Head Lice - It is common to have cases of head lice and other related 

problems in the school throughout the school year. It is the responsibility 
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of parents/guardians to check student’s heads on a regular basis.  

Students are encouraged NOT to share their clothing/coats, hair 

accessories, brushes, combs or hats. Although head lice are not a health 

threat, they are contagious with direct contact. Active infestation is 

defined as the presence of live lice or nits found within ¼ inch of the 

scalp. Therefore, when an active head lice infestation is found, our 

school practices are: 

a. The child should be restricted from activities of close contact or 

sharing items with other children. 

b. The parent/guardian will be contacted, and the child should be 

sent home. 

c. Other student’s will be checked for head lice only when 

infestation is suspected. 

d. Parent/guardians & students are expected to follow instructions 

for treatment/prevention of Head Lice. 

e. A letter should be sent home notifying classmate’s parents that 

an active case of head lice was detected. 

f.  Upon return to school, the student must be accompanied by the 

parent and brought to the school office. 

g. The student will be rechecked for an active infestation prior to 

re-entry. The primary goal is for the student to be Nit Free, yet it 

is within the school administrator’s discretion whether the 

student will be readmitted. 

9. Tardies:  When a student arrives late to school (any time after 8:15am), he/she is 

considered tardy.  A parent or adult should check the student in at the receptionist 

office.  Absences and tardies are tracked in Educate.  An admittance pass will be 

needed by the tardy student to enter class after the beginning of the school day.  After 

five tardies in a trimester, the family will be notified of the concern.  After ten tardies 

in a school year, parents will be required to meet with the principal to discuss an 

improvement plan for school attendance.  

10. Dismissal During School Hours:  Students who need to leave school grounds 

during any time of the day must have the written permission of their parents and be 

accompanied by an adult.  The receptionist office must be informed if the student is to 

be picked up early and a parent must check out the students in the office when leaving 

the building.  The school office in Educate tracks late arrivals and early exits during 

the school day.  Whenever such permission has been granted, full responsibility rests 

with the parents/guardians. 

1. To excuse a student during school hours, the following procedures are in 

place: 

a. Written note to teacher/receptionist office in advance 

b. Parent report to receptionist office to sign out the student 

c. Student is released from the receptionist office 

11. Truancy/Chronic Absenteeism:  Chronic absenteeism is when students miss 10% 

or more of scheduled school days (to date).  This includes excused and unexcused 

absences.  If a student is chronically absent/truant, the following steps will be taken: 

1. Notification of excessive absences will be made with parent/guardians 
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2. If attendance issues persist, administration will notify Eaton RESA 

Truancy Intervention Service.  An attendance improvement plan will be 

established in coordination with the student and family.   

3. If improvement is not noted, a second referral for truancy will be made to 

the Eaton County Truancy officer.   

IV. SCHOOL COMMUNICATION   

The Our Savior Lutheran School News is shared weekly by email.  A hard copy of the newsletter 

is available upon request.  The newsletter and other school announcements are available on the 

dashboard of your Educate account.  Classroom newsletters are also available in the document 

section of your Educate dashboard.  The Our Savior Lutheran home page at 

http://www.oursaviorlansing.org lists current information that is updated weekly. 

Our Savior Lutheran uses TADS/Educate as our Student Management System.  This system 

allows teachers and families to communicate, view grades and report cards, calendars and events, 

and lunch account balances. 

Social media communication is available through our ministry Facebook page, 

facebook.com/oursaviorlutheranchurchandschool. Facebook posts are added to inform and share 

school and church ministry activities.  Check with your child’s classroom teacher on any other 

communication resources for the classroom.  

Our phone and text notification system, TADS/Educate, offers an automated notification service 

designed for emergency notifications, attendance calls, ministry informational messages, and a 

variety of other school-related notifications.  It will also be used for time-sensitive 

announcements such as school cancellations or weather-related delays. Parents should annually 

update their communication preferences within Educate for general and emergency information 

(phone, text, email). 

A. School Emergency Communication  

1. School Closing in Severe Weather 

In the event of severe weather, the decision on whether to close Our Savior Lutheran 

School will be made independently and is not contingent on the decision of Grand Ledge 

Public Schools to close school.  The safety of our school families remains a priority.  

Parents always reserve the right to keep their child(ren) home or delay their arrival until 

conditions improve. 

 

Local school districts and other school closings in our communities will be only one of 

the many factors in our decision to close school due to inclement weather, cold 

temperatures, or poor road conditions. Any school closing will be shared via phone 

alert message, Our Savior website, Educate, Facebook, and TV stations WILX, 

FOX47, and WLNS. 

 

If it becomes necessary to close during the school day, the principal and staff will make 

attempts to contact families via Educate, phone alert, the Our Savior website, and other 

media outlets. It is the parent/guardian responsibility to pick up students in a timely 

manner.  

 

https://www.eatonresa.org/prevention/truancy/
https://www.eatonresa.org/prevention/truancy/
http://www.oursaviorlansing.org/
https://www.facebook.com/oursaviorlutheranchurchandschool/
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V. SCHOOL LUNCH PROGRAM 

Hot Lunch:  Hot lunch is a “Type A” lunch including offerings of milk, main item, vegetable, 

fruit and grain.  No dessert, as such, will be included with this “Type A” lunch.  The hot lunch fee 

is $3.65 for students and $4.65 for adults.   

Cold Lunch:  Students who bring a cold lunch from home must include their own silverware and 

all necessary items for their meal.  There will be a microwave available for students who bring 

their lunch from home.  Students must be able to prepare their own lunch and operate the 

microwave on their own.  There will not be lunch personnel available to assist them with 

microwave use.  The student is also responsible for wiping out the microwave after every use. 

 

A La Carte:  A variety of nutritious snacks, treats and dessert will be available for individual 

purchase four days per week (Monday/Tuesday/Thursday/Friday).  Fruit, popcorn, fruit snacks, 

and ice cream are examples of things that will be available.  The a la carte line will be open to 

everyone including children who bring their own lunch.  

 

Milk:  Milk is included with the price of hot lunch and individual milk cartons are also available 

for students who bring their own lunch from home or would like an extra one with their meal.  

The cost of a milk carton is due at time of purchase from a la carte.  The milk fee is $.65 per milk 

carton. 

 

Monthly Lunch Menu:  A monthly lunch menu is sent home with students, is available on the 

info wall outside the school office and is also posted on the school website and in Educate. 

Children will be expected to eat what they take so they should not take what they will not eat.  

Since children will be serving themselves, they should have enough to eat. 

VI. BEFORE AND AFTER SCHOOL PROCEDURES 

The safety of our children is our highest priority.  Thank you for taking extra precautions and 

extra time to maintain our safe school zone. 

Before School:  Students may enter the school building beginning at 7:55am and report to the 

Commons. At 8:00am (at the ring of the school bell) students may report to their designated 

classrooms and locker area. Students are to go to their assigned classroom with necessary 

materials for class and are not to leave their room unless permission is granted from their teacher.  

Early Childhood students (and their siblings) may be dropped off at the south side of the 

building near the Outdoor Classroom.  Early Childhood will notify parents when this drop-off is 

unavailable per weather conditions. 

After School:  Closing of classes begins at 3:05pm with our end of the day closing prayer. 

Dismissal is at 3:15pm. Parents are responsible for prompt pick-up between 3:15pm & 3:30pm. 

Any student not picked up before 3:30pm will be signed in at Extended Care unless another 

temporary arrangement has been made with the school office. After 3:30pm students are to have 

reported to supervised areas as requested by a teacher (tutoring, after-school task), participating in 

a supervised activity (club, athletic team, music rehearsal, etc.), or attending the Extended 

Care/Extension Program.   

 

 



   
 

15 

 

 

End of Day School Dismissal Procedure: 

Teachers will escort classes of students to the front school sidewalk area. A staff member will be on duty 

to assist students and families through the crosswalk.  Staff members are also supervising along the 

sidewalk and assisting with the orderly loading of students in vehicles. Parents shall have their car name 

tag visible for staff to place students in correct vehicles.  Staff members will assign students in five 

number locations according to the vehicle pick-up order.  

Curbside Drop Off Guidelines for Before or After School 

1. Drive slowly through our parking lot and through the car line. 

2. Drivers are to turn right immediately after entering the parking lot and travel around the outer 

edge of the parking lot (west to south to east to north) and pull along the front of school curbside 

facing north.   

3. Drivers may also turn up the aisles to park and walk across the crosswalk. 

4. All students should enter or exit their vehicles on the passenger side when being dropped off or 

picked up through the car line. 

5. Please be patient when using the car line.   

6. PASSING IS PROHIBITED 

7. Students need to cross the parking lot with adult supervision.  

8. Drivers give crosswalk pedestrians the right of way. 
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Parking Lot and Car Line Guidelines: 

1. Families may park in the parking lot and enter the school entrance doors to drop off and pick up 

their child(ren) inside the building. 

2. Curbside pick-up is permitted along the front curbs of the school.  Parents may pull up to the curb 

and remain in their car to pick up their child(ren).  Children will be escorted outside the building 

by staff from both the church and school main entrances to the curbside pickup area in front of 

the school. 

3. Families shall refrain from leaving their car unattended along the curb in front of the school 

building before, during, and after school. 

4. Please never leave your vehicle operating and unattended. 

5. During severe or extreme weather conditions, school officials may elect to move the curbside 

drop off to below the overhang (i.e. snowstorms, freezing temperatures, downpour rains).   

Student Biking Policy:  

The school regards the riding of bicycles to school by students as an assumption of responsibility by 

students and their parents-a responsibility in the care of property, in the observation of safety rules, 

and in the display of courtesy and consideration towards others. Our Savior Lutheran School assumes 

no liability for injuries occurring outside school property. Bikes shall be locked at the bike rack 

location near the school building.  

Our Savior Lutheran School strongly recommends that students and their parents follow 

recommended bicycling safety guidelines and always use their common sense and good judgment. 

All children must wear a properly fitted helmet when riding a bicycle. 

3rd grade and below: 

Children in 3rd grade and below should be accompanied by an adult when  

bicycling to or from school. Students who ride bicycles to and from school  

must have written consent from a parent or legal guardian. 

4th grade and above: 

Children in grades 4 and above may ride their bike to school without adult supervision.  It is 

suggested that children ride in the company of others.  Students who ride bicycles to and from school 

must have written consent from a parent or legal guardian.  

VII. FAITH FORMATION  

The teacher within each classroom conducts daily devotions. This is time to draw near to the 

Lord through hearing His Word, prayer and song. 

 

Chapel worship is held once each week.  In worship we: 

 Praise God in song 

 Confess our sins, and hear the word of forgiveness in the name of Jesus 

 Listen to God’s Word, meditate and pray to grow in faith 

 Unite in presenting our prayers, thanksgivings and petitions to a God who answers in a way 

that is best for us. 

Chapel Families worship together each week.  Chapel families consist of representation from 

each grade level. Each family is assigned an 8th grade student leader and staff member.  
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Occasionally chapel families will worship as a single family within the classroom led by the staff 

member. 

The chapel offering is an opportunity to give back to the Lord as He has given to us.  Students 

are encouraged to participate with a chapel offering.  Each trimester has a designated offering to 

support local and global missions. 

Classroom and School-wide Service Projects are opportunities for our school family to bless 

and serve others in our community and around the world.  

Within the Christian life we learn that worship is more than meeting in church.  Our life of work, 

play and worship is to be one in Christ.  Parents, family and friends are welcome to join us in 

chapel. 

Church Attendance Policy 

Believing that our role at Our Savior Lutheran is to assist the home and church in the task of 

training young people, we believe that it is of the utmost importance for all of our students and 

their families to worship.  We do not believe that Our Savior Lutheran Church and School is 

working in harmony with the home if the family is not regularly attending worship at their 

home church. Student church attendance will be recorded weekly and reported every trimester on 

the report card. The Our Savior Live Stream is available and counts towards weekly attendance. 

Midweek services also count towards weekly attendance (Lent and Advent Services). This 

recording serves as a reminder of the importance placed on faithful worship. 

Our Savior Lutheran Members:  In order to foster their Christian growth, families who are 

members of Our Savior Lutheran Church are expected to maintain regular and faithful church 

attendance at Our Savior for each of the three trimesters of the school year. 

If a student’s church attendance drops below 50% for any school trimester, the senior pastor will 

be notified in their role as spiritual counselor.  Upon the discretion of the senior pastor and school 

principal, poor church attendance may impact tuition membership rate received by Our Savior 

Lutheran members.   

Community Members:  For students who are members of congregations other than Our Savior 

Lutheran, regular and faithful church attendance is also expected. 

If families without a church home have enrolled their children in Our Savior Lutheran 

School, it is assumed that they are seeking Christian training for their children.  Since worship is 

essential for Christian growth, such families are invited to worship at Our Savior Lutheran 

Church. 
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VIII. ACADEMICS 

The curriculum of Our Savior Lutheran School complies with the requirements of the State of 

Michigan.  All teachers at Our Savior are certified to teach in the state Michigan.  In addition, the 

curriculum is Bible-based and Christ-centered.  Instruction is offered, but not limited to the 

following areas: 

Christian Studies Mathematics Social Studies 
Bible History General Mathematics K-6 Citizenship 

Bible Study Pre-Algebra Michigan History 

Luther’s Small Catechism Algebra Social Science 

Church History  Current Events 

Memorization Physical Education Ancient Civilization 

Missional Living Individual & Team Sports Geography 

Stewardship Sportsmanship Development United States History 

Confirmation Instruction   

Worship Language Arts Fine Arts 
 Reading/Literature Band 

Science Grammar Recorders 

General Science Spelling Visual Art 

Earth Science Handwriting (print, cursive) Music 

Physical Science Writing Skills Choir 

Life Science Oral Expression & Presentation Handbells 

STEAM  Handchimes 

Health  Music Appreciation 

 Computers/Technology Applications  

Spanish Research & Information Fluency  

7th Grade Keyboarding  

8th Grade Digital Citizenship  

 Presentation Programming  

 Google Classroom & Collaboration  
 

Special Education/Resource Room: A Resource Room is available through Lutheran Special Education 

Ministries (LSEM).  The special education teacher assists and serves students, teachers and parents.  

DIBELS screenings for reading and other assessments are available to evaluate student needs and support. 

Contact the special education teacher and classroom teacher if you are looking for academic and 

behavioral strategies for your child. These services may be limited due to the contractual nature of the 

amount and frequency of services that Our Savior can offer to our students and families. 

GRADING SCALES   K-8  

O Outstanding The child demonstrates mastery of the skill beyond the expected developmental level 

S Satisfactory The child regularly produces the desired skill at an appropriate developmental level 

I Improving The child is showing improvement in this particular area or skill 

N Needs Improvement The child will need to improve in this particular area or skill 

 

GRADING SCALES 2-8 

A 93 – 100% B- 80 – 82% D+ 67 – 69% 

A- 90 – 92% C+ 77 – 79% D 63 – 66% 

B+ 87 – 89% C 73 – 76% D- 60 – 62% 

B 83 – 86% C- 70 – 72% F 50 – 59% 

  

Midterm Progress Reports: Midterm progress reports are sent home in grades 5-8 at the halfway point 

of each trimester.  
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Report Cards: Report cards are issued every trimester as an indication of the student’s progress.  Report 

cards contain letter grades, percentages, and teacher comments. Midterm progress reports are sent home 

in grades 5-8. 

Formal Assessments: The NWEA Assessment (Northwest Evaluation Association) is administered to 

every student in Grades K-8, three times per year (October, February, May).  The assessment provides 

student progress in comparison of each trimester.  K-2 students take a Math and Reading assessment. 

Grades 3-8 take a Math, Reading, and Language Arts assessment.  Test results are shared during parent-

teacher conferences and are used for the guidance of individual student learning. Parents will receive end 

of the year NWEA results with the final report card. 

Awards Assembly:  Students are recognized after each trimester and at the end of the year for their 

achievements. Parents and family are invited to attend. 1st and 2nd trimester assemblies occur after 

chapel.  The 3rd trimester and end of the year award recognitions occur on the final day of the school 

year.  

Awards:  Every child at Our Savior Lutheran School has been given unique and special gifts and talents 

from our God.  Students who demonstrate special efforts and achievements will be recognized.  Academic 

Honor Roll recognition in grades 5-8 will be determined using the following core subject areas: 

Christian Studies (including memorization)  Literature 

English Language Arts (including writing/grammar/spelling) Social Studies 

Mathematics Science 

 

High Honors:  To be eligible for high honors, a student must have an average of 93% or higher with no 

grades in any core subject on the report card below 87%.  Specials must be a B+ or higher. 

Honors:  To be eligible for honors a student must have an average of 83% to 92% with no grades in any 

core subject below an 80%.  Grades in Specials must be a B- or higher. 

Perfect Church Attendance Awards will be given to students who have not missed any Sundays during 

each trimester and school year. Church attendance will be taken in each classroom for the purpose of 

encouraging worship in alignment with the Christian education at the school. Students and their family 

may watch the Our Savior Live Stream service and count it as attended church. We celebrate student and 

family commitment to weekly worship.   

Faithful Church Attendance Awards will be given to students who do not miss more than a total of 

three Sundays during the entire school year. 

Exemplary School Attendance Certificates will be given to students who do not miss more than a total 

of three school days during the entire school year.  Note:  Three school days consist of any combination 

of absences, tardies and/or early exits.  Also please note for the health and safety of all students, students 

who are sick are strongly encouraged to be isolated at home until such time as they are well. 

8th Grade Valedictorian and Salutatorian: A valedictorian and salutatorian will be chosen from the 

eighth grade. Student grades from the sixth, seventh, and eighth grades (thru midterm of 3rd trimester) 

will be averaged together to determine the awards. A valedictorian and salutatorian shall have been an 

honor roll student each trimester during their Our Savior career to be considered for this distinguished 

recognition.  It is possible to have more than one valedictorian and salutatorian. 
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IX. FIELD TRIPS 

Our Savior Lutheran School encourages educational trips as selected by the faculty aligned with 

learning. School trips will allow students to get better acquainted with community resources and 

provide experiences that will enhance or support classroom and extra-curricular learning 

activities.   

Field trips are designed to supplement the overall education experience of the children.  The 

homeroom teachers plan the trips and make all necessary arrangements. In most cases there are 

fees associated with school trips that are included in tuition.  Adult chaperone fees will be 

charged through TADS/Educate. 

1. Trip locations are selected by the faculty and approved by the principal. 

2. Transportation will generally be provided using private vehicles.  There will be a driver 

serving as chaperone in each vehicle.  The driver/chaperone must be at least twenty-one 

(21) years of age with a valid operator’s license.  Anyone other than a parent will be at 

the discretion of the school. 

3. A driver will take only as many passengers as can be restrained by a shoulder harness and 

lab belt assembly.  All passengers must use the seat belt assemblies provided in the 

vehicle.  No student of any age will be placed in the front seat at any time. 

4. In agreement with the American Academy of Pediatrics, we not only require all children 

be restrained with a shoulder harness and lap belt assembly, we highly recommend all 

children under 4’9” (56 inches) and under 80 pounds be restrained with the aid of a safety 

booster seat. 

5. Individuals who provide transportation to school-sponsored events must be covered with 

adequate “No Fault” automobile insurance and medical coverage for the driver and 

passengers as approved by the State of Michigan. 

6. If transportation is provided to a school-sponsored event by means other than private 

vehicle, permission of the school principal is needed. 

7. A “Permission Slip” is required to be on file in the school office during each respective 

field trip.  This “Permission Slip” should be signed by the parent or guardian and returned 

to the issuing person of responsibility.  Verbal permission will NOT be accepted. 

8. Chaperones, parent drivers and parents seeking to participate in the field trip are not 

allowed to bring additional children with the class or to the school-sponsored field trip. 

9. Individuals who provide transportation to school-sponsored events may not stop at any 

other destination during the trip without prior approval from the supervising staff 

member(s). 

7th & 8th Grade Fall Confirmation Weekend Retreat:  The 7th and 8th grade confirmation 

retreat is part of the confirmation program as developed by the Pastor and Family Life Minister.  

Students are strongly encouraged to participate. 

8th Grade Class Trip:  The class trip is not required for completion of the academic program at 

Our Savior.  Therefore, all Our Savior Lutheran School accounts (lunch, tuition, etc.) should be 

up to date prior to attending this activity. Please contact the homeroom teacher or school office 

with any questions. 

Required Field Trip Attendance:  Field trips are planned to support the curriculum and expose 

students to learning experiences that cannot be duplicated inside the classroom.  If you do not 

allow your child to go, your child is still expected to come to school.  The teacher will provide 
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assignments that will complement the field trip in a different way.  If your child does not come to 

school that day, he/she is still expected to complete the assignment and will receive an absence 

for the day. Field Trip student fees are included in tuition. 

Outdoor Education:  Our sixth and seventh grade students spend two days at camp in nature-

oriented, team-building situations.  Fourth grade students spend a week at Annie’s Big Nature 

Lesson.  Facility leaders and instructors oversee activities with assistance from teachers and 

chaperones.  These outdoor education student experiences are included in tuition. This program is 

a part of our planned curriculum at Our Savior.  Therefore, all students are to be in attendance. 

Field Trip Chaperones:  Our Savior Lutheran School will conduct background checks on any 

and all chaperones prior to any school field trip.  Background check forms are available in the 

school office.  The background check form is to be completed and submitted to the school office 

each year by participating chaperones. The form is to be accompanied with a current copy of a 

driver’s license and current copy of car insurance and will remain on file in the school office as 

required by the State of Michigan. Chaperones are responsible for their adult fee on any school 

field trip or outdoor education trip.  

X. EXTRA CURRICULAR ACTIVITIES 

A. Athletics 

Our Savior Lutheran School offers a well-rounded sports program for the benefit of its         

students.  The objectives of this program are to: 

1. Provide an opportunity for students to participate in sports that they may not have in 

later years under more competitive circumstances.  

2. Aim toward the highest Christian standards of sportsmanship. 

3. Develop loyalty and a sense of camaraderie to the church and school. 

Please see the Athletic Handbook for our athletic policy, eligibility rules, code of ethics and 

permission forms necessary for participation. A sports fee of $60 per sport, per school year will 

be billed for each student participating in any school-related sport program (excluding PeeWee 

Basketball). 

B. Student Council 

Student Council representatives are selected through an application process at the beginning 

of the school year in grades 5-8.  These students participate in various school leadership 

roles (e.g. school store, service projects, after school clubs, worship leaders, etc.) and meet 

on a regular basis to plan and carry out school activities, events and service projects. 

C. After School Clubs 

Our Savior Lutheran School provides after school activities three times during the school 

year.  The purpose is to provide engaging learning activities beyond the classroom while 

fostering relationships amongst students, teachers, and community volunteers. These events 

occur three consecutive weeks in October, March, and May.  Each club time frame is 

3:30pm to 4:30pm. 
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XI. TECHNOLOGY USE POLICY & TECH COLLABORATION GUIDELINES 

At Our Savior Lutheran School, we believe that technology is a vital tool and is to be used in a 

proper place.  Technology is used for educational purposes to develop digital citizenship, avenues 

for communication, enhance thinking skills, and make instruction more efficient and effective, 

while developing life skills. With the use of technological devices comes responsibility, as use is 

a privilege, not a right.   

A. Agreement for Using Collaborative/Individualized Technology 

Since we apply technology in our learning, students will: 

1. Work appropriately.  They will not intentionally change the work of another student 

to make it worse or intentionally ruin the work.  Some amount of changing is expected 

when they collaborate or edit writing work.  This is a goal of collaboration on a 

technology project.  Students will be shown exactly what the teacher can see on a site 

and how accountability is built in with this tool.   

2. Work respectfully.  Students will be reminded of God pleasing ways to disagree with 

another person without being rude or insulting.  They will not write things that are 

negative, violent, or otherwise deemed inappropriate by the teacher. 

3. Work responsibly.  They will be productive members of the class and technology 

project group to which they have been assigned. 

As always, students will strive to apply Philippians 4:8 to their electronic 

communication: “Finally brothers, whatever is true, whatever is noble, whatever is 

right, whatever is pure, whatever is lovely, whatever is admirable, if anything is 

excellent or praiseworthy, think about such things.” 

B. Technology Guidelines for Student Use 

1. Technology use at school is for educational or research purposes only, and used at 

appropriate times arranged by the teacher. 

2. Photos and videos may be taken with teacher permission but may not be posted or 

published online in any form.  Any photos or videos taken must be appropriate. 

C. Misuse of a School Device 

1.  The device will be taken away for the remainder of the day. 

2. A second offense will result in disciplinary action involving loss of privilege to use 

the school device determined by the principal. 

D. School Technology Guidelines:  

1. Students are responsible for Christian Behavior on school devices. Failure to follow 

will result in loss of privileges. 

2. Students must alert an adult immediately if something on the internet makes them feel 

uncomfortable or is inappropriate.  

3. Each teacher will review each student’s Google Drive to ensure files are responsible 

and follow school guidelines. 

4. All Internet access is limited to educational purposes. Students are not allowed to use 

email, chat rooms, download software, or play non-educational games unless it is 

aligned with a specific assignment. 

5. Students are not to reveal or give out photographs or personal information while using 

the Internet. 

6. Students are to be respectful when using technology. Bullying is prohibited.  

7. Students may only use the devices in the classroom when accompanied by an adult. 



   
 

23 

 

8. Students may use the lab printer as long as it is related to a classroom assignment. 

Students should always ask their teacher for printing permission. 

E. Personal Electronic Device Policy 

All personal electronic devices will be given to the teacher at the beginning of the school day 

and returned to the students at the end of the day.  The homeroom teacher stores the devices 

in a locked location during the school day.  Devices are not to be kept in backpacks or 

lockers during the school day. 

The student who possesses a device is responsible for its care.  The school is not responsible 

for preventing theft, loss or damage to personal electronic devices brought onto school 

property. All phone communication will be provided through the school classroom and 

office phones with permission.  In addition: 

Discipline: 

1st offense:   Device confiscated and returned to student at end of day 

2nd offense:   Device confiscated, parent to pick up 

3rd offense:   Device confiscated; possible disciplinary action taken 

XII. SCHOOL RULES AND BEHAVIORAL EXPECTATIONS  

Attendance at Our Savior Lutheran School is an honor and a privilege.  A student, who chooses to 

attend, accepts the responsibility of behavior consistent with the philosophy and guidelines of the 

school.  This includes respect in word and action for church, parents, community, school staff, 

and fellow students. Accomplishment of the above requires self-discipline and a balance of 

strength and patience. 

Christian discipline underlies the whole educational structure. It is the training that develops self-

control, character, orderliness and efficiency.  It is the key to good conduct and proper 

consideration for other people. 

Good discipline originates in the home and is continued at school.  A parent should be mindful to: 

1. Recognize that the teacher takes the place of the parent while the child is in school. 

2. Teach the child God’s Word, respect the law, authority, the rights of others, and for private 

and public property. 

3. Arrange for prompt and regular school attendance and comply with attendance rules and 

procedures. 

4. Work with the school in carrying out recommendations made in the best interest of the child, 

including discipline. 

5. Talk with the child about school activities; show an active interest in the child's learning and 

relationships.  

A. School-Wide Rules 

1. Follow directions the first time they are given. 

2. Do not engage in any behavior that jeopardizes the safety or learning of yourself or others.  

Keep hands, feet and objects to yourself. 

3. Respond toward others in a positive manner, as Christ would have you do.  Unkind words, 

actions and inappropriate language will not be tolerated. 

4. Follow all specific area rules (classrooms, playground, lunchroom, commons, gym, etc.) 
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B. School-Wide Expectations for Respect, Kindness, and Compassion  

1. As part of the Christian life, students are to respect and obey their pastors, teachers, and other 

adults in positions of authority such as secretaries, custodians, kitchen personnel, and staff. 

2. All children are deserving of a fair share of the teacher’s time and are responsible for 

eliminating behavior that prevents other students from learning. 

3. Students are deserving of a safe environment while on the school premises and must accept 

that responsibility to follow rules necessary to achieve this goal. 

4. The student has the privilege to use educational materials and equipment and the 

responsibility to give them proper care. Students are also to respect material and belongings 

of others. 

5. Slang, street talk, cursing the name of the Lord, or openly abusive and derogatory language is 

unacceptable.  Our speech should “always be gracious” as Paul encouraged in Colossians 4:6. 

6. Controlled or illegal substances are strictly forbidden. 

7. Students and parents are responsible for any willful damage to school or personal property. 

8. Students are to be prepared for each class with books, homework, supplies, and all required 

materials. 

9. Cheating will result in a zero for the work and possible disciplinary action. 

10. Gum chewing is not permitted in the school or church at any time. 

C. Playground Expectations 

1. Follow direction of playground supervisors. 

2. Use equipment properly and safely. 

3. Play in designated areas only. 

4. Do not throw rocks, snowballs or other harmful objects. 

5. Boots must be worn in the snow. 

6. Students must be dressed appropriately for the weather, including hats and gloves in cold 

weather. 

D. Hallway Expectations 

1. Follow directions of teachers and all other staff. 

2. Always walk. 

3. Hallways are quiet zones. 

E. Lunchroom Expectations 

1. Respect and follow the directions of adult supervisors. 

2. Use good table manners and courtesy. 

3. Keep the lunch area clean.  If you make a mess, clean it up. 

4. Drink only non-carbonated drinks. 

5. Keep your own food to yourself. 

6. Eat in a timely manner. 

7. Ask for permission to leave the lunchroom. 

8. Say a prayer of thanks before dismissal. 

 

F. School Dress Code  

We can look to God’s Word for guidelines in all aspects of Christian living.  Dress and grooming 

reflect an individual’s attitude and self-concept. 

The purpose for establishing a dress and grooming code at Our Savior is: 

 To promote neatness, decency, modesty and respect regarding appearance. 

 To promote unity, health and safety. 

 To develop the philosophy of wearing the appropriate clothing at the appropriate time. 
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The cooperation of students, parents and teachers is necessary in maintaining the standards of our 

dress code. Parents are asked to partner with the school in monitoring their child’s daily attire. 

Clothing should not detract from the objectives and goals of the school but should reflect our 

Christian values and give a positive witness to our Christian faith.  Modesty, cleanliness, and 

neatness are guidelines to follow in respect to all wardrobe selections. The faculty will review 

questionable attire and grooming. 

G. General Dress Guidelines: 

Our Savior Lutheran will continually monitor our dress guidelines throughout the school year.  

As fashion trends change, we hope families and students make choices aligning with the values 

our community shares.  The dress code guidelines will be open to revision, as needed, to help 

focus on the nature of our Christian educational setting. Teachers may modify these rules when a 

field trip or class activity would need such an adjustment. 

H.  Student Dress Expectations 

1. All clothing must be neat, clean, and reflect the Christian atmosphere of the school. 

2. Hairstyles should reflect moderation, careful grooming, and not distract from learning. 

3. Feet must be covered at all times.  For health and safety reasons, bare feet, flip-flops, 

sandals without back straps, or roller shoes are not to be worn to school. 

4. Jeans and leggings are allowed but may not have holes (including “designer holes”) or 

frayed hems. 

5. The hem of all shorts or skirts must be at least mid-thigh length.  All shorts and skirts 

must be worn at the waist. 

6. Students may not wear halter-tops, halter dresses, spaghetti straps, or anything that is less 

than three fingers wide unless a jacket or sweater is worn over it.  Clothing that reveals 

any part of the midriff or a low-cut neckline is prohibited. 

7. Shirts or other articles of clothing may not have phrases, sayings, quotations or 

advertising slogans depicting anything offensive.  This would include, but not limited to, 

any clothing that pictures or suggests a connection to violence, race, sex, drugs, alcohol, 

tobacco, swearing, and vulgarity. 

8. Girls may wear modest amounts of make-up with parental permission, but they may not 

put make-up on at school. 

9. Students must have a separate pair of shoes to be worn in the gym only for PE and 

indoor-recess gym activities. 

10. Students must dress appropriately for weather conditions. Students not dressed 

appropriately for winter conditions (hats, gloves, boots, snow pants, etc.) will not be 

allowed to play in the snow and will be restricted to pavement areas.  Boots worn for 

outside play may not be worn throughout the day in the classroom.  Outerwear for 

inclement weather or snowy weather should be brought to school as appropriate, 

including snow boots, gloves, hats, scarves, etc.  Jackets, coats, hats, sunglasses, gloves, 

etc. (outerwear) are not to be worn indoors during the school day unless otherwise 

specified.  Outerwear is not permitted in the classroom.  It is suggested that a sweater or 

sweatshirt be kept at school for times it may feel chilly in the classroom. 
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I. School Lockers 

Each student will be assigned a locker.  It is the student’s responsibility to see that his/her locker 

is kept neat and orderly.  The student will use only his/her assigned locker and should not tamper 

with any other.  No objectionable pictures or adhesive stickers may be used in the lockers.  The 

staff will determine any unacceptable attachments or accumulations during inspections.  Middle 

School lockers are to be locked at night and the weekends. The school is not responsible for lost, 

stolen, or damaged items. 

 

J. Books and Supplies 

All children will receive their books and supplies according to the following arrangement: 

1. Textbooks are given to students at the beginning of the school year and will be collected 

at the end of the year.  Students are held responsible for the books that they use, and it is 

expected that they take care of them.  Students are encouraged to cover all textbooks.  

Please do not use cloth covers as the wrong size cover damages the book. 

2. Children are always expected to have the necessary supplies.  A detailed supply list of 

materials required in each grade is provided to the parents and is available from the 

school office upon request. 

3. In the case of damaged textbooks or library books, students will be assessed on the basis 

of age of the book and amount of damage the book has received (for damaged library 

books see library policies and procedures). 

 

K. Damaged Property 

Respect and care for property is expected at all times.  School furniture, equipment and property 

must not be willfully defaced, marred or damaged by students.  Repair or replacement charges 

will be made for any damage or destruction of school property to restore damaged articles to 

original condition. 

XIII. STUDENT CODE OF CONDUCT 

Our Savior Lutheran Student Code of Conduct 

 I will conduct myself in a Christ-like and God-pleasing manner so that all my actions and 

words may be to the glory of God and the welfare of my classmates. 

 I will strive to diligently complete all schoolwork and homework to the best of my ability. 

 I will strive to obey the directives of all teachers, school personnel, adult volunteers, and the 

school principal. 

 I will use appropriate language at all times. 

 I will adhere to the dress code. 

 I will adhere to the rules and expectations in the 

classroom. 

 I will respect the rights of others to receive an education. 

 I will respect school and/or private property. 

 I will strive to act appropriately and to set a positive example of behavior in class, on the 

playground, and at all school events. 

 I will pray for my school, its faculty, my church and its pastor. 

 I will attend worship services regularly. 

 As God has forgiven me, I will forgive others. 

Take responsibility for your 

actions. Your attitude should 

be that of Christ Jesus. 

~Philippians 2:5 
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 The Student Code of Conduct is in effect: 

 On school property at any time. 

 At all school-sponsored or approved events and activities, either on campus or off school 

campus. 

 While being transported to or from school either on a bus or in personal vehicles. 

 With respect to any misconduct toward any school employee on and off campus. 

The list of infractions is not all-inclusive and other conduct may also result in discipline. Our  Savior 

Lutheran School reserves the right to revise this code at any time as it deems appropriate.  

XIV. SCHOOL DISCIPLINE GUIDELINES 

Given a school’s need to impose discipline for a wide range of anticipated conduct, Our Savior 

Lutheran reserves the right to allow discretionary judgment upon unforeseen indiscretions of 

students. 

A. Student Guidelines for Consequences 

It is the policy of Our Savior Lutheran School to inform parents of disciplinary measures. A 

suspension, whether half-day or all day, will be communicated to the parents and could 

result in loss of academic credit and/or participation in school-related extra-curricular 

activities. 

Definition of Disciplinary Terms 

1. School Detention (SD)- The student will receive work to be completed either before or after 

normal school hours under the supervision of an OSL staff member. Effort will be made to 

allow fair scheduling and arrangements with the parent(s). 

2. In-School Suspension (ISS)- Students will receive assignments from the teachers that must be 

completed to maintain current grade level.  The student will solely work and eat lunch under 

the direct supervision of staff. 

3. Out-of-School Suspension (OSS)- The student may not attend school or school-sponsored 

activity for a specified period of time or until specified condition(s) is/are met. 

4. Social Suspension/Probation (SSP)- Social suspension/probation will be used when a student 

displays inappropriate behavior during social functions including lunch hour, recess, athletic 

events and other school activities.  A student on probation will be prohibited from attending 

any or all social functions, such as dances, athletic events, class picnics, assemblies, etc. 

5. Expulsion-This is the permanent separation of the student from Our Savior Lutheran School. 

Tiers of Disciplinary Action 

Level I 

Level I offenses are less severe infractions and may be handled in the classroom; or if the behavior 

continues, are then referred to the school principal.  Level I infractions accumulate for one trimester only. 

1st offense Teacher/Student conference 

2nd offense Parents will be notified 

3rd offense SD or ISS with student; parent, teacher and school principal 

conference with plan for behavior modifications being 

implemented, student held accountable. 

 

Level II 
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Level II offenses are serious infractions to be referred immediately to the school principal. 

Level II offenses accumulate for one calendar year beginning with the date of the first offense. 

1st offense OSS with another conference including student, parent, 

teacher and school principal 

2nd offense OSS continues until conference with CET, teacher and school 

principal can be set to discuss continued OSS or expulsion 

with student and parents. 

 

Level III 

Level III offenses are grounds for immediate expulsion following an investigation.  Level III infractions 

will remain on record for transfer into the student’s high school career as part of the permanent record. 

1st offense Recommendation for expulsion 

 

B. Suspensions and Expulsions 

Disruptive behavior by a student is analyzed and modified in the spirit of Christian 

relationships as defined by the Discipline Policy.  When these efforts are not effective and a 

student persistently and/or deliberately disobeys school regulations, the principal has the 

authority to suspend the student for a maximum of one week. The school reserves the right 

to require a student to arrive early, to remain after school, to remove certain privileges, to 

suspend, or to ask a student to withdraw from school when school policies are violated.  

Consistent failure to cooperate with the faculty or with school regulations is grounds for 

expulsion. 

 

Any sixth, seventh, or eighth grade student suspended during the school year will be on probation.  If 

behavior has not improved satisfactorily, they will not be permitted to attend the sixth and seventh 

grade outdoor education camp or the eighth-grade class trip. 

 

Students who are suspended will be required to make up the work. Such work may be subject to a 

reduced grade depending on the circumstances of the suspension. Parents are requested to pick up 

homework at the end of each day of the suspension. All homework is due upon return to school. A 

suspended student may not attend any school function during the time of suspension. At the discretion 

of the principal, any eighth-grade student suspended during the year may not be allowed to participate 

in the class trip. The suspension will be reported to the senior pastor.  Upon the request of the parents, 

the suspension may be appealed to the senior pastor. 

 

A student who persists in repeatedly disruptive behavior of a serious nature may be expelled after 

consultation with the principal, parents, teacher and senior pastor. 

 

Removal from school does not mean that students involved are not forgiven. Rather, the disciplinary 

action is intended to emphasize the seriousness of the offence for a Christian school setting and to 

teach the consequence of such behavior, in much the same way that a failing grade may be the 

consequence of poor preparation. 

 

C. Mandatory Expulsion Laws 

Our Savior Lutheran School prohibits all students from bringing or possessing a dangerous weapon in 

a weapon-free zone without the prior consent or permission of a school principal or police officer.  A 
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weapon-free school zone exists at every public and private K-12 school in Michigan and includes 

school grounds and vehicles that transport students in school sponsored events. 

 

A student found in possession of a dangerous weapon in a weapon-free zone will be permanently 

expelled from Our Savior Lutheran School.  In addition, within 3 days of a student’s expulsion for 

having a dangerous weapon, or for committing arson or rape, Our Savior Lutheran School must and 

will refer that student to the appropriate department of Social Services or Community Mental Health.  

Notification of that referral shall be given to the parents or legal guardians. 

State and federal laws define dangerous weapons as: 

Gun, dagger, dirk, stiletto, pocketknife opened by a mechanical device, iron bar, and brass knuckles 

Any student who has one of these weapons in his/her possession at Our Savior Lutheran School, on 

school grounds, or on school buses may be permanently expelled from Our Savior Lutheran School. 

Students are expected to know what objects are considered dangerous weapons and avoid bringing 

them to school or on school grounds.  Any student or parent who has a question about whether an 

object is a dangerous weapon should contact the principal BEFORE bringing such items onto school 

grounds or to school events. 

D. Re-Admission to School Following Expulsion 

Once a student is expelled, he/she may not re-apply for admission for the remainder of that school 

year.  Permission to re-apply in a subsequent academic year will be at the discretion of the principal 

and must be based on evidence of a significant change in attitude and behavior on the part of the 

student.  At that point, the student will go through the same channels for admission as a new student 

(interviews, etc.)  and be required to interview with the school principal and pastor. If the student is 

accepted for re-admission to the school, he/she will re-enter under a probationary status that will be 

defined to both the student and the parents at a conference and in writing. 

XV. BULLYING AND HARASSMENT POLICY 

Our Savior Lutheran School believes that all students have a right to a safe and healthy school 

environment. Our Savior Lutheran Church and School and its families have an obligation to 

promote mutual respect, tolerance, and acceptance. 

Our Savior Lutheran School will not tolerate behavior that infringes on the safety of any student.  

Bullying is any behavior that is repeated and intended to bring harm to another person.  A student 

shall not intimidate or harass another student through words or actions. Harassment and/or 

bullying is defined to include any gestures or written, physical or verbal acts that are reasonably 

perceived as being harmful to a person or his/her property or places a person in reasonable fear of 

harm or has the effect of insulting or demeaning any person or group of persons. Harassment and 

bullying behaviors include (but are not limited to): verbal harassment, physical harassment, social 

harassment, visual harassment, and sexual harassment.  Harassment or bullying may take place 

any time during school-related activities. “School-related” is defined to mean a classroom, 

elsewhere on school premises, on a school bus, or at a school-sponsored activity or event whether 

or not it is held on school premises. 

Substantiated acts of harassment will result in disciplinary action. Persons found to have made 

false or frivolous charges will also be subject to disciplinary action. 
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A. Reporting A Bullying Incident 

Our Savior Lutheran School expects students, staff, and parents to report incidents of 

bullying to the supervising teacher or principal. Staff is expected to intervene when they see 

a bullying incident occur.  Each complaint of bullying will be promptly investigated. This 

policy applies to students on church/school grounds, while traveling to and from school or a 

school-sponsored activity, during the lunch period. 

B. Corrective Administrative Procedures for Bullying 

1. Students 

1. Students being bullied should report it to staff, parents or church/school 

personnel. 

2. Students that are aware of or have observed bullying activity should report it to 

any staff member, parents or church personnel. 

3. Students should be willing to resolve bullying situations through a willingness to 

share what Christians do and do not do, granting forgiveness if it is asked for and 

making every effort not to repeat a negative behavior. 

2. Parents 

i. Parents are encouraged to take what their children say seriously and report the 

bullying concerns to the school. As has been noted many, many times, “We 

cannot resolve or intervene in a situation if we are not aware that is has occurred 

or has been occurring.” 

ii. Parents need to accept that the full story may be complex and to trust the school 

in its processing of the information. 

3. Staff 

i. All staff, church personnel and volunteers should take bullying reports seriously. 

ii. All staff should establish whether a bullying incident is isolated or an ongoing 

pattern of behavior.  In either case, inappropriate behaviors should be addressed. 

iii. Teachers are to report all such incidents to the principal in writing. 

 

C.  Process and Procedures to Implement the Bullying Policy 

1. Any student who believes he/she has been subjected to bullying or harassment may bring 

forward a verbal and/or written complaint to his/her teacher or principal for their review. 

2. An Incident Report Form, signed by the complainant and the parent, will be submitted to 

the principal within five school days of the reported complaint.  The principal will review 

and determine necessary steps. 

3. The principal will be responsible for notifying the person against whom the allegation of 

bullying has been made.  That person will have the opportunity to respond to the 

allegation. 

4. The principal will complete the investigation, make a determination and recommendation 

of remedial steps necessary to stop the bullying behavior if warranted. 

5. The principal and the reporting teacher(s) will meet with parties to propose an 

appropriate solution.  Under the Family Education and Rights to Privacy Act (FERPA), 

discipline details will only be shared with the offender’s parent or legal guardian. 

6. If any parties are not satisfied with results of the investigation, they can discuss the 

allegations, findings and/or actions taken with the senior pastor after working with the 

teacher(s) and principal. 
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XVI. CONFLICT RESOLUTION, COMPLAINTS & GRIEVANCES PROCEDURES 

Conflict Resolution & Holy Manners 

Our Savior Lutheran Church and School believes in Holy Manners.  Holy Manners will enable us 

to better serve God, our church, our school, our family, and everyone He places in our path.  Holy 

Manners are promises that we make to each other that are shared expectations of Christian 

behavior that we strive to offer each other. When practicing Holy Manners, people will feel safe 

and will be more likely to experience healthy relationships.  

In Holy Manners our churchschool community strives to practice patience, humility, forgiveness, 

thankfulness, and love.  Through Holy Manners we practice Jesus’ instructions for conflict found 

in Matthew 18:15-17,  

“If your brother sins against you, go and show him his fault, just between the two of you.  If he 

listens to you, you have won your brother over.  But if he will not listen, take one or two others 

along, so that every matter may be established by the testimony of two or three witnesses.  If he 

refuses to listen to them, tell it to the church.”  

If you are experiencing challenges with a situation with a staff member you are requested to 

practice Holy Manners by: 

1. Informing and talking with the respective staff member involved.  Communicate and 

listen objectively, rationally, and clearly in order to come to the best resolution for all 

involved.  

2. If the situation is not resolved after meeting with the staff member, contact the principal. 

3. The senior pastor may be consulted only after discussions with the staff member and 

principal. 

Complaint and Grievance Procedure 

In order that we might give witness to the oneness we have in Christ, Our Savior Lutheran School 

desires to operate its programs in full compliance with all Federal Civil rights statutes.  That 

concerns might be handled in an orderly and fair manner, a complaint/grievance procedure for 

Title VI and Title IX of the Education Amendment Act of 1972 and Section 504 of the 

Rehabilitation Act of 1973 has been established. If any person believes that Our Savior Lutheran 

School or any part of the school organization has inadequately applied the principles and/or 

regulations of: 

 Title VI of the Education Amendment act of 1972 (Race, Color, or National Origin 

Discrimination). 

 Title IX of the Education Amendment Act of 1972 (Sex Discrimination), or 

 Section 504 of the Rehabilitation Act of 1973 (Handicap Discrimination), 

he/she may bring forward a complaint, which shall be referred to as a grievance, to the local Civil 

Rights Coordinator at the following address:   

Mr. Matthew Couser 

Our Savior Lutheran School 

7910 E. St. Joe Hwy. 

Lansing, MI  48917 

A written statement concerning the grievance and acceptable accommodation to the grievance 

should be filed in the school office.  All grievances will be kept on file. Grievances and grievance 
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proceedings will be kept confidential on the request of the complainant.  It is our intent that 

matters of concern will be handled in a God-pleasing manner so that we might work in harmony, 

helping each other grow in faith and service. 

XVII. SCHOOL SAFETY GUIDELINES 

A. Medication Policy 

School personnel will not administer medication unless parents have sent a signed 

permission form to school along with the medication ahead of time.  The Medication 

Permission Form is available in the school office and must be on file before any medication 

can be given to the student. Students with prescribed inhalers may keep their inhaler 

accessible as needed as arranged with the teacher. 

Parents are required to provide any pain relief or over-the-counter medicines they wish their 

child to have while at school.  Any prescription medication must be prescribed by a 

physician and taken according to the doctor’s orders. All medications will be kept in the 

school office. 

B. Insurance:  The school has a blanket insurance policy that covers all student injuries that 

occur at the school. Details are available in the business office. 

C. School Safety Drills 

As mandated by the State of Michigan, schools are required to conduct fire, tornado, and 

safety lockdown drills each year.  These drills are announced and are conducted to develop 

safety practices that will help students respond appropriately and in an orderly manner to 

pre-designated safety areas during an emergency. 

D. Emergency Response Plan 

Our Savior Lutheran Church and School has a comprehensive emergency plan for various 

crisis and emergencies in conjunction with the Eaton County Sheriff Department and Delta 

Township Fire Department.  

E. ICHAT Background Check 

All field trip chaperones, field trip drivers, and school volunteers are required to submit an 

ICHAT form for a Michigan criminal history background check. 

F. Security and Key Card Policy 

Providing a safe and healthy environment for all students and employees begins with an 

increased awareness of school security.  Our building will be locked at all times for the 

security of our staff and students. Key cards will be issued to parents upon request with a 

security deposit.  The key cards provide parents access to the school’s main entrance from 

the hours of 7:00am to 6:00pm Monday through Friday.  Please see the Key Card Agreement 

form for further information. 

All faculty and staff are responsible for building security during normal school hours.  Staff 

is responsible for securing the building as they enter and leave it, by making sure that the 

door is always securely closed. Faculty and staff will be required to wear an identification 

card at all times. 

G. Visiting During School Hours 

For the safety of our students, all visitors to the building between 8:30am -3:10pm, including 

parents, must report to the receptionist desk to check in and out.  When visiting, please sign 

in and sign out at the receptionist office.  The receptionist will provide a visitor badge when 

necessary.   
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Early childhood families (families of preschool, prekindergarten, extended care students) are 

permitted to pick up their child (student) directly outside the classroom without having to 

check in at the office at the dismissal times of 11:15am and 3:15pm. 

 

Visitors must use the intercom system located at the main entrances of the building.  During 

school hours, for the safety of our school community, no one is permitted to enter the 

building at any other location other than the school or church entrance doors.  The intercom 

system requires visitors to identify themselves by voice and a visual camera.  All delivery 

persons and workmen will be required to stop by the office first. 

 

To ensure this security of our staff and students, please do not hold the door open for others, 

unless they are with you. Once you have entered the building, please ensure the door is 

completely closed behind you. Do not prop open the school doors at any time.   

 

Parents are always welcome to visit the classrooms or join their child for lunch.  Please 

notify the school office before 9:00am if you plan to eat hot lunch. 

XVIII. FAMILY EDUCATIONAL RIGHTS AND PRIVACY ACT (FERPA) 

The Family Educational Rights and Privacy Act (FERPA) is a Federal law that protects the 

privacy of student education records. FERPA gives parents certain rights with respect to their 

children’s education records.  

Parents have the right to:  

 Inspect and review the student’s education records maintained by the school (CA60).  

 Request that a school correct records which they believe to be inaccurate or misleading. 

A written request may be submitted and will be reviewed by the principal for review. 

Schools must have written permission from the parent in order to release any information from a 

student’s education record (CA60). However, FERPA allows schools to disclose those records, 

without consent, to the following parties:  

 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 

 State and local authorities, within a juvenile justice system, pursuant to specific State law 

Schools 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.  

Our Savior Lutheran School also considers student pictures, video, and film of students to be 

directory information. However, the law and policy further stipulate that parents shall be given 

the right to request that this information not be released on their child. If a parent wishes not to 
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have this information released, he/she must present a written objection to the principal. The 

principal will handle written requests.  

For additional information you may contact the following address:  

Family Policy Compliance Office U.S. Department of Education  

400 Maryland Avenue, SW  

Washington, D.C. 20202-8520 

XIX. MISCELLANEOUS 

A. Volunteers 

School volunteers are welcomed at Our Savior. Volunteers are at all times to stop in the 

receptionist office to sign in and out. Volunteers will pick up their name badge or visitor 

name tag from the receptionist office before reporting to their required volunteer destination.  

At the conclusion of the volunteering responsibility, volunteers must return to the 

receptionist office to sign out and return their name badge. 

The school office has a volunteer permission and confidentiality form to be completed by 

the volunteer and returned to the school office for record keeping. 

B. Parent-Teacher League (PTL) 

All parents are invited to participate in the Our Savior Lutheran Parent-Teacher League 

(PTL).  The PTL meets approximately once every month during the school year.  The 

PTL sponsors various activities, assemblies and programs for all ages throughout the 

school year for the school. 

C. Extended Care & Extension Program 

Our Savior Lutheran School provides a before and after school care program.  Student 

schedule forms must be completed and are available in the school office or online in 

TADS.  Paid adult staff will supervise the students in designated areas.  

 

Extended Care hours are 7:00am until dismissal to classrooms and immediately after 

school until 6:00pm.  Parents with kindergarten students must accompany their student(s) 

into the building to sign them in.  Students in grades 1-8 may sign themselves into 

Extended Care.  All parents are required to sign students out when picking them up.   

Extension for preschool and pre-kindergarteners is available from 7:00am until dismissal 

to classrooms and through 6:00pm.  Parents with preschool and pre-kindergarten children 

must accompany their student(s) into the building to sign them in.  All parents are 

required to sign students out when picking them up. 

If a child is not picked up by 3:30pm after school dismissal, a staff member will sign the 

child into Extended Care. Children are not to be unsupervised in the building after school.  

Supervised areas are the Extended Care, school office, or designated after school activity 

areas.  

Please refer to the Extended Care Handbook for more information, expectations and 

policies or contact the Early Childhood Director.        
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D. Distribution of Materials and Community Promotions 

Any written materials distributed on Our Savior’s campus to families through the 

students must receive the approval by the principal prior to its distribution and handled 

with sensitivity and discretion (i.e., party invitations, promotional handouts, etc.). 

E. Library Policies and Procedures 

Our Savior Lutheran School offers a collection of books and magazines.  Children who 

lose or badly damage library materials are required to pay for replacements. The 

following library procedures will be followed: 

 Students in grades K-3 check books out for one week; students in grades 4-5 check 

books out for two weeks; adults and students in grades 6-8 check books out for four 

weeks. 

 Books may be renewed for a period of one week at the discretion of the librarian. 

 Written or email notice will be given of all overdue books to parents for each week 

the book is overdue for up to three weeks. On the fourth week, the parent will be 

billed the book replacement fee. 

 No further checkout of library materials will be permitted until overdue books are 

returned, and charges are paid. 

 After one month, a bill will be sent stating the replacement cost of the book and 

requesting payment. 

 If a book is returned in good condition after it has been paid for, a full refund will be 

made. 

 

F. Lost and Found 

Each year various items of clothing and other belongings accumulate at school because 

they were either misplaced or neglected.  Students who find lost articles are asked to 

place them in the lost and found currently located outside the restrooms in the southeast 

hallway.  Parents and students are encouraged to reclaim lost articles.  At the end of each 

trimester unclaimed articles will be given to the Our Savior Lutheran Food Bank. 

G. Fundraising 

Student Council, Parent Teacher League (PTL), and the 8th grade class trip are permitted 

to conduct fundraising for their programs. Box Tops are collected throughout the school 

year for PTL and school programs.  The Our Savior Lutheran Church and School Auction 

is the primary fundraising event for church and school ministry. 

XX. WELLNESS POLICY 

A. Purpose 

Our Savior Lutheran School is committed to creating a healthy school environment that 

promotes the beauty of God’s creation and enhances the development of lifelong wellness 

practices to promote healthy eating and physical activities that support student achievement. 

B. Nutrition Education 

Every year, all students, Pre-K through 8, shall receive nutrition education that promotes 

treating bodies as temples of God.  Nutrition education that teaches the knowledge, skills, 

and values needed to adopt healthy eating behaviors shall be integrated into the curriculum 

and displayed throughout the school campus.  Staff members shall have the appropriate 

training. 

C. Nutrition Standards 
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Our Savior Lutheran School shall ensure that reimbursable school meals meet the program 

requirements and nutrition standards found in federal regulations.  The school will encourage 

students to make nutritious food choices.  Our Savior Lutheran School shall monitor all food 

and beverages sold or served to students, including those available outside the federally 

regulated child nutrition programs. We will consider nutrient density and portion size before 

permitting food and beverages to be sold or served to students.   

D. Physical Education and Physical Activity Opportunities 

Our Savior Lutheran School shall offer physical education opportunities that include the 

components of a quality physical education program.  Physical education shall equip 

students with the knowledge, skills, and values necessary for lifelong physical activity. 

Every year, all students shall have the opportunity to participate regularly in supervised 

physical activities, organized or unstructured, intended to maintain physical fitness and to 

understand the short and long-term benefits of a physically active and healthy lifestyle. 

 

Handbook Reviewed by Christian Education Team 

The Student and Family Handbook is reviewed and updated annually by Our Savior Lutheran Schools 

Principal, Pastor, Business Manager, and the Christian Education Team.  The Christian Education Team 

serves as advisory to the school principal in assisting with the mission and values of school ministry at 

Our Savior Lutheran Church and School. 
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Our Savior Lutheran School         

Lansing, MI 

Student Handbook Recognition and Pledge Sheet 
We (student and parent/guardian) have read and understand the policies, rules and 

regulations in this handbook. We also understand that the policies, rules and 

regulations are not all inclusive. We agree to adhere to these policies and rules set 

forth by Our Savior Lutheran School.  

  

Parent/Guardian Signature Date 

  

  

  

  

Student Signature   Date 

  

  

  

  

Student Signature   Date 

  

  

  

  

Student Signature   Date 

  

  

  

  

Student Signature   Date 
  

 

Please sign and date this form and return this page to one of your child’s teachers 

by the end of the first full week of school. 


