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Dear Enlace Academy Families,  
 
¡Welcome, bienvenidos a todos! My name is Stephanie Campos and I 
am the school leader of Enlace Academy. I am proud to be leading 
alongside a committed Enlace community composed of teachers, staff, 
community members, students, and families. Whether you are new to 
Enlace or are a returning family, I want to thank you for trusting us with 
your most prized possession: your Enlace jaguar. At Enlace Academy, we 
believe that all children can and will learn. You will easily see the 
distinction between our school and the rest of the community schools 
because we provide personalized instruction for students that cultivates 
character, fosters intellect, and ignites imagination so your child can 
become a leader who chooses their futures in high school, college, and 
beyond. This is our commitment to you, your child, and your family.  
 
Leading with love is the core value we keep in the forefront as we strive to create a school 
community where our students can learn and grow. The purpose of this handbook is to provide 
students and their families with meaningful information about Enlace’s policies and procedures 
to help every student be successful in our school community. 
 
Please take time to read and review this handbook with your child. By reviewing our handbook as 
a family, each person will gain an understanding of their role in the student’s education and what 
you can expect of us as a staff. Please feel free to contact our front office if you have any 
questions about our programs or policies. The home to school connection is critical to the 
success of your child’s academic and social development at Enlace Academy and we are here to 
support your child to reach their fullest potential under our leadership, instructional guidance, 
and unconditional care. 
 
We are humbled to serve you as part of our school community and are looking forward to working 
collaboratively together this school year! I welcome you to visit us as needed, volunteer often, 
and frequently attend our school wide events. You are always welcome at Enlace Academy and 
we look forward to your contribution in our Enlace community. 
 
With all my love, 
 

 
Stephanie Campos 
School Leader 
 

 

 



 

Introduction 

 

Enlace Academy is a free public charter school. Our school is driven by its core values, starting 
with a foundational commitment to Lead with Love. Enlace seeks to create a culture that 
embraces and celebrates the diversity of families in the International Marketplace. Our character 
education curriculum is grounded in the virtues of justice, good judgment, courage, and 
kindness, and we foster character through the formation of strong habits such as grit, 
self-control, curiosity, and social intelligence.  

We use rigorous classroom curriculum and assessments to meet students where they are and 
achieve challenging academic goals each year that put our students on the path to choose their 
own futures in high school, college, and beyond. 

In the classroom our student-focused school model emphasizes social-emotional learning and 
data-driven instruction from teachers to allow us to reach each child where he or she is, in order 
to help raise him or her up to higher levels of achievement.  

 

 

 

School Contact Information 

Enlace Academy 

3725 N. Kiel Ave. 

Indianapolis, IN 46224 

Main Office: 317-383-0607 

www.enlaceacademy.org 

 

 

 

 

 

Note: Enlace Academy reserves the right to make changes in the  
Enlace Academy Family Handbook at any time. 

 

 

 

 

 

 



 

NCN Beliefs and Core Values 

 

Enlace Academy is a member of the Neighborhood Charter Network (NCN).  

 

The mission of The Neighborhood Charter Network is to expand educational equity to the 
communities we serve by raising the achievement of all students.  

 

NCN Belief Statement: We believe all children can and will learn.  

 

NCN Vision: The vision of The Neighborhood Charter Network is to cultivate the intellect,  

foster the character, and ignite the imagination of our students so they can become leaders who 
choose their own futures in high school, college, and beyond. 

 

NCN Core Value  

Enlace Academy seeks to enable their students to achieve at their highest level. Enlace can be 
translated as a link or connection, and we strive to foster strong relationships between our staff, 
students, families, and communities.  

 

Lead with Love. We strive to touch the hearts and minds of our students, families, and 

community partners in order to build an interconnected support team. We define leading with 
love as cultivating genuine relationships while pairing high expectations with strong support.   
 

Cultivate Genuine Relationships. Enlace Academy intentionally creates an 

environment where staff, students, and families are known and loved. Genuine 
relationships are foundational for all of our work. 

 

Maintain High Expectations. Enlace Academy maintains high expectations for 

staff, students, and families to keep students on the path to choosing their own future in 
high school, college and beyond.  
 

Provide Strong Supports. Enlace Academy strives for educational equity by 

providing staff, students, and families the unique supports and resources they need to be 
the best version of themselves. 

 

 

 



 

School Governance 

 

Enlace Academy Board of Directors 

 

Board Member Position  

Joan Servaas Board President 

Jamie VanDeWalle Board Vice President 

Brandon Delk  Board Treasurer 

Allison Segarra Hansen Board Secretary 

Caitlin Byczko Board Member 

Bill Storey  Board Member 

Leslie Salazar Board Member 

Marc Sciscoe Board Member 

 

The strength of Enlace Academy begins with its outstanding board members. Our board members 
are highly active and visible members of both the Indianapolis community and the 
Latino/immigrant community.  The unique skills that they collectively possess, especially in 
regard to growing businesses and educational reform have led to strong momentum and 
community interest for the school. Additional information regarding our board members could be 
found at www.enlaceacademy.org.  

 

 

 



 

Anti-Discrimination & Title IX Policy  

It is the role of Enlace Academy to provide a safe and secure learning environment for all its 
students without distinction based on race, religion, ethnicity, disability, gender, or sexual 
orientation. Discrimination, sexual and bias-motivated harassment, and violations of civil rights 
disrupt the educational process and will not be tolerated; any act of this nature will result in 
disciplinary action. 

Due to a variety of factors, the school experience can be significantly more difficult for some 
students including those with marginalized identities. For this reason, Enlace Academy will 
provide the availability of gender inclusive restrooms.  

The Neighborhood Charter Network has a designated a Title IX Coordinator who has the 
responsibility for compliance with Title IX, including directing the investigation of complaints of 
sex discrimination and harassment and assuring that prompt and effective corrective action is 
taken when appropriate. 
 
Denise Hernandez, Title IX Coordinator 
3725 N Kiel Ave, Indianapolis, IN 46224 
(317) 383-0603 
hr@ncnschools.org  

Enlace Academy’s complete Gender Diversity Policy, Title IX Policy, and Title I Complaint Policy 
can be found on the Enlace Academy website at www.enlaceacademy.org.  
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Enlace Academy 2025-2026 School Calendar 

 

Below are important dates in our school year.  Dates are updated to reflect the 7/31 start date 
for Kinder and 1st grade students and 8/1 start date for students in grades 2nd through 8th. 
  

 

 

 

 

 



 

Daily Schedule 

 

 

The school day runs from 7:30 am to 3:07 pm. Monday - Wednesday and Friday.  
 
On Thursday, the school day runs from 7:30 am - 1:30 pm in order to allow teachers time for 
weekly professional development. 
 
Here is an example of a typical day for a lower-school (K-5) student: 
 

Time/Allotted 

Time 

School activities and subjects 

7:30am – 7:55am Arrival and Breakfast. Students eat breakfast either in the 
cafeteria or classroom and begin morning work. 
 

8:00am – 

8:15am 

Morning Meeting: Students deepen their knowledge of our core 
values, learn about emotional regulation through our socio-emotional 
curriculum, or character habits to ensure they are successful citizens in 
society.  

150 minutes daily Literacy Block:  The literacy block consists of three components: 
foundational skills, reading comprehension, and small-group reading. 
There is a mixture of direct instruction, digital learning, collaborative 
work with peers, and individual practice. Wit & Wisdom, Wilson’s 
Fundations, and Lexia Core5 are integral parts of literacy instruction. 

75 minutes daily Math Block: Teacher led math instruction, either small group or 
whole group, collaborative work with peers, individual practice, and 
fluency.  Zearn and Eureka Math are integral parts of math instruction.   

20 minutes daily Recess 

30 minutes daily Lunch 

45 minutes daily Special: Art, Physical Education, and STEM are taught to all students 
each semester. 

2:30 pm - 3:07 

pm 

Student Choice 

3:07 pm  Dismissal 

 

 

 



 

Here is an example of a typical day for an upper-school (6-8) student: 

 

Time/Allotted 

Time 

School activities and subjects 

7:30am – 7:55am Arrival and Breakfast. Students eat breakfast either in the 
cafeteria or classroom and begin morning work. 
 

8:00am – 8:15am Advisory: Students deepen their knowledge of our core values, 
learn about emotional regulation through our socio-emotional 
curriculum, or explore career interests. 

90 minutes Literacy Block: The literacy block follows high-quality curricula 
that integrates practice with complex texts, answering 
evidence-based questions, and requires students demonstrate 
understanding orally or in writing. Students receive a minimum of 90 
minutes of literacy instruction daily. 

75 minutes Math Block: Teachers lead math instruction using our 
high-quality curriculum that regularly includes concept development, 
application problems, and fluency practice through collaborative 
work with peers, and individual practice. Students receive a 
minimum of 75 minutes of math instruction daily. 

30 minutes  Lunch 

45 minutes  Success Block: Students practice personalized literacy skills or 
math concepts in small groups with teachers or on computer-based 
programs. 

45 minutes Social Studies/Science Block: Students analyze primary 
source documents to gain an understanding about world and 
American history. Students also explore scientific processes and 
concepts through hands-on learning. Students receive 60 minutes 
of science or social studies instruction daily. 

45 minutes Specials: Art, Physical Education, and STEM are taught to all 
students each semester. 

2:50 pm – 3:07 pm Student pack up and dismiss at 3:07 pm 

3:07 pm  Dismissal 

 

 

 

 

 

 



 

School and Classroom Policies 

 

Before and After School Programs 

 

Enlace Academy offers a before and afterschool program through YMCA of Greater Indianapolis. 
This program is available 6:30am-7:30am and 3:30pm-6:00pm.  

Daily, Weekly and Monthly Rates (subject to change, please contact provider):  

●​ AM CARE/$37 weekly  
●​ PM CARE/$78 weekly 
●​ AM and PM CARE/$96 weekly 

CCDF vouchers are accepted however if a family does not qualify for CCDF, the YMCA also offers a 
sliding scale based on income. Please contact provider for more information at 317-484-9622. 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -  

Enlace Academy also offers a before and after school program through Project One Love. This 
program is available from 6:30-7:30am and 3:30pm - 6:00pm (5:00pm on Thursdays).  
 
Daily, Weekly and Monthly Rates (subject to change, please contact provider):  

●​ AM CARE/$25 weekly  
●​ PM CARE/$50 weekly 
●​ AM and PM CARE/$75 weekly 

Parents are required to make all payments each week before the week begins and invoices will 
be sent. Missing payments will result in removal from the program. CCDF parents may have to 
make payments before their assistance is transferred.  If you have any questions/concerns, 
please see the Director. 

All payment agreements are scheduled with initial payment and ACH debits only.  

If you need CCDF vouchers, please contact your Childcare service leader.  If you need a CCDF 
form, please be sure to enter your email address on the pre-registration form. 

For information, call 317-513-5106 or text - website: www.project1love.org 

eMail: polkids317@gmail.com or projectoneloveindy@gmail.com   

 

 

 



 

 

Late Pick-up Policy 

 

Parents are required to pick up children by 3:30 p.m. on Mondays, Tuesdays, Wednesdays and 
Fridays and 2:00 p.m. on Thursdays.  

Parents/Caregivers who pick up a child after 3:30 p.m. on Mondays, Tuesday, Wednesdays and 
Fridays and 2:00 p.m. on Thursdays are subject to late pick-up fees of $1 per minute the student 
is in the front office for each student.  

This fee is meant as both a deterrence to repeated late pick-ups and to cover the costs 
associated with paying employees to supervise students.  A student who is picked up late can 
be anxious, and their teachers, whose work day is complete, need to be able to leave according 
to their regular schedule. 

Late pick-up is not a normal program option and should be considered an exceptional 
occurrence. We understand that there are rare circumstances that impact a parent/caregivers 
ability to pick up their student on time. If the school is contacted prior to dismissal the school will 
work with the parent to make emergency accommodations, which could still include late pick-up 
fees and a call to DCS.  

However, families who are late without notice, or habitually late, will be penalized. 

Procedures: ​
Students who are not picked up by the close of the carline will be taken to the front office, where 
they will be monitored by the front office team.  

A fee of $1 will be invoiced for every minute the child remains in the front office and will be 
applied per student.  Please note that all late fees will be invoiced utilizing the following fee 
structure:  

 Late pick up between: M, T, W, F Late pick up between: Thursdays  Fee of: 
 3:31-4:00 p.m.  2:01-2:30 p.m.  $1 per minute 
 4:01-4:30 p.m.  2:31-3:00 p.m.  $2 per minute 
 4:31-5:00 p.m.  3:01-3:30 p.m.  $3 per minute 
 5:01-5:30 p.m.  3:31-4:00 p.m.  $5 per minute 
​
At pick up parents will sign a late pick up form acknowledging the time of pick up and the 
associated fees.  

 



 

If there are two or more violations within one session, a meeting will be set up between the 
parents/caregivers and the Principal and the family may be required to register for PM childcare. 

Attendance Policy 
 
Education is one of the most valuable undertakings of our country. Formal schooling is not only 
very desirable but also absolutely essential for the conservation of American society. The State 
of Indiana places education at the top of its priorities. A very high, positive correlation exists 
between formal learning and school attendance. Accordingly, it is incumbent upon this school 
system to use every reasonable measure to instill dutiful attendance habits in every student. A 
day lost in the classroom can never be completely retrieved; the dialogue between the teacher 
and the students in a classroom group environment can never be effectively duplicated. This 
policy’s purpose is to encourage academic effort by discouraging unacceptable absenteeism, 
which is viewed as a lack of effort. 
 
The goal of our school is to reach above 95% attendance rate for the year. Students are 
expected to be in school on time every day. In order for this to happen parent cooperation is 
critical. Students miss valuable instruction every moment that they are not in the classroom. 
Your assistance in reaching this goal is greatly appreciated. 
 
Student attendance shall be in conformance with I.C. 20-33-2-47 and School Board Policies. 
 
School hours: 
Monday, Tuesday, Wednesday, and Friday - 8:00 am - 3:07 pm 
Thursday - 8:00 - 1:30 pm 
 
Definitions 

 

A. Absence - Each teacher will record an absence when the student is not in attendance for any 
time during the school day. 
 
B. Tardy -  A tardy is defined as an arrival after 8:00 am. Excessive or repetitive tardies will result 
in a mandatory attendance meeting. Excessive tardies are considered 5 consecutive or 10 total 
or up to the attendance committee’s discretion. 
  ​ ​  
C. Absences Excused - Parents/guardians are to call school to report or verify an absence. This 
ensures the safety of the child, and it documents the reason for absence. Students will not be 
counted absent in the following circumstances: 
 

●​ Authorized school-sponsored activities 
●​ Death in immediate family 
●​ Religious observations 
●​ Subpoena to appear in court as a WITNESS in a judicial proceeding, verification in writing 

by parent/guardian upon student’s return, further verified by the subpoena 
●​ Personal illness up to 3 days, doctor’s note required after the 3rd day. 
●​ Medical/Dental appointments. Every effort should be made to schedule medical, dental or 

other such appointments outside the regular school day.  
●​ Family emergency that is approved by administration 

 



 

  
D. Absences Unexcused - Students shall be counted absent in the following circumstances: 
 

●​ Parent-requested funeral attendance for other than immediate family 
●​ Family vacations 
●​ Non-school sponsored school-to-work activities 
●​ Personal illness after 3 days without a doctor’s note 

 
E. Make-up work - If the illness or absence from school will be longer than 2 days, we ask that 
arrangements be made for school work to be sent home. This would only qualify for a prolonged 
excused absence reason. That student may make up the work he or she missed and would 
receive full credit for it. The student has the same number of days he/she was absent to make 
up work after returning to school (ex: out from 3/10-3/15, work due 3/22). For unexcused 
absences, make up work may be requested but not counted towards attendance. Extended 
vacation are unexcused absences.  
 
F. Excessive Excused Absences - Students who demonstrate a pattern of absences that qualify 
as excused over a prolonged period of time. (4-5 quarterly) 
 
G. Truancy - Excessive absences from school without being excused or without being absent 
under a parental request filed with the school. 
 
 
Explanation of Policy 

 
A. Student absences must not exceed ten (10) days per year. All absences other than those 
listed in Section C and those listed below will count toward the ten (10) day limit. 
 

●​ Out-of-school suspension 
 

●​ In-school suspension 
 

●​ Expulsion 
  ​  
B. Truancy will be reported to officials as required by law. 
 
C. Excessive Excused Absences will result in a mandatory attendance meeting (4-5 quarterly).  
 
D. Families should plan their vacations at times when school is not in session to avoid student 
absences. School days missed because of vacations will count toward the ten (10) day limit. 
 
 
 Notification Process 

 

During the school year, parents will be advised on any problems their child might be having with 
school attendance either by phone or in writing by the building school leader or designee. 
  
 

 



 

●​ Two (2) consecutive unexcused absences will result in a phone call home from the 
classroom teacher. 

●​ Three (3) unexcused absences will result in a letter notification from the school serving as 
a reminder that his/her child has two (2) more days before reaching the five (5) day limits. 
The notice will serve as a warning of possible legal proceedings.  

●​ Five (5) unexcused absences will result in the parent/guardian being asked to attend a 
mandatory meeting with the school attendance team. 

●​ Ten (10) unexcused absences will result in the school complying with reporting to the 
Juvenile Court and/or Department of Child Services. 

●​ A home visit may be conducted after attempts to locate the student via phone have failed.   
 

Tardiness 

 

All students should arrive on time. It is crucial to the success of students that they arrive on time 
and, thus, are in a position to make a strong start to the school day. A tardy is defined as an 
arrival after 8:00 am. If your child is tardy they must report first to the office to get a Tardy pass 
before they proceed to the classroom.  
 
A member of our attendance committee will contact the family of students with five (5) or more 
consecutive tardies during the school year. Students with ten (10) or more tardies must meet 
with the school administration and parents to work out a plan to address this problem.  

Early Dismissal 

 

All students should stay until the end of the school day to receive the maximum amount of 
instructional minutes. If a student needs to leave early, parents (or authorized caregiver) must 
sign their child out at the office. Students will be called from their classroom once the parent (or 
authorized caregiver) arrives.  
 
Early dismissal will not be permitted during the last 30 minutes of the day (2:37-3:07 pm on 
regular school days and 1:00-1:30 pm on early dismissal days).  
 
Each early dismissal is treated the same as a tardy against your child’s attendance records and 
the same notification and reporting protocols will be followed.  
 

Early Arrival  

 

For the safety of our students, students walking to school without a parent or guardian should 
not arrive before doors open at 7:30 am.  ​
 

Late Pick Up 

 

Students that are not picked up by 3:30 pm will be sent to the Project One Love After School 
Program. Parents will be charged the $10 drop in fee upon arrival.  

 



 

 

Transportation Change  

 

All transportation changes must be made 90 minutes before dismissal. Transportation changes 
will not be accepted after 1:37 p.m. on regular dismissal days or noon on early dismissal days. 
All changes in transportation must go through the front office – changes reported to teachers or 
other staff will not be accepted 

 

Arrival & Dismissal Procedures 

 

The safety of our students and staff is our top priority, for that reason, we ask that the traffic 
pattern below is used during our busiest times. You must turn right into our parking lot to avoid 
traffic jams on 38th Street. All students being dropped off or picked-up must enter and exit the 
building through door 5. Parents should not stop in front of the building to drop off or pick-up.  
 

 

Leading with Love Conflict Resolution 
 

In spite of sincere attempts to avoid misunderstandings and conflicts within the school, there are 
times when both arise. It is the policy of the school to approach these problems in a loving and 
respectful manner. Both parties should assume the best of others when disputes arise.  
 
Our "Leading with Love" guidelines are as follows: 
 
1) If a conflict develops between members of our school family (whether students, staff, or 
parents/guardians), all parties will meet together to come to a common understanding.  The goal 
of this meeting is to resolve the problem and rebuild the relationship through an improved 
understanding of the issues, a search for alternative solutions, and forgiveness for a conflict. 
 
2) Parents and students who have a concern about a teacher and/or administrator will be 

 



 

directed to go to the teacher and/or administrator first to resolve the conflict. If a reasonable 
solution is not reached, then a separate administrator can become involved in the process. 
 
 
3) At no time should the steps be skipped or conflict be aired on social media or any public 
forum as this does not help the reconciliation process. 

 

School Closings or Delays 

 

If school is closed or the opening is delayed due to inclement weather, power outage or other, 
please listen for our call blast. The statement will also be posted on the TV news (Fox 59, CBS, 
WISH TV, WTHR and RTV6), the school’s website and/or Facebook page.  
 

 

Change of Address or Phone Number 

 

In order for the school to handle emergencies, maintain communication, and keep records 
current, please notify a member of our Operations Team in the front office only and in writing of 
any address or telephone changes, both home and work. 

 

Medications 

 

By State Board of Health mandate, the school nurse or a designated school staff member are 
the only employees allowed to dispense medication to children. If a child is required to take 
medication during school hours, the medication must be brought to school by an adult and in the 
original container with a label that has the physician’s instructions and the signed permission 
form from the parent/guardian stating the dose and time medication is to be dispensed.  
 

Medication brought in by the child will not be accepted for dispensing at school, as well as any 
medication that is not in the original package. The parent will be telephoned to return to school 
and pick-up the medication if it is brought in by a student.  
 

BY INDIANA LAW, NO STUDENT IS TO TRANSPORT MEDICATION TO OR FROM SCHOOL.  THIS IS THE 
RESPONSIBILITY OF THE PARENT/GUARDIAN. 

 

 

 



 

Student Illness  

 

A child’s physical health is a significant factor in their ability to learn each day. When a child 
does not feel well, it is difficult for them to concentrate on the tasks at hand. In order to help 
your child learn effectively each day, we ask that parents/guardians watch carefully for signs of 
illness and fatigue. When a suspected illness at school arises, the child may be sent to the 
nurse’s office for evaluation. Parents/guardians will be contacted when symptoms of illness or 
communicable disease are present. 
 
Children should remain at home after an illness until all of the following guidelines are met: 

●​ Fever free (99.5° F or lower) for 24 hours without having taken any fever-reducing 
medication 

●​ Free from vomiting and/or diarrhea for 24 hours 
●​ Antibiotics need to be taken for 24 hours for any contagious disease, including pink eye 
●​ Diagnosis of skin rash by a physician, and on any prescribed medication for 24 hours, 

including ringworm 
●​ Lice (pediculosis): If a student is found to have live head lice while at school, the student 

will be sent home and can return the next day provided he/she has been treated with a 
special lice shampoo and has been checked by the school nurse. Data does not support 
the exclusion of students for the presence of nits, although continued monitoring by the 
school nurse and parent/guardians for signs of re-infestation is appropriate 

 

Reporting Illness  

 

The State Board of Health requires that the occurrence of certain communicable diseases be 
reported to health authorities. We ask that you immediately report your child’s documented 
cases of strep, chickenpox, influenza, or other communicable diseases to the front office so that 
the local and state health departments can be notified as soon as possible. The school reserves 
the right to require a doctor’s clearance for a student to return to school whenever school 
officials feel it necessary to protect the health of either the pupil who has been ill or that of the 
other pupils in school. 
 

 

Visitation and Volunteers 

 

Approved visitors and volunteers are always welcome and are encouraged to visit our school; 
however, classroom visits, teacher conferences, and meetings with staff members must be 
scheduled in advance out of respect for classroom and teacher schedules.  Please reach out to 
the Main Office and classroom teachers to schedule. Once you have been approved to visit, for 
the safety of our students and staff members, all visitors must provide a Photo ID and sign the 
“Visitor’s Register” and obtain a pass in the school office prior to visiting the classroom.  
 
Additionally all volunteers must obtain a criminal background check prior to volunteering in the 
classroom. The Main Office will give you the background check information. Please note that 

background checks can take up to 3 weeks.  

 



 

The following dress code guidelines apply to all Enlace Academy students at all times. Please review 
and acknowledge as our dress code will be heavily monitored and enforced. If you have any questions regarding this 
policy, please visit our approved apparel at our uniform store on our school website (www.enlaceacademy.org). 

 
 

●​ Shirts: Navy blue, green, light blue or white polo shirts 
●​ Bottoms: Khaki, navy or black knee-length skirts (with shorts underneath), pants, shorts or skort 
●​ Belt: Black belt (optional) 
●​ Shoes: Closed-toe shoes (preferably gym shoes) 
●​ Cardigan:  Solid colored navy, green, or white cardigan sweater 
●​ Sweatshirt (with the hood): Enlace/NCN ONLY 
●​ Crew Sweater (without a hood) Enlace/NCN or solid school colored (navy, green, light blue, or white) 

 
 

School Swag 
Students are permitted to wear Enlace tops with uniform bottoms Monday-Thursday and with jeans on Friday.  
This includes and is not limited to: polos, t-shirts, long sleeves, crew sweaters, cardigan over polo, etc. sold by 
our uniform store. (effective ‘22-’23) 
 

Additional Notes 

1.​ Students are expected to meet dress code expectations every day.  Students who are not compliant with our 
dress code expectations, risk losing choice time or other consequences for continuous violations.  

2.​ Students may wear a navy blue, green, or white solid-colored long-sleeve shirt under their uniform polo during 
the cold months. 

3.​ All pants must fit around the waist. Belts are optional, but should be of appropriate size and nature, i.e., no 
large-faced images or symbols, which may pose as a distraction. 

4.​ Pants may not be excessively baggy and may not cover the shoes. 
5.​ Students may NOT wear jogging pants, sweatpants or jeans (Jeans can be worn on Fridays). 

○​ On Friday’s:  Students are allowed to wear blue or black jean pants or shorts with their Enlace polo or 
Enlace t-shirt. Jeans may not be ripped, by accident or design, or contain any holes. Leggings under 
ripped jeans are also not allowed.  

6.​ Students may not wear sleeveless or cut-off shirts, blouses, or dresses/rompers. 
○​ Students can wear dress/rompers that are sleeveless IF they have a Enlace polo underneath. 

7.​ Students may not wear inappropriately tight fitting clothing. Students are not permitted to wear leggings as 
bottoms. 

8.​ Students may not wear skirts that are inappropriately short (must be knee-length) or that have inappropriately 
long slits (must be above knees). 

9.​ Students may not wear hoods, hats, caps, do-rags, or other head coverings in the school (except in the case of 
religious observance). 
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Code of Conduct 

 

 
Behavior and Discipline 

 
Enlace Academy recognizes that it enrolls students with different backgrounds. The following is a 
non-exhaustive listing of disciplinary violations, and the procedures for disciplining students.  The 
School reserves the right, in its sole discretion, to amend or discontinue any of the policies, 
procedures, practices or general descriptions set forth in this policy, including to take immediate 
action when required, and to create alternatives to disciplinary protocols when in the best 
interests of our students, staff members and/or Enlace Academy. Nothing in this policy is to be 
viewed as creating a contract by Enlace Academy.. 
  
The standards set forth in this policy apply when such behavior can reasonably be expected to 
impact the educational process and/or create a risk of substantial disruption within the Enlace 
Academy environment (except where noted) and where such behavior occurs on School Property 
(at any time, including before/after School hours), during a School Function, on a School Bus, 
outside any of the foregoing locations, or, under certain specific circumstances, while a student 
is traveling to or from School.    
 
Disciplinary Penalties and Procedures 

 
Enlace Academy has very high expectations for student behavior and a strict code of conduct to 
ensure students act appropriately at all times and are always within a safe, structured 
environment.  
 
Consequences are designed to help students recognize negative behavior, teach them alternative 
choices, and protect other members of the community from disruptions or danger. These 
consequences may include (but are not limited to) the following: 
 

1.​ Verbal Warning: Students are informed that their conduct is not conducive to 
learning and are warned not to continue the conduct. Continuing the conduct will 
result in more severe consequences. 

2.​ Buddy Classroom: Students take a “break” by going to a designated part of the 
room or to another classroom to complete their assigned work. This gives a 
student time to get back on track and think briefly about their actions. The length 
of a time out varies from grade to grade and is also based on the severity of the 
behavior. 

3.​ Parent Contact: Teachers may call, email or write to family members to inform them 
of their child’s behavior and the consequences and to discuss appropriate 
strategies that can be used both at school and at home. 

4.​ Lunch Detention: Teachers keep students in their classroom during the lunch 
period. Students may be required to complete written reflections, complete missed 

 



 

work or make up for their behavior by doing some form of community service during 
this time. 

5.​ Reconciliation: We believe deeply in the idea of community and that students are 
responsible for their actions and the impact they have on others. Therefore, 
depending on the severity of the incident, students may be asked to publicly 
acknowledge the negative impact that their conduct had on the community and/or 
their individual class. If a child has been suspended, for example, the child will 
return to his/her class after the suspension and be asked to acknowledge his/her 
unacceptable behavior and articulate what he/she did wrong.  

6.​ Restitution: In order to reinforce the idea that negative behavior affects others, 
students may be asked to compensate those affected by their negative behavior, or 
“fix” the situation. For example, a student may be required to clean or paint over 
vandalism, clean an area that was destroyed, replace  

7.​ Discipline Referral: If a student repeatedly or significantly disrupts the learning 
environment, the student may be referred to the Student Support Team, which is 
considered a discipline Referral. The student may then be removed from class and 
sent to another classroom until he/she is instructed to return to class.  

8.​ Parent Conference/Conversations: Parents or guardians are integral partners in 
helping us support a child who is struggling in school either socially or 
academically. By coordinating strategies to support students in understanding 
appropriate behavior, we increase the likelihood of success and avoid confusion 
and mixed messages.  

9.​ Behavior Success Plans: A Behavior Success Plan may be developed for students 
who regularly violate the Code of Conduct and require consistent monitoring to 
modify their behavior. 

10.​Recovery Plans: Recovery plans are used when behavior success plans are not 
successfully changing a student’s negative behavior or in response to an incident 
that is a safety concern for the student or others. The recovery plan provides 
specific interventions for students and an alternative schedule that includes time in 
the recovery room to work on specific skills.  

11.​Loss of Privileges: Students who continue to exhibit negative behaviors will face the 
loss of privileges, including access to extracurricular programs, field trips, special 
events and ceremonies. 

12.​Detention: Students who continue to accrue in-school consequences may be 
assigned after-school detentions, which occur three days a week on Mondays, 
Tuesdays or Wednesdays. Parents will always be notified more than 24 hours in 

 



 

advance of assigned detention.  

13.​In-School Suspension: Enlace Academy may require students to serve an in-school 
suspension during which they are not allowed to spend the day as members of 
their class communities. In-school suspensions are determined by the School 
Leader or Assistant School Leader and are used only for serious or persistent 
infractions.  

14.​Out of School Suspension and/or Expulsion: To create and maintain a safe, 
supportive, fair and reliable school community, Enlace Academy will suspend 
students from school for the most serious breaches of the Code of Conduct. In all 
cases, parents or guardians will be informed and must attend a conference with 
the School Leader or Assistant School Leader. Suspensions will be recorded in 
student’s records.  

Prohibited Student Conduct 

Students may be subject to disciplinary actions, up to and including suspension and/or 
expulsion from school, for:  

Engaging in Insubordinate and/or Disorderly Conduct.  Examples of insubordinate and/or 
disorderly conduct include, but are not limited to: 

●​ Violating the Dress Code.  In addition to the imposition of discipline against a student 
who fails to abide by the Dress Code, Parent(s)/guardian(s) may be required to pick up 
children or bring the missing Dress Code items to the school.  

●​ Cutting School, Class, Detention, Summer School, or Mandatory School Events. Students 
are not permitted to have unexcused absences or to leave the school building without 
permission.   

●​ Failing to be in one’s assigned place on School Property. 
●​ Disrupting Class and/or Preventing Teaching.  Students may not interfere with or disrupt 

class or the educational process, whether by misbehaving or otherwise. 
●​ Being Disrespectful toward a staff member:  The School cannot function properly if 

students are permitted to be disrespectful toward adults. For that reason, students 
may not be disrespectful toward any staff member, visitor or any other adult associated 
with the School.  Behaviors that are considered disrespectful include, but are not 
limited to: rolling of the eyes, smacking lips or sucking teeth, making inappropriate 
remarks or sounds in response to a request, walking away from a staff member before 
a conversation is over, talking back to a staff member, or ignoring/disrespecting a staff 
member’s action or authority.  Disrespectful actions in response to the imposition of 
discipline (or a warning/counseling) will almost always increase the severity of a 
discipline. 

●​ Acts of Dishonesty.  Honesty is an essential element of personal character and is 
needed to build a community based on trust and respect.  Students are not permitted 

 



 

to lie, give false information, or attempt to conceal the truth when dealing with any 
staff member, commit acts of forgery, or use or possess false identification. Students 
also may not tamper with or alter any School record or document. 

●​ Scholastic Dishonesty.  Academic integrity is paramount.  Scholastic dishonesty is 
strictly prohibited, is likely to result in severe discipline for a first-time offense 
(including expulsion), and includes the following (without limitation): 

o​ copying the work of another student; 
o​ plagiarizing materials; 
o​ using unauthorized help sheets or materials; 
o​ obtaining or possessing tests in advance; 
o​ substituting for a test-taker or having someone substitute for you in a test; 
o​ altering records; 
o​ other forms of authorized collusion; or 
o​ assisting another student in any of the above actions. 

●​ Failing to Comply with Directive(s): Students shall not fail to comply with the lawful 
directives of staff members.  

●​ Being Disrespectful of Other Students.  
●​ Profane Language or Gestures.  Students may not use or direct toward others lewd, 

vulgar, coarse, or degrading language or gestures. 
●​ Failing to Submit a Required Signature. Students are required to secure the signature 

of a Parent on homework assignments or School forms when requested.   
●​ Submitting a Forged Signature.  Students may not represent to the School that a 

signature is that of a parent or staff member that they know to be that of another 
person. 

●​ Gum, Food, and Beverages: Students may not chew gum, nor eat or drink at 
unauthorized times or places.  

●​ Spitting or Littering.  
●​ Obstructing Vehicular or Pedestrian Traffic:  Students are not permitted to obstruct 

vehicular or pedestrian traffic on or adjacent to School Property.  
●​ Blocking Access to any Part of the School Building: Students are not permitted to block 

access to School Property (including any individual classroom).     
●​ Creating a Hazardous Condition for Others.  
●​ Trespassing.  Students may not trespass or enter into a private or restricted area 

without permission. 
●​ Possession of Inappropriate or Prohibited Property/Material.  Students may not possess 

iPods, MP3 players, cell-phones, cameras, laser pointers, entertainment devices, 
unauthorized electronic equipment of any kind, or any other items inappropriate for 
School.  Students also may not possess any material (including printed text or lyrics) 
that is obscene, vulgar, profane, sexually explicit, or may create a hostile or offensive 
learning environment for other students.  In addition to discipline imposed upon the 
student, such items will be confiscated until an adult family member comes to the 

 



 

school to retrieve it at a time designated by the school administration.   Items which 
are repeatedly brought to school in violation of this policy may be confiscated for the 
remainder of the year irrespective of any costs or fees students and/or their families 
may incur as a result. A Parent may retrieve an inappropriate item which has been 
confiscated from their child at a mutually convenient time agreed to by the Assistant 
School Leader and/or the School Leader. 

●​ Defamation:  Students may not make false or unprivileged statements or 
representations about an individual or identifiable group of individuals that harm the 
reputation of the person or the identifiable group by demeaning them through any 
medium, whether on or off School Property, including by electronic means (text, email, 
social media, etc.). 

●​ Gambling.  All gambling is strictly prohibited, including card games, dice games, sports 
bets, and fantasy sports bets.  Students are reminded that gambling which occurs 
outside of School Property, School Functions or School Busses may result in discipline 
if the effects of such conduct would reasonably be expected to impact the educational 
process or create risk of disruption within the School environment. 

●​ Failing to Comply with School-Imposed Consequences.  Students must comply with 
School-imposed consequences, including but not limited to detention, Homework 
Center, Saturday School, Summer School, school service, suspension from school 
and/or temporary or permanent denial of school-provided transportation.   

●​ Solicitation/Distribution.  Students may not distribute or post any written material, 
pamphlets or posters at the School or at a School Function without the prior written 
approval of the Instructional Leader or the Instructional Leader’s Designee, or as 
specifically approved by the Board of Trustees. Students may also not sell any items or 
services at the School or at a School Function unless they are participating in a 
School-approved fundraised for a School-approved event, club, or student council. 

Students found engaging in the below actions may be subject to suspension or expulsion 

Engaging in Conduct that Endangers the Safety, Morals, Health, or Welfare of Self or Others. 
Examples of conduct that endangers the safety, morals, heath or welfare or oneself of others 
include, but are not limited to: 

●​ Presence on School Property or at a School Function without permission of a staff 
member.  

●​ Theft, Loss, or Destruction of Personal or School Property: Students may not steal, 
negligently lose, vandalize, or damage the property of the School, other students, staff 
members, or any other person lawfully on School Property, attending a School Function, or 
while traveling to or from School. In addition to facing other consequences for violation of 
this rule, students are expected to return property to its rightful owner in its original 
condition or to reimburse the owner and/or the School for lost, damaged, or stolen 
property. 

 



 

●​ Mistreatment or Inappropriate Use of Technology or Other School Property: Students must 
treat computers, printers, and other School technology with care, and in accordance with 
School computer and network policies.  Students are prohibited from using School 
telephones, except at the discretion of a staff member in an emergency situation.  
Students must not vandalize, damage or otherwise mistreat School property. 

●​ Harassment, Discrimination and Bullying.  Any violation of the above anti-harassment, 
anti-discrimination and anti-bullying policies, whether on or off School Property, is strictly 
prohibited.   

●​ Engaging in Sexual Activity, Inappropriate Touching or Lewd Behavior. A student may not 
engage in sexual activity of any kind, touch himself/herself or others inappropriately, or 
otherwise engage in non-verbal or physical conduct of a sexual nature on School Property, 
at a School Function or on a School Bus.  Students also are prohibited from making 
sexually suggestive comments or jokes, or sexually propositioning any other student (or 
Employee) on School Property, at a School Function or on a School Bus.  Students are 
reminded that sexual activity/conduct with or directed at others outside of School 
Property, a School Function or a School Bus may violate the School’s 
anti-discrimination/harassment/bulling policy, and/or otherwise impact the educational 
environment such that disciplinary or remedial/preventive action may be taken.  

●​ Hazing.  Hazing is strictly prohibited, whether on or off School Property.  Hazing is defined 
as any intentional or reckless act directed against another for the purpose of initiation 
into, affiliating with, or maintaining membership in any group, activity, organization, club, 
or team. 

●​ Gang Activity.  Students may not engage in gang-related behavior (e.g. wearing or 
displaying gang apparel, writing graffiti, making gestures or signs), including when off 
School Property and such behavior can reasonably be expected to impact the educational 
process and/or create a risk of substantial disruption within the School environment. In 
determining whether the behavior is gang-related (which is in the reasonable discretion of 
the School), School officials may consult with the Office of School and Youth 
Development’s Gang Unit as well as law enforcement.  

●​ Drugs and Alcohol:  Students may not use, distribute, sell, possess, or be under the 
influence of any controlled substance (other than as prescribed for that student), 
unauthorized or illegal drug, alcohol or counterfeit or look-alike drugs/alcohol, or use, 
distribute, sell or possess any drug paraphernalia.  

●​ Tobacco Products: Students may not use, distribute, sell or possess tobacco products, 
including cigarettes, e-cigarettes, cigars, chewing-tobacco, other tobacco products or 
lighters/ matches. 

●​ Physical Harm/Violence on Self or Directed At Others:  Students may not cause or threaten 
to cause physical injury upon themselves, other students, staff members, visitors or any 
other person on School Property, at a School Function, on a School Bus, or while traveling 
to or from School.  Any conduct that has the potential of resulting in physical 
harm/violence also will result in discipline, including, without limitation, fighting, 

 



 

play-fighting, horseplay, unwanted physical contact, Bullying and Harassment. Students 
are reminded that violent conduct outside of School Property, a School Function, a School 
Bus, or while traveling to or from School may violate the School’s 
anti-discrimination/harassment/bulling policy, and/or otherwise impact the educational 
environment such that disciplinary or remedial/preventive action may be taken. 

●​ Engaging In Coercion, by persuading someone by using force or threats. 
●​ Posting Material Which Threatens Violence, or Depicts Violent Actions Against Students or 

Staff Members. 
●​ Making a Bomb Threat. 
●​ Conduct Tending to Incite or Cause a Riot. 
●​ Selling, Using, Possessing, or Distributing a Weapon.  
●​ Open Flame/Arson.  Students may not create an unauthorized open flame on School 

Property or at a School Function, or otherwise set fire to anything. 
●​ Setting Off a False Alarm or Making a Threat: Students may not intentionally set off a false 

alarm, call 911, or discharge a fire extinguisher without valid cause, 

 

 



 

Enlace Character Trait and Behavior Correlation*  

 

 
Level Student Actions Student Actions Student Actions  

Teacher Actions 
 

Admin/SST 
 Grade Level: K-2 

student action & connection 
character traits 

Grade Level: 3-5 
student action & connection character 

traits 

Grade Level: 6-8 
student action & connection 

character traits 
LEVEL 1 Disruptive Behaviors - MINOR 

*Behaviors disrupt the learning 
environment for self and a few 
other students. 
 
Zest 
Grit 
●​ Work refusal  
Self Control 
●​ Speaking Out 
●​ Off-task behaviors 
●​ Not following procedures 

and expectations 
●​ Making noises 
●​ Talking 
 
Curiosity 

Disruptive Behaviors - MINOR 
*Behaviors disrupt the learning 
environment for self and a few other 
students. 
 
Love 
Gratitude 
Understanding  
●​ Work refusal  
Integrity 
●​ Speaking Out 
●​ Off-task behaviors 
●​ Not following procedures and 

expectations 
●​ Making noises 
●​ Talking 

Disruptive Behaviors - MINOR 
*Behaviors disrupt the learning 
environment for self and a few other 
students. 
 
Optimism  
Creativity 
Open Mindedness 
●​ Work refusal  
Citizenship 
●​ Speaking Out 
●​ Off-task behaviors 
●​ Not following procedures and 

expectations 
●​ Making noises 
●​ Talking 

●​ 1st occurrence: Provides least 
invasive intervention 

o​ non-verbal 
o​ positive group 

correction 
●​ 2nd occurrence: Verbal 

Redirection 
o​ Private conversation  
o​ restorative 

conversation 
●​ 3rd occurrence: 

o​ Buddy room K-5 
o​ 1-to-1 Restorative 

Conversation 
o​ In-class reflection 

during Choice Time 
 
*additional occurrences result in 
parent contact 

 

LEVEL 2 Disruptive Behaviors - MAJOR 
*Behaviors disrupt the learning 
environment for self and a larger 
group. 
 
Zest 
Grit 
Self Control 
●​ Speaking Out 
●​ Off-task behaviors 
●​ Not following procedures or 

expectations 
●​ Elopement from 

classroom(when not 
coinciding with calming 
strategies) 

Curiosity 

Disruptive Behaviors - MAJOR 
*Behaviors disrupt the learning 
environment for self and a larger group. 
 
Love 
Gratitude 
Understanding  
Integrity 
●​ Speaking Out 
●​ Off-task behaviors 
●​ Not following procedures or 

expectations 
●​ Elopement from classroom(when 

not coinciding with calming 
strategies) 

Disruptive Behaviors - MAJOR 
*Behaviors disrupt the learning 
environment for self and a larger 
group. 
 
 
Optimism  
Creativity 
Open Mindedness 
Citizenship 
●​ Speaking Out 
●​ Off-task behaviors 
●​ Not following procedures or 

expectations 
●​ Elopement from 

classroom(when not coinciding 
with calming strategies) 

●​ 1st occurrence: Provides least 
invasive intervention 

o​ non-verbal 
o​ positive group 

correction 
●​ 2nd occurrence: Verbal 

Redirection 
o​ Private conversation  
o​ restorative 

conversation 
●​ 3rd occurrence: 

o​ Buddy Room K-5 
o​ 1-to-1 Restorative 

Conversation 
o​ In-class reflection  

●​ 4th occurrence: Delayed Class 
Action+ Phone call Home or 
parent meeting. 
 

*additional occurrences result in 
referral and parent contact 

 



 

LEVEL 3 Defiance  
*Level 1 and/or 2 behaviors are 
continuous (same behaviors over 
multiple days in one week) and 
teacher actions are not changing 
student behavior. Students have 
reached a 4th occurrence on 
Level 1 or 2 in previous days and 
behavior continues.  

Defiance  
*Level 1 and/or 2 behaviors are 
continuous (same behaviors over 
multiple days in one week) and teacher 
actions are not changing student 
behavior. Students have reached a 4th 
occurrence on Level 1 or 2 in previous 
days and behavior continues.  
 

Defiance  
*Level 1 and/or 2 behaviors are 
continuous (same behaviors over 
multiple days in one week) and 
teacher actions are not changing 
student behavior. Students have 
reached a 4th occurrence on Level 1 
or 2 in previous days and behavior 
continues.  
 

●​ 1st occurrence:  
o​ In-class reflection 

during choice time 
●​ 2nd occurrence: Phone/call 

home 
●​ 3rd occurrence: School Runner 

Referral + Class Action + 
Possible Out of Class Action  

●​ SST reviews referral to possibly 
assign an out of class action 

o​ E.g., restorative 
conversation with SST, 
acts of kindness 

●​ Phone Call Home to communicate 
actions answered by SST 

●​ Re-entry restorative conversation 
when needed also may include 
counselor assistance 

LEVEL 4 Aggressive Behaviors 
 
Zest 
Grit 
Self Control 
●​ Verbal aggression 

o​ Threats to 
teacher 

o​ Discrimination 
o​ Harassment 

●​ Inappropriate use or 
treatment of school 
resources 

●​ Bullying 
Curiosity 

Aggressive Behaviors 
 
Love 
●​ Bullying 
 
Gratitude 
Understanding  
Integrity 
●​ Verbal aggression 

o​ Threats to teacher 
o​ Discrimination 
o​ Harassment 

●​ Inappropriate use or treatment of 
school resources 

●​ Bullying 

Aggressive Behaviors 
 
Optimism  
Creativity 
Open Mindedness 
Citizenship 

●​ Verbal aggression 
○​ Threats to teacher 
○​ Discrimination 
○​ Harassment 

●​ Inappropriate use or 
treatment of school 
resources 

●​ Bullying 
 

●​ 1st occurrence: At teacher 
discretion, dependent on 
severity 

○​ Least invasive 
intervention  

○​ In-class reflection  
○​ Restorative 

conversation. 
○​ Contact Support Team  

i.​ Ext. 107 
ii.​ Provide a 

detailed 
description of 
what has taken 
place.  

●​ All occurrences 
a.​ Phone Call Home 
b.​ Referral 

 
3. Bullying Policy should be 
followed for incidents identified 
as bullying.  
 
 

* School policies outlined in the 
Emergency Crisis Response Plan or 
Bullying Policy should always be 
followed. 

The following steps are taken in this 
order: 

●​ SST de-escalates student in 
the class, if possible 

●​ If needed, SST removes 
students to the hallway to 
de-escalate within pod 
location using recovery 
methods. 

●​ SST reviews referral to 
possibly assign with approval 
from ASL an out of class 
action 

●​ E.g., restorative 
conversation, detention, acts 
of kindness, OSS (ASL 
approval) 

●​ Re-entry restorative 
conversation when needed 
also may include SW 
assistance 

●​ Schedule re-entry conference 
with parent and ASL if OSS 

. 
*SL is notified of an incidents that are 
safety concerns for students/staff 
* School policies outlined in the 
Emergency Crisis Response Plan or 
Bullying Policy should always be 
followed. 

 



 

LEVEL 5 Physical Aggression/Illegal 
Behaviors 
 
Zest 
Grit 
Self Control 
Curiosity 
●​ Fighting 
●​ Elopement from building 
●​ Harm to self, others, or 

property 
●​ Inappropriate 

Touch/Exposing self 
●​ Drug or Tobacco 

use/possession 
●​ Weapon possession 
●​ Stealing 
 
 
 

Physical Aggression/Illegal Behaviors 
 
Love 
Gratitude 
Understanding  
Integrity 
●​ Fighting 
●​ Elopement from building 
●​ Harm to self, others, or property 
●​ Inappropriate Touch/Exposing self 
●​ Drug or Tobacco use/possession 
●​ Weapon possession 
●​ Stealing 

Physical Aggression/Illegal Behaviors 
 
Optimism  
Creativity 
Open Mindedness 
Citizenship 
●​ Fighting 
●​ Elopement from building 
●​ Harm to self, others, or 

property 
●​ Inappropriate Touch/Exposing 

self 
●​ Drug or Tobacco 

use/possession 
●​ Weapon possession 
●​ Stealing 

All occurences: 
●​ Contact Support Team  

o​ Ext. 107  
o​ Provide a detailed 

description of what has 
taken place.   

●​ Phone Call Home 
●​ Submit a Referral 
 
If needed:  
●​ Medical attention 
●​ Remove other students from 

the classroom if it is a safety 
concern and stay within the 
pod location.  

 
 
* School policies outlined in the 
Emergency Crisis Response Plan or 
Bullying Policy should always be 
followed. 

The following steps are taken in this 
order: 

●​ SST conference with student 
●​ SST reviews referral to 

possibly assign with approval 
from ASL an out of class 
action 
c.​ E.g., restorative 

conversation, detention, 
acts of kindness, OSS 
(ASL approval) 

d.​ Schedule re-entry 
conference with parent 
and ASL if OSS 

●​ Re-entry restorative 
conversation when needed 
also may include counselor 
assistance 

 
 
 
*SL is notified of any incidents that are 
safety concerns for students/staff 
* School policies outlined in the 
Emergency Crisis Response Plan or 
Bullying Policy should always be 
followed. 

 
*Note: The Enlace Discipline Matrix is meant to provide guidance but is not comprehensive.  

 

 



 

Bullying Policy  

 

Bullying is prohibited at Enlace Academy as referenced in Indiana Code 20-33-8-0.2 Bullying is 
defined as overt, unwanted, repeated acts or gestures, including verbal or written 
communications or images transmitted in any manner (including digitally or electronically), 
physical acts committed, aggression, or any other behaviors that are committed by a student or 
group of students against another student with the intent to harass, ridicule, humiliate, 
intimidate, or harm the targeted student and create for the targeted student an objectively 
hostile school environment.  

Enlace Academy expects all students and employees to treat each other with civility and respect 
and provides programs to promote these values. Disruptive or violent behavior interferes with a 
student’s ability to learn and a school’s ability to educate its students in a safe environment. 
Enlace Academy prohibits acts of harassment, intimidation or bullying against any student. 
Enlace Academy recognizes its duty to ensure a safe school climate and has adopted policies 
and programs governing acceptable student conduct. Furthermore, Enlace Academy complies 
with all mandated prevention, intervention and response laws as created by the state of Indiana. 

Students may not engage in bullying on school grounds, or while traveling to or from school or a 
school activity, function, or event. Further, bullying is prohibited off school grounds while using 
property or equipment provided by school. 

The School Leader or designee will inform students, parents, and staff members concerning any 
reported incidents of bullying. Parents or students who suspect that bullying is taking place 
should report the matter to the School Leader. Upon receiving the report, the School Leader will 
investigate the matter at the building level and consequences will be assessed, as appropriate, 
consistent with the school’s discipline policy. 

The complete Bullying Prevention Policy can be found on the Enlace Academy website: 
http://www.enlaceacademy.org/bullying-policy.  

​
We want to reassure you that we take bullying serious so we have also added a See Something 
Say Something anonymous tip line that can be reached by calling 317-383-0603.   
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School Runner & Character Traits 

​
Enlace Academy utilizes a point system to create a positive school culture and encourage 
students to increase or maintain positive behaviors.  

Students who demonstrate positive behaviors can earn character points by demonstrating our 
character traits: 

 

Grades K - 2 Grades 3-5 Grades 6-8  

●​ Grit 
●​ Love 
●​ Self Control 
●​ Gratitude 

●​ Understanding 
●​ Zest 
●​ Curiosity 
●​ Integrity 

●​ Optimism 
●​ Creativity 
●​ Citizenship 
●​ Open-mindedness 

 
 
Students will come home daily with their character tracker. Parents should sign the tracker and 
return to school to ensure that teachers and families are in communication about daily character. 
Each week teachers will enter positive character points into School Runner. Each quarter 
students will receive character grades on their report cards.  

If you ever have questions about your students’ character grades please contact the homeroom 
or advisory teacher.  

 

 



 

Technology Agreement 

The curriculum goals of Enlace Academy call for the integration of technology into our 
instructional practice. Student access to electronic resources, including the internet, is age and 
grade-appropriate and increases year to year.  

To ensure responsible use, please discuss this agreement with your child and emphasize its 
importance. Noncompliance can result in revocation of computer-use privileges, replacement fees, 
and/or other disciplinary measures.  

The following agreement applies to Enlace Academy students and their use of school-provided 
technology resources, which may include usernames and passwords, network access, internet 
access, computing devices (typically a Chromebook), and software applications. These 
expectations apply every time a student utilizes Enlace Academy technology resources, 
regardless of the location from where they are being used. 

1.​ Student technology resources are for instructional use and activities only. 
2.​ User Accounts, Usernames, and Passwords must be closely guarded and protected at all 

times. ​
Do not let others use your accounts.​
Do not share your passwords with anyone. 

3.​ Do not share your address or phone number or the address or phone numbers of others 
online. ​
Do not respond to any unsolicited online contact. 

4.​ Enlace Academy internet resources and accounts are not to be used to: 
a.​ access another person’s materials, information, or files.  
b.​ access, upload, download, or transmit pornographic, obscene, abusive, or sexually 

explicit material.  
c.​ violate any local, state, or federal law. 
d.​ vandalize, damage, or disable the property of another person or organization.  
e.​ subscribe to or solicit information which incurs a cost.  
f.​ harass, bully or intimidate another individual. 

5.​  Do not attempt to bypass Internet filtering.  
6.​  At school or at home, treat the Enlace Academy-owned device as if it were your own using 

the following standards: 

General Care 
1.​ Do not leave the computing device unsupervised or in an unsecured location.  Do not use 

the device in areas where damage is likely. 
2.​ Do not use the computing device while it is on a bed or carpet or pillow, as this causes 

overheating.  Keep the device on a flat, solid surface when in use. 
3.​ Do not set books or stack items on top of the device.  

 



 

4.​ Do not write, draw, paint, or place stickers or labels on the device. 
5.​ Do not place a magnet near the device. 
6.​ Do not place food or drink near the device. Liquids, food and other debris can damage it 
7.​ Do not leave the device inside a vehicle where temperatures can cause permanent 

damage. 
8.​ Do not expose the device to direct sunlight, ultraviolet light, or extreme temperatures for 

an extended time. 
9.​ Do not attempt repair or reconfiguration of the device.   
10.​ Do not open, tamper with or remove any component of the device. 
11.​ Immediately report any loss of the device to your school. 

 
Screen Care​
       1. Do not pick the device up using the screen.​
      2. Do not touch the screen with pens, pencils, or any sharp instrument.​
      3. Do not lean on the top of the device or place pressure on the device screen.​
      4. Clean the screen with a soft, dry cloth or anti-static cloth. 

 

 



 

Replacement & Repair Policy  

It is your responsibility to keep your ChromeBook safe and secure. In the event that an Enlace 
Academy Chromebook is damaged, broken, or lost immediately inform the Main Office: 
317-383-0607.  

Accidental Damage:  

1st Incident  ●​ Conversation with teacher  
●​ Technology agreement reminder sent home with parent signature 

required acknowledging a $50 repair fee will be charged for a 2nd 
incident and a $250 replacement fee for a 3rd incident.  

●​ Device is replaced (if available)  

2nd Incident ●​ $50 repair fee. Device is repaired/replaced (if available)   

3rd Incident 
(or lost device) 

●​ $250 repair/replacement fee required for a replacement device (if 
available)  

 

Purposeful Damage:  

1st Incident  ●​ Conversation with teacher & a $50 repair fee 
●​ Technology agreement reminder sent home with parent signature 

required acknowledging a $250 replacement fee for a 2nd incident.  
●​ Device is replaced (if available) )  

2nd Incident 
(or lost device) 

●​ $250 repair/replacement fee required for a replacement device (if 
available)  

 

 

 



 

Personal Device Policy 
​
We understand families provide students personal devices (cellular telephones) for 
communication associated with school dropoff and pickup.  
The following guidelines are for students who bring personal devices to school: 
 

1.​ Students are to secure all personal devices in their assigned locker each morning during 
arrival procedures. All devices should be powered off when placed in lockers. Cell phones 
will not be allowed in the classrooms at all times, no exceptions.  

2.​ Students are to retrieve their personal devices from their assigned locker during dismissal 
procedures. 

3.​ Students are to refrain from using their personal devices from 7:30 am - 3:07 pm unless 
they receive permission for the purpose of communicating with their family regarding 
pickup or dropoff changes. 

4.​ Students are not permitted to visit lockers to gain access to their personal devices 
between 8:00 am - 3:00 pm. 

 
The following process will be followed when students fail to secure personal devices in their 
lockers: 
 

1.​ Teacher/Staff member confiscates personal device 
2.​ Teacher/Staff member delivers personal device to front office 
3.​ Office Manager notifies family that personal device was collected due to policy 

noncompliance 
4.​ Office Manager secures personal device until designated family member (parent or 

guardian) visits to collect it 
5.​ Designated family member (parent or guardian) must collect the personal device in 

person.  
 
NOTE: Non-guardian siblings are not permitted to collect personal devices.  

 
We recognize the inconvenience a violation of this policy may create for families, particularly if a 
family member cannot collect a confiscated device the same day. This is why we clearly 
communicate the policy to families and students, and we encourage families to encourage 
students to adhere to this policy.  
 
We will make every reasonable effort to provide security for personal devices; however, under no 
circumstances may Enlace Academy or members of its staff be held liable for lost or stolen 
personal devices. 
 

 



 

Family Service Program 

 

Enlace Academy is excited to have so many engagement opportunities at our school.  While 
family service hours are not required during the school year, we know that so many of our 
families have and will continue to be engaged with their students.   

Because of the dedication and support of our families, our school is able to provide our students 
with fun and enriching experiences that build and strengthen our community. 

Here are some of the many ways that parents can support the school: 

FAMILY SERVICE PROGRAM POINT SYSTEM 

Meetings/Classes/Family Therapy/Volunteering 
(IEP, Parent-Teacher Conferences, Behavioral Meetings, Chaperoning Trips, etc.) 

Donations 
(Watch for flyers in folders and updates on social media (Facebook: Enlace Academy) to learn about 

collections) 

Family Events 
(See the school calendar for all upcoming family events) 

 

 

 

Wellness Policy 

 

The Board of School Trustees of Enlace Academy supports the health and well-being of the 
school corporation’s students by promoting nutrition and physical activity at all grade levels. 

 

In accordance with federal law, it is the policy of the Board to provide students access to healthy 
foods and beverages; provide opportunities for developmentally appropriate physical activity; and 
require that all meals served by the school corporation meet or exceed the federal nutritional 
guidelines issued by the U.S. Department of Agriculture. A Coordinated School Health Advisory 
Council will be formed and maintained to oversee these activities. 

 

The complete School Wellness Policy can be found on the Enlace Academy website: 
http://www.enlaceacademy.org/nutrition-program 

 

 

http://www.enlaceacademy.org/nutrition-program


 

 

 

Family Educational Rights and Privacy Act (FERPA) 

 

The Family Educational Rights and Privacy Act (FERPA) (20 U.S.C. § 1232g; 34 CFR Part 99) is a 
Federal law that protects the privacy of student education records. The law applies to all schools 
that receive funds under an applicable program of the U.S. Department of Education.  
FERPA gives parents certain rights with respect to their children's education records. These 
rights transfer to the student when he or she reaches the age of 18 or attends a school beyond 
the high school level. Students to whom the rights have transferred are "eligible students."  

●​ Parents have the right to inspect and review the student's education records maintained 
by the school. Schools are not required to provide copies of records unless, for reasons 
such as great distance, it is impossible for parents or eligible students to review the 
records. Schools may charge a fee for copies.  

●​ Parents or eligible students have the right to request that a school correct records which 
they believe to be inaccurate or misleading. If the school decides not to amend the 
record, the parent or eligible student then has the right to a formal hearing. After the 
hearing, if the school still decides not to amend the record, the parent or eligible student 
has the right to place a statement with the record setting forth his or her view about the 
contested information.  

●​ Generally, schools must have written permission from the parent in order to release any 
information from a student's education record. However, FERPA allows schools to disclose 
those records, without consent, to the following parties or under the following conditions 
(34 CFR § 99.31):  

o School officials with legitimate educational interest;  
o Other schools to which a student is transferring;  
o Specified officials for audit or evaluation purposes;  
o Appropriate parties in connection with financial aid to a student;  
o Organizations conducting certain studies for or on behalf of the school;  
o Accrediting organizations;  
o To comply with a judicial order or lawfully issued subpoena;  
o Appropriate officials in cases of health and safety emergencies; and  
o 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. However, schools must tell parents and eligible students about directory information 
and allow parents and eligible students a reasonable amount of time to request that the school 
not disclose directory information about them. Enlace Academy families may call the main office 
prior to Labor Day each year to request that their “directory information” not be disclosed.   
 
Schools must notify parents and eligible students annually of their rights under FERPA. The 
actual means of notification (special letter, inclusion in a PTO bulletin, student handbook, or 

 



 

newspaper article) is left to the discretion of each school. Enlace Academy informs parents of 
their FERPA rights through the Enlace Academy Family Handbook. 

 

 

Enlace Academy Bus Transportation Policy 

 

Purpose 

 

It is the policy of Enlace Academy to provide transportation to students in a manner that will 
protect their health, welfare, and safety. We, the administration of Enlace Academy, recognize 
that transportation is an essential part of the school’s service to students and  parents. This 
policy is to inform students, parents, and bus drivers of the rules and regulations of school bus 
transportation at Enlace Academy.  
 

Conduct on Bus 

 

Enlace Academy’s school bus safety rules are to be posted on every bus. If these rules are 
broken, the Enlace Academy’s discipline procedures are to be followed. Consequences are 
progressive and may include suspension or termination of bus privileges. It is the school bus 
driver's responsibility to report unacceptable behavior to the School Leader or designee using 
the bus referral form.  
 

●​ Bus Stop Rules 
 

○​ Arrive at your bus stop AT LEAST five-ten minutes before the scheduled pick up 
time. The school bus driver will not wait for late students. Do not wait on the porch 
or inside the house. 

○​ Respect the property of others (homes, lawns, etc.) while waiting at your bus stop.  
○​ Keep your arms, legs and belongings to yourself.  
○​ Use appropriate language. No fighting, harassment, intimidation or horseplay.  
○​ Stay away from the street, road or highway when waiting for the bus. 
○​ Wait until the bus comes to a complete stop before approaching. Once the bus 

driver signals you, you may cross the street to get on the bus, if necessary. 
○​ After getting off the bus, move away from the bus.  
○​ If you must cross the street, always cross in front of the bus where the driver can 

see you and signal oncoming traffic. 
 

●​ Rules on the Bus 
 

○​ Immediately follow the directions of the driver the first time. 
○​ Sit in your seat facing forward with your feet on the ground. 
○​ Talk quietly and only to those in your seat – students should not yell across the 

bus. 

 



 

○​ Be courteous.  
○​ Use appropriate language and actions.  No pushing, kicking, swearing, or yelling.  
○​ Keep your arms, legs and belongings to yourself.  
○​ No fighting, harassment, intimidation or horseplay.  
○​ No throwing objects, inside or out of the bus.  
○​ No eating, drinking, or use of tobacco or drugs.  
○​ Do not bring any dangerous objects on the school bus. 
○​ Do not damage the school bus.  

 

Consequences 

 

Consequences for school bus/bus stop misconduct will be applied using Enlace Academy’s bus 
discipline procedures, but note that some situations may cause alternative consequences. The 
Enlace administration team will notify parents or guardians, students, and bus drivers of any 
suspension of bus privileges. The bus driver does not determine if a student is suspended from the 
bus. 

 
Before writing a referral, the bus driver should try 3 strategies to redirect the behavior: 
 

●​ Have a private conversation with the student about their actions and review 
expectations.  

●​ Talk to the parent in person, phone, or sending a letter home. 
●​ Move the student’s seat on the bus. 
●​ Conduct acts of kindness on the bus (after morning drop-off).  
●​ Give students logical choices (e.g. you may talk at a voice level 1 or be silent, you may 

put your food in your backpack or throw it in the trash, etc.) 
 

Bus Referral Protocol   

 

For Enlace to take action on bus behavior, the bus driver must submit a written referral. 
 

●​ 1st Referral: Repeated offenses that violate the bus rules. Student will get a warning 
and complete acts of kindness during choice time for the bus or bus driver. Parent will 
be notified.  

●​ 2nd Referral: Repeated offenses that violate bus rules. Student will perform acts of 
kindness during choice time for the bus or bus driver for 3-5 days. 

●​ 3rd Referral: Repeated offenses that violate bus rules. Student will be suspended from 
the bus for one day. 

●​ 4th Referral: Repeated offenses that violate bus rules. Student will be suspended from 
the bus for three days. Parents will need to come in for a meeting with the 
administration and bus driver prior to the student returning to the bus.  

 



 

●​ 5th Referral: Repeated offenses that violate bus rules. Student will be suspended from 
the bus for five days. Parents will need to come in for a meeting with the 
administration and bus driver prior to the student returning to the bus. 

●​ 6th Referral: Repeated offenses that violate the bus rules. Student will no longer be 
able to ride the bus for the remainder of the school year.  
 

Depending on the nature of the offense, consequences such as suspension or expulsion from 
school and/or bus also may result from school bus/bus stop misconduct. The following could 
result in a suspension or expulsion from school or school bus: 

 
●​ Fighting 
●​ Destroying property 
●​ Physical altercation that involves hitting, pushing, and/or punching 
●​ Possession or use of drugs and/or weapons 

 

Parent and Guardian Responsibilities 

 
1.​ Provide the school office with proper student information including the home address, the 

home telephone number, and the telephone number at which the parent/guardian may be 
reached in the event of an emergency. 

2.​ Instruct your children to be at the school bus stop at least 5-10 minutes before the 
scheduled pick-up time. Under no circumstances should students arrive at the bus stop 
more than 10 minutes prior to the scheduled pick-up time. In addition, students need to 
wait at the bus stop and not in the house or on the porch. 

3.​ Students that are in grades K-3 need to have a parent meet them at the bus stop during 
drop-off.  Students in grade 4-8 may get off the bus on their own and walk home. In 
addition, students in grades 4-8 may escort younger students home with the permission 
of the parent or guardian.  

4.​ All changes in transportation must go through the front office – changes reported to 
teachers or other staff will not be accepted. All transportation changes must be made no 
later than 1:37 p.m. on the day of the scheduled change. Transportation changes will not be 
accepted after 1:37 p.m. Thursdays only, no later than noon (12:00PM). 

 

 

 



 

Student Responsibilities 

 

Riding the school bus is a privilege, not a right. Students are expected to follow the same 
behavioral standards while riding school buses as are expected on school property or at school 
activities, functions or events. All school rules are in effect while a student is riding the bus or is 
at the bus stop.  
 
All students that ride the bus will participate in a transportation safety training the first two 
weeks of school. Students will be responsible to attend these trainings in order to ride the bus. 
Training will take place from 3:00 to 3:30. Upon completing the training, a student shall be able 
to demonstrate knowledge and understanding of at least the following competencies and 
concepts:  
 

●​ Transportation by school bus is a privilege not a right  
●​ District policies for student conduct and school bus safety 
●​ Appropriate conduct while on and waiting for the bus 
●​ The danger zones surrounding a school bus 
●​ Procedures for safely boarding and leaving a school bus  

 



 

Enlace Academy – Commitment to Excellence 

Families’ Commitment 

We fully commit to Enlace Academy in the following ways: 

1.​ We will make sure our child arrives at Enlace Academy every day by 8:00 A.M. (Mon. - Fri.) 
2.​ We will make arrangements so our child can remain at Enlace Academy until 3:07 P.M. 

(Mon. - Wed, Fri.) and 1:30 P.M. (Thurs) 
3.​ I affirm that my child will attend school and do his / her work regularly. 
4.​ We will always help our child in the best way we know how and we will do whatever it takes 

for him/her to learn.  This also means that we will check our child's homework every 
night, let him/her call the teacher if there is a problem with the homework, try to read with 
him/her every night, and limit the amount of television they watch. 

5.​ We will always make ourselves available to our children, the school, and any concerns 
they might have.   

6.​ This also means that if our child is going to miss school, we will notify the teacher as 
soon as possible and we will carefully read all the papers that the school sends home to 
us. 

7.​ We will allow our child to go on Enlace Academy field trips. 
8.​ We will make sure our child follows the Enlace Academy dress code. 
9.​ We understand that our child must follow the Enlace Academy rules so as to protect the 

safety, interests, and rights of all individuals in the classroom.  We, not the school, are 
responsible for the behavior and actions of our child. 

 

 

 
Family Member Name​ ​ ​ ​ ​ ​ ​ ​ Date 

 

 

 

 

 

 

 



 

Enlace Academy – Commitment to Excellence 

Students’ Commitment 

 

I fully commit to Enlace Academy in the following ways: 

1.​ I will arrive at Enlace Academy every day by 8:00 A.M. (Mon. - Fri.) 
2.​ I will remain at Enlace Academy until 3:07 P.M. (Mon. - Wed, Fri.) and 1:30 P.M. (Thurs) 
3.​ I affirm that I will attend school and do my work regularly.  
4.​ I will always work, think, and behave in the best way I know how, and I will do whatever it 

takes for me and my fellow students to learn.  This also means that I will complete all my 
homework every night, I will call my teachers if I have a problem with the homework or a 
problem with coming to school, and I will raise my hand and ask questions in class if I do 
not understand something. 

5.​ I will always make myself available to parents, teachers, and any concerns they might 
have. 

6.​ I will always behave so as to protect the safety, interests, and rights of all individuals in 
the classroom.  This also means that I will always listen to all my Enlace Academy 
teammates and give everyone my respect. 

7.​ I will follow the Enlace Academy dress code. 
8.​ I am responsible for my own behavior. 

 

 

 

 
Student Name​ ​ ​ ​ ​ ​ ​ ​ ​ Date 
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