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About Our School

Vision
Fostering an environment for learning that empowers all children to think creatively and critically to
solve tomorrow’s problems.

Mission
Geist Montessori Academy provides an academically and culturally rich educational environment
that allows children to acquire knowledge in a non-competitive, individualized manner. We strive to
prepare a school environment that encourages collaboration, cooperation, creativity, and greater
exploration of the community and the world. Geist Montessori Academy develops a capacity for
character, peaceful problem solving, and care for the environment through a whole-child curriculum
that prepares our students for life.

State Accountability
GMA is a tuition-free, public charter school for students in grades K-8. As such, we adhere to the
same accountability practices as any traditional public school. Our students participate in
IREAD-3, ILEARN, and WIDA assessments as required by the State of Indiana. As a recipient of
state funding, GMA is required to report student attendance and demographic information on a
regular basis.

Accreditation
GMA is a publicly funded Ball State University charter school, and is fully accredited by the state of
Indiana. Lead teachers hold a minimum of a bachelor’s degree from an accredited university, an
Indiana state teaching license, an emergency permit, and/or they will be trained in Montessori
pedagogy, through a MACTE (Montessori Accreditation Council for Teacher Education) training
program . Each of our teachers has been selected for their love and understanding of children, a
belief in the Montessori philosophy of education, and a positive approach to the classroom
environment.

School Board
Our volunteer school board members are a vital link between the community and the classroom.
The Board’s primary role is governance, and they bear responsibility for the annual budget,
ensuring accurate reporting, and oversight of accountability plans. They are giving of themselves
and care about every child in our school. They represent varying backgrounds in order to best
represent and fulfill the needs of our school. Board member contact information is available on our
school’s website.

Admissions and Enrollment

Nondiscriminatory Policy
Geist Montessori Academy is a non-profit, 501(c)(3) organization. We value, welcome, and
celebrate a diverse population. The school treats all employees and applicants for employment
without unlawful discrimination as to race, creed, color, national origin, age, disability, marital
status, sexual orientation, gender identity or expression, or disability in all employment decisions.

GMA is nondenominational and admits students of all races, religions, genders, and abilities. We
welcome your child to the Montessori environment, where building a positive attitude toward
learning is the first step in charting a course for life.

GMA will not discriminate on the basis of race, color, or ethnic origin in the hiring of its certified or
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non-certified staff.

No words, acts or symbols of racial or gender discrimination will be allowed. Proven harassment
because of an individual’s race, color, religion, gender, national origin, age, disability or sexual
orientation or gender identification will not be tolerated and may result in disciplinary action up to
and including termination or dismissal.

Admissions Policy
GMA is a nondenominational, public education institution open to children of all races, religions,
genders, and abilities.

Open Enrollment for the next academic year begins mid-January and runs through the end of
February. Applications for new students to enroll in the lottery for admission to GMA are collected
throughout the Open Enrollment period. Once the Open Enrollment period closes on the first of
March, staff begin processing the applications in the order in which they were received. The
processing of applications may take up to two weeks. Once all applications are processed,
families of applicants will be notified via email of placement in the lottery and each student’s
assigned lottery number on or shortly after the third Friday in March. The lottery is conducted as a
random drawing.

Families who are invited to apply for admission after the lottery must accept the invitation in writing
and complete the required admission tasks within two weeks of being notified of the invitation to
apply for admission. Failure to do so indicates forfeiture of the invitation, which will be extended to
another family at that time. Pre-K families must also submit payment of the non-refundable deposit
to secure their child’s spot for enrollment within the two-week period. Children of GMA staff
members, students enrolled in Geist Montessori Academy’s Pre-K program, and those with
siblings currently enrolled at GMA will be given priority access to admission during Open
Enrollment.

Upon invitation to apply for admission families have two weeks to complete all admissions tasks.
These tasks include:

● Completion of all enrollment forms in PowerSchool
● Submission of all required documents
● Submission of any IEP, 504 Plan, ILP, or other special service plan
● Attendance at a scheduled school tour or open house or attendance at an admissions

meeting with a member of our school administration.
● Payment of the non-refundable deposit (for Pre-K families only)

We believe it is necessary for students to have had previous experience in our Montessori public
setting in order to find optimal success in the middle school grades. For this reason, we will not
accept enrollment applications for students at the middle school level. Only students who have
completed 6th grade at GMA are eligible for admission to the middle school program.

Lottery Policy
1. Whenever there are grade level openings, current GMA families will be offered priority for

admission of siblings who do not currently attend GMA.
2. When class enrollment openings remain after sibling registration, GMA will utilize a lottery

system for applications from families with no students currently enrolled at GMA.
3. After the Open Enrollment window closes, the school will admit students at the discretion of

the administration for first semester enrollment only through September 30. Second
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semester admission will close on January 31. Students must be in-attendance at GMA by
these dates.

4. The lottery for Fall admission will be conducted before Spring Break at Geist Montessori
Academy.

5. The lottery is a public meeting, and the public is invited to attend. The date and time of the
lottery will be posted at the school, on our website, and on our school Facebook page by
March 20.

6. Children currently enrolled at GMA, including those enrolled in Pre-K, will not be subject to
the lottery.

7. Children of GMA staff members and those with siblings currently enrolled at GMA will be
given preference in the lottery and for enrollment. Additional preferences will also be offered
as specified by Indiana Code 20-24-5-5.

8. Children with a sibling already enrolled at GMA will be automatically invited to apply for
admission, unless there are more siblings than spaces available. In that event, siblings will
lottery as a separate group.

9. If a sibling is chosen in the lottery, all other siblings will be given preference if spaces are
available, or will have their position on the waitlist adjusted accordingly.

10. The lottery drawing will rotate in choosing applicants for each applicable grade level. When a
lottery is warranted, names will be drawn one grade level at a time from 6th grade to Pre-K.
Besides the preferences above, each grade could potentially consist of the following separate
lottery rounds:
a. Siblings of students who are enrolled at GMA for the current school year.
b. Siblings of newly-accepted students from a higher grade level.
c. Students who are moving from a different charter school, as specified by Indiana Code

20-24-5-5.
d. Non-siblings

11. Lottery results should be posted within 24 to 48 hours on the school’s website
www.gmacademy.org

After the Lottery
The results of the lottery, including information regarding student order on the waitlist will be sent to
all participating families following the lottery. Families invited to apply for admission will have two
weeks to complete the required admission tasks, including the submission of all required
documents and payment of the deposit (for Pre-K students only) signifying their intent to enroll in
the academy. After this period, available space will be offered to families on the waitlist.

Lottery results may be altered to accommodate returning student retention or promotion.

If a student receives an invitation to apply in the initial lottery but does not complete the required
admissions tasks within the designated time frame (including all required forms, submission of
required documents, required admissions meeting, and payment of the deposit for Pre-K), the
space will be released, and the family will need to reapply for admission. They will be placed on
the waitlist in the order received. Vacated spaces will be released to individuals on the waitlist until
all classes are full.

It is the responsibility of the family to ensure that the school has updated contact information. If
there are changes to this information during the enrollment process, the school office should be
notified immediately.

Waitlist Policy
Applicants will be placed on the waitlist as deemed necessary by School Administration.
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Applicants will be notified of their position on the waitlist and spaces will be filled in numerical order
from the list.

When a space becomes available, the family will be contacted via email and then by phone and
invited to apply for admission. Families have five (5) business days to accept the invitation,
complete the required admissions tasks, and submit all required documents to reserve their space.

If the required admissions tasks are not completed within five (5) business days, the space will be
released, and the family will need to reapply for admission and will be placed back at the end of
the waitlist.

Documents Required for Enrollment
Enrollment is contingent on the completion of all required admissions tasks and submission of
required documents. The following forms must be on file in the office before your child may attend
classes:

● All enrollment forms must be completed in PowerSchool
● Student Health Information Form
● Birth certificate
● Immunization records

Additionally, two (2) proofs of residency and copies of the parent/guardian’s identification (driver’s
license) will be kept on file in the student’s records. Pre-K families are also required to submit
payment of the $250 deposit at the time of enrollment.

These forms may be provided to families when you begin attending GMA and some are available
in the school office:

● Parent Volunteer Form
● Criminal Background Check
● Over the Counter Medication Form
● Prescription Medication Administration Form

Immunizations
At the time of enrollment, it is the responsibility of the parent/guardian to provide proof of their
child’s proper immunizations status in accordance with current Indiana Law. It is the policy of
Geist Montessori Academy that a complete immunization record is to be on file in the school
nurse’s office before your child may attend school.

The immunization record needs to be legible and complete with the day, month, and year that
they were given. All immunization records received during registration will be reviewed, and
you will be contacted if your child’s immunization status does not meet the requirements for
school entry. State-required immunizations are entered by the school into the school’s
database. This record will follow your child as he/she transitions from school to school.
Records can be mailed, faxed or hand-delivered to the school.

Indiana State Code provides the only acceptable criteria for immunization waivers are based
on religious or medical reasons and must be renewed yearly.

Updated 8/30/24



7

Medical Exemption or Religious Objection
● Student must have the Indiana Vaccine Medical Exemption form 54648 (4-11)

completed and signed by his/her physician and returned prior to the start of school.
● Student must have the Vaccination Exemption Pursuant to Indiana Code 20-34-3-2

Religious Objection form completed and signed by his/her parents and returned
prior to the start of school.

● Medical exemptions or religious objections must be reviewed and filed annually.

Immunization Waiver
Indiana Law Regarding Immunization Status:
IC 20-34-4-5 Statement of immunization history; waiver; rules Sec. 5.
(a) Each school shall require the parent of a student who has enrolled in the school to furnish,
not later than the first day of school attendance, proof of the student's immunization status,
either as a written document from the health care provider who administered the immunization
or documentation provided from the state immunization data registry.

(b) The statement must show, except for a student to whom IC 20-34-3-2 or IC 20-34-3-3
applies, that the student has been immunized as required under section 2 of this chapter. The
statement must include the student's date of birth and the date of each immunization.

(c) A student may not be permitted to attend school beyond the first day of school without
furnishing the documentation described in subsections (a) and (b) unless:
(1) the school gives the parent of the student a waiver; or
(2) the local health department or a health care provider determines that the student's
immunization schedule has been delayed due to extreme circumstances and that the required
immunizations will not be completed before the first day of school.

The waiver referred to in subdivision (1) may not be granted for a period that exceeds twenty
(20) school days. If subdivision (2) applies, the parent of the student shall furnish the written
statement and a schedule, approved by a health care provider who is authorized to administer
the immunizations or the local health department, for the completion of the remainder of the
immunizations.

(d) The state department of health may commence an action against a school under IC
4-21.5-3-6 or IC 4-21.5-4 for the issuance of an order of compliance for failure to enforce this
section.

Geist Montessori Academy Specific Guidelines:
● Geist Montessori Academy can provide a one-time waiver of 20 days for a student who is

in non-compliance with his or her immunization status.
● This can include a medical exemption or religious objection, but other circumstances will

be examined on a case by case basis.
● An Immunization Waiver form provided by Geist Montessori Academy must be filled out by

the parent and the school nurse must be aware and kept up to date on the child’s progress
towards meeting the requirements.
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● If the 20-day waiver expires and the child’s immunizations are not completed, he or she
will be unable to attend school, unless a valid medical exemption or religious objection is in
place.

Children and Hoosier Immunization Registry Program (CHIRP)
This program is used as a resource for schools, educators, and healthcare professionals to
document and track immunization status. Geist Montessori Academy will obtain consent from
each parent, which allows the designated school clinic staff to submit or retrieve information
from the CHIRP database.

Materials Fees
State legislation adopted by the Indiana General Assembly in 2023 provides funding for “curricular
materials” to all Indiana public schools, thus eliminating the traditional materials fees that families have
historically paid. Indiana Code 20-18-2.7 defines “curricular materials” as systematically organized
materials designed to provide a specific level of instruction in a course. These materials include books,
workbooks, hardware, computer software, and digital content.

This law changes the process for curricular materials, but it does not exclude other fees. Parents may
expect fees for special programs and extracurricular clubs and activities.

Based on Indiana Code 20-26-5-4(a)(12)B), Indiana statute permits schools to assess and collect a
reasonable fee for lost or significantly damaged curricular materials. GMA will assess fees to
parents/guardians for lost or significantly damaged curricular materials, as appropriate.

House Enrolled Act 1001-2023 only applies to K-12 and does not apply to Pre-Kindergarten curricular
costs. The materials fee for Pre-Kindergarten will remain the same as past years at $110 per student.
This fee is due at the beginning of each school year, no later than October 1st. Fees that are not paid
by the designated final due date will be sent to collections. Material fees are non-refundable. If you
need to set up payment arrangements, please contact our Operations Manager at (317) 813-4626 ext.
102.

All students will be assessed a communication fee of $30. This fee includes PowerSchool,
OneCall, Securly, as well as systems used to create and send schoolwide communications.
Payment of this fee is due by October 1.

Homeless Students
To the extent practical and as required by law, Geist Montessori Academy (GMA) will work with
homeless students and their families to provide stability in school attendance and other services.
Special attention will be given to ensuring the enrollment and attendance of homeless students not
currently attending school. Homeless students will not be stigmatized or segregated on the basis of
their status as homeless and will be assigned to the school serving those non-homeless students
residing in the area in which the homeless child is actually living. Safeguards shall be established that
protect homeless students from discrimination on the basis of their homelessness.

Homeless students are defined as lacking a fixed, regular and adequate nighttime residence, and
include students who meet any of the following criteria:

1. Sharing the housing of other persons due to loss of housing or economic hardship, or similar
reason;

2. Living in motels, hotels, trailer parks or camping grounds due to the lack of alternative
adequate accommodations;

3. Living in emergency or transitional shelters;
4. Are abandoned in hospitals;
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5. Having a primary nighttime residence that is a public or private place not designed for or
ordinarily used as a regular sleeping accommodation for human beings;

6. Living in cars, parks, public spaces, abandoned buildings, substandard housing,
transportation stations or similar settings; or

7. Are migratory children living in conditions described above.

Liaison
The Executive Director will designate an appropriate staff person to be GMA’s liaison for homeless
students and their families. The Liaison will participate in professional development and other
technical assistance activities as determined appropriate by the State Coordinator. The Liaison will
ensure that:

● Homeless children and youth are identified by school personnel through outreach and
coordination activities with other entities and agencies;

● Homeless children and youth are enrolled in, and have a full and equal opportunity to
succeed within the corporation;

● School personnel providing McKinney-Vento services receive sufficient professional
development and other support;

● Homeless families and homeless children and youth receive referrals to health care
services, dental services, mental health and substance abuse services, housing services,
and other appropriate services.

● Homeless families and youth have access to and receive educational services for which
they are eligible including through the Head Start Act, early intervention services under the
Individuals with Disabilities Education Act, and other preschool programs.

● School personnel, service providers, advocates working with homeless families, parents,
guardians and homeless children and youths are informed of the duties of the liaison.

● Parents and guardians of homeless youth are informed of educational and related
opportunities and are provided meaningful opportunities to participate in the education of
their children.

● Enrollment disputes are mediated in accordance with the McKinney-Vento Act.
● Parents and guardians of homeless children and youths and unaccompanied youths are

fully informed of all transportation services, including transportation to and from the school
of origin and are assisted in accessing transportation services.

● Unaccompanied youths are enrolled in school, have opportunities to meet the same state
academic standards as established for other children and youths, are informed of the status
of unaccompanied youths as independent students under section 40 of the Higher
Education Act of 1965 (20U.S.C. 1087vv), and the rights of unaccompanied youths to
receive verification of this status from the local liaison.

The homeless liaison will assist, to the extent feasible, the homeless students and their parent(s) or
guardian(s) or unaccompanied homeless students in their efforts to provide documentation to meet
State and local requirements for entry into school.

Enrollment
GMA shall remove barriers to the enrollment and retention of homeless students. Homeless
students shall be enrolled immediately, even if they do not have the necessary enrollment
documentation such as immunization and health records, proof of residency or guardianship, birth
certificate, school records, and other documentation. No homeless student shall be denied
enrollment due to outstanding fees or fines, or absences. Moreover, GMA shall ensure that
homeless children who meet the relevant eligibility criteria do not face barriers to accessing
academic and extracurricular activities including summer school, career and technical education,
advanced placement, or online learning.
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GMA shall work with the homeless student’s parents or guardian (or unaccompanied youth) to
determine which school the student will attend based on the best interest of the student. School of
Origin is defined as the school that the child attended when permanently housed, the school in
which the child was last enrolled, including a preschool, or the designated receiving school at the
next grade level for all feeder schools when the child has completed the final grade served by the
school of origin. In determining the best interest of the student, it shall be presumed the School of
Origin is in the homeless student’s best interest except when contrary to the request of the parent or
guardian, or unaccompanied youth. Student centered factors shall also be considered consistent
with federal law in determining the best interest of the student.

If the student is sent to a school other than the school of origin or a school requested by the parent
or guardian, a written explanation, including a statement regarding the right to appeal, will be
provided to the homeless student's parent or guardian or the unaccompanied youth. These rights
and the dispute process must be communicated to the parent or guardian of the homeless student
or unaccompanied youth.

In addition to notifying the parent or guardian of the homeless student or unaccompanied youth of
the rights described above, the School shall post public notice of educational rights of children and
youth experiencing homelessness, and at locations frequented by parents or guardians and
unaccompanied youths, in a manner and form understandable to them.

If there is an enrollment dispute, the student will be immediately enrolled in the school in which
enrollment is sought, pending resolution of the dispute. The parent, guardian, or unaccompanied
youth will be informed of GMA’s decision and their appeal rights in writing. GMA’s liaison will carry
out the dispute resolution as provided by state law.

Once the enrollment decision is made, the school will immediately enroll the student pursuant to
GMA policies. If the student does not have immediate access to immunization records, the student
will be admitted under a personal exception. Students and families should be encouraged to obtain
current immunization records or immunizations as soon as possible, and the GMA liaison is
directed to assist in this process. Records from the student’s previous school will be requested from
the previous school pursuant to GMA policies. Emergency contact information is required at the
time of enrollment consistent with GMA policies.

Services
Homeless students will be provided services comparable to other students at GMA, including:
education services for which they are eligible, including Head Start, Title I, special education,
bilingual education and programs for students with limited English proficiency, vocational and
technical education programs, gifted and talented programs and school nutrition programs, and
before-and-after care programs.

At the request of the parent or guardian, or in the case of an unaccompanied youth, the local
homeless liaison, transportation shall be provided for a homeless student to and from the school of
origin as follows:

● If the homeless student continues to live in the corporation in which the school of origin is
located, transportation will be provided in accordance with the corporation
policy/administrative guidelines.

● If the homeless student moves to an area served by another corporation, though continuing
his/her education at the school of origin, the district of origin and the corporation in which the
student resides must agree upon a method to apportion responsibility and costs for
transportation to the school of origin. If the corporations cannot agree upon such a method,
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the responsibility and costs must be shared equally.

All records for homeless students shall be maintained so that they are available in a timely fashion
and can be transferred promptly as necessary. All records regarding a homeless student shall be
treated as a student education record consistent with policy. Further, a homeless child’s living
situation shall not be deemed directory information.
Legal Ref: 42 USC 11432

Entrance Age Requirement
Indiana Law requires anyone between the ages of seven and seventeen to attend school. Indiana
statute, I.C. 20-33-2-7 sets the age requirement that any kindergarten student be age 5 on or
before August 1st of that academic year. Students who turn 5 years old on or before October 1 of
that academic year may be admitted to kindergarten on a case-by-case basis at the discretion of
the school administration.

At Geist Montessori Academy, a child shall be eligible for kindergarten providing that s/he has
attained the age of five (5) on or before August 1 of that academic year. First-grade students must
be six (6) on or before August 1, or have successfully completed kindergarten at GMA the
previous year. This requirement shall also apply to children who transfer to Geist Montessori
Academy and who may have attended private or public kindergarten elsewhere. Additionally, an
incoming first-grade student who has not attended a kindergarten program shall be screened to
determine the best placement for that child.

Eligibility for Pre-K Admission at GMA
Children seeking enrollment in our Pre-K program must be at least three (3) years old and fully
potty-trained, meaning independently toileting, (we do not allow students to use Pull-ups or
diapers of any sort during the school day) on or before August 1 of the academic year in which
they wish to enroll. This aligns with the school’s policy for entrance in Kindergarten and first
grade so that the Pre-K program exists to provide a strong Montessori foundation for our
youngest learners before they begin Kindergarten.

Appeal for Early Entrance Into Kindergarten or First Grade
Geist Montessori Academy strongly believes that, in general, it is best to abide by the State of
Indiana’s age requirement for entrance into kindergarten or first grade. However, we
recognize that, in some instances, a student may benefit from early entrance based on
advanced social, emotional, and academic development. Therefore, GMA will consider
appeals to this rule on a case by case basis. Only students whose birthdays meet the October
1 deadline will be eligible for appeal. No child whose birthday is later than October 1 of the
state-mandated-cut-off year will be considered for an appeal. Additionally, appeals for early
entrance will only be accepted when space is available in the requested class.

In order to be considered for early entrance, a parent/guardian must submit an appeal form no
later than two (2) weeks prior to the start of the school year for any child who has not
turned five (5) prior to August 1 to be eligible for entrance into kindergarten or for any child
who has not turned six (6) prior to August 1 to be eligible for entrance into first grade. All
students seeking appeal for early entrance must meet the age requirements prior to October 1
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of the academic year. Following submission of an appeal, students will be screened by GMA
administration and teachers.

In summary, appeals may be requested by the parent/guardian for a student who does not
meet the state enrollment age for consideration based on the following conditions:

● The child’s birthday falls after August 1 and on/before October 1 of the academic year.
No child whose birthday is later than October 1 of the state-mandated cut-off year will
be considered for an appeal.

● Space is available in the requested kindergarten/1st-grade class.
● The child’s screening results meet minimum expectations.

Appeals must be submitted electronically to the Executive Director no later than two (2) weeks
prior to the start of the school year. To begin the appeal process, parents/guardians must
email the Executive Director and include the following information:

● Child’s name
● Child’s birthdate
● The parent/guardian’s reasons as to the child’s readiness for kindergarten

Again, applications for early enrollment will only be considered for children with birthdays on or
before October 1.

Once an appeal is received, the Executive Director will contact the parent/guardian to
schedule an appointment for screening. Parents/guardians will be required to bring the child
to the school to participate in the screening, which will take approximately 15-20 minutes.
Upon the completion and scoring of the screener, the decision whether or not to admit the
child for early entrance into kindergarten (or first grade) will be made. Parents/guardians will
be notified by email within two weeks of your child’s screening date.

Enrollment Cap Policy
The cohort and total school enrollment caps shall be determined by the School annually based on
factors that would ensure that the School can remain true to the stated vision and mission of the
organization. As such, age level cohort levels take precedence over total school enrollment in
consideration of staffing, student to teacher ratios, and various student needs at a given age level.

The Geist Montessori Academy Board of Directors entrusts this determination to the Executive
Director or designee.

Parent/Family Information

School Calendar
Geist Montessori Academy follows a traditional calendar that begins in August and concludes in May.
Our students attend for 180 days of school unless the state grants an appeal to schools for missed
days. As an independent charter school, our calendar does not always follow our neighboring school
districts.
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Office Hours
Our office hours are 8:00am to 4:00pm Monday through Friday on days that school is in session. Office
staff will be available to speak with parents and answer questions throughout the day at (317)
813-4626. Voicemail will take your message after regular office hours. Please allow a minimum of one
school day for your call to be returned.

Transportation
Transportation to and from school is the responsibility of the parent and family. GMA does not provide
transportation to or from school.

Arrival/Dismissal Times
Please help provide a safe and efficient carline for dropping off children and picking them up. Please
arrive at your appointed time.

PreK and Kindergarten students are to be dropped off through the Early Childhood car line between
8:00-8:15 am. PreK and Kindergarten students arriving after 8:15 am should be signed in by a parent
through the front office. Older siblings of these students will wait in the hallway along the wall outside
of their classrooms until the second car line begins at 8:20. These students should have a book to read
in their backpack during this short waiting period.

Students in grades 1-8 should be dropped off through the second carline between 8:20-8:35am. The
entrance to the car line will be shut down promptly at 8:35 am. Anyone arriving after 8:35 am must be
signed in by a parent through the front office. Children cannot sign themselves in late. These students
will be reported as tardy.

Likewise, students leaving early must be signed out with a signature from the parent. The sign in/sign
out form is located at the front desk. If someone other than the parent/guardian will be picking up a
child, please contact the office and notify staff of the alternate person. They will need to present a valid
driver’s license or other valid picture ID, and sign the student out from school.

Due to parking lot restrictions during the afternoon carline, we ask that if you need to pick up early,
please do so by 2:45 pm. From 2:45-3:35 pm the parking lot entrance is one way, you will have to join
the carline and wait to leave through the exit with everyone else.

Arrival/Dismissal Procedures
Students should be dropped off each morning at the school entrances 5 & 6 at the designated time.
Please have your child ready to exit the car independently when you pull up to the entrance (i.e: shoes
and jacket on, lunch and backpack in hand). Students may only exit their vehicle once the appropriate
staff member has signaled for them to do so. A staff member will greet them and assist them into the
building.

At dismissal, your child will walk to your car when their number is called. Staff will be present to help
ensure that all students are safely in their vehicle before the carline continues. Please refrain from
lengthy discussions with teachers or staff, or from giving verbal messages at this time. We make every
effort to provide a quick and efficient system of arrival and dismissal, and we appreciate your
cooperation and assistance.

Please use extreme caution at all times during the carline. Watch for children being assisted to or from
vehicles. Please drive slowly and do not pass another vehicle in line. Please be sure your vehicle is in
park when waiting during the carline. Cell phone use is prohibited during carlines.
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Vehicle Idling
The purpose of this policy is to eliminate all unnecessary idling by any vehicle on Geist Montessori
Academy (GMA) property. Vehicle exhaust from idling vehicles poses health, environmental, and
financial risks to the GMA community. This policy applies to the operation of every vehicle on GMA
property.

Drivers of all public and private vehicles are to turn off the engine if the vehicle is to be stopped more
than five (5) minutes in locations where vehicle exhaust may be drawn into the building or while on
school grounds.

Walking/Biking
Any child traveling to or from school in any way other than riding in a motor vehicle will need to be
accompanied by a parent or guardian. They will also need to sign the child in and out at the front desk
at the time of arrival or dismissal if outside of the normal arrival/dismissal times.

Transportation Change During the School Day
Occasionally, parents must make unplanned transportation changes during the school day. All
telephone calls must be received by 2:00 pm. This is to allow enough time to accurately deliver
messages to teachers, as well as time to confirm the change if necessary. Please do not call the
school after 2:00 pm to make a transportation change except in the case of extreme emergencies.

Late Pick Up
All students must be picked up by 3:35 pm. In the event of an emergency, please contact the office as
soon as possible so arrangements can be made. Parents and/or guardians must come into the building
to sign out their student. Late pick-ups will be documented, signed by the parent or guardian, and
initialed by the supervising staff member.

After more than one late pick-up, administration will take further steps to ensure timely pickups. First,
the administration will have a discussion with the family. If the problem persists, the administration will
hold a meeting with the family. Children may be sent to The Grove to wait for a parent/guardian to pick
them up. If this occurs, a fee of $25/hour per child will be incurred. Finally, if the problem does not
improve and students are continually picked up after 3:35 pm, administration will contact the
Department of Child Services.

Extended School Day Care - The Grove at GMA
Before and after school care is available through our extended care program, The Grove. For more
information, contact the office at (317) 813-4626 or visit www.gmacademy.org and click on the Parents
tab at the top.

The program structure and hours are designed in order to meet the needs of the community. The Grove
currently offers programs from 6:30 am until school begins; and upon dismissal until 6:00 pm. The
Grove provides care for all weather related school delays and closings, so long as it is reasonable and
safe to do so. Care may also be available on Early Release Days.

Registration
Families must register ahead of time in order to utilize The Grove’s services. Registration is handled by
the coordinator for this program, Ms. Kayla Commons. She can be reached via email at
kcommons@gma.k12.in.us.
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Fees
Families will be charged a one-time, non-refundable registration fee of $30 at the time of initial
registration for The Grove. Thereafter, fees for services will be paid either weekly or biannually. All
fees paid are non-refundable. Questions regarding fees should be directed to the program coordinator.

Absences
Student absences from The Grove should be communicated to the program coordinator. Unfortunately,
staffing is determined by the number of students enrolled in the program on a weekly basis. For this
reason, refunds for absences will not be offered.

Drop-Off and Pick-Up
Students should be dropped off and picked up from Door 2. Please follow the instructions provided on
the sign posted at Door 2. Students must be dropped off at The Grove before 8:00 am in order to avoid
conflicts with car line traffic. Anyone arriving after 8:00 am must drop students off through the car line
as no one will be admitted to The Grove after this time.

Students must be picked up no later than 6:00 pm from The Grove. Late pick-up will result in a fee of
$1 per minute past 6:00 pm. Repeated lateness for pick-up will result in exclusion from the program.

Exclusion
The Grove is offered as a convenient option for families needing care for students before or after school
day hours. It is a privilege, not a right, to participate in The Grove. Therefore, staff reserves the right to
exclude students from participation, whether long or short term, for any reason including, but not limited
to repeated behavior concerns, tardiness, etc.

School/Family Partnership

Parent and Family Expectations and Responsibilities
A student’s entire family plays a vital role in their success at Geist Montessori Academy. They need to
support classroom and school expectations, and act as a unified team with school staff. They can also
support their child and the school by reinforcing positive behavior that is encouraged at GMA.

The parents and families of Geist Montessori Academy are encouraged to:
● Understand and acknowledge school expectations.
● Support their student’s teacher by reinforcing classroom guidelines.
● Model positive behaviors that coincide with GMA standards.
● Work as a team with school personnel. Address questions and concerns with the
classroom teacher when necessary.

Home/School Communication
Changes in a child’s home life may affect his/her behavior and performance at school. Please notify the
office and your child’s teacher if any significant changes occur, such as:

● Extended vacations or business trips by a family member;
● Child staying somewhere other than home (relative/friend’s house) for more than a day or

two;
● Loss of family member, including pets;
● Moving
● Any legal changes of custody
● Change in family environment (separation, divorce, new partner, new baby)

(This information will be kept strictly confidential.)
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Parent /Teacher Communication
GMA provides a series of educational evenings that are designed to assist parents in building positive
parenting practices, as well as increase awareness of Montessori philosophy.

Parent/Teacher conferences will be held in October to discuss the first quarter progress and NWEA
scores.

Parent/Teacher discussions may be scheduled when needed with your child’s teacher to exchange
ideas and strategies for specific behavioral issues that may be impacting the student or family.

Our Executive Director and Assistant Executive Director are also available to discuss educational and
behavioral issues. Parents should reach out to the child’s teacher directly to discuss concerns. Please
allow two school days’ time for a response.

Student Requests to Be Called by a Name Other Than Their Legal Name
Public Law 248 requires that school personnel notify, in writing, at least one parent of a student, if the
student is an unemancipated minor, of a request made by the student to change the student's name or
pronoun, title, or word to identify the student.

Geist Montessori Academy will follow the following procedure in these instances:
1. Within 5 days from the time a student has requested to be called by a name other than their

legal first name as it appears in PowerSchool, the teacher will send an email to the
parent/guardian to notify them of the request.

2. Parents/guardians will then be asked to update the “Legal First Name” and “Preferred Name”
fields in PowerSchool to indicate the name(s) that the student can be called by at school.

3. If a student asks to be called by pronouns other than those assigned-at-birth, the teacher will
notify the School Counselor.

a. The School Counselor will meet with the student to talk about the request and explain
the School’s legal requirement to notify parents of the request.

b. The School Counselor will notify parents in writing within five days of the request.
c. Parents/guardians will then be asked to update PowerSchool accordingly to reflect the

change.

Social Media Policy
Social media has rapidly become a source of information and connection for many in our community.
Geist Montessori Academy recognizes the important role that social media sites such as Facebook,
Instagram, and Twitter play in the distribution of information. We encourage community members to
utilize these sites to stay informed and to connect with other members of our school community.

GMA operates one official school Facebook page and one official school Twitter account, which
can be found at www.Facebook.com/GeistMontessoriAcademy. Information posted on this page
can be deemed reliable and accurate as it is posted by school leadership. Any other pages or
groups using the name Geist Montessori Academy or GMA are not official school sanctioned
pages, and the information is not always reliable or accurate. These pages and groups are
monitored by members of our school community. Any inflammatory, inaccurate, or derogatory
posts or comments on these pages will be reported and addressed by school leadership.
We ask that you respect the privacy and the feelings of others. Under no circumstance should
offensive comments be made about students, parents, school personnel, or the school in general.
Your posts and comments should help build and support the school community.
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These sites are not for letting the school know of:

● Student absences or health related concerns
● Classroom concerns, please contact your child’s teacher directly
● Concerns regarding the school in general, car line procedures, policies, etc.

We encourage families and community members to go to the source for the most accurate and
up-to-date information about GMA. If you have a question or concern about something
school-related, please contact the school to discuss these things.

Inappropriate use of social media can have a detrimental impact on the school and potentially
your child’s education while not giving the school the opportunity to address concerns. GMA
regularly monitors social media sites to protect the school community. Violations of these social
media policies and guidelines may include removal of posts, removal from the forum/group, and
could warrant a conversation about whether or not our school community is the best fit for your
family.

Guidelines

As we all work together to create a school community that fosters kindness, respect, and
responsibility for all people, we understand that social media provides individuals with increased
opportunities to communicate, collaborate, and create connections with others. The following
guidelines are meant to help individuals represent the GMA school community well in the digital
world.

Please:
● Use good judgment.
● Always treat others in a respectful, positive and considerate manner.
● Be responsible and ethical.
● Follow the same guidelines for respectful, responsible behavior online that you would

follow face-to-face.
● Encourage positive, constructive discussion to use communicative or collaborative

technologies.
● Alert your child’s classroom teacher or other staff member if you see threatening/bullying,

inappropriate, inaccurate, or harmful content (images, messages, posts) online.

Please DON’T:
● Share confidential information:

○ No personally identifiable student information may be posted.
○ Any discussion about a student or student behaviors, that is not your own student,

is not appropriate. These discussions can take place with your student’s teacher or
the school office if there are any questions or concerns.

○ Do not share confidential information about staff or families.
● Post private and personal information
● EVER give out or transmit personal information of students or parents.
● Use social media in a way that could be personally or physically harmful.
● Engage in cyberbullying, harassment, or disrespectful conduct toward others – staff,

students, or the school community.
● Use language online that would be unacceptable in your child’s classroom.

If you make a mistake…
● Please be responsible to acknowledge any mistake or misstep made online.
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● Apologize to all who may have been impacted by your actions.

Netiquette
Always use the Internet and online sites in a courteous and respectful manner.

Recognize that among the valuable content online there is unverified, incorrect, or
inappropriate content.

Users should not post malicious or fictitious comments about any member of the school
community or the school itself.

If necessary, please inform school leadership of any issue involving the sharing of
confidential information.

Cyberbullying
Cyberbullying and harassment of any kind will not be tolerated. Don’t be mean. Don’t send emails
or post comments with the intent of scaring, hurting, or intimidating someone else. Engaging in
these behaviors, or any online activities intended to harm (physically or emotionally) another
person, will result in the posts being taken down and potential removal from the forum. In some
cases, cyberbullying can be a crime. Remember that your activities are monitored and retained by
others.

Social Media Photo Policy
Posting of pictures/videos of children is not allowed on the official school Facebook page and
Twitter feed, except by school leadership with parental consent.

GMA is a School of Choice
Students who are unable to progress or become responsible, independent, and productive members of
the Montessori Community have the option to return to the school offered by their local public school
district. Traditionally, public schools offer a more structured group approach to instruction and
classroom set-up and this approach may be more suitable for some children.

Parent understanding and support of the expectations established by GMA is vital to each child’s
behavior and successful performance. As mentioned in much of our literature, this is a community
effort. While children should not be denied access to educational opportunities based on their parent’s
unwillingness to follow the strategies outlined for success, these same children cannot be permitted to
interrupt the learning environment and process for others.

Persistent Complaint and Harassment Policy
We welcome feedback from parents, and will always try to resolve any complaints as quickly as
possible. However, sometimes parents pursuing complaints or issues treat staff in a way that is
unacceptable. While we recognize that some complaints may relate to serious and distressing
incidents, teachers and administration will not accept threatening or unreasonable behavior, which may
include, but is not limited to the following:

● Actions which are out of proportion to the nature of the complaint
● Personally harassing or repetitious complaints
● An insistence on pursuing unjustified complaints with unrealistic outcomes
● An insistence on pursuing justifiable complaints in an unreasonable manner, such as; using

abusive or threatening language, complaints in public...etc.
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At Geist Montessori Academy we expect our parents and families to:
● Treat all school staff with courtesy and respect.
● Respect the needs of the students and staff, and to avoid the use of violence or threatening

behavior while on school property.
● Seek the help and guidance of school administration if any situations with a staff member

have caused you to reach a point of frustration.
● Refrain from contacting staff to inquire about other students or staff members.
● Refrain from using social media as an outlet to air grievances or complaints.

Geist Montessori Academy administration reserves the right to deem any parent actions as
unreasonable, unjustifiable, or a form of harassment. They can and will take action as necessary to
help protect their staff from threatening or harassing behavior.

Grievance Procedure
The Board encourages students and parents to discuss their concerns, inquiries and complaints
through informal conferences with the appropriate teacher, administrator, or other campus staff.
Concerns should be expressed as soon as possible, and when possible in writing, to allow early
resolution through Montessori methods such as peace tables with the appropriate contacts with
immediate knowledge. If an informal conference requires additional leadership involvement, the student
or parent may initiate a more formal process to the administration or board. Forms for initiating a more
formal process are available on the school’s website at www.gmacademy.org. Even after initiating a
more formal process, students and parents are encouraged to seek informal resolution of their
concerns. A student or parent whose concerns are resolved may withdraw a formal inquiry at any time.

Right to Inspect Instructional Materials and Consent to Surveys
The parent or guardian of a Geist Montessori Academy (GMA) student may inspect, upon request, any
instructional materials which will be used in connection with a survey, a personal analysis, or an
evaluation. Instructional materials include teachers’ manuals, student texts, films, other video materials,
or tapes.

The parent or guardian of a GMA student may inspect, upon request, a survey created by a third party
before the survey is administered or distributed to the student. Requests may be made to the school
building administration and will be processed within a reasonable period of time.

Student Submission to Surveys, Personal Analysis, or Evaluations of School Curriculum
No student shall be required, without prior written consent of the student’s parent or guardian, to submit
to a survey, a personal analysis, or an evaluation not directly related to the academic instruction which
reveals information concerning:

● Political affiliations or beliefs of the student or the student’s parent;
● Religious affiliations, beliefs, or practices of the student or the student’s parent;
● Mental or psychological problems of the student or his/her family;
● Sexual behavior or attitudes;
● Illegal, anti-social, self-incriminating or demeaning behavior;
● Critical appraisals of other individuals with whom the student has a close family relationship;
● Legally recognized privileged or analogous confidential relationships, such as a relationship

with a lawyer, physician, or minister; or
● Income (except as required by law to determine eligibility for participation in a program or for

receiving financial assistance under a program).

Any consent form used in compliance with this policy will state the content and nature of the personal
analysis, survey, or evaluation. Any survey or questionnaire designed to collect data or information for
personal use of teacher, school employee or outside agency personnel, or that seeks information from
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the list outlined above (1-8) must be reviewed by the school administration and forwarded to the
Executive Director for approval prior to administration of the survey.

The rights provided to parents and guardians under this policy transfer to the student when the student
turns 18 years old or is an emancipated minor at any age.
Legal Ref: IC 20-30-5-17; 20 USC 1232h(b)

Student Promotion and Retention
The Board delegates sole authority to Geist Montessori Academy (GMA) teachers and administrators to
make determinations of academic grades, formal assessments, and school attendance and promotion
or retention at a grade level, in the best interests of the children, ideally with parental consultation. The
Board and/or Executive Director shall hear appeals or complaints regarding a student’s grades or
promotion/retention. A student will not be retained or promoted in a grade level for any purposes
related to the student's participation in extracurricular programs, including athletic programs. A student
may be retained if their school attendance is at or exceeding the state’s definition of chronic
absenteeism or based on the results of formal assessments such as NWEA, IREAD-3, and/or ILEARN.
Legal Ref: 511I.A.C6.1-5-10: 34 C.F.R.300.102(a)(3)(iii)

Student Withdrawal
GMA’s admission procedure usually generates a waitlist of students seeking admission for the
upcoming school year. Should you decide to withdraw your child, please contact the school as soon as
possible so that we may offer placement to a child on the waitlist. This procedure is particularly
important during the summer months, as families on the list have patiently waited throughout the spring
and summer for placement. Material (PK) and communication fees are non-refundable.

Student withdrawal forms are available in the school office. Records will be transferred to the new
school upon receipt of a transfer request from the new school.

Attendance Policy
All students of Geist Montessori Academy are required to attend school for the predetermined 180 days
of each school year. Students must be physically present at school the day of an activity or event in
order to participate in that day’s activities/events, including extracurricular activities, family/social events
sponsored by the school in any way, performances/productions, rehearsals/practices, etc.

Pursuant to IC 20-33-2-3.2, ’attend’ means to be physically present: (1) in a school; or (2) at another
location where the school’s educational program in which a person is enrolled is being conducted;
during regular school hours on a day in which the educational program in which the person is enrolled
is being offered.”

Geist Montessori Academy (GMA) students are bound by the requirements of Indiana’s Compulsory
Attendance Code 20-20-8-8. Consistent with Indiana law, the Board directs the Executive Director to
determine and authorize student absences as excused or unexcused.

Excused Absences: Excused absences are defined as absences that the school corporation
regards as legitimate reasons for being out of school, as included in the local attendance policy.
These reasons could include:

● Illness verified by note/call from parent/guardian. After three (3) consecutive days absent due
to illness verified by a parent/guardian, subsequent absences will require a note from a
healthcare provider.

● Illness/appointment verified by note from a healthcare provider;
● Family funeral;
● Religious observances; and/or
● Absences related to deployment and return for military-connected families;
● Serving as a page or honoree of the Indiana General Assembly (IC 20-33-2-14 );
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● Serving on the precinct election board or as a helper to a political candidate or party on the day
of a municipal, primary, or general election (IC 20-33-2-15);

● Subpoenaed to testify in court (IC 20-33-2-16);
● Serving with the National Guard for at least 15 days in a school year (IC 20-33-2-17);
● Serving with the Civil Air Patrol for up to five days (IC 20-33-2-17.2);
● Approved for an educationally-related, non-classroom activity (IC 20-33-2-17.5);
● Exhibits or participates (or a member of the student’s household exhibits or participates) in the

Indiana State Fair for educational purposes (IC 20-33-2-17.7).

In each of these circumstances, the student is excused from school and should not be recorded as
absent or penalized in any way. To review this statute in its entirety, refer to Indiana’s compulsory
school attendance law (IC 20-33-2).

Unexcused Absences: An unexcused absence is any absence not covered under the definition of
excused or exempt absences outlined above or any absence that exceeds the number of allowable
absences (10) for a school year without the expressed approval of the Executive Director.

Students are permitted to miss school for excused absences only until their number of absences
reaches the level of chronic absenteeism. Chronic absenteeism is reached when a student is absent
from school, for any reason (excused, exempt, or unexcused), 10% (18 days) or more of the same
school year.

Geist Montessori Academy believes establishing good school attendance habits early helps put every
child on a path to academic and social success. Parents want their children to do well in school but
many don’t fully understand the connection between chronic absence and a student’s academic
achievement. GMA abides by a progressive attendance policy. The responsibility for ensuring children
receive the full benefits of a Montessori education lies with the parent or guardian. GMA will make
every reasonable effort to work with families to ensure that students are in attendance for school each
day.

Indiana Compulsory Attendance Code 20-20-8-8 defines any student absent with 10 or more
unexcused absences as habitual truancy, and any student missing 10% or more of the school year as
chronic absenteeism.

If a student reaches the level of chronic absenteeism, 18 days in one school year, an attendance
conference will be scheduled with the school administration.

Once a student reaches a level defined as chronic absenteeism, they will be considered for possible
grade retention and could be at risk of discontinued GMA enrollment in some cases. All decisions
concerning chronic absenteeism are investigated by administration. All cases are reviewed on an
individual basis, and each determination is at the discretion of administration.

IC 20-33-2-25 requires the superintendent or attendance officer to report a student who is habitually
absent from school to an intake officer of the juvenile court or the Indiana Department of Child Services
(DCS). SEA 282 includes the responsibility for superintendents/attendance officers to report a child’s
habitual truancy to the prosecuting attorney. Prosecuting attorneys must notify parents if an affidavit of
habitual truancy is filed with their office.

Updated 8/30/24



22

All GMA students will adhere to the attendance policies described here. To keep families informed of
their student’s attendance patterns, the following notifications will be shared:

Total Number of Absences
(excused, unexcused, and/or exempt)

Intervention Notification

5 Letter from Family Resource Navigator with
reminder of policy.

8 Warning letter from Family Resource Navigator to
notify parents that the student is approaching the
ten day threshold.

10 Letter from Family Resource Navigator to notify
parents that the student has reached the ten day
threshold and future absences will be unexcused
without a doctor’s note. An attendance contract
may be enforced.

Ten (10) absences will put the student in attendance alarm status and may result in
exclusion from extracurricular activities or clubs.

After ten (10) absences, a doctor’s note will be required for every unexcused absence thereafter.
Excuse notes written by a student’s parent/guardian will not be accepted.

Students, who in previous years demonstrated attendance inconsistencies, will be monitored after 5
absences or per their attendance contract. Should there be questionable absences, a problem with
make-up work, attitude, or effort, the student may have certain restrictions or conditions placed on him
or her. Doctor’s notes verifying illness, parent conferences, detention, Saturday school, and the
notification of legal authorities, are examples of restrictions, which may be used.

Our school wide goal is 97% attendance by 2027. We have a long way to go, but together we
can get there!

Pre-Arranged Absences
When a student is going to be out of school for a family trip, a parent/legal guardian must contact the
school in advance of the absence. Under normal circumstances, the contact must be at least two
weeks in advance. Forms are available in the front office and on our website under the Parents tab.

Final approval for the absence will be made by the Executive Director. Teachers will be notified of the
absence and the student will be responsible for make-up assignments upon their return to school. In
most cases, work will not be sent home with the student ahead of time. These absences are excused
with proper prior written notice and the fulfillment of all course work assigned during the absence, so
long as the student has not reached an attendance alarm status for the school year and the requested
absences will not put the student at that level of absenteeism.
The administration reserves the right to deny pre-arranged absences at any time. Pre-arranged
absences will not be granted during standardized testing, when a student has accumulated ten
absences in a given year, or when the requested days would exceed this number. Pre-arranged
absences may be used only once per academic calendar year, unless otherwise specified by school
administration.

Updated 8/30/24



23

Tardies
Kindergarten students are considered tardy if they arrive after the Early Childhood car line ends at 8:15
am. Students in grades 1-8 are tardy if they arrive at school after the second morning car line has
ended at 8:35 am. An adult must walk any student arriving late to school into the office to sign them in
as tardy.

Excessive tardiness and/or early release impacts student success as instructional minutes are lost
when a child is not at school on time. It is important that children arrive on time for school and that they
are in class for the entire school day in order to receive the greatest benefit from a formal education.
Instructional minutes lost due to absence and tardiness will be calculated in making decisions about
additional support services and could warrant grade level retention or result in discontinued GMA
enrollment in some cases. These decisions are at the discretion of the school administration team.

School-Wide Volunteer Opportunities
GMA believes in establishing and supporting parent partnerships. Every family has something unique to
offer our community. Volunteers are not allowed in the classrooms until after Labor Day as students
are adjusting to the learning environment and normalizing in the classroom. Individual teachers will
notify parents when and what volunteer opportunities are available.

Please Note:
● Volunteers are required to have a criminal background check on file with the office before

volunteering. These must be completed annually.
● Any volunteer or visitor that is found to be disrupting student learning, classroom instruction, or

the peacefulness of the school community can be asked to leave the property at the discretion
of school administration.

Student Records
Geist Montessori Academy (GMA) shall follow all state and federal rules and regulations regarding the
release or retention of education records. Education records consist of all official records, files, and
data directly related to a student and maintained by the school. Such records encompass all the
material kept in the student's cumulative folder and include general identifying data, records of
attendance and of academic work completed, records of achievement, results of evaluative tests,
health data, and disciplinary records. Education records are the property of GMA.

Student medical records resulting from participation in school-based treatment services or treatment
services provided by an outside professional care provider contracted and paid for by the school are
considered private. GMA must not share any reports or notes resulting from school-based treatment
services with other school officials. Additionally, GMA will not maintain any reports, notes, diagnosis, or
appointments resulting from a student’s participation in outside treatment as described in this Policy in
the student’s permanent educational file.

The Board authorizes the Executive Director/designee to set forth guidelines for the implementation of
this policy.
Legal Ref: 20 U.S.C. Section 1232g; IC 20-33-7; IC 20-34-9

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
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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 or eligible students 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 or eligible student 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):

● School officials with legitimate educational interest;
● Other schools to which a student is transferring;
● Specified officials for audit or evaluation purposes;
● Appropriate parties in connection with financial aid to a student;
● Organizations conducting certain studies for or on behalf of the school;
● Accrediting organizations;
● To comply with a judicial order or lawfully issued subpoena;
● Appropriate officials in cases of health and safety emergencies; and
● State and local authorities, within a juvenile justice system, pursuant to specific State law.

Schools may disclose, without consent, directory information such as a student's name, address,
telephone number, 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. 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.

Classroom Information

Teacher/Staff Expectations and Responsibilities
There are certain rights and responsibilities that contribute to maintaining a positive school
environment. Teachers at all age levels provide conduct strategies based on three key guidelines that
are communicated in each room:

● Respect for Self,
● Respect for Others,
● and Respect for the Environment.

Teachers will model appropriate behavior in and out of classrooms to further enforce established
classroom conduct.
Any issues that arise are handled individually with that person first. Out of respect for each student,
these conversations are done privately, and it is not uncommon for one learner to be unaware of the
consequences of another.
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The staff at Geist Montessori Academy strives to develop students who make every effort to make good
choices which can benefit the entire school. When discipline issues occur, students are given the tools
to solve the problem and they are coached on ways to succeed in the future. When disputes arise, they
are handled through peace table conversations, peer mediation, and conflict resolutions techniques that
follow our Montessori philosophy.

Geist Montessori Academy staff members are required to:
● Consistently use Positive Discipline in the Montessori Classroom as the foundation for all

issues related to behavior and discipline.
● Develop reasonable classroom ground rules consistent with the vision, mission, and beliefs

of Geist Montessori Academy.
● Post clearly established ground rules in each classroom that are developed with student

input.
● Explain through group meetings, modeling, and dialogue what the values for behavior are

for both the classroom and school.
● Maintain appropriate behavior in their classroom and the school through redirection and

dialogue with the student and their family.
● Report and record school discipline situations to the required staff and family using the

proper documentation.

Reporting Child Abuse
It is a felony for school officials to fail to report suspected child abuse/neglect. Any school employee
that suspects child abuse/neglect must report it to the proper authorities. School employees must notify
administration immediately and complete the child abuse/neglect form located in the office of the
Executive Director. The school is not required to notify families of reports of abuse/neglect made to
proper authorities.

Classroom/School Discipline Procedures
Following Montessori philosophy, our policy is to assist children in arriving at inner discipline through
concentrated work. Natural or logical consequences are used as a means of helping the child to
develop inner limits. Our school follows the principles outlined in Positive Discipline in the Montessori
Classroom, the work authored by Dr. Jane Nelson and Chip DeLorenzo. Families are encouraged to
partner with the school in their approach to behavior and discipline in the home; and opportunities for
such partnership are offered frequently.

Classroom Management
GMA believes that all children desire to be productive and in control of themselves. We also believe
that discipline should include acknowledging the child’s contributions, respecting their achievements,
and praising their progress.

GMA practices a disciplinary approach that can best be defined as “freedom with responsibility”. Equal
responsibility is placed upon teachers and students alike. Conflict resolution is mediated by teachers.
Through lessons of respect, responsibility, honesty, courage, compassion, and tolerance each child
develops and refines their behavior through learning to be a responsible member of their classroom
community.

Beginning with orientation and throughout the school year, the children are made aware of appropriate
and considerate behavior, and why these are necessary for the enjoyment and harmony of the group.

GMA staff members believe it is important that children clearly understand the rules and possible
consequences for inappropriate and offensive behavior. Our staff members understand the need to
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help children without rejecting them as persons. Children need to understand why their behavior is
considered inappropriate. All discipline will be based on the individual child’s needs and stage of
development. Natural consequences are an important part of life and help children to take responsibility
for their actions and behaviors.

Our students are expected to conduct themselves in a manner that is respectful towards people and
property. They will be given positive verbal reminders as necessary to encourage good conduct. They
will be dismissed from the general activity area to a quieter place in the room when verbal reminders
are not sufficient to change conduct, they will return when good conduct and control are demonstrated.

If a child’s actions put themselves, others, or other’s property or person in jeopardy, he/she will be
temporarily removed from the classroom, and parents may be expected to participate in a conference
with the appropriate school personnel to determine effective consequences and solutions to the
problem.

Communication
Although phone calls are welcome, the use of email is preferred. Please allow at least two school days’
time for a response from staff.

Homework
In a Montessori setting, a majority of the work should be completed in the classroom. Additionally, we
believe that there are an infinite number of valuable learning experiences for children that are available
outside of the classroom setting. Art/music lessons, community groups such as scouts, athletic teams,
church groups, etc. all offer students an opportunity to explore and contribute to their community in a
way that is meaningful to them. Family time is also a valuable piece of the education of the whole child.

Homework should only be used as an extension of the learning that takes place in the classroom daily.
From time to time, students may have projects or presentations that will require more time to be spent
working at home in order to prepare for school. Additionally, especially in the older grades, students
should begin to practice time management, organization, prioritization of tasks, and self-directed study
time as they prepare for middle school and high school beyond GMA. Therefore, students in these
grades should be prepared to have minimal homework such as reading, practicing math facts, studying
for spelling or vocabulary assessments, etc.

If a student is not using class time productively, they may be required to spend their free time working
on assignments. If classroom time continues to be wasted, the teacher may contact the
parent/guardian to request that school work be completed at home and returned to school the next day.

The assigning of homework is left to teacher discretion based on the needs of each individual learner.
Legal Ref: 511 I.A.C. 6.1-5-9

Progress Reports
Progress reports will be provided to parents a minimum of four times per year, once each quarter. The
progress report will provide an overview of the student’s progress through the Montessori curriculum as
well as achievement of state standards. Please do not hesitate to contact your teacher(s) to ask
questions about progress reports.

Classroom Observation
We are aware that many parents would like to observe their child’s adjustment to the Montessori
environment, and to see firsthand what Montessori is all about. Classroom observations are available
for parents and legal guardians only and must be arranged in advance with the school office and
teacher. All visitors must check in with office personnel before proceeding into the school. We realize
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that a Montessori classroom may seem confusing at first glance. We ask that all visitors please
maintain silence when observing. Observations are limited to 30 minutes.

To minimize disruptions in the learning environment, all observations are conducted through the
observation window into the classroom.

Parent/Teacher Conferences
Parent/Teacher conferences are held in the Fall of the school year. These dates may be found on the
school calendar. Sign-up information will be sent home in advance of conference dates to allow parents
a sufficient amount of time to sign-up for a convenient time slot. We encourage you to contact your
child’s teacher should you have questions or concerns regarding this process.

Class Assignment & Change Policy
It is important that each classroom learning environment is balanced. Our administration and staff work
to establish class lists at the beginning of each school year to reflect this balance in student
personalities, abilities, and needs. For this reason, we reserve the right to make changes to a child’s
classroom placement at any time in order to create balanced learning environments for all students.

At Geist Montessori Academy we believe the best way to achieve success in the classroom is through
regular communication between the student, teacher, and parent. Therefore, the following steps are
required if and when there are issues between a student and his/her teacher:

● Parent(s) and teacher meet to identify and analyze the problem.
● Issues are clarified.
● Modifications are explored.
● A plan is developed and implemented.

If a consensus is not reached, or the plan implemented is not successful, a request for class change
should be directed to the Executive Director. All class changes are contingent on grade level
availability, and if enrollment in the receiving class is appropriate.

All final decisions on class changes and placements are determined by the Executive Director.

Assessments
At this time, the progress of an Indiana school is measured by student performance against the state
benchmark on Indiana’s state-standardized test, ILEARN, which includes an alternate assessment for
students with disabilities called IAM. Following the state requirements, our students will take the
following tests during the school year:

● Grade 3: English/Language Arts & Math
● Grade 4: English/Language Arts, Math and Science
● Grade 5: English/Language Arts, Math and Social Studies
● Grade 6: English/Language Arts, Math, and Science
● Grade 7: English/Language Arts, and Math
● Grade 8: English/Language Arts, and Math

Additionally, students in 3rd grade will participate in the state’s reading assessment, IREAD-3. GMA
has also opted-in for all 2nd graders to participate in the early assessment opportunity for IREAD-3. All
English Language Learners will participate in WIDA testing.

As a Ball State University charter school, we are also required to administer the Northwest Evaluation
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Association Assessment (NWEA). Using NWEA, a norm-referenced test, the teachers are able to track
student progress against the national population in reading and math. This assessment is administered
to all students in grades K-8 and allows teachers and parents to look at student progress from the
beginning, middle, and end of the year.

Child Study
Child Study is one of the ways that we ensure we are meeting the requirements of the state. It is a
school-wide system that involves screening or benchmarking of students, research-based interventions
and curriculum (which is fully supported by the Montessori pedagogy and materials), progress
monitoring, and data-informed decision making. Benchmark assessments administered to all students
in the fall, winter, and spring allow teachers to look at student performance in relation to others of the
same grade and/or the same classroom. Individualized interventions are created for students needing
additional support, and progress is monitored. If students fail to make progress, this system also serves
as a means to help identify students who may need to proceed to an evaluation to determine eligibility
for special education services. More detailed information on this process can be found on page 37 of
this handbook.

Lunch & Snacks
We do not have a school lunch program or cafeteria. Our students bring a packed lunch to school each
day. If your child requires a plate or tableware, please be sure to pack these as needed. Students are
also encouraged to bring bottled water and a quick, healthy snack to eat each day. Suggested snack
items include fruit, yogurt, crackers and cheese, string cheese, or fresh vegetables like baby carrots or
celery sticks.

In keeping with our studies of nutrition and health, we encourage you to pack nutritious lunches and
snacks for your child. Soda/pop, candy, or gum will not be permitted.

To keep messes to a minimum and help avoid excess sugar intake, only water will be permitted in the
classrooms for students to drink during lunch and snack times. Juice, milk, or other beverages are not
allowed.

Birthday Celebrations in the Classroom
As with many Montessori schools, in our Kindergarten and lower elementary classes we do celebrate
birthdays with a “Birthday Rotation”. Please check with your child’s teacher to see what they have
planned for birthday celebrations.

Birthday treats, gifts, goodie bags, etc. are not permitted at GMA. Families may choose to donate
a favorite, age-appropriate, school-appropriate book to the classroom in honor of their child’s birthday.
A special guest will be permitted to visit the classroom on one occasion for a time not to exceed 30
minutes to read the book aloud to the class so long as a cleared background check is on file in the front
office. If a family chooses not to or is unable to donate a book to the classroom, the birthday child may
choose a book from the classroom collection for the teacher to read aloud for their birthday.

Teachers will communicate to families how to celebrate summer birthdays. Sometimes this is set up as
half birthdays or scheduled to be celebrated at the end of the year.

During all non-birthday celebrations, classroom staff will take special dietary needs into consideration.
Only store-bought, individually packaged treats will be permitted for classroom celebrations. It is up to
the discretion of each teacher, based on the class’ dietary and allergy needs, to communicate what is
allowable in their classroom environment.
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Field Trips
During field trips, students are subject to the same rules, regulations, and behavioral expectations that
they have during a regular school day. The children will be transported by school-provided
transportation. No child will be permitted to accompany his/her class on a field trip unless a permission
slip has been signed, dated, and is on file at the school. All students must accompany their class to and
from a field trip, unless pre-approved by administration.

All teachers and staff are trained in CPR and first aid. A first aid kit will be available during field trips.
Parents who wish to attend field trips as chaperones must have a current criminal background check on
file. Sometimes chaperone positions are limited on field trips. In these cases, we make every attempt to
allow different parents the opportunity to serve as chaperones.

Internet Use/Cell Phone Use
GMA integrates the use of technology into student instruction, and internet usage is permitted only in
the presence and supervision of a teacher, or other designated staff member. While the school uses
these resources to enhance our students’ education, there are always potential risks of the student
accessing other materials. We believe the benefits outweigh the risks, and while teachers are trained in
the appropriate use of technology with students, parents and teachers share responsibility for
conveying clear expectations regarding internet and technology use. Most classrooms have students
and parents sign a technology agreement. This reinforces the expectation of responsible behavior with
technology in school.

Cell phones belonging to students
Personal cell phone devices must be kept in lockers or backpacks in airplane mode. Students may
NOT use cell phones during school hours. If a call needs to be made to parents, students should ask
the teacher to use one of the building phones to call.

Smart Watches
Smart watches are not permitted to be worn or used by students during the school day.

Student Information

Student Expectations and Responsibilities
The students at Geist Montessori Academy take an active role in implementing the conduct policy. They
help develop the rules and expectations of their classroom which they will follow each school year. The
children are given the opportunity to learn from their experiences to make positive decisions in the
future. When students fail to meet expectations they are faced with consequences that are unique to
each situation.

The students are given the opportunity to be leaders in the classroom, and by modeling class and
school expectations they can have a positive impact on the entire community.

The students at Geist Montessori Academy are required to:
● Take an active role in developing classroom expectations.
● Model appropriate behavior outlined in classroom and school expectations.
● Set a positive example for students of all ages.
● Be a leader whenever possible and contribute to the school community.
● Learn from their mistakes and grow as an individual.

Conduct Goals/Discipline
At Geist Montessori Academy our common goal is to help each student attain the independence and
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self-confidence needed to become self-disciplined. Behavior is based on cooperation, logical, natural
consequences, personal fairness, consistency, and the belief that we all have the ability to change and
grow. As a community our common goal is to maintain a peaceful and safe learning environment for
each student to reach their full potential.

It is the policy of Geist Montessori Academy (GMA) to balance the rights of student expression with that
of all members of the school community, with the interests of an orderly and efficient educational
process, and with the needs of a school environment suitable for the healthy growth and development
of all students.

Students are expected to demonstrate proper behavior as defined in student handbooks and are
subject to disciplinary action when the rules are not followed. Students have the full protection of due
process and appeal where applicable.

It is the intent of the administration and teachers of GMA to follow the disciplinary procedures as
outlined in the student handbook of each building. In addition to the actions specifically provided in
each student handbook, the Executive Director, Assistant Executive Director, any administrative
personnel, or any teacher of GMA shall be authorized to take any action in connection with student
behavior which is reasonably desirable or necessary to help any student, to further school purposes, or
to prevent an interference therewith, such action including but not limited to such matters as:

● Counseling with a student or group of students;
● Conferences with a parent/guardian or group of parents/guardians;
● Assigning students additional work or community service;
● Rearranging class schedules or;
● Restriction of extracurricular activity.

Students with disabilities are afforded additional protections when they are removed from their current
educational placement due to violating a code of student conduct. GMA abides by all legal obligations
espoused in Indiana’s special education code (“Article 7”) and Section 504 of the Rehabilitation Act of
1973.
Legal Ref:
IC 20-33-8-12; 511 I.A.C. § 7-44 et. seq.; Section 504 of the Rehabilitation Act of 1973

Student Due Process
The procedures for administering student discipline and due process are provided by Indiana law. The
Board adopts the Indiana Statutes as the official policy and administrative procedures of GMA unless
applicable federal law requires otherwise (I.C.20-33-8). The Indiana State Legislature enacted
PL224-1987. This statute requires school authorities to inform law enforcement agencies, in writing,
when violations involving controlled substances occur within a school environment. Under Indiana law,
a student bringing a firearm or destructive device to school or on school property or in possession of a
firearm or destructive device on school property must be expelled from school for a period of at least
one calendar year. (I.C.20-33-8-16(d)) Under Indiana law, a student bringing a deadly weapon, other
than a firearm, to school or on school property or in possession of a deadly weapon on school property
may be expelled for a period of not more than one calendar year. IC 20-33-8-16 (f)).

Repeated or Severe Actions of Misconduct
At Geist Montessori Academy we work to develop students that look at the big picture to see how their
choices affect the entire school. We want them to learn from their choices through natural
consequences to help them make positive decisions in the future. However, in some instances further
action must be taken in the best interest of all students and staff. At Geist Montessori Academy we put
the children first, and we want to maintain a positive learning environment where they can thrive as
individuals. When student actions threaten that peaceful environment the proper measures must be
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taken.

Disciplinary action applies to a student enrolled at Geist Montessori Academy that is:
● On school grounds before, after or during school hours.
● Off school grounds at a school activity, function, or event.
● Traveling to or from a school activity, function, or event.

The following are examples of situations that are considered grounds for Disciplinary Action; serious
incidents are defined, but not limited to the following:

● Instructional disruptions
● Children showing disrespect for self, others or environment
● Any time misconduct results in physical injury to another person.
● Drawing pictures of or performing an internet search of weapons or anything else deemed

inappropriate by administration.
● Swearing, using abusive language or sarcasm directed at another student, staff member or

parent.
● Intentional abuse and/or vandalism to school property.
● Bringing on campus any pornography, or explicit photography or written material.
● Physical harm to another person with the intent to do bodily injury, such as hitting, stabbing,

poking, pushing, slapping, kicking.
● Bringing on campus any illegal substances or prescription medications for unauthorized use.
● Stealing, or attempting to steal someone else’s property.
● Touching another person’s private body parts or intentionally exposing oneself for the sole

purpose of self-gratification or harming (emotionally or physically) another individual.

Depending on the frequency or severity of the misbehavior, the following actions may be taken at the
discretion of administration:

● Spend time away from their classroom
● Call the parent/guardian immediately to discuss the issue with the child present
● Loss of privileges
● In-school suspension
● Out of school suspension
● Expulsion

In the case of an out of school suspension, a re-admittance conference with the student,
parent/guardian, and school administration is required before the student may return to school.

Unlawful Activity
A student may be suspended or expelled if the student has engaged in unlawful activity on or off of
school property if the activity may reasonably be considered to interfere with the school’s purpose or
education function or if the student’s removal is necessary to restore order and/or protect others on the
property. Indiana law prohibits students from bringing or possessing at school firearms, deadly
weapons, or other destructive devices. The penalty under Indiana law is expulsion from school for at
least one calendar year with the student’s return at the beginning of the first semester after the
one-year period.

Corporal Punishment
Geist Montessori Academy will not use corporal punishment as a method to correct misbehavior.
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Bullying
Any reported cases of bullying are treated according to each student and situation. They will be
handled on an individual basis with no two cases being resolved in exactly the same way. All reported
incidents of bullying are taken seriously and investigated by staff personnel. Any students found
bullying are subject, but not limited to, disciplinary actions outlined in the Repeated or Severe Actions of
Misconduct section of the school conduct policy.

The Geist Montessori Anti-Bullying Policy applies when a student is: (1) on school grounds immediately
before or during school hours, immediately after school hours, or at any other time when the school is
being used by a school group; (2) off school grounds at a school activity, function, or event; (3) traveling
to or from school or a school activity, function, or event; or (4) using property or equipment provided by
the school. Bullying is taken very seriously at GMA and our policies are designed to create a positive
environment for all students to succeed.

Anti-Bullying Policy
Bullying is prohibited at Geist Montessori Academy (GMA). Students who commit any acts of bullying
are subject to discipline, including but not limited to suspension, expulsion, arrest, and/or prosecution.

Definition
“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 committed by a student or group of students against
another student with the intent to harass, ridicule, humiliate, intimidate, or harm the targeted student,
creating for the targeted student an objectively hostile school environment that:

1. Places the targeted student in reasonable fear of harm to his or her person or property;
2. Has a substantially detrimental effect on the targeted student’s physical or mental health;
3. Has the effect of substantially interfering with the targeted student’s academic

performance; or
4. Has the effect of substantially interfering with the targeted student’s ability to participate in

or benefit from the services, activities, or privileges provided by GMA.

Applicability
GMA prohibits bullying in all forms. This policy may be applied regardless of the physical location in
which the bullying behavior occurred, whenever the individual committing the bullying behavior and any
of the intended targets of the bullying behavior are students attending a school within GMA and
disciplinary action is reasonably necessary to avoid substantial interference with school discipline or
prevent an unreasonable threat to the rights of others to a safe and peaceful learning environment.
GMA prohibits bullying through the use of data or computer software that is accessed through any
computer, computer system, or computer network.

Bullying behaviors based on the targeted individual’s race, color, national origin, sex, gender, religion,
or disability may be investigated and processed according to the Non-Discrimination and
Anti-Harassment Policy.

Education
GMA will provide training and/or instruction on anti-bullying prevention and policy to all students, as well
as employees, in accordance with Indiana law.

Reporting
Anyone who believes that a student has possibly been or is the victim of bullying is encouraged to
immediately report the situation to an appropriate employee such as a teacher or administrator,
including the Executive Director. All employees, volunteers, and contracted service providers who
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observe or receive a report of suspected bullying shall notify a designated school administrator in
charge of receiving reports of suspected bullying within the same day. If an employee does not know
who to make a report to, he or she should report directly to the Executive Director. Bullying reports to
the Department of Child Services and/or law enforcement must be made as required by law, such as
when an employee believes that a student is the victim of abuse or neglect. Any person who makes a
report of bullying and requests to remain anonymous will not be personally identified as the reporter or
complainant to the extent permitted by law. GMA will act appropriately to discipline employees,
volunteers, or contracted service providers who receive a report of bullying and fail to initiate or conduct
an investigation of a bullying incident, and for persons who falsely report an incident of bullying. GMA
will act appropriately to discipline students, employees, visitors, or volunteers who make false reports of
bullying.

Investigation
Once a report of suspected bullying is received by the designated school administrator, an expedited
investigation shall follow. The investigation should be facilitated by the designated school administrator
or other appropriate school employees. Information relating to the investigation will be gathered using
means including, but not limited to: witness interviews, request for written witness statements, record
identification and review, and an assessment of whether bullying occurred. The investigation will be
initiated within one school day of the report to the designated school administrator and will ordinarily be
completed within ten school days.

Intervention/Responses
If a report of suspected bullying is substantiated through an investigation, then GMA shall take
appropriate intervention and respond in alignment with school policy and procedure. GMA will take
prompt and effective steps reasonably calculated to stop the bullying, remedy the bullying, and prevent
the bullying from recurring. Interventions and responses include, but are not limited to: separating the
bully and the target; follow-up school counseling for the target; bullying education for the bully; and
prompt disciplinary action against the bully. These steps should not penalize the target of the bullying.
Disciplinary actions against the bully may include, but are not limited to: suspension and expulsion for
students. Also, if the acts of bullying rise to the level of serious criminal offense the matter may be
referred to law enforcement. GMA shall inform the parents of all students involved in alleged incidents;
and, as appropriate, may discuss the availability of counseling and other intervention services.

Parental Involvement
Parents are encouraged to be involved in the process of minimizing bullying. Parents should report
suspected acts of bullying to an appropriate school official. In addition, parents of students suspected
of bullying will be notified with a phone call or through other appropriate means of communication.
Conversely, parents of students suspected of being the target of acts of bullying will also be notified
with a phone call or through other means of appropriate communication. Parent notifications will occur
in an expedited manner within two (2) school days after the designated school administrator receives
the report of suspected bullying. Parents of students who are disciplined for acts of bullying will be
involved in the disciplinary process consistent with the law and GMA policy.

Reporting to IDOE
GMA will record and report to the Executive Director or his or her designee the frequency of bullying
incidents in the following categories: verbal bullying, physical bullying, social/relational bullying, and
electronic/written communication bullying (or a combination of two or more of the above categories).
The Executive Director or his or her designee shall report the number of bullying incidents by category
for each school for each school term to the Indiana Department of Education by July 1.
Legal Ref: I.C. 20-33-8-13.5
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Non-Participation Policy

Recess
All students are expected to participate in recess each day. Recess will be held outdoors on all days in
which weather permits. Therefore, students should dress appropriately on all days as they will be
expected to go outside with their class. Students not participating may bring a note from home or their
physician.

Physical Education
All students are required to participate in Physical Education. To be excused from participating, a
student must have a doctor’s note stating why he/she cannot participate and for how long the student
will be excused. If a student is injured and is waiting to go to a doctor, a parental note may be used.
However, a parental note will only be good for one day. The student must have a doctor’s note to
continue to be excused from Physical Education class.

Special Area Classes (Art, Music, etc)
All students are required to participate in Special Area classes. These classes provide students with
valuable educational experiences that contribute to the education of the whole child. Students will
receive grades in these classes at the end of each semester.

Substance Abuse and Tobacco Use
GMA is a smoke/tobacco free environment. The Board prohibits the use of tobacco in any form and the
use of e-cigarettes or vaping in any building owned or leased by GMA; on GMA property or grounds
(including parking lots, athletic facilities, etc.); in vehicles owned, leased, or operated by GMA; and
during GMA events, even if held outside of GMA property (for example, field trips). This policy applies
to all employees (including employees of services contracted by GMA), students, parents, patrons,
vendors, visitors, and all third parties at all times.

The law prohibits smoking in any public place or place of employment, or within 8 feet of a public
entrance to a public place in the state of Indiana.

Students are to refrain from the use, possession, transmission, or being under the influence of, harmful
drugs, any narcotic drug, hallucinogenic drug, amphetamine, barbiturate, marijuana, herbal incense,
K2, “Spice”, synthetic marijuana, alcoholic beverage, non-alcoholic beer, stimulant, caffeine-based
drug, or intoxicant of any kind, or items purported as such, on school property, at any school sponsored
event or traveling to or from a school activity, function or event.

Students are forbidden from possessing anything resembling drug paraphernalia.

Students are to refrain from misuse of prescription medication. They are to refrain from possessing or
using prescription medication for an unintended purpose or in an unintended manner.

Students are to refrain from use of inhalants. Students are forbidden to sniff, inhale, or otherwise ingest
any substance when it is not the intended use of the substance.

Students are to refrain from the possession or use of tobacco or nicotine delivering devices such as
electronic cigarettes and nicotine patches.

Students are to refrain from engaging in the selling of a controlled substance and/or look-alike
substance, or engaging in an action that constitutes a danger to other students or constitutes an
interference with school purposes or an educational function.
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In any cases where illegal substances are observed or suspected, law enforcement will be notified
immediately.

Student Drug/Alcohol Testing Policy

Individualized Suspicion
All students, regardless of age, who exhibit behavior which leads GMA authorities to have reasonable
suspicion to suspect the student is under the influence of a controlled substance, may be immediately
required to submit to a drug/alcohol screen administered at GMA’s expense. Furthermore, GMA may
subject items in said student’s possession to testing to determine if those items contain drugs or
alcohol. GMA may pay for such testing of items in the student’s possession.

Factors which the administration will consider may include, but are not limited to:
● Odor of alcohol/marijuana/smoke;
● Glassy, dilated, bloodshot eyes, or dark circles under eyes;
● Appears dazed, giddy;
● Staggering walk;
● Slurred or rapid speech;
● Incoherent thought processes;
● Disruptive, aggressive, physically threatening, out of control, or unusual behavior;
● Bragging or talking to other students about alcohol or drug use;
● Noticeable withdrawal from favorite activities and friends, or
● Physical indicators from an objective assessment by the school nurse or health care

representative.

If the test is positive, all future drug tests will be done at the parent/guardian’s expense.

Refusal to submit to a drug test will be considered an admission of being under the influence of alcohol
or other drugs. This is a violation of school rules and will be dealt with according to the student
discipline procedures outlined in the handbook.

The administration will make a reasonable attempt to apprise the parent(s)/guardian(s) of the situation.

Gun Free School
No individual shall possess any weapon, including a firearm, ammunition, or knife, in any building
owned or leased by Geist Montessori Academy (GMA) on GMA property or grounds (including parking
lots, athletic facilities, etc.); in vehicles owned, leased, or operated by GMA; and during GMA events,
even if held outside of school property (for example, field trips). In addition to being subject to criminal
charges, any student who violates this policy shall be subject to expulsion or suspension.

No student shall possess any object which is either intended, or may in fact be used as, or looks like a
weapon or other instrumentality which could cause harm to any other person in any building owned or
leased by GMA.

This includes during GMA events, even if held outside of school property (for example, field trips). Such
objects include, but are not necessarily limited to, knives, batons, night sticks, brass knuckles, bombs,
fireworks, electronic stun weapons, tasers, stun guns, or chemicals. In addition to being subject to
criminal charges, any student who violates this policy shall be subject to discipline, up to and including
suspension or expulsion.

Anyone who has reason to believe that any individual is violating the law or this Policy shall
immediately report the alleged violation to an administrator or law enforcement officer. GMA
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administration will immediately report any suspected violation of the law to law enforcement. GMA may
take any necessary steps to exclude an alleged offender from GMA property or events for safety
concerns.

Sexual Harassment
Sexual harassment in employment violates the provisions of Title VII of the Civil Rights Act of 1964.
Any employee who is aware of any instance of sexual harassment should report the alleged act
immediately to administration. All complaints will be investigated promptly, impartially and discreetly,
and upon completion of the investigation, the appropriate parties will be notified immediately of the
findings.

Geist Montessori Academy will not tolerate any forms of discrimination and harassment by anyone. No
one in our school community, which includes, but is not limited to students, parents, faculty/staff
(regular or contracted), maintenance workers, and custodian, shall engage in sexually harassing
behavior towards another member of our school community. Any employee who harasses another will
be subject to disciplinary action up to and including termination.

Inappropriate Language
GMA defines inappropriate language as racial slurs, profanity, and any other language that is meant to
degrade, taunt, or slander another individual. Should inappropriate language be used, the
consequences outlined in the conduct/discipline policy shall be followed.

Depending on the circumstances, administration may determine that another consequence is
appropriate that may include, but is not limited to, suspension from school.

The use of inappropriate language by parents, guardians, or other guests will not be tolerated. In the
event that a guest at GMA chooses to engage in the use of inappropriate language, they will be asked
to leave the property. Further action may be taken as deemed necessary and appropriate by school
administration.

Public Displays of Affection
Inappropriate hugging, hand-holding, kissing, and other similar physical contact are not permitted. The
consequences outlined in the conduct/discipline policy shall be followed should a student choose to not
follow this guideline.

Dress Code
Geist Montessori Academy has adopted the following policy regarding student dress. It is our intent to
have students dress in a manner that shows good judgment and does not distract or interfere with the
educational climate. School administration reserves the right to determine if a student is wearing
something that distracts or interferes with the educational climate, and will make determinations as
needed. Their decisions will be based on, but not limited to, the guidelines listed below.

General
Clothing and accessories shall not be worn if they display or suggest:

● Profanity or vulgarity
● Obscene or foul language or symbols
● Symbols or messages of violence or weapons
● Discriminatory symbols messages
● Gang or gang-like symbols or messages
● Sexually suggestive symbols or messages
● Alcohol, tobacco, or drug messages or images

Updated 8/30/24



37

● Clothes with rips, tears, and/or holes cannot have the rips/tears/holes above the fingertip level
and anything deemed inappropriate by administration.

Accessories/Headwear
● Caps, hats, bandannas, hair curlers, picks, combs, hoods may not be worn inside the building

unless authorized by the school administration.
● Sunglasses shall not be worn inside unless prescribed by a physician or authorized by an

administrator.

Footwear
● Shoes with laces are to be laced and tied.
● Shoes manufactured with wheels are not permitted.
● Slippers/house shoes need to have a hard sole for foot safety

Pants/Slacks
● Pants will be worn fitted to the waist with or without a belt, and they will not expose

undergarments.

Shirts and Tops
Clothing that exposes the back, torso, and/or cleavage, such as the following, is not allowed:

● Tube tops/halters
● Spaghetti strap style tank tops - straps must be at least the width of two fingers
● Bare back or midriff clothing
● Bathing suits
● Shirts with slits above the waist
● Basketball jerseys and similar tops (without another shirt on underneath)
● Tops that do not cover the undergarments or bra straps

Leggings/Shorts/Dresses/Skirts
These items should meet the fingertip test, meaning, when arms are held relaxed at a student's sides,
shorts/skirts/dresses should reach below the fingertips. Skin should not be visible above the fingertips.

Leggings may be worn but tops still must reach below the fingertips all the way around the body. Any
type of tight pants will be considered leggings unless there are back pockets.

School officials have the right to make the decision on whether or not clothing is appropriate.

If there is a question as to whether or not any student’s apparel is inappropriate for school, school
officials will be the judges. We reserve the right to send a student home or ask the parent to bring a
change of clothing if the student’s clothing is not appropriate for the school setting. If an adult is not
available to supply a change of clothing, the student may be given school clothing to wear.

Technology Use & Internet Safety Policy
All use of computers, furnished or created data, software, accounts and other technology resources as
granted by GMA are the property of GMA and are intended for school business and educational use
only. Students are to use the computer network responsibly. The student is personally responsible for
his/her actions in accessing and using the GMA computer network and the school’s technological
resources.

General Rules
● GMA reserves the right to monitor, retrieve and review any data composed, sent,
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received, or stored using the GMA network or Internet connections, including email at
any time without notice.

● GMA prohibits cyber-bullying. Cyber-bullying involves deliberate or hostile behavior intended to
defame, harm, threaten, harass, or intimidate students, staff members, or the school through the
use of information and communication technologies, including email, text messages, blogs,
instant messages, personal websites, online social directories and communities such as
Facebook, Instagram, Twitter, Wikipedia, YouTube, video-posting sites, discords or other similar
networking sites not listed.

● Cyber-bullying occurring during or outside school hours, on or off the school premises, on
school or personal devices is prohibited.

● Use of profane, pornographic, obscene, abusive, discriminatory, inflammatory or impolite
materials or language is not permitted.

● Intentional circumvention of web-filtering is prohibited. Accidental access should be reported to
the teacher immediately.

● Installing or downloading hardware, software, shareware, or freeware onto any media or
network drives is prohibited.

● Copyright laws are to be respected, and copying of any person’s work or intruding into others’
files is prohibited.

● Users may not access the network without proper authorization.
● Users may not attempt to damage or destroy equipment or files. GMA makes no warranties of

any kind, either expressed or implied, for the service it provides, and is not responsible for
damage to any data.

GMA employees, students, and visitors must remember that when using electronic technologies,
including accessing GMA wireless internet, all communications can be reviewed at any time.

A User shall never use another User’s password, or account, even with the permission from the User.

GMA has taken steps to ensure that some technology protection measures have been implemented to
monitor and/or block obscene or pornographic materials. A certificate of such a measure is required
under the Children’s Internet Protection Act (CIPA).

Student and Staff Use of Social Media and Personal Websites
GMA employees and students use social media, networking websites, personal websites, blogs, and
similar internet sites and applications in their personal time, but these activities may affect the
educational environment. As such, GMA employees and students shall abide by the acceptable use of
technology administrative guidelines regarding social media use. Employees and students who violate
the administrative guidelines may be subject to discipline.

Personal Devices
GMA does not accept responsibility for the personal devices of students. Any personal device judged to
be unsafe or inappropriate for the school environment, or that distracts or interferes with a student’s
education focus, will be confiscated and held in the office or with the retrieving staff member until a
parent retrieves them. The school shall not be responsible for items lost or damaged while in its
possession.

Students are not allowed to bring the following items to school:
● iPods
● iPads/Tablets
● Video gaming devices of any kind
● Devices used to play music
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● Laser pointers/pens
● Other devices that may distract from the learning environment

Exceptions to these rules may be made on an individual basis and must be accompanied by written
permission from the teacher.

Cell phones may be brought to school, but must remain in airplane mode in a backpack/locker. They
may not be utilized during instructional hours without the verbal consent of a staff member. If the cell
phone is utilized by a student or viewed by a staff member during the instructional day, it will be
confiscated and held until it is retrieved by the parent.

Smart watches are not permitted to be worn or used by students during the school day.

Special Education

Geist Montessori Academy follows a full-inclusion
model for special education services. This means
that students spend the vast majority of their time in
the general education classroom with their peers. In
accordance with our Montessori philosophy and
approach to education, our teachers differentiate
instructional lessons and assignments for each
student regularly. When a student struggles to make
appropriate academic progress with the resources
and support available to all students, our team will
initiate the Child Study process to determine next
steps.

Child Study
The Child Study process is a tool used by
Montessori educators to best meet the needs of
all students. Our staff has been trained in this

model of identifying student needs through the National Center for Montessori in the Public Sector.

The Child Study process is a tiered system of support for all students.

Tier One: Universal Support is centered around Montessori Reflective Practice. In Tier One, our
team focuses on:

● Building relationships with families
● Implementing Montessori pedagogy and curriculum, including:

○ Observation
○ Differentiated instruction
○ Detailed record keeping

● Analyzing student data and documenting patterns
● Discussing student data, classroom practice, and environment with the school team and

the student’s family

If a student is not making adequate academic progress with Tier One level support in place, the
classroom teacher will complete the Child Summary form and schedule a meeting with the Child
Study Team to discuss the concerns, data collected, and possible next steps to best support the
needs of the student. An Action Plan draft is created by the team and is finalized with the
student’s family during a scheduled Family Meeting. During the implementation period, teachers
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work to collect data to track student progress toward established goals. At the conclusion of the
4-6 week implementation cycle, the school invites the family to participate in the Outcomes
Meeting* to discuss findings and data.

Tier Two: Targeted Support is centered around providing intentional, targeted support in the
area(s) in which a student is struggling to make adequate progress. During this 4-6 week cycle,
the teacher will:

● Complete/update the Child Summary form
● Discuss previous data with the Child Study Lead
● Consult with contracted specialists as needed/if appropriate (Speech Language

Pathologist, Occupational Therapist, etc.)
● Draft an Action Plan with targeted supports to propose during a Family Meeting
● Hold a Family Meeting to complete the Action Plan with targeted supports

○ 1:1 or small group interventions
○ intervention frequency is at least 3x/week for a 4-6 week cycle

● Implement the Action Plan and track data
● Hold Outcomes Meeting with the family*

Tier Three: Intensive Support is focused on a referral for an educational evaluation for special
education support. During this cycle, the school team will:

● Work with the family to determine if an educational evaluation for special education
services is warranted and determine the appropriate area(s) of eligibility to be considered
and evaluated during the testing process.

○ Once the school receives the family’s signed consent to the educational evaluation,
the 50 school day timeline to complete the evaluation begins.

● Discuss previous data with the Child Study Lead and Special Education Coordinator
● Consult with specialists as needed/if appropriate (Educational Psychologist, Speech

Language Pathologist, Occupational Therapist, etc.)
● Draft an Action Plan with intensive supports

○ 1:1 or small group interventions
○ intervention frequency is daily

● Hold a Family Meeting to complete the Action Plan with intensive supports
● Implement the Action Plan and track data while waiting for the results of the educational

evaluation
● Hold Outcomes Meeting with the family**

*If needed, proceed to creating a new Action Plan after an Outcomes Meeting at any tier level
**This Action Plan remains active between referral and qualifications decision and is updated as needed.

Evaluation Process
Our goal is to meet the needs of every student at GMA. If a student fails to make progress, even with
additional support and interventions in the general education classroom through the Child Study
process, the next step may be a referral for evaluation.

This document explains the Special Education Evaluation Process and timeline in detail.

Evaluations are conducted based on the needs of the student and the Case Conference Committee’s
recommendation. Case Conference members include; parents, school administrators, classroom
teacher, special education teacher, and related services including speech/language, and occupational
therapy. An educational psychologist, speech and language pathologist, and/or occupational therapist
conducts this testing.

A parent may request an evaluation or reevaluation for special education services if they believe their
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child may have a disability that impacts their ability to learn and make academic progress. To formally
request an educational evaluation, the parent request must be made to licensed personnel (teachers,
school counselors, school psychologists, school social workers, administrators). Parent requests may
be made verbally or in writing. Upon receipt of a request for evaluation, the school is required to
respond in writing within ten (10) school days to provide the parent with written notice as to whether an
evaluation will move forward under the provisions of Article 7.

Questions regarding our Special Education Department or the evaluation process should be directed to
either the Special Education Coordinator at (317) 813-4626 ext, 123 or the Assistant Executive Director
at (317) 813-4626, ext. 101.

Students with Disabilities and Least Restrictive Environment
Geist Montessori Academy shall provide special education services as mandated by state and federal
statute. GMA is committed to educating students with disabilities consistent with applicable federal and
state law.

Least Restrictive Environment
GMA shall ensure, to the maximum extent appropriate, that students with disabilities are educated with
nondisabled students and that students are removed from the general education environment only
when the nature and severity of the disability is such that education in general education classes using
supplementary aids and services cannot be satisfactorily achieved. GMA shall ensure that a continuum
of services is provided in order to meet the individual needs of students with disabilities, including
supplementary services to be provided in conjunction with general education placement. In selecting
the least restrictive environment, consideration shall be given to any potential harmful effect on the
student or quality of services needed.

Behavior Policy for Special Education Students
As a public education institution, GMA strictly adheres to the guidelines of Article 7’s Rule 44 (section
511 IAC 7-44-1 through 511 IAC 7-44-10) and Rule 45 (sections 511 IAC 7-45-0.5 through 511 IAC
7-45-11) as they relate to disciplinary procedures and mediation. GMA will assist families through the
Division of Special Education with the facilitation of impartial advocates and mediators to address
student/family complaints if necessary.

Service Animals
Geist Montessori Academy (GMA) is required by the Americans with Disabilities Act (ADA) to
accommodate individuals with disabilities accompanied by a service animal in its GMA buildings,
classrooms, and at school functions. The following policy applies to all service animals utilized by
students and adults in GMA:

Definitions
● A “service animal” is a dog, or in special circumstances a miniature horse, that is

individually trained to take specific action or perform tasks to assist an individual with a
disability. The tasks performed by the dog must be directly related to the person’s
disability. A “service animal” does not include any species of animal, whether wild or
domestic, other than a dog or miniature horse.

● A “companion animal” is an animal that provides solely emotional support, well-being,
therapy, comfort, or companionship. A “companion animal” does not meet the definition
of a “service animal.”
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● An “individual with a disability” is a person who has a physical or mental impairment that
substantially limits one or more major life activities, a person who has a history or record
of such an impairment, or a person who is perceived by others as having such an
impairment.

● A “tether” is a harness or leash.

Policy
GMA permits the use of a service animal by an individual with a disability. Individuals with
disabilities are permitted to be accompanied by their service animal in all areas of GMA facilities
and school functions where the individual is otherwise permitted to be. The work or tasks
performed by the service animal must be directly related to the individual’s disability.

Prior to bringing the service animal to school, a Service Animal Registration Form must be
completed for all individuals with a disability who wish to be accompanied by a service animal.
GMA requests the Form be completed and delivered at least one (1) week in advance of bringing
the service animal to school in order to prepare other staff and students for the service animal’s
arrival. In completing the Service Animal Registration Form, the individual or his/her parents shall
explain that the service animal is required because of a disability and what work or task the
service animal has been trained to perform.

GMA requests that the individual with a disability and/or his/her parents provide documentation
supporting that the service animal is required because of a disability and that the animal has been
individually trained to do work or perform tasks to assist an individual with a disability.

GMA is not responsible for the care or supervision of a service animal. At all times, a service
animal shall be under the control of its handler. If the person accompanied by the service animal is
unable to handle the service animal appropriately, the parent shall provide for care and
supervision of the animal (either by the parent or a third party individual accompanying the
animal). The parent or third party individual accompanying the animal shall be subject to all GMA
policies and procedures.

A service animal shall have a harness, leash, or other tether, unless either the handler is unable
because of a disability to use a harness, leash, or other tether, or the use of a harness, leash, or
other tether would interfere with the service animal's safe, effective performance of work or tasks,
in which case the service animal must be otherwise under the handler's control (e.g., voice
control, signals, or other effective means). “Under control” also means that a service animal shall
not be allowed to bark repeatedly in a quiet place. The handler may not allow the service animal to
wander away from her and must maintain control of the animal, even if it is retrieving an item at a
distance from the handler.

If a service animal is not housebroken, if the service animal is out of control and the handler does
not take effective action to control it, if the service animal behaves in a way that poses a direct
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threat to the health and safety of others or has a history of such behavior, or if the service animal’s
presence would fundamentally alter the nature of the service, program, or activity, GMA may
request that the animal be removed from the premises.

The handler is responsible for caring for and supervising the service animal, which includes
toileting, feeding, watering, grooming, and veterinary care. The handler should encourage the
animal to use marked toileting areas. GMA is not responsible for the care or supervision of a
service animal.

Service animals must be kept free of fleas and ticks. Service animals must be appropriately clean
and groomed.

Companion animals are not permitted in GMA facilities.

All persons are prohibited by Indiana Code 35-46-3-11.5 from knowingly or intentionally interfering
with the actions of a service animal or striking, tormenting, injuring or otherwise mistreating a
service animal while the service animal is engaged in assisting an impaired person in navigation,
assistance in performing daily activities, or alert signals regarding the onset of the person’s
medical condition.

The owner and/or individual accompanied by a service animal is liable for any damage, harm, or
injury caused by the service animal to other students, staff, visitors, and/or property. An individual
with a disability may be charged for damage, harm, or injury caused by his/her service animal.

Service animals are subject to local animal control and public health requirements regarding
vaccines, licenses, and registration. To protect the health, safety, and welfare of other students
and adults, the individual with a disability and/or his/her parents must provide the GMA annual
proof of common vaccinations for dogs.

Health and Safety

Safety Policy
● No student shall be left unsupervised.
● Required monthly fire and safety drills will be held for all staff and students.
● Fire and tornado safety information is posted in each classroom.
● Accident Reports will be completed should an accident or injury occur. The parent/legal

guardian of the involved student(s) will receive one copy, and the office retains one copy.

All school staff are required by law to immediately notify the Department of Child Services if they
suspect that a child has been abused or neglected.

Emergency Preparedness and Crisis Intervention
In compliance with Indiana Code 6.1-2-2.5, GMA has developed and implemented a comprehensive
Safety and Crisis Intervention Plan for dealing with a wide range of crises and emergency events.
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Routine drills and practice sessions are intended to teach students proper behavior and appropriate
responses in an emergency situation. Students are expected to listen closely to teachers and school
staff and follow their directions quickly and efficiently during all emergency drills.

GMA shall conduct periodic emergency preparedness drills during the school year in compliance with
state law and regulations. School administration shall file a certified statement that all drills have been
conducted as required by state law.

Emergency and Accident Policy
If a student is involved in an accident or experiences a medical emergency at school, school staff will
contact the parent/legal guardian named on the enrollment form. If necessary, an Emergency Medical
Technician will be called to give assistance. The student will be transported to the nearest hospital at
their parent’s expense. A staff member will accompany and stay with the child until a parent/legal
guardian arrives. The student’s Medical Consent Form will also accompany the child to the source of
care.

Student Illness Policy
The Student Illness Policy will be strictly enforced for the health, well-being, and safety of all concerned.
Under no circumstances may a parent bring a sick child to school, if the child shows any signs of illness
as defined below, or is unable to participate in the normal routine and regular school day.

In the event a child becomes ill and needs to be picked up, the parent(s) will be called and are
expected to come pick the child up within one hour (60 minutes). If the parent(s) cannot be reached, or
have not arrived within an hour, the emergency contact person will be called and asked to come pick
the child up. In the event a child complains about not feeling well during the school day, the parent will
be contacted. Parents are the most knowledgeable about their child’s health and school staff depend
on their rapport and information to best care for the child; therefore, school staff may contact the
parents to help guide decisions regarding the best way to care for the child.

Symptoms Requiring a Student to be Out of School
● Fever - Fever is defined as having a temperature of 100.4°F taken orally. A child must be

fever free without the use of fever-reducing medication such as Tylenol or Advil for a
minimum of 24 hours before returning to school.

● Fever AND sore throat, rash, vomiting, diarrhea, earache, irritability, or confusion.
● Diarrhea - runny, watery, bloody stools, or 2 or more loose stools within a 4 hour period. A

child should not be brought to school if they have had diarrhea for any reason within the last
24 hours

● Vomiting - A child should not be brought to school if they have vomited for any reason
within the last 24 hours

● Respiratory Symptoms - Breathing trouble, sore throat, swollen glands, loss of voice,
hacking or continuous coughing.

● Itching - Frequent scratching of body or scalp, lice, rash, or any other spots that resemble
childhood diseases, including ringworm, or a contagious eye infection.

● Child is irritable, continuously crying, or requires more attention than we can provide without
hurting the health, safety or well-being of the other children in our care.

COVID-19 Related Illness
COVID-19 continues to be a very fluid situation with new information and guidance provided to schools
frequently. GMA will follow all guidance from the local and state health departments and the CDC.
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Families will be kept up to date with the most recent information and protocols via mass communication
and school newsletters.

Medication Administration
Only necessary medications that must be given during school hours will be administered.  All Over the
Counter (OTC) medications will be supplied by the family and stored in the clinic.  If a child has a
signed Over the Counter Medication form on file, then those medications can be administered. 
Medications will only be administered if the clinic staff or other school personnel determines a need for
the medication after assessment.  The clinic staff or other school personnel will contact the parent prior
to giving any OTC medication to ensure it is safe for the child to have it, and to ensure that the child has
not already received medication prior to coming to school.

For prescription medications, inhalers, epinephrine injectors, and self-administration of medications, a
physician’s signature is required in order for these medications to be given.  The medication needs to
be in the original pharmacy container with the label visible and intact.  Parents must hand deliver all
medications to the school clinic, unless prior arrangements have been made.  Medications of any sort
are not to be sent to school in the child’s backpack to maintain safety for all students.  Any medication
not picked up at the end of the year will be discarded.

Field Trips and Medication Administration
We encourage parents of those children with emergency medications and action plans to attend all field
trips.  If a parent is accompanying his/her child on a field trip, the parent will be required to administer
his/her child’s medication.  All allergies need to be reported on the Student Health Information form.  If
there is a change during the school year, please notify the school accordingly.  Your child’s teacher and
assistant are made aware of reported allergies and any special needs that he/she may have and will do
their best to ensure safety for every student. The clinic staff or designated personnel will gather all
medications that need to be transported on the field trip and will provide instructions for staff who may
need to administer these medications.

Suicide/Self Harm Policy

In-School Suicide Attempts
In the case of an in-school suicide attempt, the health and safety of the student is paramount. In these
situations:

● The authorities and first responders will be notified, and first aid will be rendered until
professional medical treatment and/or transportation can be received, following school
emergency medical procedures.

● School staff will supervise the student to ensure their safety, and they will escort them to a
designated safe area.

● Staff will move all other students out of the immediate area as soon as possible.
● Staff will immediately notify administration or school safety team regarding in-school suicide

attempts.
● An administrator will contact the student’s parent or guardian.
● The school will engage and assess whether additional steps will be taken to ensure

student safety and well-being.

Return to School Protocols
For students returning to school after a mental health crisis, administration or designee will meet with
the student’s parent or guardian, and if appropriate, meet with the student to discuss the student’s
return to school and appropriate next steps to ensure the student’s safety and wellbeing at school.

● The School Counselor or other designee will be identified to coordinate with the student, their
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parent or guardian, and any outside mental health care providers.
● The parent or guardian will provide documentation from a mental health care provider that

the student has undergone examination and that they are no longer a danger to themselves
or others as well as any Safety Plan documentation from a medical provider.

● The School Counselor or other designee will periodically check in with the student to help the
student readjust to the school community and address any ongoing concerns.

● Parents/guardians will be kept informed of any concerns once the student has returned to
school.

Use of Seclusion and Restraint with Students
Seclusion and Restraint Policy
A copy of this plan shall be available to students and their families. At a minimum, this plan shall
be published as a part of the Family/Student Handbook, which is available on our school website
under the Parents tab at www.gmacademy.org.

I. Use of Restraint
A. Every effort shall be made to avoid the need for the use of restraint of a student.
B. Physical restraint, including physical restraint by a school resource officer, shall not

be used except when used as a last resort and only when:
1. The student's behavior poses imminent risk of injury to self or others; and,
2. other less restrictive interventions are ineffective.
3. Use of restraint by a school resource officer will follow the officers’ agency

training regarding the use of restraints.
C. A student shall never be physically restrained by a school employee who has not

received appropriate training by the school in the use of restraint procedures
except in rare and clearly unavoidable emergency circumstances when fully
trained school personnel are not immediately available. Untrained staff shall
request assistance from trained staff as soon as possible.

D. Physical restraint of a student, including physical restraint by a school employee,
may only be used for a short period of time and shall be discontinued as soon as
the imminent risk of injury to self or others has dissipated, usually a matter of
minutes.

E. While transporting a student on a moving vehicle, a bus harness or other safety
equipment may be required and is permissible for safety purposes. The need and
use of any bus harness or safety equipment used to restrain a student during
transportation must be documented. Mechanical or chemical restraints are
otherwise not authorized.

F. The use of any drug, medication, or other chemical to control behavior or restrict
freedom of movement (except as authorized by a licensed physician or other
qualified health care professional) is prohibited.

G. A School employee may never give a student any drug or medication that is not a
standard treatment or dosage, or both, for the student's medical or psychiatric
condition unless otherwise prescribed by a physician.

H. Every incident in which restraint is used shall be carefully, continuously, and
visually monitored to ensure the safety of the student, other students and school
employees.
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I. Immediately after the imminent risk of injury to self or others has dissipated, the
student should no longer be physically restrained and a school employee, not
involved with the restraint, shall examine the student to ascertain if any injury has
been sustained during the restraint of the student.

II. When Restraint Procedures Shall Not Be Employed
A. Physical restraint, including physical restraint by school resource officers, shall not

be used unless the student's behavior poses imminent risk of injury to self or others
and other less restrictive interventions are ineffective.

B. A verbal threat or verbally aggressive behavior does not itself indicate an imminent
risk of injury, and shall not result in restraint.

C. Destruction or damage to property does not constitute a risk of imminent injury
unless in so doing a risk of injury to the student or others is created.

D. When known medical or physical condition of the student would make physical
restraint dangerous for that, physical restraint shall not be used.

E. Restraint shall never be used as a punishment, or to force compliance with staff
commands.

F. Prone or supine forms of restraint are not authorized in school.
G. Seclusion or restraint shall never be used in a manner that restricts a student’s

breathing or harms a student.
III. Use of Seclusion

A. Every effort shall be made to avoid the need for the use of seclusion of a student.
B. Seclusion, including seclusion of a student by a school resource officer, shall not be

used except when used as a last resort and only when:
1. The student's behavior poses imminent risk of injury to self or others; and,
2. other less restrictive interventions are ineffective.

C. A student shall never be secluded by a school employee, including seclusion of a
student by a school resource officer, who has not received appropriate training by
the school in the use of restraint procedures except in rare and clearly unavoidable
emergency circumstances when fully trained school personnel are not immediately
available. Untrained staff shall request assistance from trained staff as soon as
possible.

D. Seclusion of a student, including seclusion of a student by a school resource
officer, may only be used for a short period of time and shall be discontinued as
soon as the imminent risk of injury to self or others has dissipated, usually a matter
of minutes.

E. Every incident in which seclusion is used, including every incident involving a
school resource officer, shall be carefully, continuously, and visually monitored to
ensure the safety of the student, other students and school employees.

F. Immediately after the imminent risk of injury to self or others has dissipated, the
student should no longer be secluded and a school employee, not involved with the
restraint, shall examine the student to ascertain if any injury has been sustained
during the physical restraint of the student.

G. Time out does not constitute seclusion.
H. All seclusion environments shall be inspected and shall:

1. Be of reasonable size to accommodate the student and at least one adult;
2. Have adequate ventilation including heat and air conditioning as
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appropriate;
3. Have adequate lighting;
4. Be free of any potential or predictable safety hazards and breakable glass;
5. Permit direct continuous visual and auditory monitoring of the student;
6. Permit automatic release of any locking device if fire or other emergency in

the school exists;
7. Shall meet current fire and safety codes.

IV. When Seclusion Procedures Shall Not Be Used
A. Seclusion, including seclusion of a student by a school resource officer, shall not be

used unless the student's behavior poses imminent risk of injury to self or others
and other less restrictive interventions are ineffective.

B. A verbal threat or verbally aggressive behavior does not itself indicate an imminent
risk of injury, and shall not result in restraint.

C. Destruction or damage to property does not constitute a risk of imminent injury
unless in so doing a risk of injury to the student or others is created.

D. When known medical or physical condition of the student would make physical
restraint dangerous for that student, the student may not be excluded.

E. Seclusion shall never be used as a punishment, or to force compliance with staff
commands.

F. Seclusion shall never be used unless a school employee can continuously monitor
the student for visual or auditory signs of physiological distress and can
communicate with the student.

V. Time-Out
A. Time-out is a behavior reduction procedure in which access to reinforcement is

withdrawn for a certain period of time. Time-out occurs when the ability of a student
to receive normal reinforcement in the school environment is restricted. Time-out
shall be both developmentally and behaviorally appropriate and shall be short in
duration.

VI. Debriefing
A. As soon as practical and after every incident in which seclusion or restraint is used

on a student, including every incident of restraint and seclusion involving school
resource officers, the school administrator or designee shall do the following:

B. Meet with at least one school employee who participated in the implementation,
monitoring, and supervision of the seclusion or restraint to discuss whether proper
seclusion or restraint procedures were followed, including the use of proper
procedures to prevent the need for restraint or seclusion;

C. Direct a staff person, who was not part of the seclusion or restraint of the student,
to debrief the incident with the student in a manner appropriate to the student's age
and developmental ability and to discuss the behavior(s), if any, that precipitated
the use of restraint or seclusion; and,

D. Provide a copy of an incident report to the parent(s) or guardian(s) and offer the
opportunity to request a meeting regarding the incident of restraint or seclusion.

E. When applicable, the procedures described in 511 IAC 7-44-5 should be followed.
VII. Incident Documentation and Reporting

A. Every incident in which seclusion or restraint is used on a student, including every
incident involving school resource officers, shall be documented in order to
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memorialize the events that led up the use of either seclusion or restraint.
B. Documentation must be made on the form prescribed by the school and shall

include the following:
1. The student's name;
2. The date and time of the incident;
3. The duration of any seclusion or restraint or the beginning and ending times

of the restraint or seclusion, or both;
4. A description of any relevant events leading up to the incident;
5. A description of the incident or student behavior that resulted in

implementation of seclusion or restraint including a description of the
danger of injury which resulted in the seclusion or restraint;

6. A description of relevant interventions used immediately prior to the
implementation of seclusion or restraint;

7. A summary of the student's behavior during seclusion or restraint, including
a description of the restraint technique or techniques used and any other
interaction between the student and staff;

8. A description of any injuries to students, staff, or others or property damage;
9. A list of school employees who participated in the implementation,

monitoring and supervision of the seclusion or restraint; and,
10. If applicable, a statement that intervention used was consistent with the

student’s most current behavioral intervention plan or IEP.
C. The building administrator or designee shall attempt to verbally report every

incident in which seclusion or restraint is used on a student, including every
incident involving school resource officers, to the student's parent or guardian no
later than the end of the school day or as soon as practical.

D. The building administrator or designee shall also send written notification, as soon
as practical, to the student’s parent or guardian after every incident in which
seclusion or restraint is used on a student including every incident involving school
resource officer.

VIII. Training
A. Geist Montessori Academy will provide all school employees with training on:
B. Appropriate use of effective alternatives to physical seclusion and restraint;
C. Conflict de-escalation procedures;
D. Positive supports and behavioral interventions techniques;
E. The dangers of seclusion and restraint;
F. Procedures for contacting fully trained and certified staff when behavioral crises

occur;
G. The safe use of seclusion and restraint;
H. Steps to avoid the use of seclusion or restraint; and,
I. Debriefing practices and procedures. In addition, school employees must be

trained.
J. This training will be recurrent and will be provided to new school employees.
K. A core group of appropriate personnel will be trained in each building in crisis

intervention techniques, which will include the use of seclusion and restraint
procedures. Any member of the core group, trained in crisis intervention
techniques, including the safe use of seclusion or restraint procedures, may
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provide training to other school employees under this plan.
L. Recurrent training will be provided to school employees on a regular basis at least

biennially.
IX. Annual Review, Planning Process, and Oversight

A. A Geist Montessori Academy administrator (or designee) will be designated as the
coordinator of data, planning and oversight of the use of seclusion or restraint
procedures.

B. Geist Montessori Academy shall establish a Committee or use a standing
committee to conduct an annual review of all individual and program wide data
associated with this policy. The Committee shall review the following components
related to the use of restraint:

1. Incident reports;
2. procedures used during restraint, including the proper administration of

specific Geist Montessori Academy approved restraint techniques;
3. preventative measures or alternatives tried, techniques or accommodations

used to avoid or eliminate the need of the future use of restraint;
4. documentation and follow up of procedural adjustments made to eliminate

the need for future use of restraint;
5. injuries incurred during a restraint;
6. notification procedures;
7. staff training needs;
8. specific patterns related to staff or student incidents;
9. environmental considerations, including physical space, student seating

arrangements, and noise levels.
C. Upon review of the data, the Committee shall identify any issues and/or practices

that require further attention and provide written recommendations to the Executive
Director for changes in policies or practices.

D. The Committee can recommend review of the training program to ensure the most
current knowledge and techniques are reflected in Geist Montessori Academy
training curriculum.

Legal Ref: I.C. 20-20-40-13

Inclement Weather Policy
If school is canceled due to inclement weather, students will participate in remote learning with their
teacher and classmates.

Geist Montessori Academy will announce all closing and delays on the major local news stations.
During severe weather check WTTV 4, WRTV 6, WISH TV 8, WTHR 13, or FOX 59 for the all the latest
updates on GMA closing and delays. GMA will also use the school’s Facebook page and mass
communication service to contact families with school delays and closings.

GMA will make every attempt to make a decision regarding school closures or delays as early as
possible to allow families ample time to make appropriate plans for children. As an independent school
not affiliated with any school district and not providing school transportation, the decision to close or
delay school is unique.

As a general rule:
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● If either Mt. Vernon Community Schools or Hamilton Southeastern Schools are delayed or
canceled, GMA will evaluate our local conditions including parking lots and side roads to
determine if a delay or cancellation is necessary.

● If both Mt. Vernon Community Schools and Hamilton Southeastern Schools are delayed or
canceled, GMA will follow suit.

We reserve the right to either cancel school or issue a delay whenever we feel it is necessary for the
safety of all students and staff.

All outdoor activities will be postponed if lightning is witnessed anywhere in the sky, and/or if thunder is
heard. Once there has been an absence of lightning for a period of 20 minutes, outdoor activities can
resume at the discretion of administration.
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