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Mission
NDUEC provides transformative educational experiences to impact individual wellbeing.

Vision
To awaken and support one’s passion for life-long learning.

Core Values
Nurturing. We foster a safe and welcoming environment that encourages personal growth and
development.

Dependable. We honor our commitments by being reliable and treat all people with dignity and
respect.

Unconditional Faith in Action. We are driven by our SND Catholic heritage and strive to bring
witness to gospel values.

Equity. We believe each individual deserves access to educational resources and aspire to
provide equitable opportunities to those we serve.

Collaborative. We value working with others and aim to bring a collaborative spirit and strategy
to all we do.
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BACKGROUND INFORMATION

The Sisters of Notre Dame of the United States of America are members of an international
congregation of over 1800 women in eighteen countries. They are consecrated for mission in
the Catholic Church to serve people, especially those who experience poverty in its various
forms through education and other ministries. There are 450+ members in the SNDUSA
province. Locally, the Sisters of Notre Dame USA sponsor Notre Dame Academy in Park Hills,
KY; Julie Learning Center and St. Charles Care Center in Ft. Wright, KY; Notre Dame Urban
Education Center in Covington, KY; and the SND Eastern Kentucky Foundation in Morehead, KY.
The sisters have served in education in this area since their arrival in the United States in 1874.

Currently, there is much focus on education in the city of Covington. Using the Covington,
Kentucky Education Data charts from 2020, Covington has a High School Graduation rate of 84%
while 25% of people living in Covington have a Bachelors’ Degree or higher. Therefore, there is a
smaller pool of people with higher education in the community. Many adults in poverty are
reported to have had a negative experience of school which is often passed from one
generation to the next. Early childhood is receiving the strongest focus by the educational
community as there is the need to encourage this age population to develop a positive attitude
toward school. Another factor leading to the high dropout rate is the fact that many of the
children in poverty come from predominately single parent homes. Single mothers try to work
and support their children when often they themselves lack basic employment or educational
skills. Further, these mothers often lack parenting skills and resources to support their children
and to encourage them in their schoolwork.

NDUEC, a sponsored ministry of the Sisters of Notre Dame, USA, provides educational support
services to individuals and families in urban areas within a faith-based context. Our services
offer an integrated approach that strengthens both individuals and families. We hope that
participants will develop their talents, continue their education, and contribute to building up
the community.

Our transformative educational programs include a strong and effective tutoring component
designed to increase success in the classroom. We welcome individuals who wish to
collaborate with NDUEC's staff to meet the needs of those we serve. Volunteers play a unique
and vital role, either through direct service to the children or by assisting with our mission to
help others.
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PROGRAMS

The work of Notre Dame Urban Education Center is grounded in research-based educational
practices and delivered by a dedicated team of experienced educators. Our staff includes
Master Teachers with more than 185 years of combined educational experience. We are
equally grateful for the commitment of our volunteer professionals and high school students
who generously share their time and talents to help every child succeed. NDUEC offers four
core programs that provide year-round academic support and family engagement.

Early Learning

Our Early Learning program prepares preschool-aged children for kindergarten by building
strong foundations in early literacy, mathematics, language development, and social-
emotional skills. Through small-group instruction, hands-on learning centers, and guided
play, children develop the academic and interpersonal skills necessary for a successful
transition to school in a nurturing, structured environment.

Homework Plus

Homework Plus is an after-school program that provides individualized academic support
through one-on-one tutoring with more than 300 adult and high school volunteers. The
program combines homework assistance, academic skill development, and enriching
activities designed to foster curiosity, creativity, and confidence. Students participate in
experiences such as art, writing, STEM, current events, critical thinking, gardening, and other
hands-on learning opportunities while building meaningful relationships with caring
mentors.

Summer Academics

Our Summer Academics program helps students maintain and strengthen their academic skills
during the summer months, reducing learning loss and preparing them for the upcoming school
year. Students receive individualized instruction in reading and mathematics, participate in
engaging STEM activities and library visits, and enjoy nutritious breakfast and lunch each day.
The four-week program is offered each June.

Family Support

Strong families are essential to student success. Throughout the school year, NDUEC hosts four
Family Support evenings that bring families together for a shared meal, educational
presentations, and opportunities to connect. Topics focus on parenting, wellness, financial
literacy, and other areas that strengthen family well-being. Families are expected to participate
in at least two Family Support evenings each year, reinforcing the partnership between home
and NDUEC in supporting every child's success.
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Admission
Parents/Guardians must complete the online registration form at nduec.org for enroliment in
the Early Learning, Homework Plus, and Summer Academics programs.
As part of the registration process, families agree to:
e Attend at least two of the four annual Family Support Nights.
o Accept the Commitment to Participation and Education.
¢ Pay the required non-refundable annual registration fee.

Attendance & Participation
Regular attendance is essential to each student's academic success and allows students to
fully benefit from NDUEC's programs.

To maintain enrollment, students may not exceed eight (8) absences during the program
year unless extenuating circumstances have been discussed with and approved by the
Program Director. Open communication is essential. If circumstances arise that may affect
your child's attendance, please contact the Center as soon as possible by calling 859-261-
4487 and leaving a message or by emailing the Program Director at
mschappert@nduec.org.

Arrival & Dismissal

Early Learning

Students should arrive by 8:30 a.m. and will be dismissed at 11:30 a.m. from the front entrance
to their parent or guardian.

Homework Plus

Students should arrive by 3:00 p.m. and will be dismissed at 5:00 p.m. from the front entrance
to a parent or guardian. Students may not cross East 8th Street without an accompanying adult.
All students must be picked up no later than 5:10 p.m.’

Summer Academics
Students should arrive by 9:00 a.m. and will be dismissed at 12:00 p.m. from the front entrance
to a parent or guardian. Students may not cross East 8th Street without an accompanying adult.

Behavior/Discipline

Notre Dame Urban Education Center is committed to providing a safe, respectful, and
nurturing learning environment where every student can succeed. We believe that self-
discipline, personal responsibility, and mutual respect are essential to academic and
personal growth.
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Students are expected to treat fellow students, parents/guardians, volunteers, staff, and
visitors with kindness, courtesy, and respect. They are also expected to follow staff’s
directions and contribute positively to the learning environment.

The following behaviors are not permitted:
e Fighting or physical aggression
e Bullying, intimidation, or harassment
o Disrespectful or disruptive behavior
e Profanity or inappropriate language
e Threats or acts of violence, including simulated violence

Parents/Guardians will be notified of inappropriate behavior. Continued misconduct may
result in suspension or dismissal from NDUEC programs. Any act of violence, threat of
violence, or simulation of violence will result in immediate dismissal from all NDUEC
programs.

Cell Phones
Student cell phones must be clearly labeled with the student's name, silenced upon
arrival, and handed over to the receptionist for safekeeping.

Students may not use cell phones during program hours. If a student is found using a cell
phone without permission, it will be confiscated, and a parent or guardian must retrieve it
from the Program Director.

Child Abuse Reporting

The safety and well-being of every child is of the utmost importance. NDUEC staff and
volunteers are required to comply with all applicable Kentucky laws regarding the
reporting of suspected child abuse or neglect. Any suspicion of abuse, neglect, or
exploitation will be reported to the appropriate authorities as required by law.

Communication

Open communication among parents/guardians, the Program Director, Program Coordinator,
and school personnel are essential to each student's success. Most communications from
NDUEC will be sent by email. Parents/Guardians without email access should provide the
Program Director with their preferred phone number for communication.

Commitment to Participation & Program Dismissal

Notre Dame Urban Education Center is committed to providing a safe, respectful, and
supportive learning environment for every student. Continued participation in NDUEC
programs is contingent upon students and parents/guardians adhering to the policies and
expectations outlined in this handbook.
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NDUEC reserves the right to suspend or dismiss a student from any program when
continued participation is determined not to be in the best interest of the student, other
participants, volunteers, staff, or the organization.

Reasons for dismissal may include, but are not limited to:

¢ Violations of NDUEC policies or program expectations

e Chronic absenteeism or excessive tardiness

e Persistent disruptive, disrespectful, or unsafe behavior

e Acts or threats of violence

e Bullying, harassment, or intimidation

e Failure of a parent or guardian to cooperate with NDUEC staff or comply with
program requirements

e Any circumstance that compromises the safety, well-being, or educational
experience of others

Whenever appropriate, NDUEC will work collaboratively with the student and
parent/guardian to address concerns before dismissal becomes necessary. However,
NDUEC reserves the right to impose immediate suspension or dismissal when a student's
conduct presents a significant safety concern or otherwise warrants immediate action.

The Executive Director, in consultation with the Program Director when appropriate, has
the final authority regarding decisions related to student participation and dismissal from
NDUEC programs.

Custody
Parents/Guardians must provide NDUEC with written documentation regarding any
custody agreements or court orders that affect a student's care or release.

Unless legal documentation indicates otherwise, NDUEC will communicate and release
students only to the custodial parent or legal guardian listed on the student's registration.

Electronic Devices

Students should not bring electronic devices, valuables, or expensive personal items to the
Center. If these items are brought to NDUEC, they must be handed over to the receptionist
upon arrival. NDUEC is not responsible for the loss, theft, or damage of personal property.

Emergency Procedures

NDUEC maintains written emergency response procedures for fire, severe weather,
medical emergencies, building evacuations, lockdowns, and other emergencies.
Emergency drills are conducted periodically to familiarize students, volunteers, and staff
with appropriate safety procedures.
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In the event of an emergency requiring evacuation, relocation, or lockdown,
parents/Guardians will be notified as soon as it is safe to do so. Students will be released
only to individuals authorized on the student's emergency contact form, unless otherwise
directed by emergency personnel.

Facility’s Dog

NDUEC is committed to providing a safe, inclusive, and supportive environment for all
students, volunteers, staff, and visitors. To support the social-emotional well-being of our
community, an approved facility dog may be present on campus under the supervision of its
trained handler.

The facility dog has been professionally trained in basic obedience and public-access
behavior and has demonstrated an appropriate temperament for educational settings. The
dog remains current on all vaccinations, preventative veterinary care, and routine health
screenings.

Students and visitors are expected to interact respectfully with the facility dog and follow
staff instructions regarding appropriate interactions.

Financial Obligation
A non-refundable annual registration fee is required for each student to reserve a place in
each program. The registration fee must be paid before the student may participate.

Health & Emergency Care
Basic first aid will be provided for minor injuries.

If a student experiences a head injury or any injury requiring more than basic first aid, a
parent or guardian will be contacted immediately.

Parents/Guardians are responsible for maintaining current emergency contact information.
Any changes to phone numbers, addresses, or emergency contacts should be reported
promptly to the receptionist or Program Director.

lliness & Communicable Diseases
To help maintain a healthy environment, students who are ill should remain at home.

A student should not attend NDUEC if he or she:
e Has a fever of 100.4°F or higher within the previous 24 hours without fever-reducing
medication.
e Has vomited or experienced diarrhea within the previous 24 hours.

Page | 7
2026-2027 Edition



N D ® NOTRE DAME

e Has symptoms of a contagious illness, including but not limited to strep throat,
influenza, COVID-19, pink eye, or other communicable diseases.
¢ Has an unexplained rash or other symptoms that may pose a health risk to others.

If a student becomes ill while attending a program, a parent or guardian will be contacted and
expected to pick up the student as soon as possible.

Inclement Weather Days
Program delays, cancellations, or closures due to inclement weather will be announced through
local television stations and NDUEC's communication channels.

Medication Administration

Whenever possible, medications should be administered at home before or after
programming hours. Students may not carry or self-administer medication unless
authorized by NDUEC and required by law (e.g., inhalers or emergency medications).
Parents/Guardians are responsible for notifying NDUEC of any medical conditions,
allergies, or medication changes.

Parent Concerns & Grievance Procedure
NDUEC values open communication and encourages parents/Guardians to address
questions or concerns promptly.

Whenever possible, concerns should first be discussed with the appropriate staff member
or Program Director. If the concern cannot be resolved, parents/Guardians may request a
meeting with the Executive Director.

NDUEC is committed to listening respectfully, reviewing concerns fairly, and working
collaboratively toward a timely resolution that supports the best interests of the student
and the organization.

Photo & Media Release

Throughout the year, NDUEC may photograph, videotape, and record students during
participation in NDUEC programs and activities. These images and recordings are for
educational, promotional, fundraising, marketing, and public relations purposes, including
print, website, social media, and other communications.

No compensation is provided and permission remains in effect unless revoked in writing.
Any revocation will apply only to future use and not to materials already published.
Student names and personally identifiable information will not be published without
appropriate permission.
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Regulations about Property
Students are expected to respect all property belonging to NDUEC and others. This
includes, but is not limited to:

e The building and grounds

e Furniture and equipment

e Books and educational materials

e Personal belongings of students, volunteers, staff, and visitors

Students who damage or misuse property may be subject to disciplinary action and may be
held financially responsible for repairs or replacement when appropriate.

Safety & Security

The safety and well-being of every student, volunteer, staff member, and visitor is a top
priority at Notre Dame Urban Education Center. NDUEC maintains comprehensive safety
procedures to help provide a secure learning environment.

¢ All exterior doors remain locked during programming hours.

e All visitors are required to sign in upon entering the building.

¢ All students must check in with the receptionist upon arrival each day.

e Security cameras monitor the exterior of the building and surrounding property.

e NDUEC maintains a monitored fire alarm and security system connected to local
emergency responders.

e During all emergency evacuations, students are expected to remain calm, follow staff
directions, and exit the building in an orderly manner while remaining with their
assigned volunteer or staff member. Attendance will be taken immediately upon arrival
at the designated meeting location to ensure all students, volunteers, and staff are
accounted for.

¢ Inthe event of an emergency requiring evacuation, SparkHaus will serve as the meeting
location. SparkHaus is located at 727 Madison Avenue, Covington, KY 41011, less than
one-half block from the Center, allowing for a safe and efficient evacuation and
reunification process.

Emergency Contacts

o Dave Knox, Executive Director, Blue North
dave@bluenorthky.com | (513) 658-0868

o Mitko Karshovski, Operations Manager, SparkHaus
mitko@bluenorthky.com | (513) 304-4800

o Ben Miller-Jones, Community Manager, SparkHaus
ben@bluenorthky.com | (614) 406-1964

o Annika Bontrager, Program Manager, Blue North
annika@bluenorthky.com | (574) 971-0775
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e During a Tornado Watch, staff will monitor weather conditions. During a Tornado
Warning, all students, volunteers, and staff will move immediately to the designated
shelter area on the lower level of the building.

¢ Inthe event of a lockdown or other security emergency, students will follow the
direction of staff and volunteers, who will implement NDUEC's emergency response
procedures until an all-clear is provided by law enforcement or emergency
personnel.

Student Records

Notre Dame Urban Education Center maintains student records in accordance with the
Family Educational Rights and Privacy Act (FERPA) and all applicable laws regarding student
privacy.

Student report cards and educational records are maintained to support each child's
academic progress. Educational records will not be released to individuals or organizations
outside NDUEC without the written consent of the student's parent or legal guardian,
except as permitted by law.

Technology & Internet Use

Technology resources provided by NDUEC are intended solely for educational purposes.
Students are expected to use computers, tablets, internet access, and other technology
responsibly and appropriately.

The following activities are prohibited:
e Accessing inappropriate or offensive content
e Cyberbullying or harassing others
e Attempting to bypass internet security or filtering systems
e Downloading unauthorized software or applications
e Using technology in a manner that disrupts instruction or compromises security

Failure to comply with this policy may result in loss of technology privileges and additional
disciplinary action.
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Transportation

Parents/Guardians are responsible for arranging their child's transportation to and from
NDUEC programs unless transportation is provided through an approved NDUEC program
or partner.

Students must be picked up promptly at the designated dismissal time. Repeated late
pickups may result in a conference with the Program Director and may affect the student's
continued participation in the program.

For the safety of all students, any changes to a student's dismissal or transportation
arrangements should be communicated to the Program Director before dismissal
whenever possible.

Van Transportation

NDUEC may provide transportation from a student's school to NDUEC at the conclusion of
the school day. Transportation is provided in accordance with NDUEC's transportation
policies and procedures. Students riding the NDUEC van are expected to follow all safety
rules, respect the driver and other passengers, and always conduct themselves in a safe
and appropriate manner. Failure to meet these expectations may result in the suspension
or revocation of transportation privileges.

Visitor Policy

To help maintain a safe environment, all visitors must enter through the main entrance and
sign in with the receptionist before entering the building. Visitors may be asked to present
identification and must remain in approved areas unless accompanied by an NDUEC staff
member. Unauthorized visitors or individuals will be asked to leave the premises.
Volunteers

Volunteers play an essential role in fulfilling NDUEC's mission by supporting students
academically, socially, and emotionally.

All volunteers are screened, VIRTUS trained and compliant according to the Diocese of
Covington’s regulations, and expected to follow NDUEC policies and procedures while
serving at the Center. Additional information on volunteer expectations, responsibilities,
and policies is available in the NDUEC Volunteer Handbook.

Volunteer Interaction

NDUEC values the important role volunteers play in supporting student success.

Students are expected to treat volunteers with courtesy and respect. Likewise, volunteers
are expected to maintain professional boundaries and provide a safe, encouraging, and
supportive learning environment.
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Nondiscrimination Policy

In accordance with Federal civil rights laws and U.S. Department of Agriculture (USDA) civil
rights regulations and policies, the USDA, its Agencies, offices, and employees, and
institutions, including Notre Dame Urban Education Center, participating in or
administering USDA programs are prohibited from discriminating based on race, color,
national origin, sex, disability, age, or reprisal or retaliation for prior civil rights activity in
any program or activity conducted or funded by USDA.

Right to Amend

The policies and procedures contained in this handbook are intended to provide general
guidance for students and parents/guardians participating in Notre Dame Urban Education
Center programs. NDUEC reserves the right to interpret, modify, amend, suspend, or
discontinue any policy or procedure contained in this handbook at any time, with or
without prior notice, as circumstances require.

Whenever practical, NDUEC will communicate significant policy changes to students and
parents/guardians in a timely manner. By participating in NDUEC programs,
parents/guardians acknowledge their responsibility to become familiar with and comply
with the most current policies and procedures.
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