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Philosophy/ Mission Statement: 
 
St. Mary Catholic School is different by design. With the assistance of the Pastor, Principal, staff, students,                 
parents, and parishioners, we provide an excellent educational environment where students and teachers work              
together to cultivate, strengthen, and share faith, excel academically by fostering a passion for learning and                
personal accountability. It is our goal at St. Mary to commit ourselves to the development of the total person,                   
spiritual and physical, moral and intellectual, individual and social, in an atmosphere filled with the spirit of Christ.  
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PRE SCHOOL STAFF TEAM 
 
Superintendent/Pastor……………Fr. Chris Mileski fatherchris@stmaryshelby.org  
Principal…………………………… Mrs. Kimberly Stover kstover@stmaryshelby.org  
Administrative Assistant………… Mrs. Judy Caporini jcaporini@stmaryshelby.org  
Certified Preschool Teacher… Mrs. Denise Thompson dthompson@stmaryshelby.org  
Preschool Aide …………….……. Ms. Monica Stanford mstanford@stmaryshelby.org 
School Nurse………………………Mrs. Misty Bishop mbishop@stmaryshelby.org  
Intervention Specialist…………… Mrs. Laura Wayne lwayne@stmaryshelby.org  
 
PRESCHOOL PHILOSOPHY 
 
St. Mary Preschool operates under the same philosophy as that of kindergarten through grade              
six at St. Mary School. This philosophy focuses on our intention to provide a quality academic                
education within the context of a Catholic Christian Environment. 
 
The theme for our preschool program is “I Am Special.” All aspects of the program focus on                 
the principle that each child is a “special” individual. In a caring and positive atmosphere, we                
create a happy place for preschoolers to learn. As we bridge the gap from home to school, we                  
guide children to a continued positive self-image while building social skills. 
 
Sensory, motor, perceptual and language skills are introduced through materials and activities            
which are both child-centered and teacher-directed. Work is planned which emphasizes the            
process rather than the product, fostering a sense of accomplishment and pride. 
 
Based on the theory that children learn through play, classroom routines encourage active             
involvement, meaningful experimentation and reinforcement through repetition. Schedules are         
designed which balance structure and free choice, as well as active and quiet times.  
Recognizing that children grow in predictable stages, we treat each child as an individual,              
working from the level each child has attained and moving forward one step at a time. We                 
teach a love for learning by allowing children to experience their own state of development and                
helping them feel success without pressure. 
 
GENERAL OBJECTIVES FOR OUR PRESCHOOL PROGRAM: 
 
In our preschool program we strive to meet the following objectives:  
(1) To provide a Christian learning environment for our preschool children, ages 3 through 
5. 
(2) To provide the opportunity for each child to continue to develop a positive self-image. 
(3) To promote a warm and enriching environment for each child to interact with peers. 
(4) To provide an atmosphere of structured learning experiences with respect to each 

child’s individual needs. 
(5) To provide each child with the important foundation skills needed for future reading 

skills and academic pursuits. 
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SCHEDULE; Monday-Thursday  8:15-11:30 am in accordance with school calendar 
 
ADMISSION 
Age Requirements: 
Ohio law gives individual school districts the right to determine the age requirements for 
admission to kindergarten.  Per the policy of St. Mary  School, a child should be five (5) years 
old on or before August 31st. Each child who has successfully completed kindergarten shall be 
eligible to be enrolled in the first grade. Children entering Pre-K must be three (3) or four (4) 
years of age by August 31st as applicable and potty trained.  
 
Required Records: 
When registering for the first time, the person responsible for the child must present the school 
with a copy of the child’s birth certificate, social security number, and copy of parent/guardian’s 
driver’s license.  In lieu of the birth certificate any of the following shall be accepted: a passport 
showing the date and place of birth of the child, a certificate of baptism, a hospital record 
showing the date and place of birth of the child or a birth affidavit.  If satisfactory evidence 
cannot be produced within fourteen days of the child’s entry into school, the law enforcement 
agency in the area in which the child resides will be notified. 
 
 
CURRICULUM AND INSTRUCTION: 
The Creative Curriculum for Preschool© is our award-winning research-based curriculum. The 
Creative Curriculum for Preschool features exploration and discovery as a way of learning, 
enabling children to develop confidence, creativity, and critical thinking skills. 
The Creative Curriculum for Preschool is based on 38 objectives for development and 
learning. These objectives are fully aligned with the Head Start Child Development and Early 
Learning Framework and state early learning standards, and integrated into each and every 
one of the comprehensive collection of resources that makes up the curriculum.  What’s more, 
the curriculum also offers daily opportunities to individualize instruction by helping teachers 
meet the needs of every learner, with a particular focus on English language development. 
 
BIRTHDAY OBSERVANCES AND INVITATIONS 
 
Students in Grades Pre-K may come to school dressed out-of-uniform on their birthday or 
half-birthday (if their birthday falls during the summer months). Please make sure clothing is 
school appropriate and respectful especially on Mass day.  In addition, birthday treats may be 
brought to school.  All treats should be pre-packaged with ingredients listed on the package if 
any student in the room  has food allergies. An alternative to a food treat is to provide a book 
or game for the classroom. St. Mary tries to be sensitive to the feelings of our students.  As a 
result, students may ONLY distribute private party invitations if every student in the class is 
invited or all boys or all girls.  
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CLASS SIZE: 
Ohio law mandates the child/teacher ratio as follows: 

3 year olds 1:12 maximum group size of 24 
4 year olds 1:14 maximum group size of 28 

 
When enrollment exceeds the 1:12 or 1:14 ratio, an aide must be present. St. Mary Preschool 
abides by these requirements. 
 
DEVELOPMENTAL SCREENING REFERRAL PROCESS 
The school will post the yearly screening dates on the St. Mary School website. A parent that 
would like their child to be screened will contact St. Mary School for an appointment. Within a 
week, an employee will contact the parent and establish a screening date for the child. 
After the initial screening takes place the team will have a conference with the parents or the 
parents will be contacted by phone that day to share the screening results. Other screeners 
that can be used are The Ages and Stages Questionnaire (ASQ) and the Brigance Early 
Childhood Screens. All students will be screened within the first sixty days of the enrollment 
date. Each student will be screened annually regardless of disability. 
 
DISCIPLINE: 
One of the goals of St. Mary Preschool is to help the child develop a positive self-image.  This 
goal will be achieved through positive reinforcement.  This means that good behavior is 
brought constantly to the child’s attention.  Group activities throughout each session 
encourage cooperative and social interaction.  However, the extent of each child’s participation 
is respected. 
 
In the event that disciplinary action must be administered due to disruptive behavior, physical 
punishment will never be used.  In this instance, the child will be removed from the situation 
and dealt with accordingly.  If the problem continues, the parent will be notified.  The best 
discipline policy tries to prevent problems before they arise.  By the use of group management 
techniques and by trying to be as consistent as possible with classroom procedures, we will 
help the children to understand what is expected of them. Behavior Management Discipline is 
outlined under 3301-37-10 of the Ohio Department of Education Code as follows: 
 
A. A preschool staff member in charge of a child or a group of children shall be responsible 

for their discipline.  
 
B. The center shall have a written discipline policy describing the center’s philosophy of 

discipline and the specific methods of discipline used at the center. This written policy 
shall be on file at the center for review. Constructive, developmentally appropriate child 
guidance and management techniques are to be used at all times, and shall include 
such measures as redirection, separation from problem situations, talking with the child 
about the situation, and praise for appropriate behavior.  
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C. Behavior management/discipline policies and procedures shall ensure the safety, 
physical, and emotional well-being of all individuals on the premises.  

 
D. The center’s actual methods of discipline shall apply to all persons on the premises and 

shall be restricted as follows:  
1. There shall be no cruel, harsh, corporal punishment or any unusual punishments 

such as, but not limited to, punching, pinching, shaking, spanking, or biting.  
2. No discipline shall be delegated to any other child.  
3. No physical restraints shall be used to confine a child by any means other than 

holding a child for a short period of time, such as in a protective hug, so the child 
may regain control.  

4. No child shall be placed in a locked room or confined in an enclosed area such as a 
closet, a box, or a similar cubicle.  

5. No child shall be subjected to profane language, threats, derogatory remarks about 
himself or his family, or other verbal abuse.  

6. Discipline shall not be imposed on a child for failure to eat, failure to sleep, or for 
toileting accidents.  

7. Techniques of discipline shall not humiliate, shame, or frighten a child.  
8. Discipline shall not include withholding food, rest, or toilet use.  
9. Separation, when used as discipline shall be brief in duration and appropriate to the 

child’s age and developmental ability, and the child shall be within sight and hearing 
of a preschool staff member in a safe, lighted, and well-ventilated space.  

10.The center shall not abuse or neglect children and shall protect children from abuse 
and neglect while in attendance in the preschool program.  

 
E. The parent of a child enrolled in a center shall receive the center’s written discipline 

policy.  
 
F. All preschool staff members shall receive a copy of the center’s discipline policy for 

review upon employment. 
 

DRESS CODE:  
Our goal in the dress code is to simplify and assist in reducing the expenses parents have in 
purchasing school clothes. Education is a serious opportunity, and it is important that we 
provide a school environment where learning can take place.  A dress code contributes to an 
environment that supports a productive and educational atmosphere. Dressing modestly and in 
good taste contributes to the student’s educational discipline. All clothing will be neat, clean 
and in good repair.  A student who is inappropriately dressed may be sent home to change 
clothes or may be detained in the office until a parent/ guardian arrives with appropriate attire. 
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Special occasions or exceptions will be given in writing.  
Shirts: All students are expected to wear St. Mary logo wear every day. Spaghetti straps and 
tank tops are not permitted without a sweater over the shoulders.  
Pants: *Every day, all students are permitted to wear blue jeans or Khaki pants (tan in color). 
Girls may wear skirts or jumpers in khaki (tan) or blue denim.  Skirts need to be of modest 
length and shorts must be worn underneath. Leggings may be worn under skirts only to cover 
legs.  Jeans must be blue in color and in good repair (no holes or jeggings).  It is highly 
recommended that preschool students wear pants with elastic waist bands rather than pants 
that button/zip. 
Shoes: Tennis shoes and other closed toe shoes are acceptable.  Socks are required. 
Sandals and open toe shoes are not permitted at any time for students.  
Shorts: Shorts khaki or blue denim with at least mid thigh are permitted as follows: With Ohio 
weather, we know it can be very hot outside of these months and we do want to give students 
the opportunity to be comfortable; if the forecast exceeds 70 degrees, shorts are permitted. 
Hair: Hair must be clean and well groomed. Boys may not have hair longer than collar length 
and be above brow line. No “fad” haircuts or unnatural coloring of hair is permitted.  
Hats: Hats may not be worn in the building at any time. 
Jewelry and makeup: modest and minimal.  
Outerwear: During school hours inside the building, outerwear (including sweatshirts) should 
not be worn over the school uniform.  Wearing layers under polo shirts or outerwear that is 
logo wear is encouraged when cold weather prevails. 
 

EMERGENCY MEDICAL PROCEDURES: 

A form is issued annually to parents asking you to detail the procedures we are to use in case 
of medical or dental emergency.  A copy of this form must be on file at all times.  It is 
imperative that the information provided be current.  Should a change occur any time during 
the school year, you are asking to notify the school. 
 
EVALUATION OF CHILDREN’S PROGRESS: 
Parent conferences are held twice each year – at the end of November and at the end of the 
school year.  Written progress reports are sent home to parents as needed during the months 
between parent conferences. 
Parents should feel free to schedule a conference at any time during the school year should a 
particular concern arise.  The issue should be resolved quickly rather than prolonging a 
situation.  
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FIELD TRIPS 
Field trips are first-hand educational experiences that bring additional meaning to the lessons 
in the classroom.  Students may be denied the privilege of participating in a given field trip if 
they fail to meet academic and/or behavioral expectations.  
 

1. Field trips are designed to correlate with teaching units and to achieve curricular goals. 
2. Field trips are re-evaluated each year to determine the compatibility of the field trip with 

curricular goals. 
3. A field trip is a privilege and not a right. 
4. All grades do not always have the same number of field trips. 
5. Field trips are permissible for all grades when advanced planning, location, and the 

experience insure a successful learning opportunity. 
6. Individual teachers, in consultation with the Principal, reserve the right to restrict or deny 

student participation on any field trip due to, but not limited to, poor academic 
performance and/or poor conduct. 

7. A written official permission slip, signed by the parent, is required before a child will 
be permitted to attend a field trip activity.  Verbal permission cannot be accepted. 
Permission slips are due in the office forty-eight hours after receipt of the permission 
slip. 

8. A telephone call will not be accepted in lieu of the proper field trip permission slip. 
9. Parents may refuse to permit their child from participating in a field trip by stating so on 

the proper form.  Students who do not attend a field trip will remain at home with the 
parent and will be marked absent for the day. 

10.Students who are participating in the field trip must ride the bus to and from the field trip 
with their class.  Students not on the bus may not participate in the field trip and will be 
counted absent for the day. 

11. All monies collected for the field trip are non-refundable. 
12.Parents who are not approved chaperones with a current driver vehicle agreement  may 

not drive their car to a field trip destination with the plan of accompanying the class on 
the field trip.  St. Mary risk management insurance company insures the “official” 
chaperones and participation by unofficial chaperones jeopardizes the protection for our 
students and all other “official” adults on the trip. 

13.Parents who chaperone a field trip may not bring siblings on the field trip. 
14.All chaperones must be 25 years of age or older and have successfully completed 

VIRTUS. Parents who are serving as chaperones may not bring any other children on 
the trip. 

15. If a student has been absent due to illness for part or all of the day preceding the field 
trip, parents are asked to exercise good judgment about sending the child to school, 
please refer to the rules for returning to school addressed earlier in the handbook.  It is 
difficult for the teacher and other chaperones to provide quality care if the child 
becomes ill during the day of the field trip.  Parents should contact the teacher before 
sending the child back to school on the day of a field trip.  
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FORMAL COMPLAINT: 
If you have any questions or concerns, please contact the Preschool teacher to discuss these 
issues.  If you would like to discuss further, please contact the St. Mary School principal at 
419-342-2626.  
St. Mary’s Preschool is licensed by the Ohio Department of Education.  If you feel that your 
concerns are not being addressed, the State of Ohio provides parents the opportunity to report 
these concerns regarding the preschool program by contacting the Ste Ombudsman at 
1-614-466-0224. This notification is posted in the preschool classroom at all times.  A copy of 
the ODE’s Due Process Complaint And Request For A Due Process Hearing is included as 
Appendix 1 in this document. 
 
ILLNESS: 
Parents are asked to keep children at home when there are any signs present of developing 
illness.  Parents will be called in case a child develops a temperature of 100 degrees or other 
illness.  The child will be excluded from school until all symptoms disappear or until a doctor 
recommends that the child return to school. 
 
MEDICATION:  
The policy regarding the dispensing of medication (over-the-counter or prescribed is detailed in 
the Parent Handbook.  At the preschool level, we highly discourage the administration of any 
medication during class hours.  If a child requires medication, in most cases, he/she should be 
absent from school.  Special situations should be discussed with the preschool teacher. 
 
PARENTAL PARTICIPATION: 
We value the active involvement of parents in our program, both through meetings and 
classroom participation.  With parents and teachers working together, school then becomes a 
shared experience which hopefully continues throughout each child’s education progress. 
 
SCHOOL CLOSINGS/DELAYS: 
If school must be closed because of inclement weather or other emergency situations, 
announcements will be made on Ohio Alerts, WMFD, and all Clear Channel radio stations, 
facebook and class Dojo.  If the closing is weather-related, it is safe to assume that if Shelby 
City Schools are closed due to bad weather, St. Mary School will also be closed since we use 
the same buses. 
In the event of a delay, morning preschool will be held 10:15 AM -12:30 PM.  
 
SCHOOL VOLUNTEERS:  
St. Mary school welcomes volunteers to help our students.  However our first priority is kid’s 
safety.  Therefor all volunteers must go through a screening process called Virtus along with 
training called “Protecting God's Children”.  Please contact school office or your homeroom 
teacher for detailed instructions to complete 72 hours prior to volunteering or driving for field 
trips etc.  The cost is $25. Vouchers may be available.  
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SNACKS: 
Snacks are served during class time to all children.  Parents will be asked to provide a snack 
on rotating bases.  The preschool teacher will provide suggestions for items which can be 
brought.  The emphasis is on simple and healthy food items. 
 
 
STUDENT PICK UP and DROP OFF 
In order to provide the safest environment for our preschool children, we ask parents and other 
adults involved in our program to observe the following guidelines regarding parking. 
 

AM Preschool arrival is 8:00-8:15 am. Upon arrival, morning students will gather in the lobby.  At 
the scheduled start time, students will walk as a group back to the classroom. At dismissal, 
students will be dismissed to their vehicle in the line that forms in the driveway next to the 
gym door closest to West Street. The driveway access is off Auburn Ave. Students arriving 
late can be walked back to class by parents, but please check in at the office as classes 
are already underway and classroom doors are locked.  Special Preschool drop off and 
pick up parking spots are marked as such for your convenience to walk your child in.  
 

 CHILD RESTRAINT LAW: Refer to Ohio Child Passenger Safety Laws. 
http://www.healthy.ohio.gov/vipp/cps/Child%20Passenger%20Safety%20Law.aspx  

Ohio’s child passenger safety law requires the following: 
● Children less than 4 years old or 40 pounds must use a child safety seat meeting 

federal motor vehicle  
  safety standards. 

● Children less than 8 years old, unless they are at least 4 feet, 9 inches tall must 
use a booster seat. 

● Children ages 8-15 must use a child safety seat or safety belt. 
This requirement is for all vehicles other than school busses. 
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SETTLING IN AND TRANSITION POLICY  
 
Settling In and Transition Policy  
 Settling into a PreSchool setting is a time of crucial importance to a child’s later happiness 
in the setting. All children are individuals and while some children will adjust fairly easily to the 
new environment and new routines, others will take longer to feel comfortable and secure. As 
families, we can take steps to ensure that the transition into the PreSchool setting goes as 
smoothly as possible.  
 
 Children who have a positive start to their new environment are more likely to feel 
comfortable, relaxed and valued, feel good about themselves as learners and have a sense of 
belonging to the Pre-school community.  
 
Before starting Pre-school  
 Before children start at St Mary’s Pre-school, parents/caregivers are invited to attend an 
open house. During the event, Staff give a short presentation giving information about how we 
run our program.  
 
 Parents are also required to complete all necessary documentation including our ‘Child 
information’ form. The information provides Key Staff with details such as whether the child 
has any siblings and their position in the family. It also covers information about the child 
including likes, dislikes, food allergies, favorite toys, anyone known to them at Pre-school, if 
the child shares their sessions with another setting, or has attended any toddler groups. The 
Key Person uses the information as the basis for planning to support the child’s development 
and learning.  
 
Visiting Pre-school  
 Families are invited to visit the setting to see how we run a Pre-school session. It gives the 
children and parent or caregiver time to meet the staff and to meet other children.  
 
SETTLING IN AND TRANSITION POLICY  
 
Settling in  
 A gentle introduction allows children and their caregivers to get to know the staff and the 
daily routine and to become familiar with the environment. We find this method highly 
successful; children feel relaxed, happy and confident, as do their parents/caregivers. Our 
partnership with parents is very important; they must have trust and confidence in those 
looking after their children.  
 
 We make it clear to all families that we will support them in the setting for as long as it takes 
the child to settle in. We will reassure parents/caregivers of children who seem to be taking a 
long time to settle in and give advice and suggestions to make the transition as smooth as 
possible.  
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Assessment at Pre-school  
 The Teacher completes a Early Learning Assessment within half a term of the child starting 
with us. This is shared with the parents/caregivers at conference time.  
 
 During the spring term we hold a parents consultation evening and an end of year or 
Transition report is written.  
 
 Teachers are available to talk to parents about the development of their child at any time.  
 
SETTLING IN AND TRANSITION POLICY  
 
Transition to school  
 During the Autumn term, families receive a ‘Starting school’ packet. The pack contains all 
information required for parents/caregivers to register for Kindergarten.  
 
 We incorporate Transition into our planning for the children. Ways in which we do this 
include turning the role-play area into a school classroom, having school uniforms available for 
dressing up time and practicing tasks such as carrying a lunchtime tray.  
 
 Staff regularly share reference and story books with children about going to school.  
 
 Each child's report’ is sent directly to the school at the end of the summer term before they 
leave Pre-school. This includes comments upon the seven areas of learning, the development 
stages of the child and their hopes and fears for the transition.  
 
 For children with any additional or special educational needs, a transition meeting is 
arranged with the school, the child’s parents and our Pre-school.  
 
 For any child moving on to another Nursery or Pre-school, staff will complete the same 
Transition report which is then sent to the other setting with parental permission.  
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ODE DUE PROCESS COMPLAINT AND REQUEST FOR A DUE PROCESS HEARING  
Instructions  

 
Please provide information requested in all of the fields on the form.  
1. Name, birthdate and grade of the child.  

2. Disability category: Provide a list of all disabilities that currently apply to the child. If the child has not been                    
identified as a child with a disability, state “Child has not been identified” in the space provided.  

3. Address of the residence of the child; or in the case of a homeless child or youth, available contact                   
information.  

4. Name and address of the school the child is attending.  

5. Name of parent and address if address is different from child’s; or in the case of a homeless child or youth,                     
available contact information for the child: “Homeless” means homeless within the meaning of section 725(2)               
of the McKinney-Vento Homeless Assistance Act, 42 U.S.C. 11434a(2); and telephone numbers.  

6. Mediation: Mediation is a free service provided by the State to resolve disputes. Participation in mediation is                 
completely voluntary and must be agreed to by both parties. A mediator will arrange dates for the parties to                   
discuss remedies to resolve the dispute. Mediation is concurrent with due process, but the mediation meeting                
will usually be scheduled before the due process hearing takes place. If you are interested in mediation,                 
please check the applicable line.  

7. Description of the Problem and Facts Relating to the Problem: Provide a description of the nature of the                  
problem which is the basis of your request for a due process hearing, and provide facts relating to the                   
problem. Example of Problem: The problem is the school district’s failure to implement my child’s               
individualized education program. Example of Facts Relating to the Problem: My child has not received the                
speech and language services specified in her individualized education program.  

8. Description of the Proposed Resolution: State the resolution you are proposing to the extent known and                
available to you at the time. Example of Proposed Resolution: I am proposing that my child receive the                  
speech and language services specified in her individualized education program.  

9. Attorney or Representative: If you have an attorney or representative in this case, please provide the name                 
and address of the attorney or representative. If this section is completed by the parent or LEA, all due                   
process correspondence and information will be sent to the attorney or representative and not to the parent or                  
LEA.  

10. Signature: Party requesting the hearing is required to print, sign and date the complaint notice/due process                 
hearing request.  

11. Expedited Hearing, if Applicable: A parent may request an expedited hearing only if the parent disagrees                 
with a decision regarding placement for disciplinary removals or with the manifestation determination. A local               
educational agency (LEA) may request an expedited hearing only if the LEA believes that maintaining the                
current placement of the child is substantially likely to result in injury to the child or to others. An expedited                    
hearing may not be requested for any other reason.  

12. Submission of Request: Send the original completed request to the other party, and send a copy to the Ohio 
Department of Education, Office for Exceptional Children, Procedural Safeguards, 25 South Front Street, 
Columbus, Ohio 43215-4183 or fax a copy to (614) 728-1097.  

 
 
Note: The use of this form is not required. Instead of using this form, you may submit your own due process 
request, but your request must include all information required by federal regulation at 34 CFR § 300.508.  
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DUE PROCESS COMPLAINT AND REQUEST FOR A DUE PROCESS HEARING 
NAME OF CHILD ON WHOSE BEHALF THE 
HEARING IS REQUESTED  
 
 

CHILD’S BIRTHDATE 
(Month/Day/Year)  

GRADE  

DISABILITY CATEGORY  
ADDRESS OF THE RESIDENCE OF THE CHILD; OR IN THE CASE OF A HOMELESS 
CHILD, AVAILABLE CONTACT INFORMATION  
NAME AND ADDRESS OF THE SCHOOL THE CHILD ATTENDS  
NAME OF PARENT AND ADDRESS (IF ADDRESS IS 
DIFFERENT FROM CHILD’S): 
(In the case of a homeless child or youth, available contact information for 
the child) 
Name: 
 
Address: 

TELEPHONE NUMBER  
 
(       ) ______________________ 

DAYTIME TELEPHONE 
NUMBER  
(       ) ______________________ 

A BILINGUAL OR SIGN LANGUAGE INTERPRETER IS REQUESTED  
YES / NO    IF YES, specify language/mode of communication  

NAME OF SUPERINTENDENT AND SCHOOL DISTRICT OF RESIDENCE  
 
 
MEDIATION  
YES / NO I am interested in mediation.  

A DESCRIPTION OF THE PROBLEM (Describe the nature of the problem of the child relating to a 
proposed initiation or change of placement or provision of a free appropriate public education) 
(Attach additional pages if necessary).  
 
 
 
  
 
 
 
 
FACTS (Provide facts relating to the problem described above) (Attach additional pages if 
necessary).  
 
 
 
A DESCRIPTION OF THE PROPOSED RESOLUTION YOU ARE SEEKING (Provide the 
proposed resolution of the problem to the extent known and available to the party at the 
time) (Attach additional pages if necessary).  
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DUE PROCESS COMPLAINT AND REQUEST FOR A DUE PROCESS HEARING (contd) 
 

NAME AND ADDRESS OF THE ATTORNEY OR 
REPRESENTATIVE FOR THE PARENT/GUARDIAN OR LEA. 
If this section is completed, all information and 
correspondence regarding the due process request will be 
sent to the attorney or representative and not to the parent 
or LEA.  

TELEPHONE NUMBER  
 
(      )______________________ 
 
FAX NUMBER  
(     )______________________ 

THE PARTY REQUESTING THE HEARING IS 
(Check one):  
 
______ Parent/Guardian of the child on whose behalf the 
hearing is being brought  
 
______ School District of Residence(Superintendent)  
 
______ Other Educational Agency (Name):  
 
 
___________________________________  

 
______ Student with a Disability 
Is At Least 18 years Of Age But 
Not More Than 21 Years of Age.  
 
Name (printed) of Party Requesting 
Hearing  
 
______________________ 
 
Signature of Party Requesting 
Hearing 
 
______________________ 
 

REQUEST FOR EXPEDITED HEARING  
(COMPLETE THIS SECTION ONLY IF YOU ARE REQUESTING AN EXPEDITED 
HEARING)  
AN EXPEDITED HEARING MAY BE REQUESTED ONLY IF ONE OF THE FOLLOWING 
REASONS APPLIES: 
Parent: As the parent/guardian or student, I am requesting an expedited hearing 
because (Check one of the following):  
 
______ I disagree with a decision regarding placement for disciplinary removals; or  
 
______ I disagree with the manifestation determination.  
 

School District: As the school district, I am requesting an expedited hearing because:  
 
______ I believe that maintaining the current placement of the child is substantially likely to 

result in injury to the child or to others.  

Submission of Request: Send the original completed request to the other party, and send 
a copy to the Ohio Department of Education, Office for Exceptional Children, Procedural 
Safeguards, 25 South Front Street, Columbus, Ohio 43215-4183 or fax a copy to (614) 
728-1097. Note: The use of this form is not required. Instead of using this form, you may 
submit your own due process request, but your request must include all information 
required by federal regulation at 34 C.F.R. § 300.508. See page one for instructions.  

 

______________ 
Date of Signature  
 
______________________________________________________ 
Signature 
 

14 St. Mary School 26 West Street Shelby, OH 44875 (419) 342-2626  www.stmaryshelby.org  
 

http://www.stmaryshelby.org/

