Something To Think About

When James Garfield was President of Hiram College, a parent inquired about the schoolwork.  “Can’t you simplify these courses?  My son never could learn all this.” To which Garfield replied, “It just depends upon what you want.  When God wants an oak tree, it takes Him one hundred years; but when He wants a pumpkin, it takes only three months.”

This principle applies in areas where patience and time are important to develop the minds and character of your student.

(Reprinted from Lutheran Educator, December, 1961)

THE TEACHER

I took a piece of living clay,

And gently formed it day by day,

And molded it with power and art,

A young child’s soft and yielding heart.

I came again when years were gone,

It was a young man I looked upon.

He still that early impress bore,

 And could change that form no more.

“The Christian School is not a utopian sanctuary where little cherubs gather to flutter their wings and sing choruses.  It is a place where Christian teachers and workers grapple with real problems: apathy, rebellion, worldliness, and a host of others.  Only Christ can make a permanent change in the lives of our children.  Thank God that real problems can be dealt with by a real, living, and glorious Savior.”

--John Bennett, Principal

Eugene Christian School

Eugene Oregon

OPPORTUNITY

The objective in operating a Christian School is to obey the Scriptural imperatives of Deuteronomy 6:5-7a:


“And thou shalt love the Lord thy God with all thine heart, and with all thy soul, and with all thy might.  And these words, which I have command thee this day, shall be in thine heart: And thou shall teach them diligently unto thy children.”

And Proverbs 22:6, to train up a child in THE way he SHOULD GO.  Teaching is training.  Training for life must include training for eternity.

A Christian School is an extension of the Christian home in training young people for time and eternity in a Christian environment.  School staff works closely with parents to train the whole child.

Attendance at this school is a privilege and not a right.  The goals of this school are not to reform, but to train Christian youth of every ability in the highest principles of Christian leadership, self-discipline, individual responsibility, personal integrity, and good citizenship.  This school stands without apology for the old-time Gospel and the highest standards of morality and Christian behavior.

This handbook is prepared to acquaint teachers with policies and procedures of Victory Baptist Academy.  Our school and its administration are committed to striving for excellence in our program.  We have set high standards for ourselves and desire to convey an enthusiasm for learning in a Christian atmosphere.  The administration expects teachers to follow these guidelines and will hold them accountable for doing so.  The administration must approve individual practices, procedures or policies that vary from this handbook. In no way could this Handbook be exhaustive, but can be added to by the administration as situation would require. 

A WORD FROM THE PASTOR

Welcome to the ministry of Victory Baptist Academy.  We are glad to have you as a part of this ministry.  The whole purpose of this ministry is to glorify the Lord.  Our work cannot be compared to that of a public education, as ours is a spiritual ministry.  We will receive double dividends in eternity for the effort expended.  Each person needs to realize that he is not working for any person here, but for the Lord.  This is His ministry.  Much prayer and sacrifice on the part of many have gone into the building of this work.


I feel there is a need for each of us to have a spiritual burden for our part of this ministry.  For those who are new, ask the Lord daily to sell you on this work.  Faculty members need to ask God to give them a burden for their students that they might have an effective ministry for the Lord.


Although you have been hired for a specific job, you need to be flexible and willing to do anything.  We operate on the principle of everyone working together to get the job done for the Lord.  Let your life be a channel through which the Lord can work. (Romans 12:1 “I beseech you therefore brethren, by the mercies of God, that ye present your bodies a living sacrifice, holy, acceptable unto God, which is your reasonable service.”)


Our personnel should remember that they are role models to our students, and consequently, should always demonstrate a positive Christian testimony.  Students will be inspired to live for Christ not only by what they hear in the classroom, but also by what they see in our lives outside of the classroom. (I Thessalonians 1:16, “And ye became followers of us, and of the Lord.”)


In a Christian work such as this, there should be no question about your loyalty.  God has called you, and He expects you to be loyal to this ministry.  Griping will not be tolerated since it is one of Satan’s most destructive tools. Satan hates our school and will do all he can to undermine it.  Let each of us refuse to be used of Satan to destroy a good work.  If you have any criticisms come directly to me.  Constructive suggestions are appreciated and adjustments will be made if they are warranted.  We are reasonable people; and if you feel you cannot continue to work in harmony with the ministry, it is expected that you turn in your resignation to me for approval for release from your position.  We also ask that you pass on any major criticism of the ministry to the administration so that the fault can be corrected.  Any personnel have complete freedom to come to me if he or she feels the problem warrants our attention.  This principle is vital to the health and well being of our ministry.  We must have a healthy spiritual organization.


Your spiritual life will determine your happiness and satisfaction in doing the Lord’s work, so be on your guard spiritually.  Do not neglect having time alone with the Lord each day, in addition to your home devotions.  In closing, let me assure you that we feel God has sent you our way.  It is up to you to trust Him in His leading and to know He does not make mistakes.  God has blessed this school abundantly, and I am sure He will bless you as you give of yourself to this ministry.

Sincerely,

Pastor Jerry Beaver

Pastor of Victory Baptist Church and Academy

STATEMENT OF FAITH

We believe in:

1. The inspiration of the Bible, equally in all parts, without error, and that the King James Version is the preserved Word of God for the English speaking people;

2. The one God, eternally existent Father, Son and Holy Spirit, who created man by a direct immediate act;

3. The preexistence, incarnation, virgin birth, sinless life, miracles, substitutionary death, bodily resurrection, ascension to Heaven, and the Second Coming of the Lord Jesus Christ;

4. The fall of man, the need of regeneration by the operation of the Holy Spirit on the basis of grace alone, and the resurrection of all to life or damnation;

5. The spiritual relationship of all believers in the Lord Jesus Christ, living a life of righteous works, separated from the world, witnessing of His saving grace through the ministry of the Holy Spirit.

SCHOOL PHILOSOPHY

Victory Baptist Academy believes that for a student to be truly educated he must not only know God’s purpose for his own life, but also God’s plan for the ages.  Victory Baptist Academy is founded upon the authority of the Word of God and emphasizes the fundamentals of the Christian Faith.  The Bible is the center of this school’s curriculum.  Victory Baptist Academy is the ministry of Victory Baptist Church and holds to its statement of faith, and practices, in accordance with God’s Word.

Victory Baptist Academy believes that the highest goal in discipline is self-discipline.  It further holds that we teach this self-discipline in precepts and in practice.  It is the purpose of the school to train young people in the nurture (loving discipline) and admonition (instruction) of the Lord; thus it is imperative that Christian teaching is presented in a Christian environment.  Parents are responsible for their children, under God; therefore, teachers and administrators are the servants of the parents in a sense.  Families who enter Victory Baptist Academy must agree to the school’s philosophy and standards and we expect teachers to uphold and enforce the school’s policies, while respecting the parents’ proper role.


We have taken the philosophy of Victory Baptist Academy from Proverbs 1:7, “The fear of the Lord is the beginning of Knowledge.”

EMPLOYMENT POLICIES AND BENEFITS


This Personnel Handbook is an outline of the basic personnel policies, practices, and procedures of Victory Baptist Academy.  It contains general statements of policy and should not be read as including the fine details of each policy, or as forming an expressed or implied contract.  None of these policies should imply that any list is all-inclusive or that the Administration must act in a set fashion in every situation.  The administration of Victory Baptist Academy may add to, revoke, or modify policies in the handbook from time to time. The administration will try to keep the handbook current, but there may be times when the policy will change before the handbook is reprinted.

PASTOR/PRINCIPAL


The Pastor is the chief administrator of Victory Baptist Academy.  He is responsible for the operational policies of the institution.  In the absence of the pastor, a designated staff will assume charge of activities.

PASTOR’S ASSISTANT


There may be a time in the ministry of Victory Baptist Church and Victory Baptist Academy, that the pastor hires an assistant. The pastor’s assistant is primarily concerned with the supervision and coordination of the activities of Victory Baptist Academy and other areas in the church.  The pastor’s assistant oversees that all teaching and aide staff carry out responsibilities properly, efficiently, and effectively.  At the time of writing this handbook, a pastor’s assistant was not in place for the upcoming 2002-2003 school year. Therefore, the pastor is the authority and supervisor on all matters until an assistant would be hired.

TEACHERS/STAFF


The teachers and staff are personnel; they are responsible to the pastor who represents academic and disciplinary matters. The administration believes that if a teacher is worthy of teaching at Victory Baptist Academy, then he or she is due the respect of his or her office.  It is expected that this same attitude be shown the administration by the teachers.

The next part of this manual will deal with the keys that unlock the door of success for VBA

VBA CORE VALUES DEFINITION

Introduction:

1. Core Values are the beliefs and values which are adopted, embraced and implemented in the operation of a ministry and are to be the principles of controlling guidance by which it seeks to accomplish what God has called the ministry to undertake and do.  A Core Value is a cherished principle that controls ministry decisions and directions.

2. A list of Core Values is never complete or intended to be a finished product “once and for all.”  But a list of Core Values is always intended to be a controlling statement of what the ministry will be guided and operated by, in good and sincere conscience before God.

3. The wording of a Core Value may change from time to time to better reflect what is intended by it, but the essence and position of a Core Value should never change unless the ministry has been led of God to change its mission or, sadly, the ministry has compromised and abandoned its Biblical position.

4. A ministry should desire to be recognized, known, defined and understood by the Core Values that it embraces and upholds.  A ministry’s Core Values are what the ministry really is, if the Core Values are practiced and upheld, with good conscience, before God.  While no ministry, or person in a ministry, is ever perfect, every ministry must strive to diligently uphold its Core Values.

a. Ministry Leadership must totally adopt, encourage, enforce, and believe in the ministry Core Values.

b. Ministry Management must thoroughly believe in and support the ministry Core Values

c. Ministry Co-Laborers must totally support the ministry Core Values.

d. Ministry Workers must conform to, and never embarrass, the ministry Core Values.

5. Core Values must always be implemented and enforced with Biblical love, graciousness, patience, gentleness, meekness and helpful encouragement. They must never be implemented in a mean or harsh manner.

Core Values must be implemented and enforced!

6. Core Values, which are based upon the Word of God, are non-negotiable and are not open to discussion for purpose of compromise or change.  Most of the VBA Core Values are based upon the Word of God.

7. VBA Core Values are designed to allow the ministry to lead for real commitment on the part of everyone in the ministry and not just manage for compliance.

How a person in the ministry is evaluated in light of the ministry Core Values, is governed by five (5) key factors:

a. Loyalty

b. Enthusiasm

c. Zeal-Work Ethic

d. Competence-Fully coupled talents

e. Integrity-Your word is honest and complete.

CORE VAULES OF VBA

A. CHURCH CORE VAULES

1. Victory Baptist Academy is dedicated to supporting the Local Bible Believing Church. Every staff member is expected to be faithful in attendance and participation at a theologically conservative and fundamental, Bible believing, Bible preaching and Bible practicing local church.  Everyone in the VBA ministry is expected to be supportive of his or her local pastor.  VBA is a ministry of Victory Baptist Church, and the administration will only endorse the services and activities that are held here at VBA and VBC.

2. The ministry of VBA believes and holds to without exception, the belief that the Bible is the inerrant and verbally inspired Word of God!  The Bible is to be honored in all matters of faith and practice.  Without exception, we will exclusively use and honor the King James Bible, as the Word of God, in all VBA ministry matters.

3. Attendance to church services, including revivals and other services, Sunday school, and church related activities are mandatory for all staff members.

a. We require all teachers to be in all services of Victory Baptist Church or the church that has been approved by the administration.

b. The pastor must be notified in advance if a teacher is planning to be out of town and will miss a regularly scheduled church service.  Explaining it to our church family when staff members constantly miss services is hard. This also puts the pastor in an awkward situation, by having to explain and justify others actions.   There are often times when staff members will miss the evening services then go to work the next day.  The ministry of faithfulness is an extremely important part of our being an example to our people.  Our FAITHFULNESS to all services is a very important part of our ministry. This includes breaks and summer vacations.  Unless providentially hindered, we should be present at all services.  If providentially hindered, teachers should report the reason to the pastor in advance when possible.

The administration reserves the right to hold accountable the staff in all core values. 

4. Tithing-The ministry of VBA is dedicated to supporting the giving of our tithes and offerings to the Lord as a part of our Biblical faith.  Everyone in the ministry of VBA is encouraged and expected to be faithful and regular in their giving of tithes and offerings, as required by Scripture. Teachers should at least be tithing their gross income to their local church.

5. Service

a. Each teacher should become a part of the ministry of Victory Baptist Church or approved church.

b. The ministry of VBA is a ministry and not a business.  As a ministry, VBA is dedicated to honoring the Word of God to the best of our ability in everything that we do, and to being led by the Spirit of God to accomplish the Will of God for this ministry.  Every person participating in the ministry of VBA should recognize and participate in it wholeheartedly as a ministry, and not merely a job or business!

c. The ministry of VBA believes that winning of people to a saving knowledge of the Savior, Jesus Christ, is the first and foremost priority of everyone who is, in any respect, a part of the ministry of VBA.   The leading of people to a saving knowledge of Jesus Christ is to be the primary focus of everything that we do. Teachers should be involved in soul-winning visitation for their personal testimony’s sake and for the Gospel of Jesus Christ.  We require each teacher to find out if, and where, each of his or her students attend Sunday school and church, and visit the students in the home.   Helping meet the spiritual needs of our students should be a matter of priority to each teacher.  As a teacher, your assignment is to get into the homes of all of your students before Thanksgiving break.  This can greatly enhance your relationship with both the student and the parents.  Visitation is the duty of all Christians.  Christian teachers are examples, yet some fail as examples by not visiting or by not being faithful.  Or church families watch us very carefully and gage their spiritual condition and conduct by our lives.  Full time Christian workers must be an example and a pattern for others to follow.

We expect teachers to be involved in the ministry and work of the local church.  Each teacher must find a place of service and be faithful to serve.  It is hard for our people to understand why a teacher, or any full time worker, will not eagerly be involved in the ministries of a church.  If a teacher has no burden for the total ministry of this great work, then it is likely that they will not have a proper burden for their students.

All personnel are encouraged to attend every service of Victory Baptist Church Revivals.

During Missions Conference, all personnel should plan to attend all nights of the conference.

Children should not play organized ball games on Sundays.

The ministry of VBA believes that our efforts and dedication in everything that we do is to be done for our Lord and Savior, Jesus Christ.

Lazy, half-hearted, non- fervent, non-punctual, non-excellent and non-follow-through to completion efforts are sins, which should never be approved of, or permitted to become our standard of personal performance in our ministry efforts for the Lord.

All ministry deadlines and goals should be fervently kept and honored.

6. Loyalty

To understand Victory Baptist Academy and its philosophy, being involved in Victory Baptist Church is vital.  The congregation has made great sacrifices to enable Victory Baptist Academy to exist and it is important for the people to see our teachers involved.  Loyalty to both ministries is vital for a teacher to be successful in the classroom.

7. The ministry of VBA believes that all Christians are called upon to keep a  

Biblically holy and separated life in our walk with God, and in all matters of life activity, such as and not limited to dress, amusements and thought life. 

   While no ministry, or person in ministry, is ever perfect, every ministry must strive to diligently uphold its Core Values. When failure through sin occurs, the Christian is to confess his sin to God and repent by turning away from that sin promptly and completely.

8. The ministry of VBA believes in the complete and total abstinence from any form of the use of tobacco, alcoholic beverages and illegal drugs.

All profanity, or any form of non-Christ honoring remarks is forbidden.

All Christ dishonoring amusements, entertainments or leisure activities are to be avoided.  All pornography, irrespective of how it is provided is forbidden.

9. The ministry of VBA believes that our manner of dress and personal appearance, both at and away from the ministry, is to be Biblically modest, non-worldly, of honor to the standard of the ministry and honor to our testimony for the Savior, Jesus Christ.

10. The ministry of VBA believes that the most important and critical ministry asset is the people in the ministry whose lives are dedicated to the ministry and its goals, values and beliefs.

VBA believes in developing and improving the skills, abilities, opportunity to serve and spiritual character of its people as a matter of Biblically required stewardship to God.  VBA believes that everyone in the ministry is to be treated with respect, encouragement and proper honor.

    VBA believes that the people in the ministry are to be valued and treated with the utmost Scriptural love and care as a matter of Biblical command and belief.

11. The ministry of VBA believes in Biblical servant hood, including leaders for everyone participating in the ministry. The ministry believes that the serving of those who afford themselves of the benefits of the ministry, as well as the serving of each other within the ministry, is a privilege and honor to be done as unto the Lord. The ministry believes that everyone in the ministry should aspire and daily strive to be the “servant of all.”

12. The ministry of VBA believes that criticism, murmuring, gossip, disloyalty, subversion or disobedience of ministry directives, non-truthfulness and the encouragement of disobedience or disloyalty to the directives of the ministry of VBA, and its leadership, is Biblically forbidden when engaged by any person who is a part of the ministry.

Everyone in the ministry should be given the fair opportunity to be heard by leadership on matters of proper concern to them in the ministry.

Communication, which is Christ-honoring is to be encouraged throughout the ministry and particularly between co-laborers and the leadership.  Helpful suggestions should always be encouraged and reviewed.

13. The ministry of VBA believes that the criticism or showing of disrespect to any other Christ-honoring ministries is Biblically wrong and will not be permitted.

14. The ministry of VBA believes that the Bible mandates the Christian education of our children, as a matter of the faith, and absent extraordinary and dire circumstances of absolute prevention. Everyone in the ministry will provide all of his or her minor children with a Christian education utilizing Christian curriculum, whether home schooled or the curriculum used at VBA.

Everyone in the ministry will encourage and promote Christian education, at all times, as a matter of personal Biblical conviction, and will enthusiastically support and encourage the use of the A.C.E and A BEKA ministry curriculum.

15. Everyone in the ministry of VBA must be born again Christians with a clear salvation testimony wherein they have trusted Jesus Christ and Him alone, for their eternal salvation. The ministry of VBA is not a local church or denomination, but everyone in the ministry of VBA must be fundamental and conservative in their Bible based beliefs, doctrines and lifestyle. Everyone in the ministry of VBA must affirm and support the Bible-believing position upon which the A.C.E. and A BEKA curriculum is based.

16. Work Commitment

 Commitments for the coming school year are signed one month within receiving the Faculty and Student Handbooks.  For example if you receive the manual on April 1st, the commitment must be signed by May 1st .  It is vital that an employee’s word/commitment be his bond as a right example of Biblical principles.  Decisions of employment or reemployment are between employee and employer and should not be discussed with other personnel.  We must seek God’s will for our intent of employment.

B. DRESS CORE VALUES

1. Community

a. Teachers should desire to maintain a consistent testimony at all times.  Always meet the school’s standard of dress for all church and school activities.

b. During other times, remember that you are always working to reach children and their families for the Lord.  Do not let your appearance be a stumbling block.  Therefore, strive to dress modestly and appropriately at all times.

2. Personal

To maintain the proper appearance as well as attitude, we ask that you maintain a very discreet taste in choosing and wearing of your clothing.  The administration reserves the right to make final decisions about teacher dress.  It should be the heart’s desire of each teacher to avoid being a stumbling block to their students, therefore, the rule-of-thumb should be: “When in doubt, don’t.”

a. Women

· Teachers will consistently carry out all dress standards set for students as well. 

PLEASE REVIEW THE STUDENT HANDBOOK CAREFULLY.

· Dresses and skirts should be no shorter than the bottom of the knee.  No slit should come above the middle of the knee when sitting or standing.

· Necklines must not exceed one hand’s width from the collarbone. Tops must not be tight or form fitting and should completely cover the shoulders.  Dresses and blouses may have only the top button open.

· Sun dresses with our without a blouse underneath are not appropriate for school.

· Slacks, or any type of long pants are not allowed.

· Culottes or long walking shorts may be allowed for recreational activities.  If the culottes seem to be roomy, tights, (not spandex or jogging material) should be worn underneath.

· Although the wearing of multiple earrings has become common in the world, Victory ladies’ are asked to wear no more than two sets, which should be worn in the earlobes only.

· Women should wear hose when wearing dresses/skirts for special school/church programs.

· Teachers should maintain dress code standards at all school and church functions in and out of school season.

· We ask that personnel daughters abide by these policies beginning on their thirteenth birthday.

· Along with the reading of this Faculty Handbook, ladies are asked to read “Your Clothes Say it for You” by Elizabeth Rice Handford, to understand our Biblical position of ladies’ dress.  If a lady would like other material in regards to ladies’ dress, once she has read the recommended book, please see the pastor’s wife.

b. Men

· Teachers will consistently carry out all dress standards set for students as well. 

Please review the student handbook carefully.

*Proper fitting dress slacks are to be worn to school.

*We expect men to wear a shirt and a tie.

*P.E. teachers and coaches are to wear a shirt and tie to regular classes and are allowed to change for P.E. classes and coaching.

*Hair cut should maintain a proper and tapered look, and in no way appear borderline relation to our school policy.

*Men are to wear socks that cover the ankle at all times.

*Teachers should maintain dress code standards at all school and church functions in and out of school season.

C. GUM CHEWING

Since we ask our academy students not to chew gum in church or in the buildings, we ask our faculty to be good examples in this area.

D. ABSENTEES

There are times and reasons that will cause a teacher to be absent from their job.  When this happens, it always creates a problem because we do not always have substitutes on stand-by.  Substitutions are usually made by moving and using our teaching staff.  Excessive teacher absences can be very disruptive to the entire school program and must be kept to a minimum.  It is the responsibility of the administration to fill the class with a substitute teacher.  We have allowed each teacher three days sick leave with pay.  After this period is taken, we will dock the teacher’s pay to pay for the substitute teacher.

If it is necessary for a teacher to be absent, the following procedure is to be followed:

· Any teacher who is going to be absent MUST supply written, detailed lesson plans OR SCHEDULE FOR THE DAY for the class day or the absence will be without pay.

· If you are going to be absent, PLEASE CALL AS EARLY AS POSSIBLE. You must contact the Pastor. His home number is 697-1042. His cell number is 748-3787.

· We ask teachers to keep doctor appointments and personal business during the school day to a minimum.  These appointments CAN be scheduled before or after school.

· Anyone absent for any reason must complete an absence slip and leave it in the office. Teachers may obtain these forms from the secretary.  When possible, please turn in this form in advance of your absences for approval.  In case of illness or emergency, this should be done immediately upon returning to school.  The absence slip must be on file before the next payroll time or we will deduct the absence from your pay until the matter can be cleared correctly.

* Absence without leave is an unapproved absence from work.  An employee who is absent without leave for three consecutive workdays is considered as having abandoned his or her job.

E. TUITION

Tuition benefits are provided for personnel.  Tuition is deducted from the teacher’s salary.  Based on the number of children of one faculty member, if the tuition matches the whole salary of the faculty member, (for instance if 4 children=one salary) the faculty member’s paycheck will reflect in his or her pay that his or her salary has been deducted towards tuition.

F. LUNCH MEAL

Students are to bring their own bag lunch to school. VBA does not provide noon lunches. Students are not to bring or drink soda, chocolate bars, or any type of candy to school.  The sugar content can cause hyperactivity in the classroom or lack of concentration after the sugar high has come down off the child.

PROCEDURES

A. IN THE CLASSROOM

I Corinthians 14:40 tell us that everything a Christian does should be done “decently and in order.”  From the first day of school, calmly, but firmly, establish your rules and guidelines for the classroom.  Help students understand what we expect of them.  We must show them how to stand, how to line up, how to put personal belongings away, how to prepare for class, rest room procedures, and lunchroom procedures, etc.  This will make them more comfortable and will enable them to perform better.  Students must have structure and good solid guidelines.  They should never be allowed to roam around in the classroom.  You must establish “traffic patterns” for your students.  We recommend that your classroom rules, guidelines and procedures be written in a notebook or in your lesson plan book so that you can refer to them when you want to reinforce what you have taught or if a substitute teacher must cover your class.

The teacher should arrange students in alphabetical order, unless there are medical reasons or behavior problems.  Be sure to be aware of vision and hearing problems.  Ask for that type of information on orientation day.

You should teach your students to pass in papers correctly.

Students are not to “doodle” or draw on books, notebooks, and workbooks.  All school materials, whether they are personal or the school’s are to remain in the best possible condition at all times.

BE ON TIME! Every teacher is responsible for being on time to prayer meeting at 7:50 A.M. Teachers must set the proper example by being on time to each class, lunch, recess, chapel, help class or anywhere they have school responsibilities.

BE RESPONSIBLE OR YOU COULD BE LIABLE! Teachers MUST be in their assigned place when we assign them to be there.  There is to be no exception.  If a teacher is unable to cover their assignment, they must see that they notify the principal in time to ensure that we have covered the responsibility.  Teachers are not to leave their post unattended or pass off responsibility to another teacher.  Each teacher will be held accountable for his or her duties.

NEVER LEAVE YOUR CLASS UNATTENDED. Necessary supplies and equipment are to be obtained before or after school to avoid absence from the classroom.  All materials needed for the next day are to be run off the night before-if not earlier.  Never leave school until all your materials are completely prepared and in place for the next school day.

BE WELL PREPARED FOR YOUR CLASSES EACH DAY.   A well-rested teacher will be better able to convey enthusiasm and excitement.  Be very familiar with your material before going to class.  “Fill up” with not only the textbook material, but with personal study too! “Overflow” as you teach! Work hard to give your students all that you can during your class.  This will make class time enriching for your students and enjoyable for you.

MAINTAIN A “PRESENCE” IN THE CLASS ROOM. Be mobile.  By simply moving near a disturbance or near a student who is not paying attention, you can continue to teach and not stop the flow of your class.  If necessary, a quiet word to the offender may be in order.  We require teachers to teach and monitor from a standing position.  Do not lean on the podium or sit on or in the desk.  Teachers should make sure that students maintain proper posture in the classroom but they must be aware of their own posture first.

BEGIN YOUR CLASSES ON TIME! Teachers must stay on schedule.  The teacher should train students to have all materials needed for your class on their desk or at hand when the bell rings or at the transition of classes.  Elementary teachers should have students trained in the proper procedure for sharpening pencils, hanging up coats, putting away lunch boxes, etc.  Pledges should begin at 8:25 A.M. each morning and we must expect students to be prepared to begin on time.

DO NOT ALLOW STUDENTS TO DISRUPT YOUR CLASS. Students are not to get up and walk around without permission.  We should not permit students to disturb reading groups, etc.  Anticipate student needs before hand.  Students should not wad or tear up trash.  This creates a disturbing noise and takes up more space in the trash receptacle.  We should teach students to fold waste paper quietly and then dispose of it at the proper time.

INSIST THAT YOUR STUDENTS COME PREPARED FOR CLASS. When the bell rings to begin class or at the beginning of each subject change, every teacher will expect students to be in their seats and quiet.  Students must have their class materials out on their desks and be prepared to begin.  We must be sure that we as teachers are also prepared to begin promptly.  VBA requires each student to be prepared with their own wide line notebook paper, notebook, sharpened pencils, a black or blue pen(upper grades) and have any equipment or materials required for each class.  The student’s name should be on every book, workbook, and notebook.  Notebooks and book covers are to be kept clean and free from notes and drawings.  We also expect students to take care of their personal needs. E.g. carrying a handkerchief or bringing their own tissues.  Students are to have their non-consumable textbooks covered and in class.  Any student who does not have all required materials in class will be considered unprepared and could receive appropriate disciplinary action.    Teachers should not permit students to borrow from each other unless there is a good reason.  Our failure to insist on students being personally responsible for their preparedness has trained them to rely on us and on others and has produced a cumulative effect that has tremendously hindered our overall program.  

SET THE RIGHT EXAMPLE  (Traditional classes) All hardback books are to be covered.  Do not let students put contact paper directly on school hardback books.  Students should cover them with a paper cover first.  To lengthen the life of the student’s soft back workbooks, we recommend covering with clear contact paper.  Set the right example by making sure that your books is in compliance first.

Avoid having a lot of personal items (e.g. pictures and trinkets) on your desk.  Keep your desk drawers and cabinet doors closed.  Do not allow stacks of paper and books to accumulate on your desk throughout the day.  Train yourself to put things in their place.  The atmosphere that you maintain in your classroom will be reflected in your student’s performance.  Make sure your room is fresh and clean.  Keep boards and erasures clean.  Notify the pastor if your room needs freshening up between scheduled cleaning.  Train your students to help you to keep your room clean at all times.

We show our school to prospective parents throughout the year.  Look at your room for their point of view.  Are blinds straight and curtains neat?  Is the room well ventilated and comfortable?  Is there proper lighting? Is the sun glaring on the board or on students?  Students should keep their desks neat and orderly too.

WATCH FOR WASTE.  If your class is leaving the room for any length of time, be sure to turn off your lights and close the door when heating or cooling your room.  You may even be able to turn off the heat or air-conditioning while you are out of the room if the temperatures are not extreme.  Every teacher should see that the bathroom and hallway lights are turned off at the end of the day.  The last teacher to use a classroom for the day is responsible for seeing that windows are securely closed, lights are out and they have turned off the heating and air conditioning.

DO NOT PERMIT PARENTS IN YOUR ROOM BETWEEN 8:10 A.M. AND 3:10 P.M. If a parent comes to your room wishing to speak to you, explain to them that you are responsible for ALL of the children in your class and that you will be glad to contact them at your first opportunity during the day.  If the message seems urgent, encourage them to leave a message with the office and they will see that you get it as soon as possible. Only the parents or previously arranged people are allowed to pick up the child, and any one must have a precisely signed permission slip. 

BULLETIN BOARDS

a. Be sure that you have something with a Christian emphasis on your board at all times.  Display quotes, thoughts, illustrations, etc. that aid character development.

b. Bulletin boards should have a definite purpose.  They can have tremendous educational value.

c. They should be changed each month, usually on or before the first day of the month.  Under no circumstance should a bulletin board be bare during a school day.  This will be checked regularly by the administration.

d. Do not use Santa Claus, witches, ghosts, black cats, Easter Bunnies, etc. as decoration.

e. You should have various types of bulletin boards, including seasonal, Biblical, and a good work board. A key to good bulletin boards is BIG, BRIGHT, and SIMPLE.

f. Your bulletin board should be neat, and pleasing to the eye by having your letters and figures straight and well balanced.  Be sure to keep your bulletin board in an attractive condition during the entire duration.  Do not use staples on walls or chalkboards.  Do not use plasti-tak on chalkboards. Tape and plasti-tak permanently damage writing boards.

g. Teachers should remove room decorations of a seasonal nature promptly.  For instance “welcome back” decorations at the beginning of school should not be up the entire month of September.  Valentines Day is February 14.  Decorations with that emphasis should not be up all month.  Bulletin boards and room decorations should be changed before leaving for Christmas vacation.

COLLECTING MONEY

a. Teachers, may on occasion, need to collect money for a field trip or for some school fee.  Money should not be kept in the classroom over night or over the weekend.  The teacher should put the money in an envelope, being careful to properly label it with their name, grade, and the amount.  It should then be brought to the office to be kept in the safe.

OBTAINING MATERIALS
a. Machines and materials for running off various exercises in different subject areas, as well as chalk, erasure, and board cleaner, etc. are found in the front office.  

b. Please notify the pastor in writing if supplies are beginning to run low or if you have difficulty with equipment.  

c. Teachers are to leave the office neat and orderly after each use.

d. Teachers are NOT to leave their class to run off materials during the day.  In the event that vital materials must be run, please contact the office for assistance in getting your materials to you.

 PHOTOCOPIES: We DO NOT make photocopies of copyrighted materials unless we have permission from the author or publisher.  Do not ask office personnel, and do not personally make copies of copyrighted materials, including preprinted tests, chapel songs, coloring pages, etc.

USING VIDEOS

Videos may only be used in the classroom if the curriculum calls for the video or if the video compliments the curriculum.  Videos are not to be used to fill time or to entertain.  Teachers who wish to use a video must have an approved video request form attached to their lesson plans.  Teachers should submit the video request form to the pastor before scheduling the showing.  Videos are not to be shown without the administration’s knowledge and approval during any class or recreational time including lunchtime.

REPAIR OF MATERIALS

We will service items needing repair or replacement as quickly as possible.  If something needs repair or replacement, send a note outlining the specific problem to the pastor.

CLEANING

a. Teachers are responsible for sweeping or vacuuming and dusting their classrooms daily, before leaving for the day.  Teachers should see that everything is secured and in its place so the room will be ready for the next day.

b. Boards and erasers should be cleaned several times a week.

c. Do not pile items on top of cabinets, shelves or in the windows.

d. Students are not to leave books on the floor.  All personal items should be in the desk.

e. Clean student desk tops weekly, unless there is a bad flu or cold going around, then the desks need to be cleaned daily.

CREATING A SPIRITUAL ATMOSPHERE

“Fellowshipping with God in a Christian School ought to be as natural as eating or sleeping.  Help the child develop in an atmosphere conducive to his spiritual happiness and interest.  Help him develop as God intended.  Below, you will find a few suggestions that will help create a positive, vital, spiritual atmosphere.

· Have short, interesting prayer sessions at different times during the day.  This keeps prayer from simply being a ritual followed in the morning or at the beginning of a particular day.

· Singing Christian choruses can be a delightful spiritual break during the daily routine.  It will help the child to equate the Christian life with enjoyment.

· At times it would be possible to use good Christian music from a CD or tape player as background music during the day. (i.e. rest period, art, or handicraft period, etc. PLEASE BE IN MIND, THE PASTOR MUST APPROVE ALL MUSIC BEFORE BEING PLAYED IN THE CLASSROOM. CONTEMPORARY CHRISTIAN MUSIC WILL NOT BE ACCEPTABLE. Any music used in the past by any teacher or class must be approved for this coming school year.

· Bear in mind that the children are always learning.  Be quick to sense the wonderment at some aspect of God’s creation.  Enjoy it with them, helping them to understand the spiritual significance.

· Interesting bulletin boards, mottos and scriptures on the door or wall help directly and indirectly to drive home Christian concepts.

· Use reinforcement to reward the ‘doing’ aspect of the Christian life rather than the “knowing’

· Often discipline experiences are also opportunities to point out the significance of a particular spiritual application.

“The most important spiritual force in the life of the child could be YOU.  The child will grow as you grow, obey as you obey, love as you love, etc.  May God help us to become fit vessels for His ‘LivingWater’ from which our boys and girls can satisfy their God-given thirst.” –Copied—

B. 
IN THE HALL

It is very complimentary to our school to have parents who visit, comment on how quiet it is in our halls.  They equate that with discipline, order, control, and a proper learning environment.  We expect each teacher to help maintain that testimony.

When taking your students into the hall, they are to be in a single file line.  They should have their hands to their sides and their eyes to the front.  Students are not to touch the walls.  Make sure that you have your class quiet and orderly BEFORE opening your door.  If you have to correct your students in the hall, be aware that your voice carries the length of the building.

Establish a routine that the students can easily follow and that will allow them to be led by simple quiet instructions.  This routine is to be practiced and learned the first week of school.  Keep moving to position yourself so that you can see the entire line at all times.  Do not allow horseplay of any kind.  Students are to walk and not jump on the stairs.  Instruct them to use the handrails properly.

If a student is misbehaving in the classroom and it becomes necessary to send them out to the hall, do not leave them there for more than a few minutes.   Do not allow the students to sit on the floor or lean against the wall while in the hall.

If you need to correct a student in the hall, do so in a low, quite tone of voice.  The rest of the classrooms, the office and visitors, do not need to hear you correct a child.  To do otherwise would not be correcting the student properly.

Raising your voice to the level that your outbursts disturb other classes is NEVER appropriate.  Teachers, who do so, will be reprimanded.

C.
IN THE REST ROOM

Students are to use the rest room two or three at a time, depending upon the size of the rest room.  There is to be no horseplay, loud talking, or congregating of the students in the rest room.  Students are to be taught to clean up after themselves, leaving sinks, the floor, etc. clean.  Teachers are responsible for checking to make sure that they have turned off the water, that there are supplies for the next class, and that the rest rooms are being left in good condition.  If supplies will be needed before the next class is to use the rest rooms, send word to the office.  

THE REST ROOMS IN THE NEW CHURCH BUILDING ARE OFF LIMITS TO STUDENTS. Students are only to use the restrooms in the school building and in the old sanctuary entrance. This will limit our cleaning of various rest rooms.

D.
IN THE LUNCHROOM

We will make lunch table assignments before the start of school.  Each teacher should observe the class that they bring to the lunchroom while they eat and be responsible for seeing that all food particles are removed from the table and floor before dismissing the class.  If there is a lunchroom supervisor, teachers should help to see that students follow directions and leave the lunchroom clean and ready for the next lunch periods.  Food or drink that is spilled should be cleaned up immediately.  Each teacher should make sure that his or her area is clean before leaving.  Kindergarten teachers should also clean the tables before leaving from snack periods.  Do not let the children clean the tables, as they may not do a thorough job.

Students should be led to and from the lunchroom quietly and in an orderly fashion.  We must give students thirty minutes to eat. YOU MUST STAY ON SCHEDULE.  Be on time and leave on time.  

We should observe students as to their eating habits.  Stress manners and courtesy.  Food brought from home and not consumed (whole uneaten or unopened portions) should be taken home by the student.  Teachers must never force or require children to eat their food.  Please do not criticize what parents send in the child’s lunch.  Students are to finish eating in the cafeteria.  They are not allowed to eat or drink outside.


Students are not to bring soda as a drink to school. Candy bars or candy like treats are not to be brought to school.  The caffeine and sugar content has negative effects in the classroom. Students are not to purchase soda from the machine on the church property.

 After a 10 minute silent eating, all students may quietly talk during the rest of the lunch period but in A LOW TONE.  We can take this privilege away if students fail to maintain a low noise level.

E. 
ON THE PLAYGROUND

Teachers are not to congregate and talk, but to be in close proximity of their class at all times.  YOU ARE ON DUTY WHEN YOUR CHILDREN ARE AT RECESS.   Do not let children drift out of your range of observation or get too spread out for you to control all of them safely.

· Teachers are to enforce safety rules on all playground equipment.

· We require teachers to have a playground whistle for emergency use only.

· Older classes are not to mix and play with younger classes.

· Kindergarten students are to be instructed and supervised as to the proper use of the playground equipment.

· War games, gang style games, or lying on the ground is not permitted.

· TEACHERS ARE NOT TO BE INVOLVED IN ANY PHYSICAL ACTIVITY WITH THE STUDENTS.  THEIR JOB IS TO TEACH AND SUPERVISE, NOT PLAY AND RISK STUDENT INJURY OR LIABILITY.

· TEACHERS ARE TO WALK IN THE AREA OF THEIR STUDENTS AT ALL TIMES. TEACHERS ARE NEVER PERMITTED TO SIT DURING ANY RECESS TIME WHILE THE STUDENTS ARE PLAYING.

· Students have begun to enjoy walking around the perimeter of the playground.  This is permissible for our older students, however certain guidelines must be observed.  Students are to walk continuously.  Some students are prone to stop at the furthest point from the teacher.  Do not allow that.  Especially watch when couples walk together.  Enforce the “no body contact rule” and the “keep moving” rule.  Students are to stay away from the buildings and the windows and there is to be only very quiet talking when near the buildings.

· Students should play on the hard surface playground in wet weather and be taught to wipe their feet every time they enter the buildings.

· Be sure you are prepared with a variety of indoor activities in case of rain or bad weather during your recess times.

Teachers are to have some organized games for the longer afternoon recess (P.E) always.  Teach your students as many new games as possible.  You can use this opportunity to teach them to follow directions.  

Recess time is an excellent time to get to know your students and give them personal attention.  Give them the opportunity to talk with you but do not allow them to distract you from your primary duty of supervision.

F.
 DISMISSAL

 
Teachers should be prepared to have students get ready for car line at 3:10 P.M.  

After we have gathered the classes outside, we should assemble students in the same family with the oldest child in that family.  If students participate in a car pool, we should group them with the oldest student in the group and that the child’s teacher will become responsible for loading them safely.  The students are to be escorted to the car by their teacher.

It is every teacher’s responsibility to make sure that the students are outside and ready to load.  Students must follow the directions of the faculty on duty and be standing together, ready to load.  Noise must be kept to a minimum so that all can hear instructions if the need arises.  Students must stand.  Running and horseplay is not permitted.

Students staying for help class and the teacher’s own children should remain with you during car lines.  Sometimes our staff children, who are left standing away from the group, instigate horseplay.  Teachers are to remain with students whose parents are late.  If this becomes a problem, act upon it quickly.  Parents should arrive by 3:25 P.M. Teachers should call the parents immediately if they have not arrived by that time.  Repeated occurrences should be reported to the pastor.  

Teachers are not to conduct conferences at the car line.  If a message is to be given to the parent, please do so by phone or by note.  If the teacher needs a brief conference, ask the parent to circle the property, park the car and come see you when you have finished your car line duties.  DO NOT HOLD UP CAR LINES.  

G. 
 TEACHERS RESPONSIBLITIES BEFORE AND AFTER SCHOOL

The Teacher’s workday begins at 7:50 A.M. and ends at 3:40 P.M.

Teacher’s prayer meeting is from 7:50 to 8:00 A.M. We expect teachers to be present and on time.

Doors open at 8:10 A.M. and we expect teachers to be in the old sanctuary at that time, standing near their seated class.  They should not only be greeting their students but also monitoring the dress code, student activity in the hall.  Teachers are to be a visible presence in the halls before school.

Teachers are to be visible and authoritative.  Do not allow physical contact between students, horseplay in the halls, or loud rowdy behavior.  Couples will not be together unchaperoned anywhere on the school grounds before, during, or after school.  This includes any after school activities here or away.  We will give demerits for this offense and we could take further action.  Dress code violations observed during this time should be reported immediately.  Every teacher must make the checking for dress code violations a priority in their early morning routine.  If dress code violations continue with a certain student or in a particular classroom, the teacher will be addressed by the pastor.

At dismissal, students are to leave the buildings promptly and are not to reenter.  We ask all teachers to be in the halls monitoring student activity and to ensure that the buildings are empty.  Please make sure that no student is ever left on the floor or in a classroom unattended.  We advise faculty parents to avoid permitting their children to roam through the buildings without their supervision.  Faculty children, or any of our students, have no business going through other students’ desks, and personal belongings.  We will correct any student found out of place. 

H. 
FIRE DRILLS

Teachers are to make sure that windows and doors are closed, and the lights are off.  Select a mature, responsible student to lead your line. Students are to leave their classrooms and the building in a single file line with their hands to their sides.  Teachers are to bring their grade book and call their roll after assembling outside to ensure that we have accounted for all students.  When your roll is complete, raise your hand to signify that you have accounted for all of your students.  When you return to your room, take a few moments to go over any mistakes that were made and find an efficient way to correct the problem.

We are required to have one fire drill a week for the first month of school and then one a month thereafter.  Students are not permitted to bring anything with them, however, if the weather is cold, we should give them the opportunity to get their coats.  THERE IS TO BE NO TALKING DURING THE DRILL , OR A REAL FIRE, SO ALL MAY HEAR INSTRUCTIONS IF NECESSARY.

I. 
HOMEWORK

Students who do not complete their goals by the end of the day may be required to take their incomplete work home and finish it before the next school day.  However, they may only take PACES home if they have the supervisor’s permission and have been given a Homework Assignment slip. Since completing goals is the student’s responsibility, older students (usually 9 or 10 and older) must be disciplined to request a Homework Assignment slip.  This procedure should be established at the very beginning of the year and followed throughout the academic year. Students need to learn that it is their responsibility to set goals and complete the work assignments they set for themselves.

STUDENTS MUST COMPLETE GOALS FOR THE DAY BEFORE BEING ALLOWED FREE TIME IN THE AFTERNOON. WHERE THERE ARE UNCOMPLETED GOALS, STUDENTS MUST REQUEST A HOMEOWRK ASSIGNMENT SLIP TO COMPLETE GOALS AT HOME THAT EVENING.

Note: Students should not be allowed to take their entire PACES home because they may forget them the following morning.

Caution:  A student should not have homework consistently.  Adjust goals accordingly.  However, a student sometimes learns he can get “help” (or use a calculator) at home and will waste time in school in order to take his work home.  In this case, it may be necessary for the student to stay after school until his work is completed.

J.   ASSEMBLIES AND CHAPELS

Students are to come to the church auditorium in a quiet, orderly fashion.  Impress upon them that this is a church and that their conduct should be in accordance with that atmosphere.  We will always seat lower grades at the front and we should seat older students in the rear of the auditorium.

We usually have chapel once a week, unless a special speaker is available.  Chapel will be during the period of Bible class and will be held on Wednesdays.  In the older grades, the girls will be seated in front of the boys.  We expect all teachers to be seated with their individual classes during chapel. 

After chapel, or any assembly, we expect classes to resume no later than five minutes after dismissal from chapel.

Please be on time to chapels and assemblies.  Try to plan your arrival according to your seating location.  Arrive quietly and keep your students quiet as they take their seats.  There should be no talking in the auditorium.  Announcements are sometimes necessary and directing that many people is impossible if they cannot hear instructions.

K.
FIELD TRIPS

We encourage teachers to schedule three field trips each year.  A field trip is not a classroom activity primarily for fun and fellowship.  It must be an educational trip to help reinforce something that we have taught in the classroom.  Picnics may be incorporated into the field trip.  

Waiting until the last week of school or planning a field trip solely as a picnic gives the parents the idea that you have run out of things to do or teach. Parents will be more enthusiastic about a trip if they recognize its value to their child.  Give some thought to the curriculum and your class.

You must have your field trip plans approved by the pastor, atleast two weeks in advance.  Please avoid telling your students about your plans until we have approved it.  Submit your plans in writing to the pastor.  Include date, destinations, time leaving and returning, reason for the trip and transportation requirements.

We do not charge a transportation fee.  Therefore, we should make every effort to plan an economical trip.

Due to our liability for the students’ safety, we require a permission slip that has been signed by the parent from every student before they can participate in any activity that takes them away from our property.  Teachers should make sure that they have a first aid kit on hand and an up-to-date list of emergency phone numbers for all in attendance.  If a field trip gets cancelled because of weather or other circumstances, the teachers are not allowed to take the students to another destination that same day. Another field trip will have to be planned, with new permission slips filled out.

We will follow Victory Baptist Academy dress code.  Girls may wear culottes that are dress code length. Do all that you can before your field trip to avoid dress code problems the morning of your trip.  

DO NOT ALLOW PARENTS TO PRESSURE YOU INTO INVOLVING THEM IN CLASS ACTIVITIES.  We will always have parents who insist on “helping” with your class activities.  If we use a parent as a helper, our first priority is to select a parent who will be the right kind of example around our students.   Attempt to give an opportunity to as many parents as possible.  Second, only use a parent if they can be a help to you.   We have had parents accompany the class on field trips who gave all of their attention to their own child and it seemed that when this particular parent is around their own child, the child becomes very disruptive.  This is a liability, not a benefit.  Thirdly, each teacher should submit to the pastor a list of helpers that will be used for the class activity.  The pastor can help you “handle” parents who may be insisting upon helping.

L. 
PARTIES

There are only two school-sanctioned parties allowed per year.  Those are Christmas and Easter.  

When you send notification home regarding the party and you ask the parents for help in providing food, please use good judgment in the types and quantities of food that you suggest.  Do not request more food than you need.  In fact, we suggest that you ask the parents of half the class to provide for the Christmas party and the other half provide for the Easter party.  Simple snacks and desserts should be adequate.  Be aware of the expense of the type of food that you recommend and try to keep costs to parents at a minimum.  If you ask for food for your party AND ask the students to bring a bag of candy, you may be asking the parents to contribute a lot of money toward your party.  If there is more than one student in the family, the expense can become excessive.  The teacher should label all food items as the children bring them to school and return any extra food items with the child.  

Parties are to begin at 1:30 P.M. and last until 2:45 P.M.  Parties are not to begin before the scheduled time.  This includes changing the seating arrangement that day.  Do not ask to do something special at lunchtime.  It is a school day, NOT a party day. Classes are to be conducted accordingly and as scheduled.  Remember that parties are to be more than eating.  Plan a variety of activities that the children will enjoy.

Students may exchange gifts at Christmas.  Teachers must be sure to double check to make sure that each child will have a gift.  We suggest a gift price of no more than $2.00.

Students may exchange valentines on Valentines Day.  Teachers should give students and parents examples of valentines that are not acceptable.  I.e. mature themes, violent characters, inappropriate language, wizardry (ie. Harry Potter, Pokemon) etc.

Please do not institute your own parties, such as a pizza party, for your class.  All activities must be on the Activities calendar and approved by the administration.

When parents send cake or cupcakes to school on special occasions, such as student birthdays, etc. incorporate the treat into the student’s lunch period or afternoon snack time.  Be sure to give parents guidance in this matter.  Suggest individual portions, rather than one big, uncut, cake, or a big tub of frozen ice cream.  Kindly discourage any type of treat that will create unnecessary extra work for you.  Let them know also that if they do send something that you must serve, thy must pre-portion the treat and send the necessary supplies, such as cups, plates, napkins and eating utensils.  They need to know that your time and resources are limited.

Teachers are responsible for cleaning their room, the student desks, and disposing of the trash after a party.

Helper involvement:

· Teachers may ask parents to help, but the teacher is responsible for obtaining approval from the pastor, explaining the dress code standards to the parents and seeing that they conduct themselves in keeping with our standards and policies.

· They must understand that parents are not permitted to stay and observe the class, nor are they permitted to teach or instruct in the classroom.

M. 
OFFICIAL RECORDS—PROGRESS REPORTS

Schools train children  en loco parentis ( in place of parents) and are obligated to maintain close communication with the home (Galatians 4:1-2) Progress Reports or AMS computer generated printouts are sent home at the end of each reporting period to inform parents of their child’s achievement.  A master copy is retained in the student’s  cumulative record folder and is updated each reporting period.

The Progress Report will be given at the P.T.F. meeting following the close of the quarter.  Parents should sign the report and return it when they come for their conference following each period. If a parent does not attend the P.T.F. meeting, the report will be retained in the office until the parent comes by to pick it up. When a report is lost, a charge will be made by the pastor for replacement.  Parents may pick up the report for the last period, or it may be mailed to them at the end of the year when their account is paid in full.  Maintain a duplicate in your files for permanent records and for transfer purposes.

PLEASE SEE PROCEDURE MANUAL FOR PROGRESS REPORT INSTRUCTIONS.

N. 
CHAPEL RESPONSIBILITIES

Chapel is held on Wednesday mornings.  The exact schedule is on your teacher’s calendar.  This is a general guide for chapel.  Some special chapels may require having chapel on another day to take advantage of the availability of a guest speaker.

We will ask each teacher to teach a chapel program during the school year. Teachers should be prepared with a twenty-minute lesson, and two songs.  Select songs with a message, using a mixture of choruses and hymns.  The first song should be exciting and the one before the lesson should be a slower song.  Your selection of songs should be appropriate for the season of the year or for special days. Watch out for a wide range of notes for elementary students.  Make sure the songs are not too high or too low for them to sing.  Please consider using the songs that we teach in our Bible curriculum.  If your music is unfamiliar to the teachers, you should be prepared to teach the song in the teacher’s prayer meeting a few times.  You should have copies of the words ready for the teachers at least two weeks before your chapel.

You should provide pledge leaders from your class.  They will lead the students in our pledges to the American flag, the Christian flag, and to the Bible.  You should also plan a class presentation.  This should be no longer than five minutes and will give your students the opportunity to participate in our chapel service.  Your class presentation may include a special, which could be a song, a skit, a poem, a speech, a solo or duet, etc. which could be vocal or instrumental.  A class presentation adds a wonderful dimension to our chapel and helps to train our young people to serve the Lord.

O.
 PARENT-TEACHER FELLOWSHIP MEETINGS

Parent-Teacher Fellowship meetings are very important for the teacher, the student and the parents.  The teacher will send notification of the upcoming P.T.F. meeting home in advance of the meeting, however, we should always encourage our students to remind their parents when it is time for a meeting.

The meetings will begin promptly at 7:00 P.M. in the classrooms.  Parents should be encouraged to stay for the program at 7:30.

Teachers should be prepared to bring the parents up to date on current activities in the class and give an overview of recent areas of study.  You should also include discussion of any special projects and assignments that the students will have in the near future.  Be sure to mention reports, posters, poems and book reports.  Some of your time can be devoted to demonstrating any new concepts that you will be introducing during the next grading period.  You could run off some work for the parents to use so that they could participate in your instruction.  Emphasize the importance of the assignment pad.  We want our parents to know that our meetings are important and worthwhile.  Make your presentation interesting and informative. 

Some parents will need to visit more than one class, so be prepared to allow the parents time to switch classes.  You may need to give your presentation briefly again at the end of the session if you see that you have a number of new parents in your class.

Your room should be clean, well decorated, and have a good selection of the student’s work on display.  We should highlight excellent work on your good work board so parents can see the standard for which the student’s are striving.  Teachers are encouraged to display examples of good work in the hallways throughout the year, and especially in the spring when we are showing the school.  This gives opportunity for visiting parents to see the type and quality of work that your students are doing.  The student’s work and grade card should be out on their desk.  The student’s test folder, workbooks and notebooks should also be on the desk for the parents to review.  Be sure that they do not take the preprinted test material home.  Do not let them take the student’s file with them!

· We must remember that satisfied parents are usually INFORMED parents.

· Always show concern in a businesslike manner.  Be professional, not casual with your parents.

· You should discourage parents from calling you by your first name.

· Be prepared to suggest ways to solve the problem if you can.  You may need to include the pastor in your meeting.

· Never apologize for any school policy or rule.

· Do not be pressured by accepting gifts or favors from parents.  It makes it very difficult for you to do an honest job if you are “beholding” to your parents.

· Do not discuss OTHER students with your parents.

If we schedule you to provide the program for the evening, pray and ask God to give you something special, then begin to look for material and programs.  BE SURE TO START EARLY! Note the calendar for your turn and try to use something that has not been used before.  If your time is near a holiday, it would be appropriate to use that as a theme.  Music is good, but we do not want a program to be all music unless it is scheduled to be musical.  You should have your program approved by the pastor well in advance, before you do too much planning and certainly before you give parts to your students.

Tips for program practice:

· Always insist on order.

· Arrange the students so that they are not climbing over one another to go do their part.  Make movement of students flow smoothly so that your program does not drag while the audience waits for a student to get in place.

· When you first begin practice, have your students speak SLOWER AND LOUDER than they normally do.  Make them speak CLEARLY and OVER ENUNCIATE the words.  They can do it if you train them.

· The teacher should always be the leader when doing songs, poems, pledges, etc. NEVER allow your students to go ahead of you or be boisterous.  Occasionally stop to see if the students stop with you. Make sure that they are truly following your leadership.

· Check with the pastor to verify the times of the sanctuary for your practice.

P. 
STUDENT EVALUATION

 The teacher should never suggest that a child needs testing for eyes, ears, or have a psychological evaluation without first seeing the pastor.  If a student appears to be having a problem, contact the pastor IN WRITING.

If you receive a form to complete for a child who is being tested or if thy have requested you to write a personal observation or analysis of a student, you must first see the pastor for instruction and approval.

You are never to refuse to complete the papers because you feel that it may not be necessary.  We must realize that the parent is responsible for the students and we will cooperate whether we agree or not.  Be very careful about writing letters for parents.  Contact the pastor if they ask you to do so.  You do not have control over how that information may be used and you could very easily become involved in a custody case.

Q. 
TESTS AND QUIZZES

Tests supplied with the curriculum should be given according to the directions of the curriculum.  All tests given and graded must be collected and filed in the student’s file.  The test file is available for the parent’s examination, by appointment, and at each P.T.F. meeting .  

Teachers should grade their own tests. Students should not be involved in test grading.  We recommend that students verify the grading after you have completed the job.  Teachers are responsible for seeing that tests and answer keys are kept in a locked cabinet or drawer where students cannot get them.  We have known students to take test material out of the teacher’s desk or out of the teacher’s belongings.  

If we require students to pay for materials, we must use them.  If we do not use these, costly, required materials because We find it unessential or too much trouble, we are sinning greatly against our parents.  It is your job to use the materials that we give to you.  If you find that certain materials are not meeting the intended need, the pastor should be notified in writing, giving a clear explanation of the problem.  The matter will be considered before materials are ordered for the following year.

MAKING UP TESTS AND QUIZZES

Often students go several days past their required due date to make up tests and quizzes and it was often the teacher who was more concerned than the student about making up the work.  Tests and quizzes are to be made up the day following the student’s absence.  If there is no free time during the day to make up this work, the student will be required to stay after school, and a teacher will be assigned to monitor the student until the work is made up.  

R. GRADING—SEE SCHOOL OF TOMORROW PROCEDURES MANUAL

HONOR ROLL AND PARTY AWARDS-Keep these honors before your students throughout the year.  Remind them of the date of the party and post a list of contenders for top honors at the end of the year after each quarter.  Remind them often of the criteria for earning the awards.  Many students do not recognize these as desirable goals until it is too late.  Use these incentives all year long and make much of them.

S.
 HELP CLASS

Teachers are expected to have a help class.   Its purpose is to help a student gain mastery in an area where they may be having difficulty.  Help class is scheduled as the teacher deems necessary, and should be promoted once a week, during the last half of Lunch break or right after school 

Help class is not:

· To provide a student the opportunity to do make-up work.  We provide a make up time for that kind of work.  

· To be used for remedial work to help a student just barely pass.  

T. 
DISCIPLINE

The demerit system is primarily for behavior and conduct.  Teachers are responsible for issuing a demerit for any offense that they observe, whether in the classroom, or anywhere they are responsible for student supervision.  There are some infractions of the rules that demand automatic demerits.

Teachers are expected to issue a demerit for the following:

Talking or communicating (sending notes) in class

Chewing gum

Eating or drinking in class

Failure to return signed papers

Textbook is not covered(When Necessary)

No pen/pencil/paper/ruler/Bible

Tardy to class (whether it is student or parent negligence)

(Other offenses probably need to be referred to the administration)

Correcting the student one on one in the hall, face to face, may be all that is necessary to correct a problem in the classroom. Do not over-use demerits to the point that they become meaningless to the student and parent.  By the same token, some teachers did not give ANY demerits for the entire school year.  That creates an unfair situation for teachers who are enforcing the rules.  Common sense and equitable treatment of students will give our school a better learning environment.  Teachers are to be familiar with student guidelines and enforce them.  Do not make threats that you do not intend to carry out.  Teachers should not issue demerits and then not turn them in.  The students know how each of us operate and will play one teacher against another.  We must work together in this matter of discipline.

When you issue a demerit, be sure the facts are clearly described for the parent.  When a teacher decides that the student should receive a demerit, they should tell the student and identify the offence.  This is in accordance with the principle found in Matthew 18:15

It is essential that parents and teachers cooperate fully with one another.  Anything said or done which tears down the respect and confidence for either will harm the student.  There should be direct and immediate contact with the home where there is a misunderstanding.  The teacher should seek quickly to clear up the difficulty by arranging a conference or by sending a note home.  In the event that they cannot resolve the problem to the satisfaction of all parties, the pastor must be notified. 

DISCIPLINARY PRINCIPLES

A child needs restrictions and direction.  Such discipline gives him a feeling of security. It is the teacher’s responsibility to be in complete charge of the class at all times and not to depend upon the pastor for punishment of small infractions.

Make class rules general enough so one rule will cover many areas.  Remembering a few general rules will be easier for a child than many specific ones.  Be careful that you do not make rules that you cannot enforce.  Be consistent in carrying out your rules and treat all students equitably.  All of your rules should be within reason and within the understanding of the students.  Make sure your expectations of your students are appropriate for their age.

Teachers are never to shout or raise their voice or touch a student. They are never to put down a student by calling them names or saying “Shut Up.” A teacher will be reprimanded if this behavior becomes evident.  We are producing an environment of Christ likeness. It is better to completely stop what you are doing and deal directly with the offender. Make sure that the punishment fits the offence.  Be loving, but firm.  Let the student know that you love him or her, but dislike the behavior.  Do not give the impression that you are PERSONALLY upset with the student.  Settle the matter as soon as possible so that it does not affect your teaching. If a student is uncooperative, to the point of removal from the classroom, contact the pastor immediately.

Preventive discipline is always the best discipline.  If your class atmosphere is one of industry, students will have little time to get into trouble.

A teacher should never commit the pastor to a certain course of action without a specific arrangement.  Never apologize to the student for a school policy.  Your job is to enforce school policy.

Do not use the Bible as punishment, i.e., writing verses.

Each teacher is to keep a disciplinary record on each student.  This record documents the problem and action taken .  This substantiation is a vital record that will help the pastor communicate with the parents and is an aid in decision making at reenrollment time.  Proper documentation is the most important part of the process and could protect you and this ministry from liability.  Your records can become part of the student’s permanent record, therefore, be very clear about dates, times, who was contacted, the problem that initiated the contact with the parents and any action taken.

If you are having difficulty with a student, do not send them to the office.  Fill out a discipline report and send the report to the office. The pastor will be available to handle discipline problems each day when he is not out of the office.

The pastor will come to your class to see you and the student during the period.  Make sure that your report on the student’s behavior is detailed but be careful about writing personal opinions or comments on that report. We give a copy of the discipline report to the parent if we call them to school to correct the child.  After the pastor has dealt with the student, we will give you a copy of your discipline report to put in your records.  The pastor may ask to see your discipline record on the offender.  Please have the record available.

U.
 FORMS

 TARDY SLIP

Teachers are responsible for recording the time the student arrives and for keeping the excuses (tardy slip) on file.  If there is more than one child in the same family or car pool, verifying tardiness with other teachers is advisable so we treat each student fairly.

ABSENCE EXCUSES

Absences are considered excused ONLY for the following reasons:

1) Illness

2) Death in the family

3) Doctor’s appointment

The student must bring a note from the parent, fully explaining the reason for the absence.  “My child was sick” is not an acceptable excuse and the absence will be considered unexcused until they explain the reason for the absence.

It is not the teachers’ responsibility to track the student down for makeup work.  If the student does not make up the work, we must record zeros or issue demerits or both.  When the assignments are completed, the student must have the teacher initial that the work has been completed.  When this form is complete, the student is to turn in the form to their teacher.

Teachers MUST notify the pastor in writing as soon as a student reaches ten absences.

UNEXCUSED ABSENCE

An unexcused absence is for any reason other than the ones listed above.  If the student does not have a note, or the reason for the absence, then the pastor issues the unexcused absence slip.  

The unexcused absence forms are to be filed in the student’s folder.

APPROVED UNEXCUSED ABSENCE
There are times when family situations demand that the student miss school.  Although these should be discouraged, sometimes they are unavoidable and we should not punish the student for something that is out of his control.  Family vacations will NOT be considered a family emergency and, as a rule, we will not permit the absence as an approved unexcused absence.  If a valid situation should arise, the parent must contact the teacher and the teacher should contacted the pastor BEFORE the absence and get approval.  If the pastor approves it, the student is responsible for doing as much make-up work in advance and the rest on the trip.  

LEAVE SCHOOL PERMIT
The teacher issues the leave school permit.  The student must have a note from the parent in order to leave early.  If the student returns the same day, the teacher must sign the form and record the time on the slip.  The slip is to be put in the student’s file.  If the student does not return the same day, they should give the slip to their teacher the next morning.

ACCIDENT REPORT

Anytime a student is injured while at school, we must have a copy of an accident report on file.  Fill it out completely with as much explanation as possible.  The time, location, action taken, etc. are vital pieces of information.  The teacher should turn the form into the office promptly. The pastor must be advised of any accident immediately.  This must be done as soon as possible because we must notify our insurance provider immediately after an accident or the school could face unnecessary liability.

DETENTION SLIP

 
A detention is held as needed at a time that is suitable for the teacher.  If we give one of your students a detention, please see that they have paper and pencil. We will give a detention assignment to them when they arrive.  They will not be doing homework.  

V . ACADEMIC AWARDS

We give academic achievement certificates at the end of the year at the awards assembly.  Below is a list of the certificates that we award:

Perfect Attendance
Awarded to students who have been present every day.  An absence of more than two and one half hours is considered a half day.  The pastor will consider unusual circumstances.

President’s List
The student has earned and “A” in every subject, for each quarter on the report card.

Honor Roll
The student has earned all “A’s” or “B’s” in every subject, for each grading period on the report card.

The following awards are to be given to the top student in your class for the following 

subjects.  Teachers must consider daily work, workbooks, notebooks, class participation, 

quiz and test scores, achievement test scores and effort put forth BY THE STUDENT on 

any special projects.  Teachers are encouraged to keep these awards before the students 

throughout the year.  Let them know who is in the running for the tip award.  Use these 

awards as incentives and as obtainable goals for the students all year long.

Spelling Award
To be given to the top speller in each grade or class and will be awarded to students in K-5 and up.

Reading Award
To be given to the top reader in each class, from K-4-6th grade.

Mathematics Award
To be given to the top math student in each grade or class and will be awarded to students in first grade and up.

Language Arts Award
 To be given to the top English student in each grade or class and will be awarded to students in third grade and up.

Science Award
To be given to the top science student in each trade or class and will be awarded to students in third grade and up.

Foreign Language Award
To be given to the top Spanish student in each class.

Citizenship Award
We will award this to students who have demonstrated good character and citizenship in the classroom.  They have put forth consistent effort all year, and their work is well prepared and on time.  They maintain good behavior and a good attitude toward school, their teacher, and others in the class.  They display concern for others and encourage their classmates to do right


In grades seven through twelve, it will not be enough to consider demerits as the sole criteria for this award.  The teachers involved will meet in the month of May and discuss students nominated by the faculty.

There may be other awards to attain:

Ambassador Award

Most Improved Student Award

Scripture Memory

Soul Winning

Servant’s Heart Award

Christian Life Award

The A.C.E. School of Tomorrow Procedures Manual is going to be 

a great benefit to your classroom,

 Be sure that you are using the most up to date Procedures Manual.
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