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Standards of Conduct for Genesis Christian Academy
Genesis Christian Academy holds that the Bible is the infallible, divine Word of God and that
salvation by faith in Christ is the initial step in the Christian life, followed by the baptism in
Jesus name and the infilling of the Holy Spirit. There is adequate biblical basis for the idea of
spiritual growth into the image of Christ (Romans 8:29), which is the work of the Holy Spirit (2
Corinthians 3:18). This growth begins with the initial act of saving faith and continues
throughout life. The Holy Spirit makes the Christian conscious of the biblical demands for a
holy life which fulﬁlls both God’s moral law and high law of love (Matthew 22:37—39;
Romans 13:8-10; Galatians 5:14). The result is a life consecrated unto God and separated
from worldly activities.
Genesis Christian Academy must, therefore, provide an environment conducive to the
spiritual growth and development of young people. A standard of conduct based on the
following biblical imperatives is necessary to provide such an environment. All student
activities and conduct must be subordinated to biblical standards.
A sense of the need for spiritual growth in our students has led Genesis Christian Academy
to adopt the following standards which are conducive to the environment that will promote
the spiritual welfare of all students. The Academy, therefore, expects each student –
whether at home, school, or elsewhere:
1. To refrain from participating in worldly activities such as swearing or indecent
language; body piercing or tattoos; smoking, possession or use of alcoholic
beverages, drugs or tobacco; involvement in the occult; gambling; stealing;
dancing; pornography; premarital sex, wearing of certain apparel that would
support the perverted lifestyles; involvement in rock-style music, rap music. To refrain
from harassment, ﬁghting, violence, or threats of any kind regardless of provocation;
public disruptions or exhibitionism in any form; promoting division or a divisive spirit
through symbols, pictures, writing, ﬂags, banners, slogans, gang—related items, or
any divisive activism. “
2. To maintain Christian standards in courtesy, kindness, honesty, morality, and dress.
Students are expected to abide by these standards throughout their enrollment, whether at
home, school, or elsewhere and regardless of whether or not school is in session. Students
found to be out of compliance or harmony with Genesis Christian Academy’s Standards of
Conduct will be subject to administrative withdrawal. All students have signed a Pledge
stating that they will refrain from all of the previously listed items. Any student who has been
arrested by public law enforcement authorities will be suspended until such time as that
student is adjudicated either guilty or not—guilty. Any student who is adjudicated guilty will
be transferred out of Genesis Christian Academy.
Genesis Christian Academy has open enrollment and therefore some of our students may
not be Christians; however, our desire is to see all of our students become Christians.
Whether or not a student has made a personal decision to be a Christian, each student will
be expected to abide by these Standards of Conduct and maintain Christian standards.
Attendance at Genesis Christian Academy is a privilege, not a right.
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Beginning the School Year
Pre-school Planning Week
1.
2.
3.
4.
5.
6.
7.
8.
9.

Attend meetings.
Locate teaching materials.
Begin cleaning classroom.
Plan and put up bulletin boards.
Begin reading the Elementary Faculty Handbook.
Set up your plan book.
Obtain class list from the Administrator.
Prepare for and conduct Open House and Orientation.
Prepare for ﬁrst day of school.

Notes to New Teachers
1. Your Administrators wants to help you. You are responsible for your own class, but
your Administrators are ready to give help whenever necessary.
2. Check the office bulletin board daily for announcements. You should also check
your email every day.
3. Parents do not need to know that you have little experience. If they ask, explain:
“Yes, but I’ve really appreciated the curriculum, the pre-school meetings, and help
given by my Administrators.”
4. Sound conﬁdent.

Preparing Your Classroom
1. Inventory
a. Check to see that you have all items on your Classroom inventory List. You are
responsible for these items.
2. Bulletin Boards Suggestions (Prepare these four boards as space allows.)
a. Bible
b. Welcome to School (Include students’ ﬁrst names in cursive.)
c. Academic (New teachers, check with experienced teachers for ideas.)
d. Calendar or Good Work
3. Classroom
a. Clean your classroom thoroughly.
b. Attractively display some books and charts and pictures around the room.
4. Desk Name Tags
a. Prepare a desk name tag for each student. Place on the desk or table so that
students are seated alphabetically.
5. Visuals on Display (suggested list).
a. Gr. 1-2: Large Alphabet Flashcards across front of classroom
b. Gr. 1-2: Phonics charts
c. Cursive Formation Flashcards
d. Science Teaching Charts
e. Gr. 3-6: Cursive Writing Wall Cards
6. Write the following on chalkboard:
a. Welcome to our class!
b. Orientation: (day and time)
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Orientation Meeting
Shortly before the ﬁrst day of school, parents and students meet in the classroom with the
teacher for approximately thirty minutes. Much important information is given at this
orientation meeting to get the school year off to a good start.

Preparing Your Classroom
1. Check your classroom for cleanliness.
a. Vacuum the ﬂoor again.
b. Clean tables and desks again.
2. Administrator will have prepared Registration Forms & Orientation Packets.
a. Include the following items:
 Teacher welcome letter
 Supply List
 School Calendar
b. Place packets on students’ tables/desks just prior to parents’ arrival.
c. Allow parents to take a packet only during regular orientation.
3. Additional Items Needed
a. Temporary Attendance Record
b. Orientation notes
c. Permanent markers and pens for labeling students’ books and
supplies.

Orientation Etiquette
1. Arrive 30 minutes early.
2. Look mature and professional.
3. Be friendly.

Preparing Your Orientation Presentation
1. Read the Parent/Student Handbook.
a. Parents will know this information and will expect you to know it also.
b. All teachers need to read the handbook since it will contain changes and
new information.
2. Read over the Scope and Sequence at the front of each grade levels curriculum in
order to answer general questions parents may ask.

Conducting the Meeting
1. Arrival of Parents
a. Be friendly.
b. Stand in the doorway to greet parents and introduce yourself.
c. Say something to each child.
2. Beginning the Meeting
a. Introduce yourself to the entire group even though you met each parent
individually.
b. Assure the parents that you are happy to have the opportunity of teaching
their children and that you will work with each parent to do the most for each
child.
3. If during the meeting a parent interrupts to ask a question, ask him to see you after
the meeting instead of taking time to answer it. Assure him that you will be glad to

8|Page

answer his question at that time. (First, you do not want to be “put on the spot.” Also,
there will be parents at your meeting who are taking time off from work. You should
take as little time as possible for their sake.)
4. After the meeting, if a parent should ask you something you don’t know or are not
sure of, do not try to think up an answer. Tell him that you are not sure but would be
happy to check into it and call him.

During the Meeting
1. Teacher Information: Review the cards and ask the parents to correct any
inaccuracies. If the information cards need to be filled in, emphasize that the
parents complete every blank.
a. Ask them to be sure to indicate any special information concerning their
child, such as poor hearing, allergies, etc.
b. Anytime an address or phone number is changed, parents should notify the
school office immediately. It is important that we have access to each parent
by phone.”
c. The parents should not take home these green teacher information cards.
Collect these cards at the close of the meeting. If parents are not sure of
some information, they should leave the card and call you later.
2. Health Forms/Immunization Records: Collect health forms immunization records at
the end of the meeting for any new students who have not already turned them in
to the office. If a parent does not have his child’s health form, inform him of the
date that it should be turned in.
3. General Information: Show the Student/Teacher Handbook. Explain that many
questions can be answered by checking the handbook.

Before Dismissing the Meeting
1. Collect all teacher information cards.
2. Collect any health forms.
3. Thank the parents for coming. Tell the children you will see them on the ﬁrst day of
school.

After the Meeting
1. Complete Paperwork.
a. Place orientation information in an envelope labeled with child’s name,
teacher’s name, and grade in the top right corner. Return the packets to
your Administrator.
b. Teacher Information Cards — Put in alphabetical order.
c. Temporary Attendance Record — Mark orientation attendance. Compare
orientation attendance with the teacher information cards and the
Temporary Attendance Record. Make sure there are no discrepancies.
d. Check out with your Administrator before leaving.

Preparing for the First Day of School
Desk Name Tags (Lower levels)
1. Make necessary changes after checking teacher information cards; then write
students’ names in permanent marker.
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Seating Charts
Make adjustments to the seating chart. Consider children whom parents noted were lefthanded, had potential behavior or physical problems, etc.

Student Supplies
1. Collate workbook pages by lesson number and store out of sight.
2. Store the extra books, tablets, pencils, etc. in the designated areas provided by the
Administrator.
3. Check that students’ names are on art supplies, art books, extra readers, etc., and
store these items.
4. Collate test, workbook pages, quizzes, activity sheets by lesson number, and store
out of sight.

Teaching Preparation
1. Follow the preparation directions in the curriculum lesson plans. Put up board work
on the chalkboard.
2. Study the ﬁrst day’s lesson plans. Be thoroughly prepared.
3. Arrange all materials to be used for the ﬁrst day’s lesson plans in proper order.
4. Gr. 1-2: Have art paper prepared or reading books ready for each student. For class
work, tear out three sheets of tablet paper from each tablet; place the sheets in a
folder. This folder can be used to keep seatwork pages ready for that day. Put a
tablet and two pencils in each student’s desk. Also, place any additional needed
supplies in the students’ desks.
5. Study the Daily Classroom schedule. Have it available during the day to help you
stay on time.

Things to Have Available:
1. Daily schedule
2. Lesson plans and plan book
3. Teacher information cards

Student Helpers
Choose dependable helpers in the following areas:
 Line leaders
 Door holders
 Restroom helpers
 Lunch helpers

Through the Day
Morning Arrival
1. All faculty should arrive at 7:45 A.M. Please refer to morning faculty assignments.
2. Once morning rally is over, the teachers on duty quietly line students up and
proceed to classrooms.
3. During the first few days of school, train your students to quietly enter the room and
put their things away into their cubbies.
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Attendance
1. Attendance should be entered in Quickschools no later than 9:00 A.M. each day.
2. Any student returning from an extended absence should bring a written excuse for
the absence.

Classification of Absences
1. Excused absences are given for sick, doctor’s appointments, and deaths in the
immediate family. Be sure to mark students accordingly in Quickschools.
2. Unexcused absences are given for any other reason. Be sure to mark students
accordingly in Quickschools.
3.

Crying (Kindergarten)
4. Inform the Administrator of any continual crying problems so she can give the child
special help.
5. If you are having a problem with children crying in the classroom, make sure you are
presenting the various activities in an interesting way that will help the children get
their minds off themselves.

Daily Routines
Begin teaching good classroom habits the ﬁrst day of the school year. It is better to
establish good habits the ﬁrst week of school than to have to “crack down” later in the
year.

Classroom Behavior
1. Students should not speak out unless they raise their hands and you give them
permission.
2. Students should learn to put away materials and get ready for the next activity both
quickly and quietly.

Lunch
1. Prayer should be said before leaving the classroom.
2. Some children may eat very little. If this situation is handled properly, they will
gradually begin to eat a little more each day.
3. To avoid spills, have the children sit close to the table.
4. Have students stand before picking up trash. Throw trash away before leaving lunch
area.
5. Assign a helper to pick up trash under the tables as the class is leaving. Train them to
know to look for and how to pick things up with a napkin.

Hallway / Line Procedures
The following procedure should be followed each time the class goes into the hallways or
corridors:
1. Call for the line leader.
2. Call other students to line up one row at a time.
3. Stand where you can see the students inside the room and the line outside the room
at the same time. They should wait by the doorway for you to supervise their
entering into the classroom.
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4. Students should move quickly and quietly down the hallway.
5. To keep the building clean, students should walk away from the walls.
6. Train the students to wait at specific stopping points (always corners and other
specific places such as a fire extinguisher, door, etc.) as the line proceeds down the
hall. The class should remain in a compact group.

Restroom Procedure
1. When there is more than one class using the restroom at the same time, one teacher
should monitor the girls and the other boys. Women teachers should not enter the
boy’s restroom, but should step to the door and listen. Men teachers should never
enter the girls’ restroom
2. There should be no playing in the restroom.
3. Check the restrooms for cleanliness after your class leaves. Make sure the toilets
have been flushed, and that all paper towels have been picked up. Be sure all
students are out of the restroom and in line before you leave.
4. Encourage each student to get a drink after restroom time.

Recess/P.E.
1. Elementary and Upper grade classes have a scheduled recess/P.E. time.
2. Please promptly take your students to the designated area for P.E.
3. Injuries at recess:
a. Minor Injuries
i. Keep a few First Aid slips with you in case of minor injuries.
ii. If a student is bleeding or hits his head, make sure he is taken to the
office before returning to class. Send an Incident Report with him
explaining what happened.
b. For major injuries, notify your Administrator immediately.
i. Ask another teacher to watch your class if you must care for an injured
student.
i. Fill out an Accident/ Injury Report and give it to the Administrator that
day.

Student Safety
Take time during the first week of school to discuss with your students what do in the
following situations:
1. If a student is out of the room during a fire drill, they should go out the nearest door
and get with the closest teacher.
2. Stress with your students that if there is any time that they do not know what to do or
where to go, they are to go to the Administrator’s office. They can feel free to stop
any teacher and ask for help.

Dismissal Procedure
1.
2.
3.
4.

Plan ahead so that your class has ample time to get ready for afternoon dismissal.
Students should quietly collect their items.
Students should line up at the classroom door. Quietly proceed to the Chapel area.
A student must always go home by his regular means unless you have a note from a
parent or the office. Never take a child’s word for a transportation change.
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Procedures and Responsibilities
General Procedure
Morning Duty
1. All teachers will have morning responsibilities. When taking the students to the restroom and
breakfast, position yourself in such a way that you can observe all students. If your assignment
is taking the students to breakfast, make sure you check in with the pre-school teacher and
retrieve before care students.
a. Watch the students carefully; do not become too involve in conversation.
b. Keep students clear of car traffic.
c. On extremely cold or rainy days, students should have their breakfast and/or lunch
inside the building.

Daily Announcements
1. Important announcements are given during morning rally.
2. When the announcements begin, all activity should stop. Both students and teachers should
listen carefully to announcements.

Dismissal of Students
1. At 3:25 students should leave their classrooms.
2. Students will be dismissed from the Chapel promptly at 3:30pm. Any student that remains after
4:00pm should be asked to go to the Administrator’s office.

Changes in Transportation
1. Parents must send a note or call the office by 2:30 P.M. to change their child’s
transportation home.
2. If there is a question, about a child’s transportation home, talk to the Administrator
and call parents early in the day.

Fire Drills
Because the safety of our students is very important to us, teachers should teach fire
prevention and safety techniques. A fire drill is held periodically. The fire drill will be
announced in advance to faculty. During the fire drill, the students should leave the
classroom in a single file line and proceed to the outside designated areas without talking,
running and pushing.
1. The student at the beginning of the line holds the door and the last student turns off
the lights and closes the door.
2. Students should not stop until they reach their designated area. It is important that
the students follow the exact pattern on the diagram for exiting through the corridors
and out the doors.
3. Follow this procedure for evacuation:
a. Take your clip board with the attendance roster and copies of teacher
information sheet.
b. Begin walking toward the door while saying, “Single file line. No talking”
c. Check to see that all students are out of the class room.
d. Walk with class (about midline); lead them away from the building to
designated area. Students stop, turn around, and face building.
e. Take roll by calling each student’s name aloud. They should answer “here”.
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f.

When the Administrator announces the all clear, direct students to enter their
building in a single file line, no talking.
4. If class is unduly slow in exiting or follows the wrong procedure, that class should
practice the fire drill procedures that same day in order to avoid repeating the same
error.

Guests
1. Do not admit any guest to your class without a guest badge. Send them to the
Administrators office to get one.
2. Students must check with the Administrator several days in advance to gain
permission to bring a guest to class.
3. When students bring guests to school, they should check in at the office where the
guest will be given a guest badge.

First Aid
1.

2.

3.

4.

5.

Student Illness
 If the student doesn’t not really seem ill, have him put his head on the desk
and rest a while, get a drink, etc. Keep an eye on the student to see if he is
actually ill.
 If you have determined that the student is ill, send him to the office.
 If the child vomits, be aware of the other children and remove them from the
area. Cover the area and notify that a “clean up” Is needed.
 If a child wets himself or has another accident, walk the child to the office
and bring the situation to the immediate attention of the Administrator.
Other reasons to send child to the office are as follows:
 If he is stung by an insect.
 If he seems allergic to some food.
 If he bumps his head.
Any student who is too ill to participate and sit up properly in class should go to the
office; he/she cannot remain in the classroom.
Follow these steps if a student has any kind of embarrassing accident:
 Notify the office
 If a student is seriously ill, do not leave him. Send another student to get immediate
help.
Any time a student has a serious injury in which an ambulance should be called, the following
steps should be taken by faculty and administration:
 The first priority is to care for the student. Do not leave the student. Call or send a
student to the office.
 Unless the injury is life threatening, the parents should be contacted and asked if they
would like us to call 911.
 Re-route student traffic if possible to avoid commotion.
 Any time a student is injured while under your care, you must fill our an Accident Injury
Report and return it to the office.
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Health Forms
Health forms or immunization records will usually be collected during the entrance process;
however, if you received these forms, send them to the Administrator immediately.

Student Passes
1. No student should be in the hallway without a pass while classes are in session unless
they have been called out of class by the office.
2. Passes may be issued for students who need to leave your classroom for any
legitimate reason. All passes should be written in ink.
3. Notice students who frequently request passes, and ask if there is a problem.
Mention this situation to the Administrator.
4. Keep used passes. The Administrator may ask you to refer to these at any time. Turn
collected passes in to the Administrator at the end of the nine weeks.

Invitations
1. Birthday Parties
a. Party invitations are distributed by the students. We do not want parents to
think that we are in any way supporting and encouraging the students to
attend the party.
b. Questionable invitations (i.e. content, location, etc.) should be shown to the
Administrator before they are distributed.

Money
1. Teachers should not keep money in their classroom.
2. Any time money is collected, teachers should turn it in to the office on a daily basis
by the designated time.

Notes to the Office
1. Notes from teachers should be sent to the office with a student and given to the
Administrator. The student should go directly to the office and promptly return to his
class.
2. Students bringing tuition checks should go immediately to the office to take care of
their payment.

Safety
Faculty should be aware of the potential of blood borne pathogens and take necessary
precautions to protecting themselves and other students when a student vomits or is
bleeding. All possibly infected materials, spills, or accidents must be immediately contained
and reported to the office for clean-up.
Each classroom is equipped with protective items for handling these situations. Teachers
should always use these items when it is anticipated that he may have contact with
contaminated items or surfaces, unless he feels that it would increase the risk. Disposable
gloves must be replaced in contaminated; they should not be reused. Do not use gloves
that show any signs of deterioration.
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Student Accident / Injury Reports
An Accident/Injury Report must be completed the day of the accident by the attending
teacher. Turn in the report to the Administrator.

Student Withdrawals
1. When the parent informs you of a pending withdrawal, instruct him to contact the
office for an official withdrawal. Notify the Administrator.
2. If a parent mentions to you that his child is withdrawing, check to see if there is a
problem that can be worked out in the classroom. If so, encourage the parent to
give it a little more time and assure him that you will be working on it.
3. When official withdrawal notification has been received, collect all of the student’s
material from his desk and the materials either home with the student or to the office
to picked up by the parent.

Learning Coach Responsibilities
Cell Phones
As a matter of professionalism, cell phone usage is to be limited in the building during school
hours. The exception to this rule is for necessary contact from other faculty at GCA.

Dress Code
1. Men are asked to wear their hair in a neat trim.
2. Women should always wear modest attire. Skirts and slits should come to the bottom
of the kneecap, which is the bottom of the knee when sitting or standing
3. Flip-flops should not be worn.
4. Denim skirts for ladies and jeans for men are allowed on spirit days and dress casual
days.

Evening Work
When working at school in the evening, always have another person in the building with
you. Do not work past 9:00 P.M. in the building.

Faculty Responsibility
1. It is your responsibility to be spiritually and academically prepared. You church
attendance is vital to this preparation.
2. Your attitude and activities should be a reflection to your loyalty to God’s calling in
your life in this ministry.

Faculty/Staff Children
1. At no time should you go to a faculty/staff parent who is working and discuss schoolrelated problems. If it is a problem that needs to be dealt with immediately, contact
your Administrator.
2. Children may be in their parent’s classrooms before and after school hours. They are
not to be roaming through the building.
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Keys
You are responsible for any keys which have been issued to you. Do not mark keys or let
others use them. If you lose a school key, inform the Administrator immediately.
Email
1. Each faculty member is required to check their email at least one time per day.
2. Faculty is required to answer all parent emails immediately. All others emails should
have a 24 hour turnaround.

Sick Leave/PTO
Faculty members are expected to be at work unless they are too sick to perform their job.
Those absent from work because of illness are expected to stay home and take care of
themselves so that they can recover and return to normal activity. Faculty members will
have 2 personal days paid. These 2 personal days will be for sick leave and/or requested
time off.
1. If you are too sick to teach, you should report by phone to the Administrator by 6:30
A.M. If you are unable to make the call yourself, have someone else call for you.
2. Send in the following:
a. Plan book with following:
 Completed Substitute Teacher Information form.
3. The Administrator will arrange to get these materials to the substitute teacher.

Teacher/Learner Relationship Complaints
Please refer to the “Teacher/Learner Relationship Policy and Procedure.

Surveys
Any surveys, recommendations, or evaluations that you are requested to complete or that
you are suggesting being completed must be submitted to the administrator for prior
approval.

Work Hours
Your day as a faculty member can be productive and rewarding if you follow a regular
schedule. Arrive at school at 7:45 A.M. so that you can begin your responsibilities. You may
leave work at 4:00 P.M. if all responsibilities are completed.

Academics
Grading Procedure for Kindergarten & 1st Grade
General Procedure
1. No grades are given during the first six weeks of school.
2. Recorded grades for new transfer students during the year should begin after their
second week of school.
3. Give graded papers and take oral grades when directed by the curriculum. If a
child is absent for an oral grade, he must make it up when he returns. Written grades
are only made up if more than one grade item is missed.
4. When testing, do no give extra help other than to encourage students to keep doing
their best. A teacher cannot teach and evaluate at the same time. If the teacher
feels she must give help, then the material was not taught thoroughly before the test.
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5. Once grades are recorded in Quickschools, send graded papers home with the
students.
6. Any worksheets which are not graded should go home with the child the day they
are completed.
Grading Phonics and Numbers
1. Train students to cover their answers and keep their eyes on their own work.
2. Written work is worth 1/3 of the six-weeks grade.
Grading Writing
1. All writing papers (handwriting and numbers writing) are graded when directed by
the curriculum and are averaged together for one report card grade.
2. To grade, place papers in order from best to poorest before writing comments and
without looking at names.
3. Write the grades in pencil and enter grades in Quickschools weekly.
A, ANeat with overall good formation/placement; very few problems
B+, B, BSeveral formation/placement problems
C+, C
Many formation/placement problems
CLetters are recognizable but with major formation problems
D+
Some letters are recognizable, some are not; major formation problems
D
Letters are not recognizable.
4. Look at the formation of each letter and its placement on the lines. Smoothness and
slant are considered, but no weighed heavily.
5. See what went wrong most often (1 or 2 things). Comment on those major areas.
Papers should have two obvious, positive comments and two specific, constructive
comments. For example: “This letter looks better!” “Good one!” and “Touch the
lines.” “Slant a little more.” Comments should be addressed in cursive to the child
beside the letter who which they refer. (Only use exclamation points next to positive
comments.)
6. Seldom, if ever, will a paper be so good there is no cause for constructive
comments.
7. Write “Teacher help” beside letter or words where help was given.
8. Your writing should be small but neat and readable. Comments should never make
the paper look messy. There should be no spelling errors are sarcasm in your
comments.
Grading Oral Phonics and Numbers
1. To give a true evaluation of each student’s overall average in phonics and numbers,
oral test are given. These oral test are worth 2/3 of the six-weeks grade.
2. Oral testing should be an accurate account of how the child is doing; therefore, do
not retest him if you think he scored too low. He would then receive an inaccurate
grade.
3. When children first come to your desk, emphasize that this is a special time when
they get to show you what they have learned. If a child is not doing his best after his
first answer, stop immediately. Use your own judgment. He may need to sit down
and be tested later.
4. Follow the Curriculum and Teacher keys for grading criteria and individual limits.
5. Mark the front and back of the papers even though only the oral work is graded.
We want the parent to know that we care and are concerned with and aware of
that the child knows and does not know.
Grading Reading
1. Begin grading the second week six weeks of school.
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2. Turn in a grade distribution form each time a reading grade is taken.
3. An “A” is given for outstanding work.

Grading Procedure for Grades 2 – 6
1. No grades are given for the first week of school. Collect the students’ work and go
through it to become acquainted with their abilities. You may not want to count
any quizzes given during this time. Throughout the year as students enter, their
grades will be recorded but will be averaged at the discretion of the Administrator.
2. In first grade, failing papers will be graded as “unsatisfactory” the first six weeks and
averaged as a 70/D; thereafter, unsatisfactory papers receive an “F.” In second
grade, this applies only to new students. This does not apply to grades 3 – 6.
3. Follow curriculum for giving grades on work completed at home.
4. Always check to see who has not done the work and who just wrote down answers
with no student or thought behind them. Students should not sit idly while you check
for completed homework assignments.
Consequence for Not Turning in Work or for Not Turning in Work of Acceptable Quality
As needed:
 Contact parent by agenda, phone, or in person.
 Refer to an administrator for counseling.

Homework
1. The average student should spend no more than the following amount of time on his
homework:
First Grade
Second Grade
Third Grade
Fourth Grade
Fifth Grade
Sixth Grade

30 minutes
40 minutes
45 minutes
50 minutes
55 minutes
60 minutes

Occasionally, have students tell you the time they spend on their homework to be
sure they are not exceeding the usual work time.
2. No homework should be assigned on Wednesday nights or holidays.
3. Assignments must be complete, on time, and written properly. The only acceptable
excuses for incomplete homework are the student’s illness or an emergency,
explained in a written note.
a. Students should re-write homework if it is poorly written.
b. Incomplete homework should be turned in the following day.
4. Keep a daily written record of delinquent, incomplete, or incorrect homework
assignments, as well as rewrites. Be sure to follow through on checking these the
following day.
5. At the end of the week, homework can be discarded. Students should never see
their papers thrown into the trash.

Grading Homework (Grades 3-6)
1. Follow curriculum for giving grades on work completed at home.
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2. Always check to see who has not done the work and who just wrote down answers
with no study or thought behind them. Students should not sit idly while you check for
completed homework assignments. Give them work to do.

Grades 1-3
General Grading Policies
1. No grades are given the ﬁrst week of school. Collect the students’ work and go
through it to become acquainted with their abilities. You may not want to count any
quizzes given during this time. Throughout the year as students enter, their grades will
be recorded but will be averaged at the discretion of the Administrator.
2. In ﬁrst grade, failing papers are recorded as “unsatisfactory” the first six weeks and
averaged as a 70/ D; thereafter, unsatisfactory papers receive an E In second
grade, this applies only to new students. This does not apply to third grade.
3. Some teachers have a tendency to raise grades as the school year progresses.
Grades should not be raised unless a student has actually earned a higher grade.
Remember, C is an average grade.
4. When grading tests, put the number and letter grade on top of the students’ test
papers.
5. Teachers may drop one quiz grade per subject. The dropped quiz grade must be
shown in Quickschools as a dropped grade.
6. Teachers may not teach students the test or quiz before it is taken. The video
teacher prepares each student for all test and quizzes.
7. Grades are used only as a means of communication with the parent. Do not
mention grades to the students. Just encourage them to do their best.
8. When grading test, put the number and letter grade on the students’ test paper.
9. Grades should never be curved. Teachers should record the grade that the
students’ earned.

Testing
1. Preparing for Tests
a. Follow the test schedule in the curriculum from the Manual.
2. Giving Tests
a. Each student should have his test answers covered with a cover sheet.
b. Circulate around the room lifting cover sheets to see if students are thinking or
just writing down something. Be alert to students who are cheating. It may be
necessary to move a few students.
3. Grading Tests
a. Grade the tests by subtracting the number wrong from 100 points.
b. Record the grades in your grade book in pencil using the following grade
scale:
E (exceeding basic requirements)
M (meeting basic requirements)
P (progressing towards basic requirements)
N (not meeting basic requirements)

90+
70 - 89
60 - 69
< 60

c. After the papers are graded and recorded. Make a note of any grades
below 70. These test need to copied and saved to be send home with MidTerm reports. Give them to the students to take home.
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d. For Bible, listen to students (usually about six students a day) say their Bible
verses according to curriculum.

Storage
1. All quiz and test books should be kept in a locked cabinet.
2. All score keys should be kept in a locked cabinet.

Report Card Preparation
3. Each teacher will enter them into the computer program. Quickschools will average
the grades and total attendance. The Administrator will print a report card for each
student. You will be provided with a report card envelope with the following
information:
a. Teacher's name
b. Child’s Name
c. Grade
d. Quarter Number
e. “Please return the signed envelope tomorrow.”
4. Checks regarding conduct should only be given after you have contacted a parent
several times and there is still a consistent problem.
5. Make parents aware of students who need help in speciﬁc academic areas.
Encourage them to work for only brief periods of time.

Report Card Procedures
1. Check that only letter grades appear on report cards.
2. Fill in the blank that indicates a need to improve in one of the conduct areas.
3. Call the parents of failing students and explain the following:
a. Why the student made an N
b. What you are doing to help the student
c. How the parents can help at home
4. Send the report cards home with each student on the day.
5. On the morning that the students return their report cards, check that the report
envelope signatures are not questionable.
6. Place report card envelops in alphabetical order and turn them in to the
Administrator.

Grades 4-6
Testing
1. Preparing for Tests
a. Follow the test schedule in the curriculum from the Video Manual.
2. Giving Tests
a. Instruct the students to read each question two times before answering it.
b. There should be no talking. (Observe if students have difﬁculty understanding
questions on the test—clarify difﬁcult questions quietly and brieﬂy to the entire
class.)
c. Move about to see that students do not cheat.
d. Each student should have his test answers covered with a cover sheet.
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e. Give full attention to the testing period (do not grade papers or do other
schoolwork at this time).
f. After student’s ﬁnish the test, they should carefully proofread their answers.
3. Scoring and Recording Test Results
a. Make a note of any grades below 70. These test need to copied and saved
to be send home with Mid-Term reports.
b. Strive to be accurate in scoring, but always be ready to acknowledge an
error.
4. Returning Tests
a. It is not necessary to go over the entire test in detail with the class. Just give
the correct answers after the students receive their graded tests.
b. Each student should follow along on his own paper.
c. If necessary, clear up mistaken ideas or concepts that students seem to have
gotten as a group during instruction time.
d. Impress upon your students that they will be held accountable for this same
material on semester tests; record grades and return them to your students.
5. Grading Scale
100 – 90 A
89 – 80 B
79 – 70 C
69 – 60 D
59 - 0
F

General Grading Policies
1. No grades are given the ﬁrst week of school. Collect the students’ work and go
through it to become acquainted with their abilities. You may not want to count any
quizzes given during this time. Throughout the year as students enter, their grades will
be recorded but will be averaged at the discretion of the Administrator.
2. In ﬁrst grade, failing papers are recorded as “unsatisfactory” the first six weeks and
averaged as a 70/ D; thereafter, unsatisfactory papers receive an E In second
grade, this applies only to new students. This does not apply to third grade.
3. Some teachers have a tendency to raise grades as the school year progresses.
Grades should not be raised unless a student has actually earned a higher grade.
Remember, C is an average grade.
4. When grading tests, put the number and letter grade on top of the students’ test
papers.
5. Teachers may drop one quiz grade per subject. The dropped quiz grade must be
shown in Quickschools as a dropped grade.
6. Teachers may not teach students the test or quiz before it is taken. The video
teacher prepares each student for all test and quizzes.
7. Grades are used only as a means of communication with the parent. Do not
mention grades to the students. Just encourage them to do their best.
8. When grading test, put the number and letter grade on the students’ test paper.
9. Grades should never be curved. Teachers should record the grade that the
students’ earned.
10. Each teacher will enter grades in Quickschools. Quickschools will automatically
average the grades and total attendance.
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Report Card Procedures
1. Check that only letter grades appear on report cards.
2. Call the parents of failing students and explain the following:
a. Why the student made an F
b. What you are doing to help the student
c. How the parents can help at home
3. Send the report cards home with each student on the day.
4. You will be provided with a report card envelope with the following information:
a. Teacher's name
b. Child’s Name
c. Grade
d. Quarter Number
e. “Please return the signed envelope tomorrow.”
5. Checks regarding conduct should only be given after you have contacted a parent
several times and there is still a consistent problem.
6. Make parents aware of students who need help in speciﬁc academic areas.
Encourage them to work for only brief periods of time.
7. On the morning that the students return their report cards, check that the signatures
on envelops that are questionable.
8. After all report card envelops are returned, turn in your alphabetized stack to the
Administrator.

Mid-Term Report Slips
1. Preparing Report Slips
a. Refer to your Quickschools Manual for printing the Progress Reports.
b. Slips should be given to the Administrator three (3) days before the date on
the Schedule for Report Periods and Distribution of Report Cards
c. The best communication between you and your students’ parents can be
your deﬁnitive comments explaining why their child has poor grades or what
may be causing the measurable drop in his grades.
2. Distributing Report Slips
a. The report slips will be reviewed by the Administrator and returned to you.
b. Attach any D/F test papers.
c. Distribute the report slips to the students just before their afternoon dismissal.
3. Collecting Report Slips
a. Report slips should be signed by a parent and returned to you the next day.
i. Check that the parents’ signatures are valid. If not, the student should
be reported to the Administrator.
b. Keep a written record of any report slips that are not returned.

You and the Students
Teacher-Student Relations
As a teacher, you are the role model for your students, and, consequently, you should
always demonstrate a positive Christian testimony. It is important that you are thoroughly
prepared each day and are never guilty of “winging it.’
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Students should be inspired to give their best and to live for Christ by what they see in you
each day. Ask God to give you a burden and a love for your students so that you can have
an effective ministry for the Lord.
As the teacher, your philosophy should include these basic ideas concerning your students:
1.
2.
3.
4.

5.
6.
7.
8.
9.
10.
11.
12.

Realize that your students do not need you for a friend, but as a teacher.
Do not be concerned whether your students like you, but whether they respect you.
Be aware that you must first require respect before it can be earned.
Respect is earned by doing the following:
a. Be consistent in what you expect of your students.
b. Show concern for your students by encouraging them to achieve the level of
excellence that you expect. Standards should be high but attainable.
c. Give praise when earned and penalties when deserved.
d. Do not allow previous expectations about a student to inﬂuence you.
Patterns of laziness and irresponsibility should not be acceptable in your class.
Praying for your students by name will keep you sensitive to their needs and will
increase your inﬂuence in their lives.
As a matter of professional ethics, no faculty member is to discuss any student, his
problems, grades, or personal life in the presence of another student or visitor
regardless of place, time, or condition.
No faculty member is to relate student problems and disciplinary action to staff or
faculty members in other areas, unless they are directly involved.
All surveys, recommendations, or evaluations that you are requested to complete
must be submitted to your Administrators for prior approval.
Check with your Administrator before:
a. Tutoring a student (during or after school).
b. Helping a student with a project after school or on Saturday.
No private parties should be announced in class or invitations given out by the
teacher.
Faculty should never be alone with a student in a restroom or other secluded area.
Be sure you have another adult present when helping a student with his clothing,
etc.

New Students
1. Be alert to the needs of new students. Find ways to help them adjust to the
classroom. Give them some special attention (compliment, converse, etc.).
2. Be sure to let the Administrator know if a student continually seems to be unhappy
(especially if he/she is crying).

Hospitalization of a Student
1. If you receive word of a serious illness of a student or an immediate family member,
notify the Administrator.
2. If a student is ill and in the hospital for several days, you may wish to send a get-well
card. Have his classmates sign their names on the card.
3. Take the cards to the hospital and give them to the sick student. Visit with him if it is
allowed by the doctor.
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Death/Funeral
1. If there is a death in the student’s immediate family, you should send a sympathy
card to the family. Notify the ofﬁce.
2. The class should also send a sympathy card. Have the students sign their names to
the card.
3. If at all possible, attend the funeral. If this is not possible, visit the home or funeral
home before the funeral.

Principles of Classroom Management
General Guidelines
1. Children are much happier when boundaries are established, for it is within
boundaries that children learn respect and obedience. You have the responsibility of
getting your class in the proper order and maintaining control.
2. Preparation is the best way to achieve good discipline. If class time does not drag,
children will have fewer problems. Plan ahead so that students do not have to wait
for the next activity.
a. Sharpen pencils before class begins or at the end of the day.
b. If a situation arises (such as an art project) that requires waiting on the
children’s part, it is better to have them “lay their heads down to rest” than to
scold misbehavior caused directly by the waiting.
3. Your attitude will be reflected in your class. If you are happy, positive, and have a
sense of humor, your students will enjoy class.
4. Obedience is essential. Train students to obey. Be fair and kind, but firm. The children
must know from the beginning that you mean what you say.
5. Be consistent. Discipline a child because he needs help, not because you are
frustrated. After a child has been disciplined, allow him to “start over” with a fresh,
clean record.
6. A quiet and happy atmosphere is essential to a good classroom situation.
7. Correct a misbehaving child on a personal basis, as this approach is usually most
effective.
8. Praise a child when he does right. Be shocked when he disobeys or does wrong. A
child will usually do what you expect him to do.
9. Be fair and kind, but firm. Students should know that you mean what you say.
10. Classroom discipline begins the first day. A prolonged stare is very effective if used at
the ﬁrst indication of a problem. Don’t be harsh. Use a quiet voice.
11. Routine discipline needs to be handled by the classroom teacher. Notify the
Administrator of continuing discipline problems.
12. Children should not talk out without ﬁrst receiving permission. Teach them to raise
their hands and to wait to be called on.
13. Children should stand when reciting.
14. Children should remain in their seats unless they have permission to be up.
15. For disciplinary problems which require the attention of the Administrator, ﬁll out a
Discipline Report and bring it to the office.

Methods of Discipline for Misbehavior
1. A ﬁrm look from you will usually be sufficient. If not, try one of the following
disciplinary procedures:
a. Have the child lay his head down on the table.

25 | P a g e

2.
3.
4.
5.

b. Have the child stand by his chair.
c. Have the child sit in a chair apart from the rest of the class.
d. Have the child stand at the back facing the teacher and participating with
the class.
e. If misbehavior occurs while the class is in line, have the child walk with you.
You may need to take a child out of the classroom and talk ﬁrmly, but not harsh with
him or have the Administrator talk to him. (Bring a Discipline Report or note
explaining the situation to the office with the child.)
Although it is not our policy to notify parents of routine disciplinary problems, parents
should be notiﬁed about major problems, especially if their child’s behavior is
affecting his ability to learn because this will affect his grades.
If a faculty child has a discipline problem, please keep it between you, the child, the
Administrator, and the child’s parents.
Routine discipline needs to be handled by the classroom teacher. Notify the
Administrator of continuing discipline problems.

Discipline Measures to Avoid
1. Do not allow a problem to become a major one before notifying the Administrator.
2. Never shake, spank, strike, or be rough with a student in any way. Do not touch a
child when correcting him.
3. Playing helps get rid of extra energy. A student should not miss the entire recess / P.E.
period for disciplinary reasons.
4. Students should not be left in the office for disciplinary reasons without the
Administrator’s knowledge.
5. Students should never be left alone in the classroom or anywhere.
6. Children should not be made to sit on the floor for disciplinary reasons.
7. Do not threaten a student or act exasperated.

Disciplinary Notes to the Office
1. Send a note to the Administrator by way of the office for any disciplinary problems
which you wish to call to the immediate attention of the Administrator.
a. Indicate the ﬁrst and last name of the child, the problem, and the time at
which you are sending the note.
b. State the disciplinary action you have taken.
c. Write the Administrator’s name on the outside of the note, and ask to have
the note delivered to his/her ofﬁce. Do not send the note just before going
out to recess as this makes it difficult to locate you.
d. Do not expect the Administrator to take care of the problem immediately,
unless of course, it is an emergency.
2. Never send or bring a child with a discipline problem to the office without a
Discipline Report or note explaining the problem.
3. You may have a dependable student take the Discipline Report or note to the
office.

Explanation of Discipline Procedures (if parent should ask)
1. In the classroom, follow the progression listed below:
a. We try a firm look ﬁrst, which is often all that is needed.
b. In some cases, we have the child lay his head down on the table for a few
minutes.
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c. If necessary, we have a private talk with the student at the back of the room
or in the hall.
d. If a child continues to be a discipline problem, we notify the Administrator.
e. If the problem persists, which is seldom, the Administrator may contact one of
the child’s parents and ask him to come to the school to discipline his child
privately.
f. All discipline is done discreetly. We avoid drawing it to the attention of the
other children in the classroom. It is a matter between the teacher and the
student. After a child has been disciplined, he starts over with a fresh, clean
record.
g. We do not use any form of physical discipline, nor do we yell at students.
2. At recess, have the child miss a few minutes of play time.

Discipline
Principles of Discipline
As a teacher, you are responsible for maintaining an orderly atmosphere conducive to
learning. Detention is our penalty for routine offenses and should be given at the time of
the offense. Character problems such as cheating, lying, and disrespectful responses
should be referred to the administration as soon as possible on the day they occur.

Detention
Please refer to the Demerit Policy and Procedure.

You and the Parents
Parent - Teacher Relations
1. The parent must be conﬁdent that you are interested in his child.
2. Do not show favoritism toward parents. It is important that you be friendly in a
professional manner. A teacher who shows favoritism to parents and students
because of gifts, ﬂowers, etc., is unethical and creates a hardship on the student
involved. The student will naturally expect preferential treatment in the future.
3. Any Contact with a parent, be professional and maintain your role as the teacher.
4. Teachers are responsible to cooperate fully with parents and to respond to any
phone call, email or written message the same day.
5. When returning a parent’s phone call:
a. Keep the conversation brief, but do not be curt or so vague that a parent’s
questions are not answered satisfactorily and courteously.
b. Try to put yourself in the parent’s place.
c. Sometimes a phone call will set the parents’ minds at ease.
d. Talk to parents in person; do not leave a message.
6. You are the key to selling the parents on our school. Accept the challenge to keep
each child enrolled all year and on into the next grade.
7. Avoid discussing students or school policies when invited into a home for a social
visit. We expect our teachers to be loyal to the school and the principles for which it
stands.
8. Some parents will request that you keep them regularly informed by phone of their
child’s progress in addition to sending reports home. Do not obligate yourself to do
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9.

10.
11.

12.
13.
14.
15.
16.

this, but assure the parents that you will welcome their inquiry about their child’s
progress any time they wish to telephone or write. Parents can also stay informed
about their student’s academic progress and discipline in Quickschools.
It is not good to tell a parent that you cannot give special help to his child because
of the number of students in your class. If a parent asks you to do more than should
be expected, offer to work with him and suggest some other way in which the child
could be helped. A parent can easily get the wrong impression if he has not seen a
classroom situation.
Be familiar with the contents of the Parent/Student Handbook in order to correctly
answer routine questions.
Whenever a parent or anyone else asks a question to which you do not know the
answer, check on the information. Never make up an answer. An incorrect answer
can cause problems for you and for the school. Do not be afraid to say, “I don’t
know, but I’ll check and get back with you.” It is far better to do this than to give out
incorrect information.
If the parent of a former student calls you, as his child’s former teacher, to discuss
matters pertaining to a child’s present teacher, do not get involved. Refer the parent
to the Administrator if he is not satisﬁed with the child’s present teacher.
Parents are not allowed in the classroom after 8:30 A.M. However, if a parent comes
to your door during class time, answer his question brieﬂy and courteously. Remind
him to please stop by the office to send messages to you or a student in the future.
Each time you speak with a parent, it should be well documented in Quickschools.
It is neither ethical nor professional to discuss your personal affairs with a parent (your
dates, problems, or marriage plans).
Notify the Administrator immediately if there is a problem with a parent.

New Student Conferences
A Parent-Teacher Conference near the beginning of the school year helps the new student
adjust to our routines, habits, and academic work, and lets the parents know that we are
interested in their child and his progress. It establishes an open rapport with the parents and
gives you the opportunity to make suggestions as to how they can help their child at home.

Before the Conference
1. Make conference appointments by phone.
a. Teachers may also call parents toward the end of the third week to make
appointments for the fourth week. Teachers should schedule only one to two
appointment per evening.
b. Make the call short and to the point, but be friendly and businesslike.
c. Schedule the parents of slower students ﬁrst so that you can begin right away
helping the child to progress.
d. Tell the parent the conference will need to be after school in the classroom.
e. Suggest a day and time. Be willing to work with the parent’s schedule.
f. Do not schedule appointments on Monday evenings. It is NDWC’s scheduled
Family Night.
g. All appointments with new parents should be completed by the ﬁfth week of
school.
h. Any time during the school year that a new student enrolls in your class, you
should have a conference with that new student’s parents after the student
has attended school for two weeks.
2. Prepare for the conferences:
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a. You will need to make notes for each child on personal problems he may
have in academics, behavior, and attitude.
b. Show the Administrator your notes the day before you have a conference. At
the top of the notes, write the day and time, your name, and the parent’s
name.
c. If the student has a special behavior or academic problem, ask your
Administrator for ideas on how to communicate this problem to the parents.
d. Re-read the school handbook to prepare for any questions a parent might
ask.
e. The conference should not take more than 25-30 minutes. If you are well
prepared to discuss the child’s work habits, weaknesses in various subjects,
and simple ways the parent can help at home, the meeting should not take a
long time. (For a bright student with few problems, 15-20 minutes should be
long enough.)

During the Conference
1. Beginning the conference:
a. When a parent arrives, be friendly and courteous. Show the parent that you
are interested in his child and in his child’s progress and that it means a great
deal to you to be able to help him. Begin by saying something encouraging
about the child. Ask how the child likes school.
b. Keep your comments to the parent positive when discussing how the child is
adjusting to our school.
c. If a student had a problem adjusting to school one day or even several days,
you do not necessarily need to mention this to the parent. Instead, explain to
the parent different ways you are helping the child to get adjusted.
2. Cover the following material in conferences (Grades l-2):
a. Writing: Give the parent a formation guide to show how we form, space, and
place letters and numbers.
b. Phonics: Explain the six steps of Phonics by going through the Handbook for
Reading.
c. Arithmetic: Give the parent a sample sheet of combinations and suggest they
have the student practice current families each night.
d. Reading: Explain the following guidelines for homework reading:
i. When reading silently, students should use their eyes, not their lips, to
read.
ii. Students should not point to words.
iii. Beginning in second grade, students should read the assignment two
times silently to themselves and one time orally to a parent.
iv. Students should sound out unfamiliar words.
e. Spelling: Students have a spelling list each week. If a student has difficulty, it
would help him to study 4-5 words a night.
3. Cover the following material in all conferences:
a. Homework: Explain that homework should not exceed the recommended
time frame. Ask parents how long their child is spending on his homework. Tell
parents it is helpful for homework to be completed in a school situation—
students should ﬁnish it in one sitting in a quiet place away from television,
telephone, and other distractions. Explain the classroom procedures for
homework.
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b. Student papers: Have some of the student’s papers to show the parent
concrete ways his child could improve.
c. Make the following suggestions for a parent whose child needs extra help at
home:
i. For an immature child:
 Assign chores at home.
 Guide the child in doing his homework. (Be careful not to think
for the child.)
ii. For an unmotivated child:
 Keep the child busy. (Avoid idleness and excessive amounts of
time in front of the television.)
 Arrange time for the child to play outside in the fresh air.
iii. To help solve discipline problems:
 Be consistent in seeing that the child obeys.
 Have an effective way to show your disapproval of
disobedience.
4. Grade 3-6: How to overcome academic problems:
a. Arithmetic: Conduct an extra ten minute drill on addition combinations or
multiplication tables. (Give an example of a method to the parent such as
using ﬂashcards, writing the combinations and tables, and answering
dictated facts.)
b. Spelling: Give the student additional written and oral practice with the words;
have him use the vocabulary words in sentences.
c. Reading: Place the emphasis on silently, then orally, reading the homework
material. Follow the reading with questions.
d. Show the parents some of their child’s written work and discuss strong /weak
areas.
5. Close the conference by assuring the parent of your continued interest. Encourage
parents to call you if they have a question about their child’s work. Assure them that
you will be glad to discuss the student’s progress and/ or problems.

Parent-Teacher Meetings
Parent-Teacher Meetings (PTM) are held if deemed necessary.

Parent Day
Each spring, parents are invited to visit their child’s classroom on Parent Day. This is designed
to give parents an opportunity to see what their children have accomplished academically
during the school year.

Building and Equipment
Inventories
1. If an item is lost or broken at any time during the year:
a. The faculty member responsible for that item should ﬁll out an Inventory
Replacement Form and turn it in to the Administrator within a week of the
loss/breakage. (Forms are available in the office.)
b. Administration will determine who is responsible for replacement.
c. All replacement fees should be turned in to your Administrator.
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2. Final inventories will be checked during the last three weeks of school and
completed by the Monday of the ﬁnal week of school.
a. List missing or broken items on the inventory Check Sheet that were not
previously turned in on an Inventory Replacement Form.
b. Turn in check sheets to the Administrator by Monday of the last week.
c. Administration will determine who is responsible for item(s).
d. All replacement fees should be turned in to your Administrator.

Faculty Equipment
1. A variety of equipment is available in various locations throughout the building. This
equipment is for faculty use only. Additional information will be provided at faculty
meetings before school begins.
2. Report any problems with equipment to your Administrator.

Caring for the Building
We are stewards of the Lord’s property. Consistent care of our building and facilities will
preserve their usefulness. Order, cleanliness, and beauty all bring honor and glory to God.
Daily care in fulﬁlling your building responsibilities and training your students in these areas
will enable us to glorify the Lord in our stewardship of His property.

General Information
1. If there is trash on the ground or in the hallways, pick it up.
2. Be security conscious.
a. After 3:45 P.M. and before 7:00 A.M., all outside doors are locked. If you ﬁnd
one open, report it to the Administrator. Be sure the doors lock behind you
when you leave by turning and pulling the handle.
b. Check with any strangers you see on the grounds or in the hallways by saying,
“May I help you?” Stay with them until they have checked in at the reception
desk.
c. Do not let students in the building after school unless they are under the
direction of a sponsor who is already present.
d. Always lock and unlock the door(s) assigned to you at the designated time.
(See Teacher Schedules and Duties for assignments.)
e. Close the ministry office room door behind you. Make sure that it is locked.
f. Do not remain in the building after 9:00 P.M.

Temperature and Lighting
1. Room air conditioners are programmed to operate when the room is in use. Report
problems to Administration.
2. Turn lights off for ﬁre drills. It is important that you turn the lights off when you leave
your room and when you leave for the day.

Classroom Maintenance
1. Watch carefully for any writing or carving on desks/tables, especially on the backs of
the seats.
2. Promptly report any maintenance needs or items that need repair (chair legs missing
protective caps, pencil sharpeners that leak shavings, light bulbs, etc.) to the office.
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Classroom Appearance
Classroom Cleaning Guidelines
You are responsible for keeping your room clean and orderly. There are some responsibilities
that must be taken care of daily. Allow you students to help you clean. Remove any clutter
from the classroom, clutter cause students to be distracted.
1.
2.
3.
4.
5.
6.

Clean the chalkboard/dry erase board.
Straighten the tables or desk rows daily.
Vacuum floors at the end of each week and pick up any paper.
Dust surfaces. Clean the students’ desks when necessary.
Empty the trash daily.
You are responsible for cleaning spots of the classroom carpet, walls, and doors,
including the area right outside your room door in the hall. Notify the office if you are
not successful in removing stains.

General Orderliness
1. Tables, desks, and chairs: Students should be responsible for keeping their table/desk
neat.
2. Floors: Periodically throughout the day and before dismissal, have students pick up
any trash.
3. Vacuum the carpet weekly.
4. Wastepaper baskets: Always keep a liner in the basket.
5. Teacher’s desk: Keep your desk neat and clutter free.
6. Forms should be neatly ﬁled and easy to ﬁnd.
7. Chalkboard: Only teaching material and aids should be on the chalkboard. Avoid
clutter and overstimulation; students will have difficulty focusing.
8. Ants/Roaches:
a. No food that is not in a sealed container should be kept in the classroom.
b. Report any ant problems to your Administrator.

Bulletin Boards: Attractive Teaching Tools
Four Types (If space allows)
1.
2.
3.
4.

Bible (correlated with Bible lessons)
Academic (relevant to current curriculum)
Students’ work (both academic and artwork)
Miscellaneous (seasonal, patriotic, holiday, etc.)

Constructing Bulletin Boards
1. Do not apply paint or permanent marker to paper that is already on the bulletin
board.
2. Christmas boards should be put up after Thanksgiving vacation.
3. Holiday boards need to be changed after the holiday is past.
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Security and Safety
Identiﬁcation
1. Each faculty staff member must wear official school photo identification. This ID is to
be displayed conspicuously on a lanyard. It is to be worn during the school day and
at all on-campus school functions when serving in an official capacity. ID is not
required at public events after hours such as ceremonies, recitals, and graduations.
2. If a faculty member loses an ID card, there is a replacement fee for the new card.
There is also a replacement fee for lost lanyards.
3. Guests must wear temporary identiﬁcation badges or be personally escorted by
personnel wearing photo ID. No guest will be admitted without a New Destiny Guest
badge.
4. Check with any unidentiﬁed person you see on campus by saying, “May I help you?”
If possible, escort him to the ofﬁce to receive a guest badge. If you have concerns or
suspicions about an individual, notify your Administrator.

Doors
1. GCA chapel door will be opened at 7:00 A.M and will be locked promptly at
8:30A.M.
2. All doors must be locked behind you during school hours. This is a closed campus.
Refer to the Building Security policy for clarification.
3. Faculty/staff may enter the building after hours or on weekends using their school
keys.
4. It is your responsibility to see that the door is closed and locked behind you.
5. Keep your keys with you at all times. Never give your keys to any student.

Special Activities
Chapel
Chapel provide an outlet for students to participate in the performing arts. Whether on
stage or in the audience, students and faculty are encouraged to participate during
chapel. Parents are invited to attend. Chapel is scheduled weekly. It is your responsibility to
maintain reasonable control of your class and prevent disruptions during these special
events.

Birthdays
1. Parents may send birthday cupcakes, cookies, donuts, or other treats to be eaten
during lunch time. Class time is not used for birthday treats.

Patriotic Month
We will have a patriotic month, where special emphasis is given to honoring our country.
Students in grades 4-5 may participate in an optional Patriotic Poster Contest.

Patriotic Posters (Grades 4 and 5)
The completed posters are judged in the classrooms, and the ﬁrst, second, and third place
posters from each room are displayed around the school until the three fourth grade
winners and the three ﬁfth grade winners are announced in Chapel.
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The Fourth Grade Posters should have these qualiﬁcations:
1. The poster must be of standard-size poster board (any color).
2. The lettering must be original, no stencils or manufactured letters.
3. The poster must be made out of paper only. No ink, paint, crayons, printed pictures,
or other materials may be used.
4. All work must be done by the students. Parents may help by giving suggestions,
obtaining necessary materials, and seeing that they meet the deadline.
The Fifth Grade Posters are made of any material on standard-size poster board. In the past,
seeds, macaroni, bark, pine cones, fabrics, cotton balls, and feathers have been used
imaginatively to add texture and color and to make some outstanding posters. Lettering
can be original, or stencils or manufactured letters can be used. The other qualiﬁcations for
the Fourth Grade Posters apply to the ﬁfth grade as well.
Posters will be judged on the following points:
1. Obvious patriotic theme
2. Use of colors (two or three main colors)
3. Originality
4. Neatness and attractiveness
5. Student’s own work
A rough sketch of the planned poster will be given to the classroom teacher and checked.
This sketch will be due on TBD.
Fourth-Grade Posters are due on TBD.
Fifth-Grade Posters are due on TBD

Student Pictures
1. Individual school pictures are taken early in the school year.
2. A notice of the date pictures will be taken will be sent home with the students.
3. Prior to each picture day, the yearbook staff and your Administrator will provide
procedures for you to follow.
4. Do not take children outside for recess until after their pictures have been taken.
5. A picture retake day will be scheduled after each picture day for new students,
absentees, and students whose pictures did not turn out well.
6. If a child withdraws before his pictures are processed, you should bring the pictures
to your Administrator with the child’s name, “withdrew,” and that day’s date written
on an attached note. The ofﬁce will notify the parents when they may come to pick
up the pictures.

Yearbook
You are the key to yearbook sales in your classroom. During the yearbook sale, emphasize
the price several times, as well as when and how payments can be made. It is also helpful
to show your class previous editions of the yearbook.
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Staff Acknowledgement Form

I, the undersigned, acknowledge receipt of the staff employee handbook for
the employees of Genesis Christian Academy.
I further understand that I am required to read and become familiar with all the
provisions of these policies, and academy administration will answer any
questions concerning these policies.
I understand that neither this handbook nor any provision of this handbook is or
implies an employment contract or any other type of contract. I also
understand that my employment is for an indefinite term and may be
terminated at any time at the will of either the employee or the administration of
Genesis Christian Academy.

Faculty Printed Name

Faculty Signature

Date

Administrator Printed Name

Administrator Signature
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Date

