The following sample policies have been prepared by Mr. James Moeller, principal of Trinity-St. Luke Lutheran School in Watertown, WI. The policies are intended to be samples rather than models or recommendations for your board’s policies.

We recommend that you follow the process outlined in the Board of Education manual for the development of school policies. The policy adopted by your board will be determined by the mission of your school, the unique situation of your school, the traditions of your congregation, and the changing needs of your families. The sample policies will serve as a good beginning point in your board’s discussion of its own policy.

The Commission on Parish Schools sincerely thanks Mr. Moeller for the excellent work that he has done in providing a broad range of sample policies for your consideration. We pray that they will benefit you as you carry out the mission that God has given to you reach the lost and to strengthen the faith of believers through the gospel of Jesus Christ.
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Policy Category:
Foundation Statements of the Board

Policy Heading:
Mission

Policy Title:

Mission Statement of St. Manual’s Lutheran School
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As men, women, and children united in faith by the Word of God, St. Manual’s Lutheran School exists for the following reasons:

· to win the lost for Christ

· to nurture believers for lives of Christian service

· to work with families in the spiritual education of their children

· to prepare children for learning in the elementary grades

Adopted:

Revised:
Policy Category:
Board of Education Governance and Operations

Policy Heading:
Powers and Duties of the Board of Education

Policy Title:

Board of Education Responsibility

The Board of Education has the constitutional responsibility to make and/or approve the policies which govern the educational program of St. Manual’s Lutheran School. The Board consists of four elected laymen, the pastor(s) and the principal. The pastor(s) and the principal are non-voting advisory members.

The Board of Education, in cooperation with the faculty, works for the advancement of God’s Kingdom and welfare of St. Manual’s Lutheran Church and School. The Board of Education sets up policies for the school with the direction of the principal – the called faculty representative. The Board will request reports on all phases of the congregation’s educational programs. 

Adopted:

Revised:

Policy Category:
Board of Education Governance and Operations

Policy Heading:
Board of Education Meetings

Policy Title:

Board of Education Meeting Procedures

The Board of Education meets each month of the school year, and during the month of July, as needed.

One or more teachers may be invited guests for each meeting. The guest teachers have the opportunity to share what is taking place in their classrooms with the Board of Education.

The chairman of the Board of Education, in conjunction with the principal, will prepare the agenda for the meeting. The pastor(s) and other Board of Education members can suggest items for discussion. The agenda may follow this format:

· Opening prayer

· Bible study

· Reading of the minutes of the previous meeting

· Pastor’s report

· Treasurer’s report

· Principal’s report

· New business

· Old business

· Adjournment and closing prayer

Approved minutes of the Board of Education meeting will be distributed to each teacher.

Adopted:

Revised:

Policy Category:
Board of Education Governance and Operations

Policy Heading:
Board of Education Meetings

Policy Title:

Board of Education Meeting Procedures

Regular monthly Board of Education meetings are open to anyone. (All faculty members are encouraged to attend; those giving reports are required to attend.)  Any additions to the agenda must be submitted to the Chairman of the Board of Education or principal prior to the meeting.

Board meetings will be divided into three sessions.

1) Open Session
Definition:
General items that are non-confidential will be discussed during this session.

People included:
Anyone is welcome to attend this session of the meeting.

· Any supportive materials of this portion of the meeting will be given to all Board of Education and faculty members, including the pastor(s).

· Minutes of the open session portion of the meeting are available to anyone.

2) Faculty Session
Definition:
Items of faculty nature, which may be semi-confidential, will be discussed during this session.

People included:
This session is open to Board of Education and faculty members only, or by special invitation by a Board of Education member or the principal.

· Any supportive materials of this portion of the meeting will be given to all Board of Education and faculty members only, including the pastor(s) and principal.

· Minutes of this portion of the meeting will be given to all Board of Education and faculty members.

3) Executive Session
Definition:
Items that are only for the Board of Education’s attention or are of a confidential nature will be discussed during this session.

People included:
This session is only open to Board of Education members or by invitation by a Board of Education member, the principal, or the pastor(s).

· Any supportive materials of this portion of the meeting will be given to all Board of Education members.

· Minutes of this portion of the meeting will be given only to Board of Education members including ex-officio participants in the session.

4) Special Session
Definition:
Sessions of the Board of Education may be held other than regular scheduled meetings at times set by the Chairman.

People included:
This session is open to Board of Education members only or by invitation by a Board of Education member or the principal depending on the nature of the purpose of the special session.

Adopted:

Revised:

Policy Category:
School Administration

Policy Heading:
Admissions Qualifications

Policy Title:

Age Requirement for Enrollment in the First Grade of




St. Manual’s Lutheran School

It is the policy of St. Manual’s Lutheran School to only enroll children in grade one who are six years of age on or before September 1 of the year they wish to enter first grade, or who have successfully completed the kindergarten year.

Adopted:

Revised:

Policy Category:
School Administration

Policy Heading:
Admission Qualifications

Policy Title:

Age Requirement for Enrollment into the Kindergarten of




St. Manual’s Lutheran School

It is the policy of St. Manual’s Lutheran School to enroll only those children in the kindergarten program who are age five on or before September 1 of the year they propose to enter kindergarten.

Adopted:

Revised:

Policy Category:
School Administration

Policy Heading:
Admission Qualifications

Policy Title:

Enrollment Policy

The primary goal of St. Manual’s Lutheran Church is to enroll all the children of school age within the congregation. St. Manual’s Lutheran School admits students of any race, color, national and ethnic origin to all the rights, privileges, programs, and activities generally accorded or made available to students of our school.

St. Manual’s Lutheran School does not discriminate on the basis of race, color, national, and ethnic origin in its administration of educational policies, admissions policies, scholarship and loan programs, and athletic and other school-administered programs.

Children whose families have no church connection, are members of other WELS congregations, or who are of other denominations may enroll in our school providing we have room to accommodate them.

Children who transfer from another school must present a transfer or a report card upon enrollment. The scholastic rating of the previous school will be honored.

IX. General Enrollment Procedures

1) Children of St. Manual’s Lutheran Church may be enrolled by contacting the school principal or pastor(s). Children will be considered enrolled when the necessary forms and requirements are completed.

2) Children of other WELS congregations are welcome to attend St. Manual’s Lutheran School. Their parents may enroll them by working with the school principal to complete the necessary forms and requirements.

3) Children whose parents are not members of a WELS congregation should be directed to the principal for information concerning enrollment:

A. Requests for enrollment will be individually acted upon by the principal, in consultation with the pastor(s), and approval by the Board of Education of St. Manual’s Lutheran School.

B. Parents will participate in a meeting presented by the pastor(s) of St. Manual’s Lutheran Church overviewing the teaching of the Lutheran church.

C. The principal will meet with the parents of the prospective student(s) and discuss the mission and purpose of the school, participation in religious instruction, cost of fees and tuition, and other matters.

D. Consideration will be given to classroom size, present number of non-WELS students, and background information available.

4) Parents enrolling their children in St. Manual’s Lutheran School make a commitment to the spiritual growth of their entire family. All parents are, therefore, expected to attend at least one series of Bible-based classes each year.


Adopted:

Revised:

Policy Category:
School Administration

Policy Heading:
Admissions Qualifications

Policy Title:

Enrollment Policy for Children of Prospective Members

In order to carry out the unique purpose of our school without compromising that purpose, and at the same time to make Christian education available to others outside of our fellowship, the following principles will apply:

· All parents who wish to enroll their children in our school will be expected to annually attend a Bible class conducted by one of the pastors.

· The children will be expected to attend the worship service at which their classmates are singing.

· It will be expected that the parents will not publicly contradict the biblical teachings which their children are learning in our classrooms.

· It will be expected that the children participate in the classroom and group devotions and religion classes.

· It will be expected that the children participate in the all-school functions (the spring program, opening day and graduation services, and the like).

· We encourage the children to participate in our Lutheran Boy or Girl Pioneer program but may not belong to any organization which teaches a philosophy that contradicts the Word of God (i.e., The International Scouting Organization, Demolay, Job’s Daughters, and the like).

· Questions and concerns of the parents will be handled by the individual teacher involved and the principal. The principal will decide which cases merit the attention of the school board.

· Tuition and fees must be paid on schedule in order for a child to remain in good standing.

· The children must comply with all other policies and requirements which pertain to the rest of the student body (physical records, academic standing, discipline, and the like), as well as any other policies and requirements which are not mentioned specifically in this document.

· This policy statement will be explained to non-WELS and ELS parents and signed by them. If at any time it is discovered that the parents or children are at variance with this policy statement, the matter will be discussed with them. If the parents of the non-member child find that they are unable to comply with this statement, the parents will be encouraged to withdraw their child or children from our school or will be asked to do so by the school board upon review of the matter.

Parents__________________________________

Principal_________________________________


Date____________________________________

Adopted:

Revised:

Policy Category:
School Administration

Policy Heading:
Nondiscrimination

Policy Title:

Nondiscrimination Policy

St. Manual’s Lutheran School does not discriminate on the basis of sex, race, color or national and ethnic origin in administration of its educational policies, admissions policies, scholarship programs, athletic and other school programs.

As an important part of our policy we believe and teach that “God wants all people to be saved and to come to a knowledge of the truth.” I Timothy 2:4

Adopted:

Revised:

Policy Category:
School Administration

Policy Heading:
Position Description

Policy Title:

Pre-Kindergarten Teacher

The duties of the Pre-Kindergarten teacher include the following:

· To make home visits in August with the rest of the St. Manual’s faculty

· To teach Monday through Friday mornings from 8:15 – 10:50, following the St. Manual’s school year calendar. Unlike grades K-8, Pre-Kindergarten starts after Labor Day and ends the last Wednesday before Memorial Day

· To teach God’s Word and all other subjects in the light of the Holy Scriptures

· To conduct classroom duties in accordance with the Scriptures and to follow the provisions outlined in the Call

· To regularly attend teachers’ conferences

· To regularly attend faculty meetings and faculty Bible studies

· To regularly attend Parent/Teacher League meetings

· To conduct mid-year parent/teacher conferences

· To be present during the hours of Pre-Kindergarten Registration

· To conduct the Pre-Kindergarten Visitation Day for future students and their parents

· To issue Progress Reports quarterly on all Pre-Kindergarten students

· To lead in publicizing events of St. Manual’s Pre-Kindergarten program

Adopted:

Revised:

Policy Category:
School Administration

Policy Heading:
Admissions Qualifications

Policy Title:

Purpose of St. Manual’s Lutheran School and its




Relationship to Prospective Families and Children

Our God tells us that “The fear of the Lord is the beginning of wisdom.” The members of St. Manual’s congregation firmly believe this. For that reason, the members of our congregation own and operate St. Manual’s Lutheran School for the primary purpose of providing an elementary education that is built on the premise that all learning and wisdom is to be founded on the infallible Word of God.

Accordingly, all subject matter taught at St. Manual’s Lutheran School conforms to the Word of God. This pertains to the origin of life, the sciences, the history of the world, and God’s plan of salvation for a world that is sinful and, therefore, would be lost forever without the knowledge of and faith in Jesus as Savior from sin and eternal death. 

It is assumed that the members of our congregation support our school, both through offering and in prayer, in order to prepare our children academically and spiritually for adult life on earth and for eternal life in heaven. The preparation for life here on earth is achieved through the study of “secular” subjects, which are offered in all educational institutions, both public and parochial.

Preparation for eternal life, however, is achieved only through the study of God’s Word, and the Holy Spirit working through that Word as it deals with sinful human nature and the promise of the Gospel of salvation through faith in Jesus. Through the nurturing of faith in the Gospel, the students of St. Manual’s Lutheran School are motivated to express their love for Jesus in their worship life, through their daily conduct and in response to the Savior’s commission to “preach the Gospel to every creature,” and lead others to a saving faith in Christ.

It is to be expected that there will be some in our community who, though they are not members of a WELS or ELS congregation, will desire to take advantage of the educational opportunities of our school. Their reasons for doing so will not necessarily be based on the unique purpose of our school – to prepare young people for eternity through a Christ-centered education. Rather, the parents may be interested in a “private education” for their children. They may recognize the excellent learning and social environment and the quality education our school offers. Some of these parents will also be associated with a church body not of our fellowship, but recognize the opportunity to have their children in a Christian school that enables their children to grow in their personal relationship with Jesus.

We recognize this as an added purpose to our school:  the opportunity to reach out to others in our community with the Gospel of Jesus and lead them to the knowledge of salvation, or to strengthen that knowledge of salvation which may already be provided in their own family life.

Adopted:

Revised:

Policy Category:
School Administration

Policy Heading:
Child Abuse – Reporting Requirements

Policy Title:

Reporting Procedures at St. Manual’s Lutheran School when a




Teacher, Staff Member, or St. Manual’s Volunteer is Alleged to 




Have Abused a Student

1) When abuse is reported the following people will be contacted:

· the principal

· the pastor(s) of the congregation(s)

· all members of the Board of Education of St. Manual’s Lutheran School

· the congregational chairman


2) The principal will contact the local law enforcement agency and the appropriate human services personnel of the county.

3) The principal, the child’s pastor, and the Board of Education chairman will contact and meet with the student and his/her parents as soon as this can be arranged.

4) The principal will contact the school’s insurance agent of the insurance plan carried by St. Manual’s Lutheran School. 

5) The principal, in consultation with the chairman of the Board of Education of St. Manual’s Lutheran School, will contact the school’s legal counsel.

6) The principal, in consultation with the alleged abuser’s pastor(s), will contact the appropriate synodical and district officials (the district president, the administrator of the WELS Commission on Parish Schools).

7) In the event that the principal is the alleged abuser, the chairman of the Board of Education will make the above contacts.

8) All contacts will be made within 24 hours of the first report of the alleged abuse.

Adopted:

Revised:

Policy Category:
School Administration

Policy Heading:
Attendance

Policy Title:

School Attendance

Faithful attendance is required of all students enrolled at St. Manual’s Lutheran School. Students are excused from school when the absence is with the knowledge and approval of the child’s parents or guardian for the following reasons:

· Child’s personal illness

· Severe illness or death in the family

· Health appointments (although we ask that health appointments be scheduled outside of regular school hours if at all possible)

· Special emergencies

At the parent’s request and with prior approval, a student may be excused for a family activity. However, families are strongly encouraged to take these days during school breaks. Students miss instruction and class activities when they are absent because they cannot participate in the interaction within the classroom. Parents may request assignments in advance, but it is not always practical or possible for teachers to do this. The student is required to complete the work in a reasonable amount of time, as determined by the teacher. Teachers and parents will assist in helping students make-up their work.

Students are truant if they are absent, without excuse, for all or part of a school day. If notification is not received by the day after an excusable absence, the absence is truancy. An unexcused absence (truancy) requires the parents to meet with the principal. Habitually truant students will be referred to the appropriate municipal or county authorities.

Eight (8) absences per quarter will be cause to review the student’s enrollment at St. Manual’s Lutheran School.

Adopted:

Revised:

Policy Category:
Facilities and Equipment

Policy Heading:
Maintenance of Facilities and Equipment

Policy Title:

Smoke-Free Environment

St. Manual’s Lutheran School shall be a smoke-free environment. Smoking and use of tobacco products will not be allowed within the building or on the campus of St. Manual’s Lutheran School at any time due to the possible effects of second-hand smoke and the damage that the smoke can cause to the circuit boards of various electronic equipment and computers throughout the school.


Adopted:

Revised:

Policy Category:
Facilities and Equipment

Policy Heading:
Use of School Building

Policy Title:

Gymnasium Use by Church Groups




Gymnasium Use by Groups Outside of St. Manual’s Lutheran




Church and School

I. Those Who May Use the Gym of St. Manual’s Lutheran School

A. Any group or organization of St. Manual’s Lutheran Church has the privilege of using the gym as long as it is willing to follow the rules listed in this policy.

B. Children’s groups (a group comprised of children and/or teenagers under age 18) must be accompanied by a responsible adult chaperon who must remain with and be in control of the group at all times.

1) The chaperon must be age 18 or older and a high school graduate. The chaperon assumes responsibility for the group.

2) There must be one chaperon for every 15 individuals in the group.

C. Groups made up of members from St. Manual’s Lutheran Church will be permitted use of the gym at no financial cost.

D. Groups that are not made up of members of St. Manual’s Lutheran Church must obtain prior approval from the Athletic Director. The following conditions must also be met before the gym can be used:

1) A refundable security deposit of $50.00 must be made to the St. Manual’s Lutheran School Office prior to use of the gym.

2) A certificate of insurance from the groups that carry insurance must be delivered to the St. Manual’s Lutheran School Office.

The group will be charged $50.00/session (a session being in length up to 3 hours) plus an additional $25.00/hour after the initial session for use of the gym. Payment is due upon completion of gym use. The group is responsible for clean up of the gym. The security deposit or a portion of it will be returned upon inspection of the gym facilities by the Athletic Director.

II. Procedures to Obtain Use of the Gym of St. Manual’s Lutheran School

A. Permission must be requested at the school office at least 24 hours in advance.

B. The request will be presented to the Athletic Director to check on the gymnasium’s availability.

C. The request will be confirmed or denied and persons requiring permission will be notified. If confirmed, the reservation will be posted on the office calendar.

D. The school office will issue a key, if necessary, to the person in charge. This person is then responsible for his or her group and is expected to follow the following guidelines:

1) Remain in the building at all times.

2) Check the building after use.

3) Turn off gymnasium lights.

4) Check and turn off all locker room lights, including the lights in the inner bathrooms in locker room.

5) Turn off all hallway lights.

6) Make sure all emergency exits and outside doors are locked.

7) Report any damages or injuries to the St. Manual’s Lutheran School Office through the Athletic Director.

8) Leave the key in a designated area at the school.

9) Complete any clean up that is necessary.

III. General Rules

A. The gym will be available on a first-come, first-serve basis to members or groups of St. Manual’s Lutheran Church.

B. The groups may use the gym and locker room facilities. The rest of the school is off limits.

C. The use of the scoreboard requires special permission.

D. All participants must have gym shoes.

E. There is absolutely no hanging on the basketball rims because they are not break-away rims.

F. Groups and/or individuals will be held financially responsible for damages.

G. Christian conduct and language is expected at all times, for all participants.

H. Infractions of rules will result in loss of gym use privileges.

Adopted:

Revised:

Policy Category:
Facilities and Equipment

Policy Heading:
Access and Use of Computer Technology

Policy Title:

Use of Computers at St. Manual’s Lutheran School

1. The computers of St. Manual’s Lutheran School are to be used for official school business by the faculty and students. This includes learning-related applications (remedial, reinforcement, enrichment, supplemental, programming, or other applications as necessary).

2. The school computers can be used for church-related business, but are subject to the availability of the hardware. Faculty, student, and classroom needs have priority during school hours.

3. The computers should be well-maintained at all times. Maintenance includes the following:

· All computer equipment must be covered when not in use to protect it from dust.

· Monitors must be turned off when computers are not in use during the school day.

· No food or drink is allowed near the hardware.

· The computers should be unplugged, when not in use, during an electrical storm. The circuitry is sensitive to electrical surges.

· Insert the computer disk software in the disk drive prior to turning on the computer. This will prevent damage to the system and to the disk drive during the initial startup.

4. Store all disk software in a dust-free environment. Maintain a disk backup of all pertinent files in the event of original disk failure. Provide proper labeling of backup disks.

5. St. Manual’s will maintain an organized reference library of all computer-related manuals. Pertinent documentation on software applications, disk content and disk backup will be cataloged and provided to users. All material will be stored in a central location.

6. If a problem occurs with computer hardware, the designated faculty member should be contacted to determine what action should be taken.

Adopted:

Revised:

Policy Category:
Fiscal Management

Policy Heading:
Financial Support by Members

Policy Title:

Fees at St. Manual’s Lutheran School

· St. Manual’s Lutheran Church supports its members and prospective members in the Christian education of their children by providing a substantial subsidy to the cost of educating each child. The amount of that subsidy shall be reviewed and established by the Board of Education each year.

· St. Manual’s Lutheran Church does not subsidize the Christian education of the children of members of other Christian (WELS and non-WELS) congregations. The per pupil cost of education shall be reviewed and established by the Board of Education each year.

· A book fee which pays for the cost of textbooks and workbooks is collected for each child. Each year the Board of Education reviews and establishes the fees.

· A non-refundable registration fee shall be charged for each child at the time of registration. The amount of the registration fee shall be reviewed and established by the Board of Education each year.

Adopted:

Revised:

Policy Category:
Students and Student Services

Policy Heading:
Student Records

Policy Title:

Access to Student Records

The following policy is adopted per section 99.6 of the regulations implementing the Family Educational Rights and Privacy Act of 1974 (FERPA).

Definitions

For the purpose of this document, the School Board of St. Manual’s Lutheran School has used the following definition of terms:

Student -
Any person who attends or has attended St. Manual’s Lutheran School

Eligible

Student -
A student or former student who has reached age 18 or is attending a post-secondary school

Parent - 
Either natural parent of a student, a guardian, or an individual acting as a parent or guardian in the absence of the student’s parent/guardian

Educational 

Records -
Any record (in handwriting, print, tapes, film, or other medium) maintained by St. Manual’s Lutheran School which is directly related to a student, except:

1) A personal record kept by a staff member if it is kept in the sole possession of the executor of the record and is not accessible or revealed to other persons except a temporary substitute for the executor of the record;

2) Records created and maintained in relation to local law enforcement agencies for law enforcement purposes;

3) An employment record that is used only in relation to a student’s employment by St. Manual’s Lutheran School;

4) Alumni records which contain information about a student after he or she is no longer in attendance at St. Manual’s Lutheran School and which do not relate to the person as a student.

Annual Notification

Parents will be notified of their FERPA rights annually via the St. Manual’s Ev. Lutheran School Handbook distributed prior to the beginning of each school year.

Procedure to Inspect Educational Records

Parents of students or eligible students may inspect and review the student’s education records upon request. Parents or eligible students must contact the principal of St. Manual’s Lutheran School with a written request, which identifies as precisely as possible the records he or she wishes to inspect.

The principal of St. Manual’s Lutheran School will arrange for access and notify the parent or eligible student of the time and place where the records may be inspected. This will be done within one week of the request.

When a record contains information about students other than the parent’s child or the eligible student, the parent or the eligible student may not inspect and review the portion of the record which pertains to other students.

Providing Copies/Copy Fees

St. Manual’s Lutheran School will not provide a parent or eligible student a copy of the student’s education record unless failure to do so would effectively prevent the parent or eligible student the right to inspect and review the records. The fee for copies will be $.10 per sheet. Postage would also be charged if copies need to be sent through the mail.

Types, Locations, and Custodians of Educational Records

Maintained by St. Manual’s Lutheran School

	TYPE
	LOCATION
	CUSTODIAN



	Cumulative School

Records
	Classroom of 

Present Grade
	St. Manual’s Lutheran

School Principal and

Classroom Teacher

	Cumulative School

Records of Former

Students
	School Archival

Academic Files
	St. Manual’s Lutheran

School Principal

	Health Records


	Cumulative School

Records Folders in

Classrooms and Local

Health Department
	St. Manual’s Lutheran

School Principal, 

Classroom Teacher, 

And Local Health

Department Officials

	Speech Therapy and

Psychological Records
	Local School District

Special Services

Department
	Local Special 

Services Personnel



	School Transportation

Records
	Transportation

Services of the Local

School District
	Local School District’s 

Director of

Pupil Transportation

	Attendance Records
	Cumulative School

Records and School

Office
	St. Manual’s Lutheran

School Principal,

Classroom Teachers,

and School Secretary

	Special Test

Records
	Cumulative School Records, School

 Office, and/or

Local School District

Special Services

Office
	St. Manual’s Lutheran 

School’s Principal,

Classroom Teachers,

and/or Local School

District Special

Services Personnel

	Miscellaneous

Records
	School Office
	St. Manual’s Lutheran

School’s Principal


Disclosure of Education Records


St. Manual’s Lutheran School will disclose information from a student’s education record only with written consent of the parent or eligible student, except:

1. To school officials who have a legitimate educational interest in the records. School officials include principal, teachers, support staff members, pastors, current members of the School Board of St. Manual’s Lutheran School, local School District special services personnel, school attorney, and health department officials.

A school official has a legitimate educational interest if the official is:

a. Performing a task that is specified in his or her position description or by contract agreement.

b. Performing a task related to a student’s education.

c. Performing a task that is related to the discipline of the student.

d. Performing a service or benefit relating to the student or student’s family, such as health care, counseling, job placement, or financial aid.

2. To the official of another school, or upon request, in which a student seeks or intends to enroll.

3. To certain officials of the United States Department of Education, the Comptroller General, and state and local educational authorities, in connection with certain state or federally supported education programs.

4. In connection with the student’s request for or receipt of financial aid as necessary to determine eligibility, amount, or conditions of financial aid, or to enforce the terms and conditions of aid.

5. If required by a state law mandating disclosure that was adopted before November 19, 1974.

6. To organizations conducting certain studies for or on behalf of St. Manual’s Lutheran School.

7. To accrediting organizations to carry out their functions.

8. To parents of an eligible student who claim the student as a dependent for income tax purposes.

9. To comply with a judicial order or a lawfully issued subpoena.

10. To appropriate parties in a health or safety emergency.

11. Directory information so designated by St. Manual’s Lutheran School.


Record of Requests for Disclosure

St. Manual’s Lutheran School will maintain a record of all requests for and/or disclosure of information from a student’s educational record. This record will indicate the name of the party making the requests, any additional party to whom the student’s educational record may be redisclosed, and the legitimate interest the party had in requesting or obtaining the information. This record may be reviewed by the parents or eligible student.

Directory Information

St. Manual’s Lutheran School designates the following items as St. Manual’s Lutheran School Directory information:  student name, parents’ names, addresses, telephone number(s), date and place of birth, date and place of baptism, participation in extra-curricular activities, weight and height of members of athletic teams, dates of attendance, awards received, most recent previous school attended, and photograph. St. Manual’s Lutheran School may disclose any of these items without prior written consent, unless notified in writing to the contrary by the first Tuesday of September of each school year.

Correction of Educational Records

Parents of eligible students have the right to ask to have records corrected that they believe are inaccurate, misleading, or in violation of their privacy rights. Following are the procedures for the correction of records:

1. Parents or eligible students must ask St. Manual’s Lutheran School to amend a record. In doing so, they should identify the part of the record they want changed and specify why they believe it is inaccurate, misleading, or in violation of the student’s privacy or other rights.

2. St. Manual’s Lutheran School may comply with the request or it may decide not to comply. If it decides not to comply, the principal will notify the parents or eligible student of the decision and advise them of their right to a hearing to challenge information believed to be inaccurate, misleading, or in violation of the student’s rights.

3. Upon request, the principal of St. Manual’s Lutheran School will arrange for a hearing and notify the parents or eligible student, reasonably in advance of the date, time, and place of the hearing.

4. The hearing will be conducted by the chairman of the School Board of St. Manual’s Lutheran School or his designated substitute. The parents or eligible student shall be afforded a full opportunity to present evidence relevant to the issues raised in the original request to amend the student’s education records. The parent or student may be assisted by one or more individuals, including an attorney.

5. St. Manual’s Lutheran School will prepare a written decision based solely on the evidence presented at the hearing. The decision will include a summary of the evidence presented and the reasons for the decision.

6. If St. Manual’s Lutheran School decides that their information is not accurate, misleading, or in violation of a student’s right of privacy, it will notify the parents or eligible student that they have the right to place in the record a statement commenting on the challenged information and/or statement setting forth reasons for disagreeing with the decision. This statement will be maintained as part of the student’s education records as long as the contested portion is maintained. If St. Manual’s Lutheran School discloses the contested portion of the record, it must also disclose this statement.

7. If St. Manual’s Lutheran School decides that some information is inaccurate, misleading, or in violation of the student’s right of privacy, it will amend the record and notify the parents or eligible student, in writing, that the record has been amended.

Adopted:

Revised:

Policy Category:
Students and Student Services

Policy Heading:
Student Conduct and Discipline

Policy Title:

Alcohol and Other Drugs

God tells us that our bodies are temples of the Holy Spirit. We are fearfully and wonderfully made. Caring for our bodies includes avoidance of those substances that can cause harm.

· Students will not possess or use alcohol, tobacco, inhalants or controlled substances, or abuse the use of non-prescription drugs anywhere on school property or at any school-related event.

· Violation of this policy will result in an automatic suspension. A second violation will result in expulsion. In both situations notification of proper authorities in the community will take place. The parents will be required to set up a conference with the teacher, principal, pastor, child, and chairman of the Board of Education before the child will be allowed back to school. Anytime a child is sent home, the board of Education will become involved.

Adopted:

Revised:

Policy Category:
Students and Student Services

Policy Heading:
Student Worship

Policy Title:

Attendance at Church Services Held during the School Day

The following policy is developed for those families who will be attending Advent and Lenten services scheduled during school hours.

· Parents may request to have their child accompany them to the Advent or Lenten services. Students who do so will not be recorded absent.

· It is understood that students will return to their classrooms immediately following the close of the service.


· Students may not request permission to attend these morning or early afternoon Advent and Lenten services without parents.

Adopted:

Revised:

Policy Category:
Students and Student Services

Policy Heading:
Student Worship

Policy Title:

Church Attendance

“He who belongs to God hears what God says. The reason you do not hear is that you do not belong to God.” John 8:47


Regular and faithful attendance at church services is expected of all parents and children enrolled in St. Manual’s Lutheran School. We do not want our children to miss out on any of the blessings God has promised as a result of not hearing his Word. Teachers discuss the services in their classrooms and also take into account assignments given on days of evening services. Faithful church attendance by parents is essential to the welfare of the child, as well as their own spiritual welfare. Faithful church attendance at an early age prepares the child for a fruitful life of worship.

Christian love dictates that we show concern for those who are becoming irregular in their church attendance. Church attendance of children will be reviewed when delinquency becomes a spiritual concern. This will be done in consultation with the parent(s) of the child, the pastor(s) of the family involved, and the appropriate boards, as necessary.

1) Teachers are encouraged to keep the importance of church attendance before parents and students. Church attendance that is less than 50% of weekly worship is to be shared with the child’s pastor(s). We also want to encourage classroom and home activities that help the students become involved in the worship services in a meaningful way. Our desire is to teach each child to apply the message they hear to their every day life.

2) At St. Manual’s Lutheran Church, letters and encouragement calls will be made by the Board of Elders when a family or child has not attended for four weeks in a row.

Adopted:

Revised:

Policy Category:
Students and Student Services

Policy Heading:
Athletic Policies

Policy Title:

Code of Conduct for Athletes

The following guidelines have been established for our athletic programs at St. Manual’s Lutheran School so that all things can be done decently and in order, and that all words and actions may glorify our Savior Jesus Christ.

Parents and prospective athletes will be made aware of these guidelines through an orientation meeting held prior to the beginning of the sport. If there are any questions regarding the guidelines, contact the head coach or the principal.

· All practices and games should be attended unless excused, by a parent, prior to the event (either verbally or by a note). A student who is ill or absent, without a doctor’s note, will not be allowed to participate in games or practices on that day.

· If an individual misses a game or practice without an appropriate or pre-approved excuse, the player will be unable to play in the following game.

· Two unexcused absences from games and/or practices will result in removal from the team. This may include an unexcused absence due to a detention.

· The student must show a desire to learn the skills of the activity. They must also be willing to cooperate with the coach(es) of the sport. Any unwillingness to cooperate may result in expulsion from the team.

· Any disrespect shown to coach(es), officials, fans, or players will result in a one game suspension. Repetitive inappropriate behavior will result in expulsion from the team.

Examples of disrespectful behavior include but are not limited to:

· A poor and uncooperative attitude in practice and/or games.

· Lack of respect shown to those in authority:  coaches, players, officials, teammates or opponents.

· Receiving a technical foul for exhibiting unchristian behavior.

· Other inappropriate behaviors which may result in expulsion from the team include:

· Fighting, stealing, vandalism, use of alcohol, drugs, or tobacco.

Adopted:

Revised:

Policy Category:
Students and Student Services

Policy Heading:
Student Records

Policy Title:

Contents of Student Cumulative Files

1) The student cumulative file for each student at St. Manual’s Lutheran School will be kept in that child’s classroom under the classroom teacher’s supervision.

2) Classroom teachers will follow the directives of the “Student Records Policies and Procedures” as adopted by the School Board of St. Manual’s.

3) The following items should be placed in the cumulative file folders:

a) copies of past report cards

b) printouts and sticky labels from the standardized testing programs

c) Kindergarten screening test

d) immunization record

e) results of any psychological, intellectual, and/or physical testing that may have taken place

f) any important miscellaneous materials relating to the student deemed important and necessary to keep in the permanent record

g) school portraits of the student

h) copy of the student’s original enrollment form

4) At the end of the student’s enrollment at St. Manual’s Lutheran School, the school will forward the student’s file to the student’s next school. The principal of St. Manual’s is responsible for the record transfer according to guidelines of state and federal law.

5) At the time the records are transferred, the original registration form, copies of report cards issued at St. Manual’s, and a listing of the results of the standardized tests are kept at St. Manual’s. All other materials are forwarded to the next school.

6) Records that are kept by St. Manual’s Lutheran School become the property of St. Manual’s and will be filed with the cumulative student files of former students. Release of these materials will follow the policies and procedures as laid out by the School Board of St. Manual’s Lutheran School.

Adopted:

Revised:

Policy Category:
Students and Student Services

Policy Heading:
Dress Code

Policy Title:

Dress Code for Students at St. Manual’s Lutheran School

The dress code of St. Manual’s Lutheran School includes the following:

· School clothing should be neat, clean and reflect proper Christian standards. 

T-shirts with inappropriate pictures and messages as well as tank tops and clothing that allows bare midriffs are not allowed.

· Boys are not permitted to wear earrings.

· Shorts may be worn during the months of August, September, May, and June as temperatures warrant.

· Teachers will contact parents and also inform the principal when inappropriate articles are worn to school.

Adopted:

Revised:

Policy Category:
Students and Student Services

Policy Heading:
Home Schooling

Policy Title:

Faculty Assistance to Home-Schooled Students

St. Manual’s Lutheran School recognizes that the spiritual training of a child is the responsibility of the child’s parents. As a school, we are here to assist the parents with that training. Should parents of St. Manual’s Lutheran Church decide to home-school their child(ren), the faculty is available to assist home-schooling parents in setting up a Christ-centered curriculum.

All textbooks used by home-school students may be rented by the parents. Arrangements can be made for rental through St. Manual’s Lutheran School.

Adopted:

Revised:

Policy Category:
Students and Student Services

Policy Heading:
Home Schooling

Policy Title:

Participation in School Activities by Home-Schooled Students

St. Manual’s Lutheran School realizes that participation in co-curricular activities is a privilege earned by successfully meeting the current established requirements of the school. Any student wishing to take part in the programs of St. Manual’s Lutheran School must be enrolled as a full-time student. This includes, but is not limited to:  peer tutoring, lunch or library helper, sports, cheerleading, and musical activities.

Adopted:

Revised:

Policy Category:
Students and Student Services

Policy Heading:
Activities

Policy Title:

Participation by St. Manual’s Students in School Activities

Students in grades K-8 who participate in at least 50% of the weekly worship opportunities per quarter will have the privilege of representing St. Manual’s Lutheran School at extra-curricular events. Failure to meet this requirement will exclude students from participating in scheduled events.

Students in grades K-8 who have been absent during the day because of illness will not be allowed to participate in the extra-curricular activities of that same day. This does not include students who missed a portion of the day due to medical appointments.

Adopted:

Revised:

Policy Category:
Students and Student Services

Policy Heading:
Sickness and Injury

Policy Title:

Student Injury/Student Sickness – School Occurrence or




Athletic Occurrence

When a student injury occurs, the first responsibility of the supervisor (teacher, coach) is the immediate care of the injured child. As necessary, the supervisor will use the services of others to supervise the remaining children while he/she gives immediate care to the injured.

Purpose:
This policy is to provide guidelines for the care of an injured student and to provide protection for the supervisor and school.

To assist the supervisor, in case of an injury to a child or an adult, the following checklist should be followed:

1) When an injury occurs, no matter how minor, all activity around the injured person will stop until care has been provided for the injured child and any bodily fluids have been cleaned up following established sanitation procedures.

2) Depending on the type and severity of the injury, the supervisor will need to make the following determination:

a) Should EMS (911) be used?

b) Can the supervisor, and/or other school personnel, administer proper first aid?

3) When feasible, the injured person will be brought into the school building for care to be administered in the nurse’s room.

4) If the supervisor feels, after examination of the injured person, that the injury is of a more serious nature and requires further immediate medical attention, the principal is to be notified at once. He, the supervisor, or school secretary will immediately contact the child’s parent(s) or the person listed on the emergency form.

5) After care for any injury is completed, the supervisor will:

a) Make record of the care given and actions taken in the first aid notebook,

b) Personally inform the principal of the accident and care given as soon as possible, and

c) Inform the parents by telephone on the day of the accident, any injuries, and care given.

6) When notified, the principal will determine if an accident report needs to be filed by the supervisor. In cases where our school insurance carrier is involved, a report must be filed with them. This report will indicate time and date of the accident, how the accident and injuries occurred, and first aid care given. This report must be given to the principal within 24 hours of the accident. The principal will submit the report to the insurance company.

7) If exposure to blood or other body fluids has occurred on school premises or at a school-sponsored event, this must be:

a) Cleaned up per the Bloodborne Pathogens Exposure Plan,

b) Reported to the principal for documentation and follow-up, and

c) Reported to the janitorial staff if on school premises.

8) If the injuries permit the child to remain at school, the student must be observed for discomfort and/or reaction to the injury.

9) Coaches who have lay coaches working under them will inform them of this policy and its execution. However, the head coach is ultimately responsible for its execution.

Recommendations

We will ask a medically trained person to periodically review our first aid kits and supplies to recommend what materials and/or changes are needed. A kit will be developed for each team (i.e., A boys BB, A girls BB, B boys BB, etc.). It will be the head coaches’ responsibility to insure that these kits accompany the team to all away practices and games.

Emergency forms for team members will be included in all athletic first aid kits. The school office staff will be responsible for reproducing the forms and giving them to the appropriate coaches. The coaches will inform the office staff of the roster(s) of their teams.

A small first aid kit will be taken on all field trips. Teachers will take their emergency information forms for the children in their care. The principal will inform and remind the teachers of the importance of doing this.

The Nurse’s Room is to be kept in a state of readiness with the necessary supplies in place.

All members of the faculty will receive first aid training and CPR certification. The principal will be in charge of having this training completed. Training of new staff and recertification of current staff will take place on an annual basis.

Adopted:

Revised:

Policy Category:
Students and Student Services

Policy Heading;
Athletic Policies

Policy Title:

Tournaments

Purpose of St. Manual’s Lutheran School-Sponsored Tournaments

Tournaments sponsored by St. Manual’s Lutheran School are an opportunity for fellowship and enjoyable competition as a Christ-centered activity for children and adults.

Participatory Number of Tournaments

In basketball the “A” boys and “A” girls will be allowed to participate in a maximum of two tournaments per season. “B” boys and “B” girls level teams in basketball may participate in a maximum of two tournaments per season. “C” basketball teams may participate in one tournament during a season.

 “A” boys and “A” girls basketball teams may have a pre-season tip-off at the beginning of the basketball season.

Scheduling of Tournaments

1) Participation in tournaments by students of St. Manual’s will not be done on consecutive weekends unless approved by the School Board.

2) The Athletic Director of St. Manual’s, or his designate from the staff of St. Manual’s Lutheran School, is responsible for arranging all tournament schedules and set-ups.

Tournament Procedures


1) The Athletic Director of St. Manual’s, or his designate from the St. Manual’s staff, must be present during an entire tournament hosted by St. Manual’s Lutheran School.

2) All participants, players, and helpers will pay full and regular prices at the concession stand. The Athletic director will prepare a voucher of designated value for a refreshment gratuity for officials.

3) Free admission to St. Manual’s-hosted tournaments will apply to referees, players, their coaches, spouses of coaches and cheerleaders and their coaches for the day on which their school team plays. Volunteer workers, who volunteer two or more hours any day of a tournament, will receive free admission for that day.

4) Clean up after tournaments (sweeping, wet-mopping, garbage removal) will be the responsibility of the group using the facility.

Adopted:

Revised:

Policy Category:
Students and Student Services

Policy Heading:
Student Conduct and Discipline

Policy Title:

Weapons

Because of the society in which we live today it is necessary that we institute a weapons policy. While we will always continue to work with students and families, it is necessary that we keep the safety and welfare of all students of St. Manual’s Lutheran School in the forefront.

· While on school property, students will not possess knives of any kind including pocketknives, any type of gun (play or real) or any other object that might cause injury or bodily harm.

· Possession of any type of gun (play or real) will result in an automatic suspension and notification of proper authorities. A second offense will result in expulsion.

· Possession of a dangerous object or the use of the same will result in a suspension. A second offense will result in expulsion.

· In all instances the parents will be required to set up a conference with the teacher, principal, pastor, child, and chairman of the Board of Education before the child will be allowed back to school.

· In all cases the Board of Education and appropriate community authorities will become involved. The principal is responsible for contacting local authorities and dealing with any media attention.

Adopted:

Revised:

Policy Category:
Personnel

Policy Heading:
Substitute Teachers

Policy Title:

Arranging a Substitute Teacher

To make certain that the daily classroom routines are not impaired due to a teacher’s absence, the following guidelines will be followed:

· All substitute teacher arrangements will be made by the principal or with his permission. In case of illness, the principal will make the necessary arrangements.

· Reasons for requesting a substitute teacher are limited to health issues, death in the family, crisis-related events and other circumstances deemed valid by the principal and school board.

· St. Manual’s Lutheran Congregation will follow the recommended substitute teacher pay scale posted by the WELS Commission on Parish Schools.

· In situations where a substitute is required for a long term (over 10 consecutive days), the substitute teacher will receive an additional 30% per day to compensate for the extra duties.

· Requesting a substitute teacher for other reasons than those listed in the guidelines must be presented in writing and submitted to the Board of Education. The decision to grant or deny the request will be relayed to the teacher by the principal. Payment for such requests will be the responsibility of the teacher.

Adopted:

Revised:

Policy Category:
Personnel

Policy Heading:
Separation Policies

Policy Title:

Church Discipline of a Called Worker

In the event that a called worker of St. Manual’s Lutheran School is guilty of sin and is not penitent, the guilty party should be approached directly by the person(s) aware of the sin in accordance with Matthew 18:15.

If the erring worker does not repent or repents but is guilty of a sin which may make the worker unfit for the public ministry, the matter shall be referred to the executive committee of the Church Council of St. Manual’s Lutheran Church. The executive committee will handle the matter in keeping with Scripture (Matthew 18:16, 17, 18)

(I Timothy 3:1-7) and the church’s constitution.

Adopted:

Revised:

Policy Category:  
Personnel

Policy Heading:
Professional Development

Policy Title:

Conference Attendance

All of the teachers at St. Manual’s Lutheran School are required to attend all synodical and district teachers’ conventions and conferences. This time is set aside for teachers to receive current education information.

If some reason arises, well in advance of a conference, to prevent the teacher from attending, he/she should give a written statement to the principal stating the reason(s) for requesting not to attend the conference. The principal will decide if the request is such that the teacher should be paid for that day. Otherwise, he/she will forfeit pay for each day in question, per WELS Synod Substitute Code.

If, at the time of the conference, a teacher becomes ill, a family crisis arises, or there arises a situation over which a teacher has no control, the teacher may be excused from the conference by the principal. A written excuse should be submitted to the secretary of the conference.

Adopted:

Revised:

Policy Category:
Personnel

Policy Heading:
Professional Development

Policy Title:

Continuing Education

The Board of Education stresses the importance of continuing education for our teachers. All teachers must take at least six credits every five years or the equivalent in continuing education units. We feel that this benefits both the teacher and the children.

St. Manual’s Lutheran Church budgets money each year for continuing education. Each teacher will be reimbursed for one-half of the cost of tuition and books for courses taken with the approval of the principal. The principal will be reimbursed for one-half of the cost of tuition and books for courses taken with the approval of the chairman of the Board of Education. 

Adopted:

Revised:

Policy Category: 
Personnel

Policy Heading:
Separation Policy

Policy Title:

Death of a Worker

Counseling – Financial and Spiritual

Understanding that the death of a worker will cause emotional stress and financial concerns for the remaining spouse and any dependent children, we as a congregation will want to aid the family in every way possible. In light of this, we would propose that the Worker Care Committee, in connection with the Board of Education and the principal, would initiate financial and spiritual counseling to deal with the immediate crisis and to aid the family’s plan for the future.

Death – Continuation of Salary

When a worker passes away, the spouse and/or dependent children will receive the worker’s salary for a period of up to but not more than one year.

· The first six months would be at 100% of the deceased worker’s salary.

· The following six months on a decreasing scale in which the seventh month would be 85% salary, the eighth month 70% salary, the ninth month 55% salary, the tenth month 40% salary, the eleventh month 25% salary, and the final month 10% salary.

Death – Continuation of Church-owned Housing (as long as it applies)

When a worker passes away, if the spouse and/or dependent children are living in church-owned housing, they may continue to do so for a period up to but not longer than 180 days from the date of the worker’s death. During that time, the Worker Care Committee will work with the family to help them find alternative suitable housing.

Death – Continuation of Health Insurance

When a worker passes away, the congregation will pay 100% of the premiums for the surviving family for a time period of 180 days. After that time, the surviving family has the option of continuing the insurance for a period set by the insurance carrier. The details of this subsequent coverage would be worked out between the surviving family and the insurance carrier, and payment would be relinquished to the family.

Adopted:

Revised:

Policy Category:
Personnel

Policy Heading:
Volunteers

Policy Title:

Definition and Types of Volunteers at St. Manual’s Lutheran




School

Definition of a St. Manual Volunteer

A St. Manual’s volunteer is any adult, age 18 or older, who has access to and is involved in the care of our children at St. Manual’s Lutheran School.

Types of Volunteers

Volunteers who are required to attend a volunteer orientation include, but are not limited to:

Hot lunch volunteers

Room parents

Field trip drivers and/or chaperones

Lay coaches

Concessions volunteers

Volunteers assisting with remedial work of students

Volunteers for the annual school picnic

Adopted:

Revised:

Policy Category:
Personnel

Policy Heading:
Employee Benefits

Policy Title:

Disability

Disability – Continuation of Salary

Since a waiting period of 90 days is required by insurance companies before any disability benefits apply, the worker’s salary will be continued at 100% for these 90 days. In order to qualify for such coverage, a worker must have worked a minimum of sixty (60) days and must average a minimum of twenty (20) hours per week/1000 hours per year. Since the disability benefits pay 66 2/3% of the worker’s monthly salary and allowances, the congregation will pay the remaining 33 1/3% for up to, but not to exceed, twelve consecutive months.

In the event of permanent disability (defined as a disability which would prohibit the worker’s return to normal active service, within twelve (12) consecutive months, at St. Manual’s), the insurance carrier’s long-term disability coverage and any other disability benefits would take over. At that time, the worker’s term of service to St. Manual’s Lutheran Church and School would end.

Disability – Continuation of Church-owned Housing (as long as it applies)

In the event of a temporary disability (a disability which would allow the worker to return to normal active service within one year of the injury or onset of illness), church-owned housing would continue to be provided as it was provided for this worker before the injury or illness occurred.

If the worker’s disability would prove to be permanent (in which the worker would not be able to return to normal active service one year from the date of the injury or onset of illness), the worker’s time of service at St. Manual’s Lutheran Church and School would end.

Church-owned housing may be continued for up to 180 days from the time the disability has been medically determined to be permanent. During this time, the Worker Care Committee would work with the family to find alternative suitable housing.

Disability – Continuation of Health Insurance

In the event of a temporary disability, the congregation would pay 100% of the health insurance and pension premiums during the worker’s convalescence up to, but not exceeding, 180 days.

In the event of a permanent disability, the congregation would pay 100% of the worker’s health insurance and pension premiums until the worker qualifies for Medicare. At this time, the congregation would pay for supplemental coverage for the worker only.

Adopted:

Revised: 

Policy Category:
Personnel

Policy Heading:
Short and Long Term Disability Insurance

Policy Title:

Disbursement of St. Manual’s Lutheran School’s Long-Term




Disability Fund

The St. Manual’s Lutheran School Disability Fund was developed by the School Board of St. Manual’s Lutheran School to provide funds for those teachers who were disabled while fulfilling their calls at St. Manual’s. The fund will provide monetary support for:

1. Those teachers who are covered by the Long-Term Disability Insurance provided by WELS VEBA and are waiting for the 90-day period to expire before the WELS VEBA Disability Insurance begins, and

2. Those teachers who are not covered by the WELS VEBA Long-Term Disability Insurance Plan.

In the case where a teacher is disabled for a period of time, the following procedure will be used:

1) The teacher will inform the principal of the disability, the findings and the recommendation of his/her physician in the matter.

2) The principal will present a report of the teacher’s disability as well as the physician’s recommendation to the School Board at its next regularly scheduled meeting.

3) The School Board will discuss the extent of the disability and determine what monies will be made available from the Disability Fund in relationship to salary and disbursement from WELS VEBA.

4) The School Board will monthly review the situation until:

a) The teacher is no longer disabled, and/or

b) The available funds are depleted.

5) Should the funds in the St. Manual’s Lutheran School Long-Term Disability Fund be depleted, the School Board will discuss budget options and make recommendations for the upcoming budget.

6) The School Board will build a Long-Term Disability Fund of $2400 ($800 over three years) deposited in an interest-bearing account. The principal and/or School Board treasurer will provide the School Board with a regular accounting of the fund.

Adopted:

Revised:

Policy Category:
Personnel

Policy Heading:
Leaves of Absence

Policy Title:

Extended Leave

a. The principal of St. Manual’s Lutheran School, at his discretion, may grant up to 5 days leave of absence without pay in any calendar year.

b. For leaves of absence without pay, in excess of those provided for above, prior approval shall be required from the Board of Education of St. Manual’s Lutheran School.

c. Leaves of absence for all called workers may be granted, with prior authorization by the Board of Education, for a period of up to one year for the following:  illness, sabbaticals, schooling, or personal matters. Unless otherwise granted, this time shall be without pay. A return to the same position or one of equal status shall be granted unless all such positions have been eliminated.

d. A worker, whether full-time, half-time, or part-time, shall be granted a leave of absence for tour of military-related activity according to the rights and limitations of applicable law.

Adopted:

Revised:

Policy Category:
Personnel

Policy Heading:
Leaves of Absence

Policy Title:

Funeral Leave

St. Manual’s Lutheran School will grant a leave of absence, with pay, to attend the funeral and/or make funeral arrangements for the funeral of a parent, child, stepchild, spouse, brother or sister for up to three days. Up to two days will be granted for a funeral of a mother-in-law, father-in-law, sister-in-law, brother-in-law, grandparent, step-grandparent, son-in-law or daughter-in-law.

Other leaves of absence to attend funerals may be granted with the approval of the principal.

Adopted:

Revised:

Policy Category:
Personnel

Policy Heading:
Volunteers

Policy Title:

Guidelines for Volunteers

A school such as St. Manual’s Lutheran School could not offer the opportunities that it does without the help of volunteers. We thank you for your help and pray that the Lord would bless your efforts as you serve Him in His kingdom.

As you volunteer at St. Manual’s, please keep the following points in mind:

1. Do not hesitate to ask questions of the person in charge of an activity. To effectively volunteer, you need to know what to do and how to do it.

2. When working with our children, remember you are working with saints and sinners. Our children at St. Manual’s were born sinful and continue to sin daily; yet our children at St. Manual’s are blood-bought souls of the Savior whose sins are forgiven. At times, you will see our students struggle with sin and its temptations. At other times, you will see our students demonstrate their Savior’s love in their sanctified conversation and actions.

3. Help the children remember the Fourth Commandment. As a volunteer, you are an extension of the classroom and its teacher. Just as we would expect obedience to the teacher, likewise we would expect obedience from the children when you are working with them. Should there be a child who has trouble remembering this, do not hesitate to seek the assistance of the teacher.

4. Should you have a concern about a child, as a result of working with that child individually or in a group, do not hesitate to bring your concern to the attention of the teacher.

5. Follow the directions of the teacher. Children very quickly can determine discrepancies between what one person says and the way another person responds. In activities and field trips, the teachers of St. Manual’s have planned movements and procedures that will enable the activity to proceed smoothly. Having the volunteers follow the teacher’s directions is of great importance.

6. Anticipate the unexpected. Because of the excitement of an event or the anticipation of a field trip, some children may get “carried away.”  Be mindful of what the children in your group are doing and assist them in keeping their conduct within reasonable levels.

7. Should you be driving on a field trip using your personal vehicle, it is necessary that the children use their seatbelts. Double buckling is not allowed. There should be one seatbelt for each child and adult in the vehicle. 

Before you begin operating your vehicle, remind the children of your rules concerning their behavior and conduct while the vehicle is in motion.

Check with your insurance company to see that your coverage includes driving for a field trip. It is important that you have adequate coverage in case of an accident.

We ask that volunteers make sure their vehicle is in good operating condition. If you are in doubt about this, please check with the supervising teacher or principal.

8. Offer suggestions. Because of the responsibility of planning and successfully executing an activity or trip, the supervising teacher can easily develop tunnel vision. You are another set of eyes that might have some valuable ideas for a smooth outing. Do not hesitate to share these ideas.

Adopted:

Revised:

Policy Category:
Personnel

Policy Heading:
Employee Benefits

Policy Title:

Health Insurance

1. Full-time workers of St. Manual’s Lutheran Church and School shall be provided medical and hospitalization insurance by the congregation. New employees shall be eligible for such insurance when the congregation’s insurer accepts them. The congregation shall pay up to the premium amounts listed in the schedule of benefits. It is the responsibility of the new employee to apply for insurance, as required by the carrier.

2. All retired workers of St. Manual’s Lutheran Church and School may continue to participate in the congregation’s group health insurance program for active workers until the retiree becomes eligible for Medicare. This can be done provided the insurance carrier agrees to permit the retiree to continue in said group program. Payment of the cost of the premium for the retired called worker will be mutually determined by the congregation and the retired worker.

3. If the worker does not yet qualify for Medicare, St. Manual’s Lutheran Church and School would provide 50% of the group health insurance premiums for up to one year. If the retiree obtains full-time employment elsewhere, this benefit shall cease.

4. If the retiree qualifies for the Medicare supplemental portion of our health plan, St. Manual’s Lutheran Church and School will pay the premiums in full.

5. If the retiree should obtain employment where he or she would receive Medicare supplemental coverage as a benefit from that new employer, St. Manual’s Lutheran Church and School would cease payment of these premiums until such time as that benefit is no longer supplied by that new employer.

Adopted:

Revised:

Policy Category:
Personnel

Policy Heading:
Hiring

Policy Title:

Hiring of Non-Called Personnel

1) It is the responsibility of the School Board of St. Manual’s Lutheran School to determine what positions need to be hired and to actively involve itself in the hiring procedure.

The School Board may assign the responsibility for hiring to the principal or other appropriate person.

2) Hired personnel include, but are not limited to:  members of the janitorial staff, secretarial staff, band director, hot lunch staff, teacher’s aides, and part-time and/or assistant teachers.

3) The School Board will direct the principal to advertise for these positions in whatever manner it feels is appropriate for the situation and position.

4) A position description, a salary range, and application form, and other information will be given to each applicant upon their request. Application forms, with references, will be returned to the principal by an appropriate deadline.

5) Upon submission of applications, the School Board or its designee will decide which candidates it wishes to interview. The interview will be conducted by the School Board or its designee.

6) Necessary reference and background checks will be conducted for any of the interviewed candidates found to be qualified for the position. Those people applying for the position will be notified that this will take place.

7) When the background checks have been completed, the School Board or its designee will issue a written proposal to the applicant of its choice.

8) Those personnel hired by the School Board will receive a review of their work after the first thirty days and then annual reviews thereafter by their direct supervisor.

Adopted:

Revised:

Policy Category:
Personnel

Policy Heading:
Jury Duty

Policy Title:

Jury Duty of Full-Time Called Workers

Full-time called workers of St. Manual’s Lutheran Church and School required to perform jury duty and who have been employed by the congregation for 30 calendar days shall be paid their regular wages during such period and shall turn over to the congregation any stipends, excluding mileage allowance, that the worker received as a result of such jury duty. Called workers on jury duty shall report for work at school, as soon as possible, after being released from jury duty on a school day.


Adopted:

Revised:

Policy Category:
Personnel

Policy Heading:
Leaves of Absence

Policy Title:

Maternity Leave

In accord with the scriptural principles of marriage, parents recognize significant service to the Lord in the family setting. The first concern of an expectant mother will be helping provide solid family relationships and a good home for the expected child. This will frequently lead her to resign her position at an appropriate time.

Nonetheless, circumstances may cause the mother to continue her service. St. Manual’s Lutheran School must grant the individual up to 180 days leave of absence without regular salaried pay. Sick leave benefits, as accrued, may be applied to maternity leave.

Maternity leave for a female staff member will be set at a maximum of twelve weeks – the twelve consecutive weeks before/during/after the baby’s birth. Leave extensions will be considered on an individual basis.

St. Manual’s Lutheran School will pay the substitute teacher at a rate 130% of the daily rate of a short-term substitute teacher.

St. Manual’s Lutheran School issues paychecks twice a month.

· The Called worker will receive two regular paychecks after the baby is born. (If the birth happens on a payday, the Called worker will receive that day’s paycheck plus two more.)

· When the Called worker’s first two pay-periods have expired, the church will continue to pay the absent Called worker’s regular health insurance premium and housing, and St. Manual’s will pay the Called worker’s salary at the regular amount minus the substitute teacher’s salary.

· If the difference is a negative number the congregation, not the teacher, will pay the difference.

Health insurance benefits would be granted to the individual for up to 90 days. St. Manual’s Lutheran School would pay 90 days of health insurance premiums from the day maternity leave begins.

Adopted:

Revised:

Policy Category:
Personnel

Policy Heading:
Employee Benefits

Policy Title:

Moving Policy

The following policy will be used to move the possessions of a teacher who has accepted a call to St. Manual’s Lutheran School.

1) The teacher will acquire three bids from moving companies to move his/her goods to Manual City. The lowest of the three bids will be accepted. 

2) Payment will be made through the School Board checkbook.

3) St. Manual’s Lutheran Church will reimburse the School Board Treasurer for any expenses involved in the move of the teacher’s goods and furniture.

Adopted:

Revised:

Policy Category:
Personnel

Policy Heading:
Volunteers

Policy Title:

Orientation of Volunteers at St. Manual’s Lutheran School

Orientation Procedures

1) A “six month” rule will be used before volunteers will be permitted to serve. Volunteers must be a member of St. Manual’s Lutheran Church for six months before they will be permitted to volunteer at St. Manual’s Lutheran School. Non-member parents must have students enrolled at St. Manual’s Lutheran School for six months before being permitted to volunteer. The School Board of St. Manual’s will consider exceptions upon recommendation of the principal on a case-by-case basis.

2) At the beginning of each school year, small group meetings will be held to give an orientation to volunteers for the upcoming school year. The following topics will be presented:

a) Viewing of the video “Reducing the Risk” (Part I)

b) Explanation of the volunteering form we will ask volunteers at St. Manual’s Lutheran School to sign

c) Discussion of procedures to be followed when supervising students as volunteer, including field trips when parents are also driving.

Adopted:

Revised:

Policy Category:
Personnel

Policy Heading:
Additional Outside Employment

Policy Title:

Outside Employment by St. Manual’s Teachers

The call to St. Manual’s Lutheran Church and School must receive first priority.

Teachers may have employment outside of St. Manual’s Lutheran School providing the employment does not in any way interfere with St. Manual’s during school hours, preparation to teach, required faculty activities during the summer, professional conferences and growth opportunities, and the performance of extra-curricular duties by the teacher. The employment cannot conflict morally or ethically with the standards of our church and school. If such conflict does occur, the teacher will be required to terminate such employment immediately.

Requests to pursue outside employment by St. Manual’s teachers will first be presented to the principal who will transfer the request to the School Board of St. Manual’s for their review and action.

Adopted:

Revised:

Policy Category:
Personnel

Policy Heading:
Additional Outside Employment

Policy Title:

Outside Employment of St. Manual’s Teachers

The Board of Education recognizes that there may be areas of interest that will expand the worker’s life and refresh the worker for the next year (examples:  officiating, selling crafts, and ushering at plays). All outside employment must have prior approval of the Board of Education and reviewed on an annual basis.

Adopted:

Revised:

Policy Category:
Personnel

Policy Heading:
Leaves of Absences

Policy Title:

Personal Days for Teachers

Teachers at St. Manual’s Lutheran School shall be entitled to two days of personal leave, each school year, under the following conditions:

1) Personal days may be granted for personal business or in case of an emergency.

2) Personal days are not to be used for recreation or vacation purposes. Because the teachers of St. Manual’s receive vacation time at Christmas, Easter, and during the summer, recreation and entertainment activities should be completed during this time.

3) Personal days are not granted on days immediately preceding or following holidays or vacation periods except in extreme situations.

4) Personal days do not accumulate from one school year to the next.

5) Personal days may be used in half-day increments.

6) If a teacher needs to use a personal day, the principal of St. Manual’s Lutheran School must be contacted as soon as possible and approval received. It will be the teacher’s responsibility, in consultation with the principal, to arrange a substitute teacher unless an emergency inhibits.


Adopted:

Revised:

Policy Category:
Personnel

Policy Heading:
Leaves of Absence

Policy Title:

Personal Leave

Workers should be entitled to two (2) days of paid personal leave each year under the following conditions:

a. Personal days may be granted for personal business or in case of emergency.

b. Personal days may not be granted on days immediately preceding or following holidays or vacation periods.

c. Personal days shall be non-accumulative.

d. A third personal day may be granted with the approval of the principal if the worker pays the amount equal to the current rate of pay for a substitute for his/her position.

Adopted:

Revised:

Policy Category:
Personnel

Policy Heading:
Position Descriptions

Policy Title:

Principal’s Position Description

The principal of St. Manual’s Lutheran School is a called servant of the congregation. His general responsibilities are to carry out the policies, plans, and decisions of the Board of Education of St. Manual’s Lutheran Church and to supervise and direct the day-to-day operations of the school. 

It is his responsibility to assure that the school operates as one school, and not many schools in one building. To facilitate such a school, the principal will find it necessary to perform the following duties:

· serve as chairman of faculty meetings,

· establish the agenda for faculty meetings,

· supervise instruction within the school,

· delegate assignments to teachers,

· supervise and direct the work of the school secretary,

· coordinate activities and oversee the work of the head janitor,

· visit the teacher’s classrooms regularly,

· make regular reports to the Board of Education, Church Council and congregation,

· prepare a school budget,

· approve all requisitions for spending by and for the school,

· supervise the keeping of all records,

· establish the school calendar with advice from faculty and Board of Education,

· mediate all school problems between parents and teachers as necessary,

· be responsible for all state and synodical reports,

· supervise the school lunch program,

· provide a school directory,

· compile and report a census of congregation children for recruitment purposes,

· keep the pastor(s) informed on all school matters,

· counsel the faculty members about their teaching,

· be responsible for all discipline in the school,

· help establish the agenda for the Board of Education meetings,

· be the chief executive officer of the school,

· attend and participate in area principals’ conferences,

· expect that all teachers fulfill their obligations as called servants of the Word,

· help the faculty grow together as servants of the Lord by being an example of servitude and supporting the efforts of the faculty.

Adopted:

Revised:

Policy Category:
Personnel

Policy Heading:
The Divine Call

Policy Title:

Procedures to Follow When Receiving a Call

Teachers who receive calls are asked to follow this procedure:

1. Notify your principal, pastor(s), and Board of Education chairman of the congregation you presently serve.

2. Immediately acknowledge receipt of the call in writing to the calling body.

3. Inform your district president, the district president in the district to which you have been called, and the WELS Commission on Parish Schools (CPS).

4. Give careful and prayerful consideration to both calls. Consult with your principal, pastor(s), and the calling body you are now serving.

5. After making the decision, inform your principal, pastor(s), both congregations or calling bodies, your district president and the CPS office.


Adopted:

Revised:

Policy Category:
Personnel

Policy Heading:
Employee Benefits

Policy Title:

Retirement Benefits

Any worker who retires while holding a full-time position at St. Manual’s Lutheran School is eligible for retirement benefits.

The called worker’s Retirement Plan is in accordance with the guidelines of the Wisconsin Ev. Lutheran Synod and its Benefit Plans Office.

Adopted:

Revised:

Policy Category:
Personnel

Policy Heading:
Salary

Policy Title:

Salary Considerations

Full-time teachers shall receive pay according to the pay schedule as stated in their call. This pay schedule is determined by the Finance Committee and the Board of Education of St. Manual’s Lutheran Church, and approved by the congregation. This rate is to be reviewed annually.

Half-time teachers shall receive half the salary, health, pension and housing benefits of a comparably experienced full-time teacher. This does not apply to substitute teachers.

Any worker issued a temporary call (less than one year) will receive a salary equal to a comparably experienced full-time teacher. This does not include benefits.

Adopted:

Revised:

Policy Category:
Personnel

Policy Heading:
Leaves of Absence

Policy Title:

Sick Leave

The worker’s chosen position is one in which he or she is dedicated to serving the Lord. Therefore, the worker will want to be present, performing his or her service, on a regular basis. However, it is understood that there may be extenuating circumstances during which the worker would be unable to be present. This policy outlines the accepted practice concerning such absences.

a. Full-time called workers shall be allowed to accumulate sick leave with pay at a rate of one working day for two calendar months of full-time service. Sick leave may be accumulated to a total of not more than 60 days. No such leave shall be accumulated for any month in which the worker does not receive pay for ten (10) regular workdays. Regular workdays shall include paid holidays, paid vacations and paid time actually spent on the job.

b. Sick leave shall be available for absence from work on a scheduled workday because of a called worker’s illness or injury, exposure to contagious disease or emergency dental care. Sick leave shall also be available in the event of serious illness or injury in the called worker’s immediate family (parent, child or spouse).

c. Any work-related injury must be reported to the called worker’s immediate supervisor(s) to comply with the Workman’s compensation procedure and requirements. In cases where Workman’s Compensation covers the injury, the worker will not receive sick leave.

d. In especially serious or prolonged situations, additional days may be granted at the discretion of the Board of Education, without pay.

e. Sick leave cannot be used for vacation. Vacation can be used for sick leave.

f. It is recommended that all current staff be given a total of ten (10) sick days credit upon adoption of this policy.

Adopted:

Revised:

Policy Category:
Personnel

Policy Heading:
Summer Service

Policy Title:

Summer Vacation

· Teachers are requested to submit a calendar of their summer vacation schedule to the principal in April or as soon as their plans are finalized.

· The following scale will be used for called workers at St. Manual’s Lutheran School. Years of experience refers to total years of service to the Church at large.

· Teachers with 1-6 years experience receive two weeks of summer vacation.

· Teachers with 7-14 years experience receive three weeks of summer vacation.

· Teachers with 15-24 years experience receive four weeks of summer vacation.

· Teachers with more than 25 years experience receive five weeks of summer vacation.

Adopted:

Revised:

Policy Category:
Personnel

Policy Heading:
Position Description

Policy Title

Teacher’s Position Description

To assist the principal in carrying out his responsibilities, the faculty is expected to do the following:

· Keep the principal advised of all important classroom information, discipline matters, and departures from usual routines.

· Conduct his or her classroom in a manner that meets the objectives of the school and follows its curriculum.

· Conduct his or her classroom in a manner that does not interfere with any other classroom.

· Use Matthew 18:15 ff when dealing with staff or conflict problems.

· Support the efforts and direction of the principal in a spirit of Christian service (I Corinthians 12:28-29).

· Freely discuss any feelings and opinions regarding school policy during faculty meetings.

· Be continually aware of their responsibilities as members of a team ministry.

· Support one another in our mutual ministry to the children.

· Be responsible for the supervision of all children in the school.

· Prepare lesson plans each weekend for the coming week.

· Prepare block plans for all subject areas each August for the upcoming school year.

· Be prompt and diligent in fulfilling all duties and responsibilities.

· Follow the policies, guidelines, and procedures established for the smooth operation of the school.

Adopted:

Revised:

Policy Category:
Personnel

Policy Heading:
Volunteers

Policy Title:

Volunteer Form

The following form is to be completed by all volunteers at St. Manual’s Lutheran School as a part of their orientation process to volunteering at our school.


***

Name of Volunteer: ______________________________

We thank you for your willingness to serve and assist us by volunteering at St. Manual’s Lutheran School. Your help further enables us to prepare our students for this life and the life to come and helps us meet our mission of making disciples of all nations.

We ask those who will volunteer at St. Manual’s to:

· Prepare for work and service in the school’s ministry by attending necessary training sessions and organizational meetings.

· Be concerned about nurturing the faith and life of the assigned young people.

· Work with the pastor(s), principal, teachers, and leadership of the school.

· Serve our school and congregation as an example of Christian conduct as required by the Lord, and by the grace of God do everything possible to promote Christian training and a spirit of service with our youth, and so advance the kingdom of Christ among us.

It is out of concern for the children entrusted to the care of St. Manual’s that we find it necessary to screen our volunteers. In today’s society there are an increasing number of children who have been subjected to child molestation, child abuse, sexual exploitation or harassment. Sadly, many of these situations have been caused by teachers and/or school volunteers.

Our foremost concern is the safety and welfare of the children of St. Manual’s. As part of the screening process, we have examined the past histories of our called teachers. The congregation has filed statements with the Wisconsin Evangelical Lutheran Synod that none of our teachers at St. Manual’s Lutheran School have been accused or actually committed the deeds mentioned above. It is also necessary to screen our volunteers. In order to do this, we ask you to view the video “Reducing the Risk.”  We would then ask that you sign this form certifying that you have not been personally involved in any incidents of child molestation, child abuse, sexual misconduct, exploitation, or harassment in this state or any other state in the past. If you have been involved in such an incident, please discuss the circumstances surrounding it with your pastor or the principal prior to your signature on this statement.

Please be assured that this form will be safely filed and used only by the administrative personnel of St. Manual’s Lutheran School. Thank you for your assistance in this matter and your service to us as a volunteer at St. Manual’s. May God bless the work that you do for us and for Him.


Date: __________________

Signature of volunteer: _________________________________________________

Adopted:

Revised:

Policy Category:
Personnel

Policy Heading:
Certification

Policy Title:

WELS Certification

Graduates of Martin Luther College (the former Dr. Martin Luther College) are certified by the WELS to teach in our elementary school.

St. Manual’s will extend a provisional call to teachers not presently certified by the WELS. It states that until a teacher has been certified by the WELS, he/she cannot receive a full-time call from St. Manual’s Lutheran Church. However, a one-year provisional call that is renewable is extended until that time when the teacher has gained the necessary credits for Synod certification. Such teachers must become synodically certified within five years of the date on which they began service at St. Manual’s. Special consideration may be granted at the discretion of the Executive Committee of the Church Council.

Adopted:

Revised:

Policy Category:
Curriculum and Instruction

Policy Heading:
Reporting Student Progress

Policy Title:

Acceptable Internet Use Policy

Please read this document carefully before signing.

Internet access is now available to students (5th – 8th grades) and teachers at St. Manual’s Lutheran School. We are very pleased to bring this technology to St. Manual’s and believe the Internet offers vast, diverse, and unique resources to both students and teachers. Our goal in providing this service to teachers and students is to promote educational excellence in our school by facilitating resource sharing, innovations, and communication.

The Internet is an electronic highway connecting thousands of computers all over the world and millions of individual subscribers. Students and teachers have access to:

1. Electronic mail (e-mail) communication with people all over the world

2. The ability to browse the World-Wide Web

3. Public domain software and shareware of all types

4. Discussion groups on a multitude of topics ranging from Chinese culture to environment to music to politics

5. Access to many University Library Catalogs and the Library of Congress

With access to computers and people all over the world also comes the availability of material that may not be considered to be of educational value in the context of the school setting. St. Manual’s has taken precautions to restrict access to controversial materials. However, on a global network, it is impossible to control all materials and an industrious user may discover controversial information. We (St. Manual’s) firmly believe that the valuable information and interaction available on this worldwide network far outweighs the possibility that users may procure material that is not consistent with the educational goals of St. Manual’s Lutheran School. It is the user that controls the search criteria and, therefore, the material accessed. With this in mind, we believe that it is imperative to teach our students about making Christian choices about the type of material they access. It is our belief that by training our young people how to deal with objectionable material now, they will be better suited to make the same type of value judgments as adults.

These guidelines are provided so that you are aware of the responsibilities you are about to acquire. In general, this requires efficient, ethical, and legal utilization of the network resources. If any St. Manual’s Lutheran School user violates any of these provisions, his or her account will be terminated and future access could possibly be denied. The signatures at the end of this document are legally binding and indicate the signed parties have read the terms and conditions carefully and understand their significance.

	USE OF THE INTERNET IS A PRIVILEGE, NOT A RIGHT!


Inappropriate use will result in a cancellation of those privileges. The faculty will deem what is inappropriate use and their decision is final. Also, the Director of Technology may close an account at any time as required.

You are expected to abide by the generally accepted rules of network etiquette. These include (but are not limited to) the following:

· Be polite. Do not become abusive in your messages to others.

· Use appropriate language. Do not swear, use vulgarities or any other inappropriate language. Illegal activities are strictly forbidden

· Do not reveal your full name, home address or phone number, or those of any other persons when using the Internet.

· Note that electronic mail (e-mail) is not private. People who operate the system do have access to all mail.

· Do not use the network in such a way that you would disrupt the use of the network by other users.

· All communications and information accessible via the network should be assumed to be private property.

Transmission of any material in violation of any US or state regulation is prohibited. This includes, but is not limited to:  copyrighted material, threatening or obscene material, or material protected by trade secret.

Vandalism will result in cancellation of privileges. Vandalism is defined as any malicious attempt to harm or destroy hardware or software.

St. Manual’s Lutheran School makes no warranties of any kind, whether expressed or implied, for the service it is providing. St. Manual’s will not be responsible for any damages you suffer. This includes loss of data resulting from delays, non-deliveries, mis-deliveries, or service interruptions caused by its own negligence or your errors or omissions. Use of any information obtained via the Internet is at your own risk. St. Manual’s specifically denies any responsibility for the accuracy or quality of information obtained through its services.

St. Manual’s Lutheran School assumes no responsibilities for any costs, liability or damages caused by the way the student chooses to use his/her network access. Any problems that arise from the use of an account are the liability or responsibility of the account holder or user.

Parent’s Signature: ________________________________________

Student’s Signature: _______________________________________

Adopted:

Revised:

Policy Category:
Curriculum and Instruction

Policy Heading:
Curriculum Evaluation and Textbook Adoption

Policy Title:

Curriculum Study Cycle

The major areas of curriculum study will follow the cycle below:


Year 1:
Reading/Spelling/Penmanship


Year 2:
Mathematics


Year 3:
Social Studies/Reference Materials


Year 4:
Language/Writing


Year 5:
Music/Physical Education/Art


Year 6:
Science/Health/Computer


Year 7:
Religion/Foreign Language


Repeat

Adopted:

Revised:

Policy Category;
Curriculum and Instruction

Policy Heading:
Field Trips

Policy Title:

Guidelines for Teachers

Many worthwhile opportunities for educational trips and tours exist within 60 miles or less of St. Manual’s Lutheran School.

· Teachers should make sure that all field trips and bussing arrangements are discussed in advance with the principal.

· Teachers must inform parents of the field trip through a letter. Include a permission slip that parents sign, date, and return.

· It is the teacher’s responsibility to make sure that supervision has been arranged. In Kindergarten through grade two, there must be one chaperon for each 5 students while in grades 3-8 there is to be 1 chaperon for every 10 students.

· It might be a good rule-of-thumb to stay within the range of 2-3 field trips per year. Since many families have several children and most field trips cost $10-$15, it becomes a hardship for some families. Should a field trip create a financial hardship, discuss the situation with the principal.

· Teachers will take emergency phone numbers along on all field trips.


Adopted:

Revised:

Policy Category:
Curriculum and Instruction

Policy Heading:
Honors Programs

Policy Title:

Honor Roll

Upper grade students (grades 5-8) at St. Manual’s Lutheran School who achieve an academic average of 95.0 or greater for the quarter will be assigned the title of “High Honor.”  Students receiving an academic average of 90.0 to 94.9 will be classified as “Honor Students.”

Averages will not be rounded up (i.e., 89.9 does not equal 90.0 and 94.9 does not equal 95.0).

Adopted:

Revised:

Policy Category:
Curriculum and Instruction

Policy Heading:
Homework

Policy Title:

Incomplete Homework

Following are the guidelines for a student who does not complete his assignments on time:

1) A daily Report Sheet will be sent home when assignment(s) are not completed on time. We ask the parent(s) to sign this and have it returned the next day.

2) If the problem of uncompleted work continues, the teacher will notify the parent(s) by telephone. If the problem continues, a meeting with the student, student’s parent(s), and teacher will be arranged.

3) If there is still no noticeable change, the teacher will inform the principal. A suspension will result. The type of suspension will be determined between the teacher and principal, keeping the safety and welfare of the student in mind. The principal may send the student home and suspend the student for one additional day. An in-school suspension may also be used.

4) If suspension (as described in #3) occurs more than twice, the principal will suspend the student for 3 school days. The child and his parent(s) must then appear before the Board of Education for prayerful discussion regarding his reinstatement into school. This could be on a probationary or conditional basis.


Adopted:

Revised:

Policy Category:
Curriculum and Instruction

Policy Heading:
Homework

Policy Title:

Late Work

In an effort to help students grow in their level of responsibility, the following late work policy has been developed.

If work is not finished or is not at school by the assigned class period, it will be marked as a late assignment. There will be no penalty for the first three late assignments during a marking period. However, if a student receives a fourth late assignment during a quarter, he/she will remain after school for 45 minutes the following school day to work in a supervised study period. The same procedure will be followed for any additional late assignment during the quarter.

The following points also apply:

· Students’ work will not be graded down if it is late; but it will be completed.

· Students will not be allowed to use the phone to call parents regarding work they have forgotten at home. If parents come upon their child’s work at home and wish to bring it to school for their child, that is their choice.

· If a student is absent, he/she will be given a reasonable time in which to complete the work.

· If there are unusual circumstances that prevent the student from completing his/her work for the day, the parent is asked to contact the teacher by note or by phone. Assignments will not be marked as late under such circumstances.


Adopted:

Revised:

Policy Category;
Curriculum and Instruction

Policy Heading:
Retention/Promotion

Policy Title:

Retention of Students




Conditional Promotion of Students

The parents of a child who may be conditionally promoted or retained should be notified, and counseled as early as possible, to ensure understanding and cooperation. The reasons for, and the benefits expected, from such action should be clear and agreed to before the action is taken. Discussion will center on what is the best for the child.

The principal should also be notified of such possibilities no later than February 15.

Although the Board of Education discourages students from being promoted prematurely, it will honor the parents’ decision if they disagree with a teacher’s suggestion to retain a child. We do this only because we recognize that the parents have been charged with the primary responsibility of raising their child.
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Sex Education at St. Manual’s Lutheran School

Because of society’s changing attitude on sexuality and the keeping of the Sixth Commandment, St. Manual’s Lutheran School shall biannually conduct classes that give upper grade students a biological explanation of puberty with a Scriptural emphasis. The library of St. Manual’s Lutheran School shall also maintain a suitable selection of materials that may be used by parents for teaching children about sexuality from a Christian perspective.
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