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I. ACADEMIC PROGRAM

LOST TOOLS CHART (TRIVIUM CHART)


	
	
GRAMMAR
(Poll-Parrot)
	
LOGIC
(Pert)
	
RHETORIC
(Poetic)

	

	
Grades K - 6
	
Grades 7 - 9
	
Grades 10 - 12

	

	
Approx. ages:  5-12
	
Approx. ages:  12-14
	
Approx. ages:  15-18

	

	
Student Characteristics:
	
Student Characteristics:
	
Student Characteristics:

	

	
1. Excited about new,    interesting facts
2. Likes to explain, figure out, talk
3. Wants to relate own   experiences to topic or just to tell a story
4. Likes collections, organizing items
5. Likes chants and  clever, repetitious word sounds (i.e. Dr. Seuss)
6. Easily memorizes 
7. Can assimilate another language well
	
1. Still excitable but needs challenges
2. Judges, critiques, debates, critical
3. Likes to organize items
4. Shows off knowledge
5. Wants to know "behind the scenes" facts
6. Curious about “Why?” for most things
7. Thinks and acts as though more knowledgeable than adults
	
1. Concerned with present events, especially in own life
2. Interested in justice, fairness
3. Moving toward special interests, topics
4. Can take on responsibility, independent work
5. Can do synthesis
6. Desires to express feelings and own ideas
7. Generally idealistic


	 
	
Teaching Methods:
	
Teaching Methods:
	
Teaching Methods:

	
	
1. A lot of hands-on work, projects
2. Field trips, drama
3. Make collections, displays, models
4. Integrate subjects through above means
5. Teach and assign   research projects
6. Recitations, memorization
7. Drills, games
8. Oral/written presentations 
	
1. Time lines, charts,   maps (visual materials)
2. Debates, persuasive reports
3. Drama, re-enactments, role-playing
4. Evaluate, critique (with guidelines)
5. Formal logic
6. Research projects
7. Oral/written presentations
8. Guest speakers, trips
9. Oral assessments
	
1. Drama, oral presentations
2. Guide research in major areas with goal of synthesis of ideas
3. Many papers, speeches, debates
4. Give responsibilities, (i.e. working with younger students, organize activities)
5. In-depth field trips, even overnight
6. Worldview discussion and written papers
7. Oral assessments




CURRICULUM GOALS

I.         BIBLE:  We seek to:
a) Clearly integrate the Scriptures and a biblical worldview in a very obvious and
intentional way in all aspects of every class.
b) Encourage parental responsibility for purposefully teaching God’s Word to their
children (Proverbs 1:8; 2 Timothy 3:15; Ephesians 6:4).
c) Encourage local churches to equip and motivate parents to teach their children God’s
Word.

II.	ENGLISH:  We seek to:
a.	Equip every student with the skills necessary for good writing, including spelling,
grammar, style, clarity, etc.
b.	Put a major emphasis on good writing by requiring the students to write often and
correctly in each subject area.
c.	Encourage clear thinking by the students through requiring clear writing.
d.	Introduce the students to many styles of writing using the Bible and other high quality
literature.
	e.   Students will learn and implement the 14 steps of Progymnasmata.

III.	HISTORY/GEOGRAPHY:  We seek to:
a.	Teach the students that God is in control of history and He will determine its ultimate
outcome.
b.	Enable the students to see God’s hand in the history of the world and the United States.
c.	Broaden the students’ understanding of history and geography as the students mature.
d.	Make history and geography “come alive” for the students through the use of many forms
of information and research, (i.e. biographies, illustrations, field trips, guest speakers,
music, art, foods, architecture, etc.).

IV.	SCIENCE:  We seek to:
a.	Develop in the students an increasing appreciation of the orderly and wondrous way
God has designed the universe and the laws which govern it.
b.	Impart to the students the grammar of physics, biology, earth science, and chemistry
through the method of doing science.
c.	Encourage the students to think, to question, and to test their own theories.
d.	Develop the students’ skills of observation and their abilities to record and analyze
information.
e.	Encourage the students to apply their scientific knowledge to daily life.
f.	Use many forms of instruction to teach scientific concepts and methods (i.e., a large
variety of experiments, demonstrations, research projects, illustrations, field trips,
guest speakers, etc.).

V.	MATHEMATICS:  We seek to:
a. Ensure that the students have a thorough mastery of basic mathematical functions and
tables.

b. Put an emphasis on conceptual, as well as practical understanding of math through the
frequent use of story problems.
c. Illustrate God’s unchanging character through the timeless, logical, mathematical systems
He gave to man through His gift of reason.


VI.	READING:  We seek to:
a. Use phonics as the primary building blocks for teaching students to read.
b. Encourage the students to read correctly as soon as possible (normally in Junior Kindergarten through first grade).
c. Introduce the students to high quality children’s literature as soon as possible through our literature program.
d. Carefully monitor the student’s reading abilities to ensure he is at a reasonable level, is comprehending material adequately, and is reading fluently, both orally and silently.  This
includes the proper use of word-attack skills.
e. Foster a life-long love of reading high quality literature, after being taught to recognize the characteristics of such literature.


VII.	LATIN:  We seek to:
a. Correctly pronounce Latin letters and words. (We will be using the “classical” pronunciation of Latin.)
b. Do simple translation work from Latin to English and vice versa.
c. Acquire some knowledge of Roman history.
d. Ensure that students have the grammatical tools sufficient to read original Latin source materials for their own reading pleasure and research.
e. Provide students with a thorough and sound understanding of the Latin grammar in order that they might learn many other foreign languages quickly and well.
f. Emphasize spoken Latin in the classroom and the “Natural Method” of contextual induction for the constant review and introduction of new words and grammar concepts in Latin.
g. Revive Latin as a fluently spoken language in the world today.


VIII.      FINE ARTS:  

MUSIC:  We seek to:
a. Train the students to sing knowledgeably, joyfully, and skillfully to the Lord on a 
regular basis.
b. Enrich the teaching of Scripture through the teaching of many classic, meaningful 
hymns and psalms.
c. Encourage (through a variety of options) the students to select some area of music,
vocal or instrumental, to pursue on their own.







CURRICULUM GOALS
(continued)

IX.       PHYSICAL EDUCATION:  We seek to:
a. Systematically work with the students to teach them basic exercises and game skills
(i.e. throwing, hitting, kicking, catching, etc.).
b. In cooperation with the families, encourage the students to knowledgeably establish
and maintain good health and nutritional habits.
c. Enhance biblical patterns of behavior through activities requiring cooperation, team work, and general good sportsmanship.
d. Develop a base of conditioning for improving health.


LESSON PLANS

Yearly curriculum guides separated by week, subject, and grade level are prepared for each teacher and a copy is kept by the Head of School. Teachers should refer to the course objectives listed in the curriculum guide when preparing their lesson plans.  Most curriculum materials are provided. Teachers may use additional curriculum supplementation as long as core curriculum is not neglected and the supplemental materials enhance the guided curriculum. 


STUDY SKILLS/EXPECTATIONS FOR GRAMMAR AND LOGIC STUDENTS

The grammar students will have a strong background in making oral presentations, in taking notes, and in the use of dictionaries and encyclopedias. They will have some experience with outlining.
Grammar and logic students should receive guidance in finding materials in the library. They should be shown how to look up information on the computers in the public libraries and how to locate the books in the library.

Note Taking: Outlining skills should be reviewed if students are expected to outline material from texts or develop outlines for written assignments.

Expectations for note taking during lectures should be low.  All junior high teachers who expect students to use this skill should give students specific guidance on accomplishing this task. During the first semester the teacher should periodically collect notes from the students to check on their success in taking notes. (This need not be graded, although it could be.) Teachers should write key words and phrases on the board. They should avoid writing out complete sentences for the students.

Students will have experience in writing research reports.  Specific expectations for research reports should be made clear to the students. Teachers should continue to define plagiarism, including the use of AI and Chat GPT, and emphasize the importance of avoiding this practice.





IDEAS FOR CLASS REVIEW

1.  	Information journals: Students think through the lesson during the last five minutes of class and write     down any questions they may have, or the teacher may have the student write out what they have learned.
2.   	Questioning: Teacher goes around the room during independent study time and questions students on the material they have been working on.
3.   	Last minute questions: Teacher also asks individual students questions as they leave the room, trying to tie the material together.
4.   	Use similar problems from different sources (thus different wording).
5.   	Concrete applications. (Find flagpole's height.)
6.  	Build upon the lesson from the previous day. Start with the initial lesson and review its development,
	adding on the new lesson as it applies.
7.   	In Bible, start the year by giving the students a chart of biblical eras. Review at the beginning of the lesson, showing which era today's lesson fits into.
8.   	Before quizzes and tests, take most of the previous period to review the test material, usually by asking the students questions similar to those which will be on the test or quiz.
9.   	Review games: trivia, bingo, "Bible jeopardy," "Around the world." (Have students prepare the questions for these games.)
10. 	Question-and-answer sessions at the beginning or end of class.
11. 	Study questions, provided by the teacher, to be answered in writing. Review the student's written answers during class discussion.
12. 	Add questions from old material to quizzes. This provides for ongoing review.
13. 	Review the quiz or test together after it has been graded and discuss concepts again. (This is one of the best forms of review and often neglected).
14.	 Role-playing.
15. 	Asking students to summarize or explain the material (orally).
16. 	Diagramming sentences on the board.
17. 	Diagramming game.
18. 	Find samples of what the students learned in outside material.
19. 	Ask students to use proper language at home.
20. 	Extemporaneous and impromptu speeches.
21. 	Pop quizzes.
22. 	Have students use a map to identify locations that have been discussed.
23. 	Disputations.
24. 	Whiteboard games.
25. 	Write down from memory a paragraph read by a teacher.


HOMEWORK PHILOSOPHY AND GUIDELINES

Philosophy

Gardendale Classical Academy may assign homework to its students.  Below are the primary reasons or causes for homework being assigned:

1.  Students often need some amount of extra practice in specific, new concepts, skills, or facts. In certain subjects (i.e. math or languages), there is not enough time in a school day to do as much practice as may be needed for mastery.  Therefore, after reasonable in-class time is spent on the material, the teacher may assign homework to allow for the necessary practice.
2.  Repeated, short periods of practice or study of new information is often a better way to learn than one long period of study.
3.  Since GCA recognizes that parental involvement is critical to a child’s education, homework can be used as an opportunity for parents to actively assist their child in his studies.  This will also keep the parents informed as to the current topics of study in the class.
4.  Homework may also result when students, who having been given adequate time to complete an assignment in class, did not use the time wisely.  


Guidelines for Assigning Homework

Since homework, takes time at home, it is not to be assigned due to the teacher’s poor planning or in place of an assignment which could have been completed in school.  The necessity for doing homework will vary from grade to grade and even from student to student.  The guide below should be regarded as maximum times, not as required minimum times, and then only if homework is assigned.  Anytime homework is assigned, the student planners will be used for 3rd through 12th grades.  

	GRADE		MAXIMUM APPROXIMATE TIME PER WEEK NIGHT*
	Junior K-2nd		20-40 MINUTES (infrequently)
	3rd			30-45 MINUTES (as needed)
	4th-5th			45 MINUTES
	6th			45-60 MINUTES
	7th-8th			60-90 MINUTES
	
*Equal to 10 minutes per grade level.  Normally homework is not to be assigned over the weekend, except for literature.  No homework is assigned over holidays and vacation periods.

Homework Guidelines

Guidelines for Grammar and Logic/Rhetoric Teachers:
1.  Make expectations for the homework assignment clear to the students. Explain the purpose of the assignment.

2.  Homework assignments should not be complex or novel. Homework should focus on simple skills and material or on the integration of skills already possessed by the students. 

3.  Homework may not be assigned to punish students. 

4.  Students in grammar and logic/rhetoric grades are required to write down all assignments in their    planners.

5.  Assignments should be the same for all students and should not be individualized unless approved by the administration. (The same type of assignment should be required of all students although specific topics may vary.)

6.  Teachers should give the students time to begin working on assignments during class. Homework then consists of work that was not completed during class. In most subjects, some of the best students should complete the assignment during the class time provided.

7.  Teachers must collect homework, check it for completeness, and give intermittent instructional feedback. Teachers are not required to grade every homework assignment, but this should be the exception. Homework assignments should be used to locate problems in student progress and to individualize instruction.

8.  Homework should not be assigned over weekends, except for literature.  Also, homework should not be assigned over Thanksgiving Break, Christmas vacation, Mid-Winter Break or Spring Break.

9.  Homework can be given over parent/teacher conference breaks.

Specific Logic and Rhetoric School Homework Guidelines by Grade:

Note: Students and parents need to understand that the following homework times are guidelines, usually geared towards 80% of the class.

7th Grade: 70 mins./night		8th Grade: 80 mins./night		9th Grade: 90 mins./night 
		Per Week				Per Week			        Per Week
Math		80 mins.		Math		100 mins.	Math		100 mins.
Literature	100 mins.		Literature		125 mins.	Literature		100 mins.
Science		40 mins.		Logic		40 mins.	Science		45 mins.
History 		40 mins.		History		40 mins.	Logic/Debate	90 mins.
Latin		40 mins.		Latin		40 mins.	Latin		55 mins.
										

10th Grade: 100 mins./night		11th Grade: 110 mins./night		12th Grade: 120 mins./night 		Per Week				Per Week			          Per Week
Math		100 mins.		Math		100 mins.	Math		120 mins.
Literature	150 mins.		Literature		130 mins.		Literature/Physics	130 mins.
Science		80 mins.		Science		80 mins.		Rhetoric		120 mins.
History		40 mins.		Rhetoric		120 mins.	    Philosophy	            40 mins.
Latin		55 mins.		Civics/Econ       	40 mins.	    Apologetics	             35 mins.    
					Science		80 mins.                


Bible: All these classes have 50 minutes per week to be distributed as the teacher desires.

Note: Math will be the first subject to be completed during Study Hall. A student may not move on to any other homework until math homework has been completed.





POLICIES AND GUIDELINES

Throughout this manual, please note the use of the terms guideline and policy. Policy designates items that have been approved by the GCA Board. Guidelines are administrative directives which are designed to help implement policy.

It is expected that the teachers will familiarize themselves with the contents of this manual and will comply with the policies and guidelines contained therein.  Information in this manual may apply in some cases only to the grammar grades or only to the logic/rhetoric grades.

The Staff Manual only includes those school board policies that are most relevant to teachers. The remainder of the policies are available to teachers and staff members upon request. 


IN-CLASS MOVIE/VIDEO/DVD* GUIDELINES
*Referred to as movies from this point forward.

Teachers must preview all movies before making a request of the Head of School to use the movies in the classroom.  

Teachers who want to show a movie must obtain the permission of the Head of School prior to making arrangements to show the movie.

Criteria: ALL MOVIES USED IN CLASS SHOULD CONFORM TO THE PRINCIPLES OF PIETY LISTED IN PHILIPPIANS 4:8.

Movies may be used in class for educational purposes only.  Educational includes historical, documentary, and literary in content.  These should be used sparingly.  No literary movies should be shown unless the book has already been read by the students.  
Prior to approval, the Head of School will take into account the number of movies that the teacher has shown during the semester.

In order to respect the variety of standards on what movies students are allowed to watch by their parents, teachers are asked not to recommend them to students. This is to avoid having the student respond to his parents, "Well, my teacher said it was a good movie."

MUSIC GUIDELINES

If teachers desire to play music for students during class, they are to limit their selections to classical music or Christian worship music only. History and music classes which are listening to the music of the period or style being studied are exempt from this policy. 






SECONDARY DOCTRINE POLICY

Classroom discussion of secondary doctrine should be on an informative, non-partisan level. Teachers must be careful not to speak to the students in a manner that would cause offense to the parents. Presentation of all sides of an issue is encouraged. The teacher should encourage the students to follow up any questions they have with their parents and pastor.


CONTROVERSIAL SUBJECTS POLICY

Objective: To establish a policy that helps Gardendale Classical Academy to respect the convictions of parents and teachers in various academic subject areas while at the same time maintaining our goal of teaching all subjects in the light of a comprehensive Christian worldview.

This policy applies to all teaching staff in the course of their teaching duties. It does not apply to non-teaching staff or to the teaching staff on their personal time.

Definitions:

Controversial Subject: A subject which Christian families and churches commonly consider divisive, whether or not the introduction of the topic was planned by the teacher or brought up by a student.

1. If in the course of teaching a class a teacher sees that a subject has arisen which he has good reason to believe is controversial and discussion of that subject will not help him achieve the goals set for that class in the curriculum guide, then the teacher will not allow class time for the discussion of the topic at all.

2.   If a subject arises which the teacher has reason to believe is controversial and/or of a sensitive nature and the discussion of that topic will help achieve the goals set out in the curriculum guide for that subject, then the teacher will do the following:

a. As necessary, instruct the class on the responsibility of Christians to be charitable in debate.
b. Instruct the class on their responsibility to honor the teaching they have received from their parents on this subject.
c. As appropriate (i.e. pertinent to the stated goals of the class), direct the students' attention to informed sources on each side of the subject concerned. This may be done in a variety of forms, such as a research paper, guest speakers, reading differing authors, etc. Strongly encourage the students to become knowledgeable of the most widely held views on the  controversial topic.
d. Refrain from pursuing tangents or other unplanned subject matter that will lead to a possible mishandling/poor teaching of controversial subjects.

3.  Due to the extremely sensitive and intimate nature of human sexual relations, discussion and instruction on this topic generally will be limited to human reproduction in biology, and to biblical principles and references as they arise in appropriate class contexts.

4.  The teacher is to remember that, according to Scripture and as outlined in the Statement of Faith for Gardendale Classical Academy, he or she is serving as a role model of a mature Christian adult to the students. As such, teachers are never to enter into an adversarial debate with students on controversial subjects within a classroom setting. Even though the teacher may hold strong personal convictions regarding the subject, in light of this policy and sound teaching practices, he is to encourage a gracious and scholarly attitude in the students.


GUIDELINES FOR TEACHING CONTROVERSIAL SUBJECTS

The following guidelines are designed to assist the teachers in implementing and complying with the policy on teaching controversial subjects.

For a discussion of the proper role of the teachers, staff members are encouraged to review The Seven Laws of Teaching by John Milton Gregory. The chapter on the law of the teaching process is especially applicable. 
"True teaching, then, is not that which gives knowledge, but that which stimulates pupils to gain it. One might say that he teaches best who teaches least; or that he teaches best whose pupils learn most without being taught directly. But we should bear in mind that in these epigrammatic statements two meanings of the word teaching are involved, - one, simply telling, the other creating the conditions of real learning."


GUIDELINES FOR SELECTING IN-CLASS DEBATE TOPICS

These guidelines are designed to assist the logic and rhetoric school teachers as they select topics for in-class debates. Teachers working with students in the pert and poetic stages should use debates regularly. These guidelines are not intended to lessen the use of class debate when appropriate. Rather, it is hoped that while debates continue to be held, they utilize topics that are in keeping with the policy on secondary doctrine and controversial subjects and meet with the approval of most of administration.

1. It may be helpful to notify the parents in your class of the debate topics that you plan to use prior to holding the debate. This will provide parents with the opportunity to express their concerns in a timely manner. 
 
2. When selecting topics, consider the effect that the debate will have among the Christian students in your class and in the student body as a whole. Avoid topics that will be divisive among Christians.

3. Safe and yet profitable topics such as political decisions and current events should not be neglected. 

4. Avoid using topics which have recently been topics of debate within the local evangelical Christian community. This is to avoid causing unnecessary division within the Christian community.

5. Use topics that relate to the course content objectives.

6. When selecting topics, show grace to concerned parents. If a parent has a concern with a particular topic, try to use an alternative topic if possible, even if the topic is an appropriate one as defined by GCA Board policy and these guidelines.

7. Be aware of gender difference when selecting topics.


II. TESTING AND GRADING



GRADE REPORTING

Progress reports are sent home at mid-quarter (mid-term grades). Report cards are sent home with the students at the end of each quarter. Teachers are required to notify parents two weeks before the end of the grading period if a student is in danger of receiving a failing grade for the quarter or the semester (F Notices).  Parents are encouraged to make use of the Parent Response forms sent home with the mid-term reports and the report cards. 


GRADING GUIDELINES FOR REPORT CARDS AND HONOR ROLL

All academic grading in Gardendale Classical Academy will use a criterion-referenced base for evaluation. The students' work will be evaluated against an objective standard in each class. Grade point averages (GPA’s) will be computed at the end of each quarter. Elective and independent study courses will be graded and applied toward graduation requirements but will not be factored into cumulative GPA’s. The following percentages, grades, and grade points are used:

Kindergarten
Grade Average 		Letter Grade 			Meaning
96 and up 			E 				Excellent Progress
89 to 95 			V 				Very Good Progress
80 to 88 			S 				Satisfactory Progress
72 to 79 			I 				Improvement Needed
65 to 71			 U 				Unsatisfactory Progress

1st– 8th
Grade Average 			Letter Grade			 Meaning
90 – 100 				A 				Exceptionally High Achievement
80 – 89 				B 				High Achievement
70 – 79 				C 				Average Achievement
0 – 69 				F 				Failure to Master Material
					X 				Exempted
					I 				Incomplete








Effort Scale
	Grade Average 			Letter Grade 			Meaning
	90 – 100 					 O 			Outstanding Effort
	80 – 89 					 S 			Satisfactory Effort
	70 – 79 					 I 			Improvement Needed
	0 – 69 					 U 			Unsatisfactory Effort
					      N 			Not Observed

Comments on Report Cards:  The comments are to be positive.  There are many other opportunities to share concerns throughout the year, this is a specific time to encourage.  The use of Scripture in a comment is encouraged.  Personalize the comment, use the student’s name, indicating you “know” their child.  Vary the comments from quarter to quarter.  Remember that the comment is often the first thing read by both the student and parents when the report card is received.


ACADEMIC PROBATION POLICY


Objective: To provide additional motivation to students whose academic achievements are not up to their capability.  This policy applies only to logic and rhetoric school students.

Scope: If implementation of this policy would be counter-productive to the objective, the Head of School may decide not to place a student on probation.  A written record explaining this decision will be signed by the Head of School and placed in the student’s file.  

Text of Policy:

1. Logic and Rhetoric School students are required to maintain at least a C letter grade average during any two consecutive quarters.  Exceptions will be made for students who have a letter grade average of less than a C but have not failed any courses during the quarter in question.


3. If a student’s GPA is at or below 2.2 (i.e. a “C” average), that student will be placed on academic  probation during the following quarter.  

4. If at the end of the next quarter the student’s letter grade has not risen to at least a C, that
student is at risk of being expelled.

5. Students who are on academic probation are ineligible to participate in extracurricular activities.







GRADING GUIDELINES FOR 1ST-8TH GRADE

Guidelines:

1. Minimum of 9 grades per each quarter for each subject’s grade, unless okayed by the 
Head of School.

2. All academic/objective grading in GCA will use a criterion-referenced base for evaluations.  That is, objective standards will be used to judge student performance.  Grading on a “curve” will not be done.

4. 	Quarter grades should be based on the following:			
	
	Tests/Book Reports				Note:  Virtually all assigned work done		
	Quizzes					for/in class should receive a recorded			
	Homework/Class work			credit toward a grade.

5. Participation in class discussion may also be graded.  If so, daily participation should be recorded on a consistent basis.  Written criteria must be handed out to the students.

6. Projects, depending on the scope of the assignment, may be used in place of tests.  

7. Variety, in the amount and kind of testing, assignments, and homework is, highly encouraged.


8.   Behavioral Ratings:  The progress portion of the quarterly report provides an opportunity for
	 an evaluation of the student’s class/school behavior.  The marks used for acquiring skills (such
      as in Jr. Kindergarten through 2nd grade) are:

						E		Excels
						S		Satisfactory
						N		Needs Work
						U		Unsatisfactory

9. Types of Behaviors to Evaluate:

a. Work/Study Habits: neatness/timeliness of work, completeness of work, works independently, follows directions, uses free time well.

b. Conduct: follows rules, avoids unnecessary talking, accepts responsibility, considerate to others,
    shows initiative.

c. Skills related to specific subject areas.

10. Teacher’s comments will be included in a special section on the report.  These comments are to be positive and encouraging.  This is not the appropriate venue for making corrections of the student.  Teachers at Gardendale Classical Academy are to be communicating constantly with parents if improvement is needed.


SEMESTER EXAMS																																																																																	

A. Purpose:

Comprehensive exams provide us with the opportunity for review. The last chapter in The Seven Laws of Teaching explains the importance of reviewing material taught previously.

B. Guidelines:

All logic and rhetoric school teachers, except elective teachers, are required to administer some type of comprehensive assessment at the end of the semester. Written exams are the most common type of assessment given but are not mandatory.

You must hold a minimum of three review sessions prior to giving your final exams.

C. What information should you test on final exams?

Review the course objectives for your course. The objectives that should be tested on the final exam are listed. Use the course objectives to select test items (assuming that you have taught the objectives accordingly).

You should test the students over the information that you have studied during the semester. If you haven't taught it, don't test it.

The test questions should reflect the relative importance of the course objectives. The more time you have spent teaching an objective, the more test items there should be related to that objective.

D. The importance of preparing review sheets.

Review sheets should be prepared for the students. The review sheets should identify ALL of the information that will be included on the exam.

Students will ask, "If we know the information on the review sheet, will we be ready for the test?" Think carefully about how you will answer this question. Review sheets help parents identify the information they should review with their children.

Review sheets should be given to the students no later than one week prior to the test.  This does not mean within the same week (i.e. handed out Monday and the test is Friday).

The review sheet should identify the words that must be spelled correctly on the test. It should also clearly identify any items that must be committed to memory (like specific dates).

E. Principles of constructing a quality test.

So called "trick questions" don't have any place on a quality test. 


Do not prepare "power tests." (Powers tests are designed to take more time to complete than is given for the test.) Students who know the material should have plenty of time to complete all of the questions on the test. They should also have enough time to recheck some of their work. All students should receive the same amount of time to complete the test.

F. Grading: 
Review the testing/grading guidelines in the staff manual.

Students must receive their graded test and assignments within one week of the date of the exam.  If the test is given on Friday or the assignment handed in on Friday, it should be back in the students’ hands by the beginning of class on the following Friday.

Reviewing the graded tests with the class is a good practice and provides for a good teaching opportunity.


GRADING PRINCIPLES

1. No single assignment should be worth more than 25% of the student's total quarter grade.

2. A minimum of nine grades for grammar and nine grades for logic and rhetoric should be used to calculate the quarter grade. Bible and elective courses should have at least seven grades per quarter.

3. Quarter grades should be based on various types of assignments. For example:
Tests/Book Reports: 	(Recommended) three each quarter.
Quizzes: 		(Recommended) At least three quizzes.
Class work/Homework: 	At least one graded assignment/week (no less than six total/quarter).

4. Semester grades are calculated by averaging the two quarter grades for that semester. Grades on final exams are calculated as part of the second or fourth quarter grade.

5. If you want to grade participation in class discussion, participation records should be kept on a consistent basis.  Criteria needs to be written out and given to the students.

6. Projects, depending on the scope of the assignment, may be used in place of tests.

7. Variety, in the amount and kind of testing, assignments, and homework, is highly encouraged.

8. All grading will be criterion-referenced. Teachers are prohibited from assigning grades based on a normal curve.

9. Teachers may not use academic grades for discipline purposes.







 ‘F’ NOTICE GUIDELINES

1. In the event of a student earning an F for the quarter in any class or subject, the parents must have received prior notification.  That is, no quarter grade of an F can be issued unless the teacher has ascertained that the parents and the student understand the reasons for the forthcoming grade.  "Blind-siding" (i.e. surprising the parents and student with an F at grading time) is forbidden.  Notification must be made two weeks before the end of the quarter if the student could potentially receive an F (i.e. any students with a C- at that time).

2. One day each quarter will be designated as F-Day. It will normally fall two weeks before the last day of the quarter.  The purpose of F-Day is to formally alert/remind the teachers that they need to notify the parents of any student who will receive an F at the quarter's end by filling out an F Notice form and handing it in to the school office.

3. The Head of School is also to be made aware of any student receiving an F Notice warning by turning in a copy of the parent notification.

Note: When informing parents of an impending F, be clear, direct, and specific. Tell the parent that their child is failing. The parents should be told why the student is receiving an F (missing assignments, low test scores, etc).  The parents will probably ask, "What can Johnny do, before report cards come out, to earn a passing grade?"  Be prepared to answer this question.  Remember that quarter percentages are important in determining semester grades.  Finally, some parents will require their students to complete missing assignments as a matter of discipline whether or not they will receive credit for the assignments.  You should be willing to comply with such a request.


EXTRA CREDIT GUIDELINES

Communicate to parents and students that extra credit is not an option.  Extra credit should not be used in lieu of a failing or low grade on a test or assignment. An alternative assignment may be given to the entire class if a large number of students did poorly or if the test was poorly written.





GUIDELINES FOR WORK MISSED DURING A SUSPENSION

1. Students are expected to complete all assignments given to their class during their absence within a reasonable amount of time which is established by the teacher.

2. Assignments should be graded in a manner consistent with the procedure used for the rest of the class. Students should receive full credit for work completed on time.

3. Students are responsible to contact teachers for missed work.  Teachers must communicate this        expectation to parents and students both.  




CORRECTING TEACHER ERRORS IN GRADING

These guidelines apply when a student reports to a teacher that the student's work has been graded incorrectly, and the resulting score is lower than the one that they received on their paper.

The teacher shall commend the student for his honesty and integrity and the teacher will use their own discretion in how they handle this in their grade book.  The teacher is not required to lower the grade.


TESTING SCHEDULE

Teachers must give students at least one week’s notice prior to giving them a test.  

Teachers who want to test on a day other than the one that they have been assigned should check with the appropriate teacher to prevent students from having more than two tests per day.  Exceptions to this policy will be made at the end of each semester when a separate final’s schedule will be arranged with the logic and rhetoric school teachers.

This schedule should also be followed when establishing due dates for major projects or written assignments. Teachers are also required to record due dates for major projects on the monthly assignment calendar. This calendar will be located in the Headmaster’s office.


TWENTY PERCENT RULE

If more than 20% of the students in a class fail a test, the teacher must inform the Head of School. The teacher and Head of School will meet together to try and determine the causes of the low performance. A plan for improving the future performance of the students will be developed. If necessary, the entire class may receive the opportunity to re-take the exact test or a modified version of the test.


GRADING LATE ASSIGNMENTS FOR LOGIC AND RHETORIC SCHOOL STUDENTS

Homework assignments should be “due” at the beginning of the period. Any assignment turned in after the assignments are collected is late. Students should not be permitted to complete assignments during the period and turn them in later that period for full credit.


For each day an assignment is late, the grade is to be reduced by ten percent. Assignments more than three days past the due date may not be turned in for credit. There are two exceptions to this requirement. First, if a student had an unplanned absence, the due date is to be extended by the number of days they were absent. Second, if a student had a planned absence of three days or more, the due date may be extended by half of the number of days they were absent.

It is expected that teachers will follow these guidelines; they are required, not suggested, guidelines.

III. DISCIPLINE

DISCIPLINE POLICY

The kind and amount of discipline (punishment) will be determined by the teachers and, if necessary, the Head of School.  The discipline will be administered in the light of the individual student’s problem and attitude.  All discipline will be based on biblical principles, e.g. restitution, apologies (public and private), restoration of fellowship, no lingering attitudes, etc.  The vast majority of discipline problems are to be dealt with at the classroom level.  In order to maintain consistency, teachers and administrators regularly meet together to discuss biblical standards and school policy concerning discipline.

It is vital for parents and students to realize that maintaining an orderly atmosphere in the school and the classroom is critical to the learning process.  As in all other areas of the education at Runnels Academy, love and forgiveness will be an integral part of the discipline of a student.

I. Office Visits: There are five basic behaviors that will automatically necessitate discipline from the Head of School (versus the teacher).  Those behaviors are the following.

1. Disrespect shown to any staff member.  The staff member will be the judge of whether or not disrespect has been shown.
2. Dishonesty in any situation while at school, including lying, cheating, and stealing.
3. Rebellion, i.e. outright disobedience in response to instructions.
4. Fighting, i.e. striking in anger with the intention to harm another student.
5. Obscene language, including taking the name of the Lord in vain.

During the visit with the Head of School, the Head of School will determine the nature of the discipline.  The Head of School may require restitution, janitorial work, parent’s attendance during the school day with their child, or other measures consistent with biblical guidelines which may be appropriate.

If for any of the above, or other reasons, a student receives discipline from the Head of School, the following accounting will be observed within the school year.
a) The first and every time a student is sent to the Head of School for discipline, the student’s parents will be contacted and given the details of the visit.  The parents’ assistance and support in averting further problems will be sought.
b) The second office visit the student’s parents will be contacted and given the details of the visit.  The parents’ assistance and support in averting further problems will be sought.
c) The third office visit will be followed by a meeting with the student’s parents and the Head of School.
d) Should the student require a fourth office visit, a two-day suspension will be imposed on the student.
e) If a fifth office visit is required, the student will be expelled from the school.




II.  Note on expulsion:  Gardendale Classical Academy Board realizes that expelling a student from school is a very serious matter and should always be carefully dealt with on a case-by-case basis.   Forgiveness and restitution are fundamental to our total discipline policy.  However, should a student and his parents not be able to eliminate behavioral problems before a fifth office visit, the student will be expelled.

III. Serious Misconduct:  If a student commits an act with such serious consequences that the Head of School deems it necessary, the office-visit process may be bypassed and suspension or expulsion imposed immediately.  

Examples of such serious misconduct could include acts endangering the lives of other students or staff members, gross violence, vandalism to the school facilities, violations of civil law, or any act in clear contradiction of scriptural commands.  Students may be subject to school discipline for serious misconduct which occurs after school hours.

IV. Readmittance:  Should the expelled student desire to be readmitted to Gardendale Classical Academy at a later date, the GCA School Board, or its delegated committee, will make a decision based on the student’s attitude and circumstances at the time of reapplication.


DISCIPLINE GUIDELINES

A. Office Visits
1. 	Memorize the list of offenses that require an office visit. Be certain that you understand the description of each offense. (For example, disobedience does not equal disrespect.)
2. When an offense occurs, take the student to the Head of School. Do not discipline in class for an offense that requires an office visit. 
3. When you bring a student to the office, be sure you tell the Head of School directly, what took place before he hears from the student. Once you have given this information, you may return to your class.
4. If you have a question about the handling of discipline, please come and see the Head of School later.

B. How to keep the respect of your students.
1. Be faithful to keep your word, even if the students do not know that you have been. 
2. Correct and return papers promptly to the students. Include comments to help explain the grade given on the paper.
	3. Do not threaten, but act decisively. Rebuking an entire class is rarely effective or appropriate. 
	4. Maintain control of your class. Teachers who discipline students who deserve it earn the respect of all their students. Students have a strong sense of justice.
5. Prepare for class. Students recognize excellence in teaching and appreciate well-organized and well-run classes.  






C. Classroom Management
1. Pray for love, wisdom, patience, and guidance.
2. When possible, defuse confrontations with students with humor or a gentle word. Don't escalate the situation. However, if a confrontation develops, it is important that the students understand that they are under your authority.
3. Comply with these biblical principles of discipline.
4. Do not make quick and rash decisions when an offense has occurred.  Defuse the situation and then determine prayerfully what is appropriate.

Discipline students with motives of love and delight. “The Lord disciplines those He loves, as a father the son he delights in.” (Prov. 3:12)

Be sure you have all the information you need before making a judgment. “The first to present his case seems right until another comes forward and questions him.” (Prov. 18:17)

Discipline must be painful. “No discipline seems pleasant at the time, but painful. Later on, however, it produces a harvest of righteousness and peace for those who have been trained by it.” (Hebrews 12:11)

D. Students need discipline.
1. Self-discipline is a worthy and desired goal for all students. Part of our job is to give students the training that some need to develop this character trait. We should hold students accountable for their behavior and provide discipline when necessary. We are in error if we refuse to discipline the students because we expect them to be completely self-controlled and self-disciplined.
2. Whenever a name is written on the board for discipline, a parent must be notified.
	

BASIC SCHOOL RULES

All students should be aware of, and are expected to adhere to, the following list of school rules:

1. Students are expected to cooperate with basic Christian standards and Spartan Statues regarding behavior and conversation. 


2. There should be no talking back or arguing with teachers or staff. Prompt and cheerful obedience is expected. Requests from the teacher should not have to be repeated. 

3. Guns or knives are not allowed on the school grounds. 

4. Students are not to bring phones, radios, IPods, MP3 players, CD players, smart watches, or other personal devices to school.  If any such devices are on campus, they should be kept in backpacks. If a student is caught with a device during school hours, it may be confiscated by a school employee. Students may not use school devices to listen to popular music or stream media of any kind while at school.

5. Students will be held responsible for damage done to school property.  Actual replacement or repair costs will be assessed


6. Students will be held responsible for damage done to school textbooks.  Actual replacement or repair costs will be assessed. Hardback textbooks must be covered with a book cover.

7. Public displays of affection are not permitted at school or school activities. 

8. Students may not chew gum at school.

9. Students may not write on the whiteboards without permission of the teacher.

10. All students are expected to leave the classrooms clean when they are finished eating lunch.


STUDENT ETIQUETTE WHILE AT SCHOOL

Students will be expected to show consideration for their teacher and their classmates by complying with these standards. These are the “house rules.” The students . . .

· will be seated and quiet when class begins.

· will not walk across desk seats or dash across the room to get to their desks.

· will not throw paper from their desks to the trash.

· will not throw pencils, pens, etc. across the room to another student.

· will not disturb anything on the teacher’s desk (including reference books) without permission.

· will not sit at the teacher’s desk or open drawers in the desk when the teacher is not in the room.

· will not prop their feet up on desks.

· will not write on desks, walls, posters, etc.

· will pick up any trash around their desks before leaving.

· will not adjust blinds or open or close windows without permission from the teacher.

· will not rearrange desks without permission from the teacher.

· will not pass notes nor ask others to pass notes.

· will not talk while the teacher is talking nor interrupt other students during class discussion.

· will not work on other homework assignments during class (until finished with assigned work).




CLASSROOM RULES

Head of School's Directives: (Developing consistency)
The way you handle discipline will affect, for good or ill, the other teachers who teach these students. We must learn to think about how our decisions affect one another. At the logic and rhetoric level, we have to work to develop consistent standards for discipline. These guidelines are designed to do just that.

1. Absences: The office will keep track of absences. These will be recorded on student report cards each quarter.

2. Tardy: Discipline students for being tardy. "Tardy" means the student is not seated and ready to start class at the appropriate time. (The teacher determines the definition of ready.)  Record the names of tardy students each period. The office will only keep track of the tardies that occur when a student is signing in or out through the office. 

3. Late Assignments: Follow attendance guidelines when handling late assignments.

4. Dismissal: Do not dismiss class early. You should always have some productive way to fill a few minutes. If the students leave your room early, they will probably be disrupting someone else's class.

5. Eating/Drinking: Do not allow the students to eat or drink (except water) during class (except during lunches, parties, and snack times). 

6. Bathroom Requests: Generally, let the students use the bathroom as requested. If one student or a class begins to abuse this, then adjust the rule for this student or the class.

7. Room Cleanliness: Teachers must see that students pick up and empty the trash, vacuum,  and straighten the classroom each day before the end of the day.  




Recommended Classroom Rules:
Odds and Ends:

1.  If a large number of students are misbehaving during a discussion or review game, end the discussion and finish the lesson with written work.
2.  If a student comes to class unprepared, (i.e. without a book, pencil, pen, paper, etc.) do not allow them to leave the room to get the item. Neither should you allow them to borrow an item from another classmate, unless marked tardy. 

3.  Do not begin teaching or speaking to the entire class until you have the attention of all of your students. Never “talk over” conversations that the students may be having.
4.  Make a habit of sticking to the due dates that you have set and announced to the class.
5.  Require the students to sit up straight in their desks.



Controlling Student Talking:    
Note: It will not be surprising that we have a problem with uncontrolled talking by the students. We are trying to train students to think critically from a biblical worldview. We are also trying to give the students the tools that they need to express themselves logically and eloquently. In some sense, this is a good problem. However, it is also a problem that needs to be addressed.

1.  Plan lessons that develop student interest. Doing so will help eliminate uncontrolled talking in your class.
2.  Develop and use a seating chart in order to help control classroom discussion. Change assignments as necessary in order to control talking. This has limited effectiveness.
3.  The most difficult style of teaching to use effectively is the lecture method. If you are going to use the lecture method with class discussion, you must be prepared to control student responses.
4.  Require students to raise their hand and be recognized by you before speaking and they must stand to speak when required.
5.  Be consistent in your enforcement of your classroom rules. Discipline for all forms of talking without permission. Train the students to practice self-control by controlling their tongue.
6.  Praise students, and/or the class, when their behavior meets the standards that you have set for your class.
7.  Different types of lessons allow for different amounts of talking by the students. Use your judgment to decide how much talking to allow.


LEAVING CAMPUS

1. Parental request: If a student needs to leave school during school hours, a parent must notify the Head of School or office personnel either by calling or sending a note. The student will be given permission to leave and their absence from class will be excused.

2. Student request: If a student wants to leave school during school hours, they must check in with the office. Students will be given permission to phone their parents. Students who leave campus without permission will be subject to discipline.

3. Students who need to leave school for any reason, such as a doctor, dentist, or orthodontist appointment or any non-school activities, must sign out with the office upon leaving and returning to school.    

4. Students may not ride in other student’s cars during school functions unless written permission is given to the office to be put on file by both families.  









IV. PERSONNEL POLICIES

GUIDELINES FOR SUPERVISING AND EVALUATING TEACHING STAFF

The following guidelines are to be used by the Head of School or delegate in the formal evaluation of teachers.

Objective: Supervision is designed to raise the quality of instruction and educational services provided by the teachers. It is also intended to assist the teachers in growing professionally. Teaching performance must be supervised in order to determine effectiveness and identify means of improvement. It is in the best interest of all connected with Gardendale Classical Academy that regular supervision be conducted. Simply put, supervision helps our teachers teach better.
Scope: These guidelines apply to all individuals who are teaching at any level.

Definitions:

Supervision: Supervision is the process of observation and consultation designed to improve teaching skills.
Evaluation: Evaluation is the formal assessment of the teacher's performance conducted during the school year.

Guidelines:
1. All teachers should be formally observed once each semester at minimum. New teachers should expect to be observed at least once each quarter.
2. During the year, the Head of School or will carry out a variety of informal supervision activities with individual teachers. These activities may include classroom observations, conferences, peer supervision, teacher training, or other procedures. All activities are intended to provide instructional improvement by the teacher.

Procedure:
1. Prior to visiting a teacher's class for formal observation, a pre-observation conference will be held to determine the following:

a. The particular class to be observed.
b. The lesson plan for that class. Together the teacher and the Head of School or delegate will identify the particular aspects of instruction for which the observer will gather data. The teacher should be encouraged to ask the Head of School or delegate for specific assistance related to those particulars.
2. Following this conference, the Head of School or delegate will visit the class. 

3. A post‑evaluation conference should be arranged within three days of the evaluation.  Questions and comments regarding the evaluation should be addressed at this time.  If the teacher has a concern regarding the evaluation and desires another evaluation be done before it becomes part of his personnel file, the Head of School or delegate should comply with this request.  This second evaluation should be arranged with adequate time allowed before the next, regularly scheduled evaluation.  If after this follow-up evaluation there is still a disagreement about the teacher’s performance, the teacher may appeal to the Grievance Guidelines.
4.  Both the Head of School or delegate and the teacher should sign the final evaluation form.  The original form is to go into the teacher’s personnel file and a copy made for the Head of School and the teacher.

Informal observations may be conducted unannounced at the discretion of the Head of School. These are typically drop-ins/walk-throughs that do not require heavy documentation. A copy of any notes taken will be provided to the teacher and placed in their personnel file.

TEACHER JOB DESCRIPTION

This is not intended to be a complete delineation of all the possible responsibilities of a Gardendale Classical Academy teacher.  Rather, it is a general description of the basic tasks a teacher will be normally required to perform and be evaluated upon.  In addition, it is expected that the teacher will comply with all applicable school policies and guidelines.

This job description is to be used in close conjunction with the Teacher Evaluation form.


BASIC TASKS OF A TEACHER AT GARDENDALE CLASSICAL ACADEMY

1. Spiritual Leadership: The teacher is expected to consistently exhibit love, joy, peace, and spiritual maturity before their students and the rest of the school.  The teacher is expected to be a student and lover of the Bible, God’s only written Word.  They are to use the school’s curriculum guide and the Bible in constructing his daily Bible classes.  Active, joyful participation in any staff prayer meetings and staff meetings is expected.

2. Classroom Management/Environment: The teacher is expected to maintain a neat, organized, clean, and stimulating classroom environment for his students.  This implies that the students will take an active part in cleaning and maintaining their room’s appearance. The teacher should set up simple, manageable class routines to accomplish basic tasks, (i.e. taking attendance, homework collection, daily cleaning, schedules, materials storage and distribution, etc.).

3. Classroom Decorum and Discipline: The teacher should be very familiar with and able to apply the spirit, as well as the letter, of the school rules.  An orderly (not necessarily silent) working atmosphere is to be the norm.  Students should be aware of the class and school rules and be encouraged to exercise self-discipline.  The teacher is expected to defuse and deal with the vast majority of corrective discipline situations within his classroom.

4. Lesson Preparation and Presentation: The teacher should have a thorough knowledge of and interest in the subjects he is assigned to teach.  These will normally include: Bible, reading, mathematics, science, grammar, composition, spelling, handwriting, history, and/or geography.  (Music and physical education are taught by specially designated teachers.) The teacher is expected to encourage the students to see how all subjects are interrelated, as parts of God’s integrated universe. Clear language and appropriate vocabulary is also expected.  A variety of teaching methods are to be used, with special emphasis on the following:

1. Comprehension checks
2. Rephrasing of concepts by students
3. Inductive questioning
4. Recitations, chants, songs, acronyms, summaries and reviews
5. Illustrations, applications, demonstrations
6. The teacher is to look for and apply Scriptural principles to daily lesson plans, to encourage students to first recognize God’s handiwork and creation in all areas of our lives.


5. Student Learning: The teacher should seek to stimulate and maintain the students’ interest in the material.  Recognition and reasonable compensation for individual needs is also necessary. A variety of techniques (in addition to testing) should be used to measure the students’ progress (see the Lost Tools of Learning Chart).  The school curriculum guide is to be used as the basis for measuring the overall progress of the class and individual students.

6. Planning and Communication: The teacher’s weekly plans should reflect creativity and good use of class time.  The designated curriculum guide should be followed, implementing each piece of the curriculum listed. Any additional materials should only be used to enhance the given lessons.  The teacher is to regularly communicate with the parents in his class each week in the grammar grades.  Emphasis should be placed on getting to know the families well, and letting them know what is happening in the class.  The parents should feel welcome to visit and assist in the classroom.

7. Professionalism: The teacher is to consistently and joyfully demonstrate excellence in his work, punctuality, speech, attitude, dress and attention to duties.		

8. General Responsibilities: It is expected that the staff member will comply with all applicable policies in the Staff Manual and with all administrative directives.  (For clarification purposes, “policies” are those directives which the GCA School Board has adopted.  “Administrative directives” are issued by the Head of School.)  All staff members are required to read and sign the appropriate form indicating they have read the applicable manual.  

9. Specific Responsibilities:

A.	Normal workday times for full-time staff are:  7:30 a.m. to 3:45 p.m. Monday through Thursday and 7:45 a.m. to 12:30 p.m. on Fridays. Staff meetings will be from 3:45 p.m. to 4:15 p.m., once a month. Additional special staff meetings may be announced if the need arises.
B.	Staff will attend staff training as required by Administration. Advance notice will be given. 
C.	Dress:  The emphasis on modeling to the students is part of this work. Therefore, neatness and modesty are unalterable standards. Leggings, sweat pants, and crop tops are unacceptable dress for a teacher. V-neck shirts require an undershirt. Dresses must be knee-length. Leggings may be worn only under dresses or tunics that cover the entire rear-end.
D.	Staff are expected to have room order and cleanliness in their classrooms. Rooms are to be neat and clean prior to the teacher leaving for the day.
E.	Other related tasks:  lunch duty, recess duty, conduct/attend school programs; as prescribed by the Head of School.




Gardendale Classical Academy Classroom Observation Form


Teacher:	_________________________

Date:		_________________________


1.	Be on time to observe.  The teacher needs to be on time as well.  Be aware of what takes 
place before the class starts.                 

2.	Is the teacher organized and prepared?

3.	How prepared are the students to begin the lesson?  Are they seated and ready to go?

4.	Observe classroom routines. Are they efficient?

5.	Classroom management (i.e. discipline - your presence changes things).  If there is 		bad behavior then it is probably worse when you are not there.

6.	Evaluation:  The standards are listed and these are what you are looking for in the class.

a.	Find out what your pupils know of the subject you wish to teach them.
b.	Encourage your pupils to clear up and freshen their knowledge by a clear                    	statement of it.
c.	Begin with facts or ideas that lie near your pupils and that can be reached by a 
single step from what is already familiar. 
d.	Relate every lesson, as much as possible, to former lessons and with the pupils’ 
knowledge and experience. 
e.	Arrange your presentation so that each step of the lesson shall lead easily and 
naturally to the next. 
f.	Find illustrations in the commonest and most familiar objects suitable for the 
purpose. 
g.	Lead the pupils themselves to find illustrations from their own experience. 
h.	Make every new fact or principle familiar to your pupils; try to establish and 
entrench it firmly, so that it will be available for use in explaining new material to come. 
i.	Urge the pupils to make use of their own knowledge and attainments in every 
way that is practicable, to find or explain other knowledge. 



Classroom Management Check List


When requested, please check off the items below, as they apply to your classroom.  Then make a copy of this form and give the original to the Head of School.  Comments may be written at the end or on the back of this form.       

KEY:  Y = Yes, N = No, N/A = Not applicable to my class

Room Maintenance

A. Room Decor
1. Do you have high-quality posters or displays pertinent to current studies?	_______
2. Are these posters or displays changed regularly?				_______
3. Have class rules been explained and posted in a high-visibility location?	_______
4. Is your room a pleasant working area?					_______
5. Does your room normally have an organized appearance?			_______
         (i.e. “A place for everything, and everything in its place.”)
 

B. Routines
1.	Do the students know what their responsibilities are for keeping the 
classroom neat and functioning?						_______
2.	Do you check lockers or storage areas and desks regularly for neatness and
care of materials?								_______	
3.	Are there penalties for messes and rewards for good care?			_______
4.	Are daily time schedules followed well?					_______
5.	Are there routine checks of school textbooks to make sure they are being
         handled correctly?								_______
6.	Have all paperback textbooks been covered with laminate?			_______


Assignments/Tests

A. Assignments/Homework
1. Are assignments posted on the whiteboard with date due?			_______
2. Do you make sure students understand assignments?				_______
3. Do you consider ways to make assignments interesting?			_______
4. Do you ever rely on homework alone for the students’ understanding?		_______
5. Do you have no-homework days?						_______
6. Do you use the student planner for communicating homework 
assignments and require that students write in them?	 		_______





B. Tests
1.    Are the students informed at least a week prior to a test?			_______
2.    Do you stick to the test date?							_______
3.    Are reviews frequent and complete?						_______
4.    Are the students given study sheets or taught how to make one by you?	_______
    5.    Are the parents informed prior to all tests?					_______
          6.    Do your tests require a variety of skills/knowledge/applications vs.
	 uniform questions?								_______
          7.    Do your students know how much the tests count toward their grade?		_______


Lesson Planning

A. Objectives
1. Do you regularly use the teacher guides to 
	     develop your lesson plans?							_______
2. Do the students have a grasp of the major goals of each subject area
	     (why it is important – as appropriate for the age level)?			_______
   
Tests/Materials
1.    Do you rely only on the texts for your plans?					_______
2.    Do you consider other resources to supplement the text?			_______
3.    Have you become familiar enough with your texts/materials to prioritize      		
		sections vs. just following content pages?					_______
4.    Do you encourage the students to read and research in the texts themselves,		
		vs. telling them everything?							_______		

B. Application
1.    Can the students demonstrate their knowledge of the material in a 			
	     variety of ways?								_______
2.    Do you involve the students in finding ways to use newly acquired		
	    knowledge?									_______




Parent Involvement

A. Communication		
1.    Are the parents in your class regularly (at least weekly) informed of			
	    class work/assignments?							_______
2.    Do you assist your students in a system of getting notes and papers			
	    home?									_______	
3.    Do the parents know the system?						_______
4.    Are the parents informed quickly when there is a significant success,		
	    failure, or discipline problem in the class?					_______

B. Involvement
1.    Do you have a Room Mom?							_______
2.    Do the parents know how they can help in the classroom?			_______
3.    Do you have parents helping in the room?					_______
4.    Do you occasionally make assignments that involve the home and the		
	     parents?									_______
5.    Do you know all your students’ parents?					_______
6.    Do they know a fair bit about you?						_______


Discipline

	A.    Do you consistently enforce school/class rules?					_______
	B.    Do you use the “name on the board” system?					_______
	C.    Do your students know the consequences of misbehavior?				_______
	D.    Do you try to use encouragement vs. just rebukes to build a good discipline 	
	        atmosphere?									_______
	E.    Do your students know you love them?						_______
	F.    Do you know your students well enough to know when problems are
	        beginning?									_______
	G.    Do you know how to defuse these problems?					_______


Summary Comments

If desired, please use the back of the form to comment or expand on any of the above answers.  Refer to the appropriate section, letter and/or number.



____________________________________________________________________________________
Teacher’s Signature							   Date Turned in to Head of School





DRESS CODE FOR STAFF MEMBERS

1.  All staff members (teachers, administrators, office personnel, etc.) will serve as models of adult Christians to the students.  Therefore, the appearance and dress of staff members is to be always given serious attention.

2.  Torn blue jeans, dirty or torn clothing, leggings, flip flops and similar casual apparel are not to be worn unless required for a field trip of a nature that would damage good clothing.  Leggings may be worn as long as an appropriate length (mid-thigh) top is worn.
	
3.  Dresses or skirts MUST be knee length or longer unless leggings are worn underneath. Dress pants (slacks) and tops are recommended.  Sleeveless garments are to be at least 3 inches in width from the collar to the arm opening. Undergarments must be covered at all times. If an undergarment is showing, a sweater or jacket is required. V-neck or scoop neck garments require an undershirt. Our overall desire is for the women on staff to model appropriate dress for our students.  Men should dress in jeans or slacks with a collared shirt. Fitted shirts are not permitted. Shorts should be at least knee length.   Hair, including facial, should be neat and clean. Jeans are acceptable with a nice top.

4.   Maturity and modesty in dress, appearance, and overall behavior is required.




SICK OR PERSONAL LEAVE POLICY
	
Currently, Gardendale Classical Academy is only able to provide a total of 7 days paid leave for each employee. These seven days expire at the end of the school year and cannot be accumulated or rolled over into the next year. If the employee absence is a matter of personal business, the employee must give written notice at least three days in advance and approval must be granted by the Head of School. If the absence is due to illness, the employee must call the Office Administrator no later than 6:00am on the day of the absence. Any absences beyond the allotted five days will be deducted from the employee’s next paycheck at the rate of substitute pay. Special circumstances will be considered on a case-by-case basis by the GCA School Board.
	Such circumstances include:
				Death in the immediate family
				Maternity leave
	Accident or emergency that renders the employee unable to perform their daily duties.









POLICY FOR OBTAINING SUBSTITUTE TEACHERS

In the event (normally unforeseen) of Gardendale Classical Academy teacher needing a substitute teacher for any portion of the day, the following procedures apply:

1.	The teacher should contact the Head of School as soon as possible (when in doubt, call; it’s easier to
cancel than to arrange last-minute subs).  Please call by 6:00 a.m. if you wake up ill.  The Head of School will maintain an up-to-date list of substitutes.

2.	Copies of lesson plans and any necessary materials should be made available to the substitute by the teacher.

3.	In case of illness or emergency, the appropriate administrator will make arrangements for the substitute.  If possible, the teacher may make recommendations of preferred substitutes to the Head of School.

4.	It is the teacher’s responsibility to let the Head of School know how long a substitute will be needed 
	(how many days).  The teacher should call prior to the end of the first day if the substitute will be needed the next day.


5.	Substitutes will be expected to fulfill the teacher’s normal supervisory duties.

6.	Substitutes will receive $100/day. 


V. SUPERVISION AND OTHER PROCEDURES


CLASSROOM CLEANUP

Students should pick up trash on the floor, empty wastebaskets, vacuum the room, and straighten the desks every day.  More complete cleaning should also be done on a regular basis (dusting shelves, washing windows, etc) as directed by the teacher.


SUPERVISORY DUTIES AND DESCRIPTIONS

General: Every staff member should realize that he is to take responsibility for supervising the students, formally and informally, anytime he is at school. In other words, even when a staff member is not performing an assigned supervisory duty, he can help the school's mission by being alert to the activities of the students. All staff members are to be obeyed and respected by all students. Consistency in supervision and enforcement of standards is critical.




A. Recess Monitoring Guidelines:

When you have the recess duty, please do the following:

1. Plan ahead to be prepared to be outside promptly. Students should not be on the playground or in gym unsupervised.
2.  Dress appropriately for the weather. This will enable you to be comfortable as well as be a good example to the students.
3.  Ensure you have the necessary equipment, (i.e. a watch, the recess bell or whistle, etc.).
4.  Roam the playground; do not stay in one area. Roving will assist you in observing all the children.
5.  Make sure students are dressed appropriately for the weather when outdoors.  If not, they are to be sent in for warmer clothes or they must stay in the classroom.  Teachers must inform parents of this expectation.

	Basic Recess Rules:
	a. Take turns on all equipment.
	b. Use all play equipment for only its designated purpose.
	c. Each class is responsible for the play equipment issued to the class.
	d. Kindness to others, especially younger students, is mandatory.
	e. No games involving shoving, tackling, and general rough play will be allowed.
	f. Request permission from the recess teacher before going inside.
	g. Remember to stay out of the off-limits areas.

B. Hallway Monitoring Guidelines:

When not actually in class, all teachers are expected to informally monitor the students' behavior in the hallways. Students should be reprimanded for making excessive noise during this time. Running is not allowed in hallways for safety reasons.


C. Lunchtime:

Grammar teachers: Train students not to loiter in the halls during lunch. They are to be seated in the fellowship hall with a lunch monitor. Students should not be left unsupervised. This applies to all students.

D. Use of Office Machines:

2. COPIER: All students must have a teacher’s permission to use the copier. 


EMERGENCY GUIDELINES:

Lord willing, major accidents or emergencies will not occur.  However, should an emergency occur, the best reaction is one that has already been thought out beforehand.  This is the reason the school holds regular fire drills, for if a fire should break out, the students will do what they have practiced instead of panicking.

1. In the event of a major accident on the school grounds, an adult should remain on the scene while the Head of School is informed.

2. Adults not directly needed to assist the injured student(s) should take charge over other students present and direct them away from the accident- either back to class or another appropriate area.

3. Students with unknown or severe injuries should only be moved by a professional medical person.

4. Any emergency should be reported to the school office immediately.  The safety of the students is the
	highest priority at all times.

5. Only qualified staff members in authority (i.e. administrators, office staff or emergency team) are to direct procedures for assisting the injured student(s). Other staff members are to assist as directed.



FIRE DRILLS: OCCURRENCE AND PROCEDURES

These procedures are to be followed as closely as possible.  The step-by-step procedures for leaving the building will be explained to each class by the classroom teacher at the beginning of the school year. It should be reviewed periodically by the teacher.

1. Fire Drill Occurrence: Fire drills will be held once each month while school is in session.  The teachers will be notified by the Head of School as to the specific date a fire drill is to be held.  The students will be notified only before the first drill of the school year. The Administrative Staff are solely responsible for the direction and execution of fire drills. They are also responsible for ensuring that all students have left the building.

2. Fire Drill Procedures: When a fire drill is held, or in the event of an actual fire, the procedures listed on the posted classroom form will be followed. Each classroom teacher is expected to ensure that all his students have left the classroom and that all the classroom windows and doors have been shut. Lights should be turned off and doors closed. Take your class roster with you.  As stated above, the Administrative Staff should be the only people to actually sound the alarm unless an emergency exists.  In that event the closest teacher to the fire alarm should pull it. However, the office will be responsible for calling the fire department should it be needed. Students are never to touch the alarms or fire extinguishers. The Head of School will be the last person to leave the building after ensuring that all others have been evacuated and that the doors are all closed.  He/She will then give the teachers the "all clear" signal, and they will return the students to their classes. In no event should a teacher or student re-enter the building until the "all-clear" signal has been given.



COMMUNICATION WITH PARENTS

Communication of an official nature sent from the school to the parent or guardian must be seen or approved by the Head of School prior to being sent.  Teachers are encouraged to meet regularly with as many parents as possible.  Correspondence should be sent home to parents once a week for the grammar school grades.

Grammar teachers should send home a weekly newsletter communicating upcoming events and reminders, share what is being taught in class for the week. This should include an area to communicate daily student behavior. Behavior charts should be sent home daily for parent signature.  

“Over communication leads to success, under-communication leads to a mess!”

Remember, teachers:  Call home to parents with POSITIVE communication and encouragement, too!

If you do the job of communicating well, no one should notice.  Don’t drop the ball!  Know what is taking place and communicate it.  Be organized, know time and place.  Any questions asked should have already been addressed in a communication – this is the goal!



VI. MISCELLANEOUS GUIDELINES AND POLICIES


GUIDELINES

ASSESSING STUDENT ACADEMIC READINESS FOR NEW AND RETURNING STUDENTS

Procedures:

1. Assessment Tests: All new students entering Gardendale Classical Academy will be given the written and oral Assessment Test for the grade they will be entering.  Areas of assessment for Logic and Rhetoric students include English grammar, phonics, math, spelling, vocabulary, handwriting, and reading. Assessments for Grammar students are math and reading. 

2. Student Records: Teachers are to become familiar with all their students’ school files, especially any standardized test scores, all report/progress forms, any special testing or programs, any specific health problems (i.e. allergies, hearing, vision, etc.) and family composition.

3. Previous Grade Curriculum Objectives: The objectives in the previous grade (to the one the student is enrolled in currently) may also be helpful in determining a student’s relative knowledge in critical areas.


ATTENDANCE REQUIREMENTS

A student enrolled in Gardendale Classical Academy is expected to be present and on time in school every day school is in session.  The actual number of days school is in session will be determined by the yearly school calendar.  Students are also expected to attend and complete all requirements for every course offered.  Attendance records for the students are kept by the school office and reported on the student’s report card each quarter.

A. 	Short-Term Absences:  If a student needs to be absent from school for one to two days, for any reason, the parents should turn in a written excuse to the school office and notify the 
		appropriate teachers in advance.

B.	Long-Term Absences:  If a student needs to be absent for three or more consecutive days, the
	parents should notify the school by notifying the Office Administrator. This will permit the teacher(s) to compile the necessary schoolwork which the student would otherwise miss.  Notification should be made at least 24 hours in advance. Upon the student’s return, any notes from a physician or other medical professional should be submitted to the office.

C.	Extended Absences:  When extended absences are voluntary (versus emergency or illness) we expect all schoolwork to be completed.  We recommend that prior to any planned extended absence, the student(s) work ahead as much as possible.  This eliminates both the need to work on vacation and doing a significant amount of make-up work.

D.	Maximum Absences:  In the event the total number of planned (that is, parent-approved) 
absences for one semester exceeds seven days, the student is subject to the decision of the Attendance Review Committee and may not receive credit for that time period. In the event a student is brought before the committee, Parents will be notified and will meet with the committee concerning their student’s progress. Retention is always considered when a student’s attendance is reviewed.

E.        Tardy Policy: A “tardy” is counted when a student is not at school before morning Chapel Service begins. Students must be signed in at the office by a parent. Parents are to be familiar with the tardy policy outlined in the Student/Parent Handbook. 
	


EXCUSED ABSENCE PROCEDURES

Gardendale Classical Academy asks that all parents follow the excused absence procedures outlined in the Parent/Student Handbook. Teachers are asked to guide parents to the appropriate person when an absence is reported to them.

STUDENT RETENTION GUIDELINES

Purpose:  The primary purpose of these guidelines is to increase the communication from the school to the home in the instance of a child possibly needing to repeat a grade.  This is to assist the parents, as the final decision-makers regarding their child’s education, in making as informed a decision as possible.

Guidelines:  Considering and recommending a student for possible retention in a grade is always a very serious matter and every step of the process should be well-documented.

Consideration:  A number of similar questions have emerged in our experience which may help in the initial stages of considering whether or not a student may need to repeat a grade.  The following is not intended to be an exhaustive list, but includes samples of some pertinent questions the teacher may want to document and go over with the parents:

1.  How old is the child?  Age plays a tremendous role in a child’s ability and maturity to succeed in school.  The more mature, the easier school tasks become.

2.  What is the sex of the child?   Very frequently boys will have a harder time adjusting to school patterns than girls will.  Boys often need more time to mature than girls.

3.  Did the child attend Kindergarten?  Certain school habits and behaviors are begun even in Kindergarten.  Depending on where and whether the child attended can reveal some insights to the behavior and aptitude causing the current concern.

4.  What is the home life like for the child?  Things to consider include:  saved vs. unsaved, single-parent, divorce, remarriage, working parents, etc.  Essentially, is the child’s home life one that instills security and love, with predictable patterns of living?  The importance and influence of the home is without equal in the life of a child.

5.  Is reading and love of books evident in the home? No other single academic factor plays a greater role in the success of a child in school.  Do the parents like to read and do/did they read to the child frequently?


6.  Is the cause for concern here primarily behavioral, academic or a combination of	both?  If possible, the primary cause for concern should be singled out.  Behavioral problems may still indicate retention is necessary, but identifying the concern will help determine the best plan for correction.

7.  Has the child had to repeat a grade before?  If not, this is moot.  If so, when and why did the child repeat?  Due to the rapid physical growth of a child, we do not recommend a child repeating the same grade more than once.  It is also unlikely that repeating two grades would really address the problem.

8.  What are the specific indicators the teacher has identified that give rise to the current consideration?  These should be documented as indicated in the Recommendations Section following.




Recommendations:  This section includes the formal communications that, in addition to the normal reporting schedule, should be made when a child is being considered for possible retention.  

NOTE:  The first three (K-2) years are the most critical years for a child to set the patterns and learn the basic skills that will be built upon in later school life.  Retention should be a greater possibility in these years, rather than in upper grammar school, to give the child more time to mature and master the basic skills before going on to the next grade.

Therefore, the following timeline and recommended procedures are aimed at the primary grades especially, although not exclusively.  

	1.	In the First Quarter, there will be a Parent-Teacher Conference day.  At that time, a child who has had difficulty (as compared to a normal rate of progress), should have a short, written progress summary prepared.  This summary should identify the specific concerns the teacher has regarding the child.  A copy should go to the parent, a copy to the Head of School, and the original put in the student’s file.  Any suggestions for additional help the parent may be able to provide should also be noted.  This summary should be reviewed with the parents at the conference.

2.	At the First Semester, if the same concerns still exist regarding the child’s progress, another	progress summary should be written when report cards go out.  Again, the specific 
	concerns should be well documented and described by the teacher.  Recommended actions the parents can take should also be clearly described.  The original form goes to the student’s file, a copy to the Head of School, and a copy to the parents to be signed and returned.

3.	The Third Quarter Mid-Term Parent-Teacher conference for the child in question
	should focus on any progress on the items documented to date.  If, in the teacher’s opinion, inadequate progress has been made, the teacher should make that clear to the parent, with as much documentation and examples as possible.  A written summary of the conference should be made by the teacher and filed.  Unless the child cannot meet the criteria for passing the grade, it is not recommended that retention be planned at this time.   If there is any possibility that the child could satisfactorily pass the grade, planning retention at this time would be premature.

	4.	During the Fourth Quarter another conference should be held with the parents to 
	seriously consider retention if inadequate progress has been made by the student.  If the Promotion Policy requirements have not been met, retention will likely be required.  If there is some question, the teacher should document his/her recommendation regarding both retention and activities the parents could do to assist the child over the summer.  In questionable cases (i.e. not the policy), the parents will make the final decision regarding retention.  The teacher’s recommendation will go into the child’s school file along with a documentation of the parents’ decision. 
	All final decisions regarding student retention must go through the approval of the Head of School. The Head of School should be present at the final retention meeting.


PARENT-TEACHER CONFERENCE GUIDELINES


These guidelines can be applied to almost any scheduled conference with a family, but are specifically intended for use during the planned Conference Days at mid-term of the First and Third Quarters.


1.	Schedule each conference for about 30 minutes.  Let the parent(s) know this at the beginning
of the conference so that they, as well as you, are mindful of the time.  If it looks like more
time will be needed, schedule another conference when you both will have adequate time.
2.	If at all possible, have both parents at the conference.  Dads and Moms see things differently
and frequently are a good balance for each other.
3.	Be prepared for the conference; know what you intend to cover, but allow time for some questions.  
Have a folder of the student’s materials to use for illustration of your points.
4.	Sit with the parents, as opposed to behind your desk.  It helps open up communication if you are
all “equally” sharing.  Begin with prayer.  If the father is present, ask him to pray.  Talk to both parents.  The tendency is to talk to just the Mom or let her do all the talking.  Ask the Dad specific questions, especially about discipline.
5.	Be positive, especially in the case of a “problem” student.  Enlist the parent’s help and ask for ideas on ways to improve the situation.  For example: ‘What do they do at home?’ is a good question.  Seek more ways for the home and school to complement each other.
6.	Be direct!  Don’t beat around the bush; if you have a concern or question, state it plainly.  Too
much time is wasted on vague references and many times the point is lost or misunderstood.  The
best way to accomplish this is to have the student’s applicable class work, or similar examples
to show the parents.  The more concrete your reference, the better.  (KEEP RECORDS/WORKS
OF EACH STUDENT; this file will be very helpful.)
7.	Stay on the point; don’t go off on tangents.  Also, without being rude, cut the time used on
pleasantries.  If you don’t have much to discuss related to school, say so, thank them, and prepare
for the next conference.
8.	Listen carefully to the parents!  They may say a lot without saying much, and it can help you 
understand their child better.  Ask open-ended questions when appropriate.
9.	Write down any action or objectives for the coming quarter.  At the end of the conference, remind
the parents of any specific actions or objectives.  (You’ll really impress them by referencing
those specifics at the next conference and describing any action taken.)  Give these written action points to the Head of School, and he will have them placed in the student’s file.
10.	Be sure to write down and follow up on any concerns or questions that will take some research on
your part.  Check with the Head of School on any policy-related or confusing issue raised during the conference.  
11.	NEVER, EVER GET INTO DISCUSSING ANOTHER STUDENT DURING A CONFERENCE,
EVEN IF THE COMMENTS ARE POSITIVE.  Parents talk to each other, and it’s very easy to
cause unintentional offense through second-hand conversations.
12.	Be cordial, polite and thank them for coming.  Be sure to close in prayer.



FIELD TRIPS GUIDELINES

Field trips are a wonderful way of exposing students to God’s creation either directly through observation of His natural creation or through His creative expression by way of human ingenuity.  When considering the use of a field trip to supplement your curriculum goals, it should do exactly that, supplement.  We are asking the students here at Gardendale Classical Academy to learn and filter all knowledge through the Word of God.  When considering a field trip, we need to be filtering the purpose and advantage the trip will lend to a curriculum goal.

1. The goal for the field trip must be well established and written out.
2.	After examining the stated goal, ask how a field trip could supplement, and even more 	importantly, serve to accomplish the stated objective.  If you are able to arrive at a well established 
	conclusion, then begin to do the necessary research needed for a successful field trip.
3.     	Submit your proposed field trip in writing to the Head of School.  State your objective for the course and explain how the field trip will help you to accomplish this goal.  Once permission has been granted by the Head of School, then proceed.  Parents must be notified of the fieldtrip two weeks in advance.


Requests to take the field trip must be made and approved each year.  An evaluation report will also be required each year.  

Teachers are encouraged to actively seek out quality field trips.  Students and families appreciate field trip opportunities.




IN-CLASS ENTERTAINMENT GUIDELINES

Purpose:  Recognizing the fact that teachers and students will want to have a party or other form of entertainment in the classroom from time to time; these guidelines present standards that should provide consistency in the allowance of entertainment in the grammar grades.  Teachers desiring a deviation from these guidelines should seek approval from the Head of School prior to allowing the entertainment to take place.


In-Class Parties in Grammar School Grades

1. Birthday parties should be limited to the last 15 minutes of the day.  No more than one party per day. If necessary, the party may be in honor of several students.  Teachers need to let mothers know this policy at the beginning of the year.

2. ALL parties should take place in the afternoon.
3.       No party should exceed 45 minutes in length.

4.       Aside from birthday and holiday* parties, no more than three parties per year are permitted.  Preferably, parties should be used as rewards for good conduct.

5.      The teacher is responsible for all activities related to an in-class party, even if the students
	do the planning.
6.      Limit the amount of candy or sweets at parties.  Soda should not be served in the grammar school or                                               junior academy.  

*Thanksgiving, Christmas, Valentine’s Day


PARENT INVOLVEMENT GUIDELINES

“Fathers, do not provoke your children to anger, but bring them up in the discipline and instruction of the Lord.” (Ephesians 6:4)

A.	Since the family is one of the human institutions ordained by God, the family unit is of first importance to Gardendale Classical Academy.  No other institution is given the high calling of bringing forth and raising up children. Therefore, Gardendale Classical Academy is continually seeking ways to constructively involve the parents, grand-parents, and siblings of our students in the school’s regular and special programs.

C.	Communications with the school’s parents, in terms of critical parental involvement, are second only to having the parents actually in the classroom.  The parents should never be in a position of wondering what is happening in their child’s class or wonder how their child is progressing.

1.	The teachers are required to communicate with all the class parents at least once a week in the grammar and Junior Academy grades.  (A once-a-week planning form is very common.)  This must be done in a written form.

2.	All formal, written communications to class parents must be read and approved by
the Head of School or delegate prior to being disseminated.

3.	During the first and third quarter mid-terms, mandatory formal parent-teacher
conferences will be arranged.  (See Conference Guidelines)  Informal conferences
may and should be arranged as needed.

	Remember: “Over communication leads to success, under-communication leads to a mess!”


Other ways parents may be involved in the school are:

1.	Home room parents 
2.	Guest speakers
3.	Field trip hosts or chaperones
4.	Classroom volunteers 
5.	Substitute teachers
6.          Lunch monitors


IN LOCO PARENTIS POLICY

Objective:  To ensure that parental authority over the education of their children is respected at Gardendale Classical Academy.

Scope:  This policy applies to all teachers and staff who exercise authority of any kind over the students.

Definitions:  

Loco Parentis: This phrase means “in place of the parents”.

Guidelines:

Teachers are to remember that they do not function above parental authority, but rather with delegated authority (loco parentis) from the parents.











PARENTAL ATTENTION FORM POLICY

Definition:

Parental Attention Form (P.A.F.):  For 3rd Grade and up only. The term used for a notice given to parents whenever a student fails to hand in completed work, fails to hand in work on time, or scores 69% or less on an assignment, test or quiz.  

Purpose:

The purpose of the A.G. is to communicate to parents uncompleted work or poor performance on an assignment.  Students should not fall into the habit of receiving these notifications nor should parents take a relaxed attitude toward these notices.


Guidelines:

All P.A.F. forms (academic pink slip) must list specifically the assignment and the score or complication.  This form must also contain the date the notification was given and the signature of the teacher giving the notice.

The teacher must also keep track of how many notifications a student receives in a nine week period.  Once the student reaches four notifications in a subject, a corresponding notification needs to be sent home with the fourth P.A.F. stating this is the fourth P.A.F.  On the fifth notification, the parents are to be contacted and an appointment must be set up with the parents to come in and visit about the problem.  The student must accompany the parents at this conference.  (Phone conferences are not an option.)

If a sheet is not turned in on time, the student misses a recess.  On the second day without the signed notification, the student must come to the office during his recess or lunch and call his parents.  (It is not expected that the parent has to get the form in immediately, but we won’t discourage their coming right away.) 

The form provided on the next page is to be used in any such instance.















					PARENTAL ATTENTION FORM

Student Name:_____________________	Class:_______________________

Assignment Name:___________________________	Assignment Grade:_______________________

Issues/Details:
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


Teacher Signature:_____________________	Date:___________________

Parent Signature:______________________	Date:___________________






























STUDENT UNIFORM REQUIREMENTS, OBJECTIVES, AND GUIDELINES

Attire during the day is the designated school uniform unless otherwise specified by the administration for special events and/or activities.  Our uniform supplier Stout Images.  All uniform shirts or other items with the school logo must be embroidered by them unless otherwise noted.

The purpose of the school uniform is to foster a sense of unity among the students, to provide a consistently attractive and neat appearance for all students, and to avoid peer pressure in matters of dress.  Parents, Administrators, Teachers, and Students are responsible for reading the uniform information and familiarizing themselves with the policies.  Violation notices will be given to students who are not in compliance with the uniform guidelines.  Phone calls home will be made to inform parents of non-compliance.

Compliance with the Uniform Code:
All students will wear the designated school uniform unless otherwise specified by the Office Administrator or Head of School.  New enrollees are to wear nice clothes that fit as closely as possible to the colors of the school uniform until uniforms are obtained.  Teachers and staff members will check the students regularly and on an on-going basis to ensure that each student is in compliance with uniform guidelines.  

General Guidelines:

Shirts:	Students may wear white t-shirts under their polo’s if necessary for extra warmth.  Please note that t-shirts must be a solid white and there should be no writing that shows through the polo.  Shirts must be tucked in at all times (exceptions while in the gym or on the playground).  

Garment sizing and length:  Sizing of garments needs to be within reason for your child’s frame.  “Growing room” is understandable, but oversized shirts, jackets or pants are not permissible.  The lengths of jumpers and skirts are to be hemmed at the top of the patella (knee bone) or below.  Boy’s shorts and girl’s shorts and skorts are to measure no more than 2” above the top of the patella (knee bone) or longer.  P.E. shorts for Logic and Rhetoric students must also follow these guidelines.

Outerwear:  In the classroom and school building, only the uniform fleece jacket or cardigans with the school logo can be worn.  

Hair and Accessories:  Students will keep their hair neat, clean, well groomed, out of their eyes, and in traditional styles and colors.  Boys shall not have any facial hair.  Unnatural hair colors are unacceptable. Girls may wear barrettes, scrunchies and hair bows that are moderate in size and coordinate with the uniform.  Hats are not acceptable in the classroom or school buildings for either boys or girls.

Jewelry:  Boys may not wear earrings or piercings of any sort.  Girls may wear earrings avoiding those that dangle for obvious safety reasons.  Watches and rings are fine for boys and girls, keeping in mind moderation and good taste.  Gold and silver tasteful necklaces and bracelets may be worn if they are petite in nature.  No nose rings, nose crystals or tattoos or fad/beauty trend items (i.e., hair feathers, etc.)

Girls Skirts and Jumpers:  Modesty shorts are required for the girls to wear under their skirts and jumpers.  


COMPREHENSIVE GRIEVANCE POLICY

Objective:  To establish biblical guidelines for the resolution of disputes and grievances in the operation of Gardendale Classical Academy.

Scope:  These guidelines are to be followed whenever there is a dispute or grievance between any two parties connected in a direct way to the school, concerning any aspect of Gardendale Classical Academy’s operations. This includes students, parents, staff, volunteers, administration, and the Board.

Definitions:
  
Dispute:  Any disagreement that results in broken fellowship or trust between the parties, or that disrupts the lines of authority in the school, or which (in the judgment of either disputant) threatens the successful implementation of Academy objectives and goals.

Grievances:  Any concern about any decision made by one in authority, where the concern is large enough to appeal the decision beyond that authority to the next level.

Concerns:  The substance and details of the dispute and/or grievance.

Guidelines:

General: 
1.	It is understood that if any disputes arise which are not covered by this policy, the board will decide
	what procedures to follow based on a parity of reasoning from those procedures established by this
	policy.		
2.	It is also understood that, especially during the attempted resolution of concerns, the principles of Matthew 18 and James 3 will be followed.

Students/Parents to Teachers:
1.	All concerns about the classroom must first be presented to the teacher by the parents, or if the student is mature enough, by the student himself.  If the student presents the concern, a respectful demeanor is required at all times.
2.	If the problem is not resolved, the parents or student may bring the concern to the appropriate administrator.  If the student brings the concern, he must have permission from his parents to do so.
3.	If the problem is still not resolved, the parents should appeal the decision to the Head of School.
4.	If there is still no resolution, they should request a hearing from the GCA School Board.

Parents/Patrons to Administrator:
1.	If parents or patrons have a grievance or dispute about the general operation of the school (apart from the operation of the classrooms), they should bring their concerns to the Head of School.
2.	If the situation is not resolved, they should request a hearing from the GCA School Board.






PLEASE SIGN AND DATE THE NEXT PAGE ACKNOWLEDGING YOUR RECEIPT AND UNDERSTANDING OF ALL POLICIES AND GUIDELINES OUTLINED IN THIS HANDBOOK.





































I have read and fully understand the policies and guidelines in this handbook and agree to my role as outlined in this handbook and my employment contract. I understand that new policies and/ or guidelines may be implemented throughout the year. If such a case arises, I will be given written notice of the changes to be implemented at least 24 hours in advance. 


EMPLOYEE NAME:__________________________	DATE:_________________

EMPLOYEE SIGNATURE:_________________________________
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