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I. PHILOSOPHY AND MISSION  

 

The Mission of Trinity Christian School is to guide our children in faith, learning, character and leadership by nurturing their 

relationship with Jesus Christ and educating them for a lifetime of service to God and man. 

 

Trinity Christian School is determined to be a dynamic and nurturing Christ-centered learning community. We are committed to providing a 
comprehensive, high quality, technologically enhanced educational experience through year-round programming that focuses on the needs of 

the whole family - serving children from three years of age to grade eight while supporting, equipping and engaging the entire family. 

 
The “state of the art” early childhood center, the beginning of Trinity’s educational program for school age children, is designed to meet the 

unique needs of preschool age children. 

 

The accredited curriculum of Trinity’s school age program focuses on inquiry and problem solving and focuses on the individual learner’s 
education. Evaluations are reported/recorded via a  website with individual child assessments (GradeLink.) All students and faculty use up-to-
date computer technology and electronic resources and are focused on excellence as we ‘prepare young minds to soar’. 

 
Faculty and staff of Trinity are “life-long” learners who are constantly seeking out the best education opportunities for themselves and their 

students. The credentials, education and experience of the faculty are recognized as the best in the region. 

 



 

 

Trinity Christian School – Teacher Handbook    3 

Faculty and staff of Trinity Christian School are treasured partners in ministry at Trinity.  As partners in ministry they are an integral part of 

the total ministry of school and church and are recognized as same. 

 
At Trinity, service for Christ is a priority.  Curriculum focuses on fostering the development of citizens who serve others, practicing “servant 

leadership” through school based, community based and global service projects. 
 

Trinity is accredited by National Lutheran School Accreditation, Middle States Association of Colleges and Schools and the National Association 

for the Education of Young Children. 

 

Relevant worship involving congregation and school families is an integral part of the total ministry of Trinity, ensuring that children and 

parents are fed spiritually. 
 

All of the above is done with excellence to the glory of the Risen Lord and Savior, Jesus Christ.  

 

Why Choose A Lutheran School? 
Ever since the days of Martin Luther, who was one of the greatest educators of all time, and who is generally regarded as the father of popular education, 

Lutherans have put a strong emphasis on Christian education.  In this they have followed the example of the greatest Teacher of all, the Lord Jesus Christ, 
whose ministry was characterized by constant teaching, and who gave His Church a charter. 

 
To be a genuine Christian means to have Christian convictions which affect all of life.  Trinity Lutheran congregation operates its school to offer a 

distinctive Christian education which strives to build and strengthen these Godly convictions already begun in the home. 

 
This kind of education is a life-long process.  It does not end with confirmation or graduation.  It begins before the highchair in attitudes of the parents and 

ends only when we enter heaven.  It must continue to grow during the years through daily contact with the Word of God.  Just as the need for daily 
nourishment of the body is evident, so also must the nourishment of the soul be viewed. 

 
Trinity Christian School is not to be viewed as fulfilling God-given parent responsibilities, but is to be considered as the first-line assistant to the parents in 

carrying out their obligations.   
 

Just as a good foundation cannot be built by pouring mortar over a pile of stones, so only one period of religion added to the curriculum 

cannot cement a Christian Education.  Religion must permeate, influence, and give true meaning to all subject areas taught.  In fact, we hold 

that only through the revealed truth of the Bible can all subjects be properly understood and rightly taught and applied. 
 

Objectives 
1. Diligent teaching of God’s Word in obedience to the divine command:  “These commandments that I give you today are to be upon your hearts.  

Impress them on your children.  Talk about them when you sit at home and when you walk along the road, when you lie down and when you get 
up.”  Deuteronomy 6:6-7. 

2. Provisions for spiritual, mental, and physical development of the child by means of a well-rounded Christian education. 

3. Instill a strong foundation within the child in the fundamentals of Christianity. 
4. Daily Christian pupil fellowship as one of the most powerful factors in building character and training of Christian living. 

5. Support of Christian parenthood and home life for the very purpose of strengthening the foundation of human society. 
6. Strengthening the congregation and the Church generally through the training of a well-grounded membership. 

7. Christian citizenship grounded in obedience to God and His Word. 
 

In keeping with the purpose of Trinity Christian School, the curriculum is based on the Word of God.  The pupil has the opportunity of hearing God’s Holy 
Word taught daily in all the truth and purity.  The truths of the Bible are taught not only during the religion period, but these truths permeate all teaching.  It 

is our aim to cement into the hearts and minds of the children entrusted to us a truly Christian philosophy of life. 
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 II. ORGANIZATION 

 A. ADMINISTRATIVE RESPONSIBILITIES, OBSERVATIONS 
The Principal is directly responsible for the administration of the total school program.  All business involving school policy 

and procedure should be discussed with the principal. Teacher Observations occur on an ongoing basis, both informal and 
formal. Those behaviors outlined in the Teacher Observation guidelines are those which the principal will focus on at 

specified times, as arranged with teachers throughout the school year. Teachers will receive copies of the observations 
and have the option of meeting with the principal for discussion. The principal will request a faculty or individual meeting if 
specific actions need to be addressed. 

 

 B. SCHOOL CALENDAR 
The normal calendar is approved by the Board of Education and may be found in this manual.  The staff and community will 
be informed in a timely fashion of any changes made to the calendar. It is based on the WSCSD calendar. On “Staff Reports” 

days, staff must be present in the building for at least 3 hours/day and available for meetings, calls, etc. during those days. 

Note that 11:45am dismissal on Parent-Teacher Conference days pertains to students only. 

 

 

C.       SCHEDULES, CHAPEL, OPENING AND DAY END PROCEDURES 

 

1. All teachers must submit to the office a complete weekly schedule before the first day of school. The office will provide 

a schedule of enrichment classes and upper grade (5-8) classes for all teachers. Schedules may be modified 

throughout the year if the need arises. A significant change in a daily schedule due to a field trip, special activity, or 

teacher’s schedule must be reported to the office so that the teacher and class can be quickly contacted, if necessary.   
2. Chapel services are held on Wednesday mornings, promptly at 9:30am. They are conducted by the pastor, teachers, or 

a guest. Suggestions for chapel offerings will be considered and decided upon by the faculty at the start of the school 

year. 

3. Teachers must be in the building by 8am each morning. Teachers are to gather their children from morning care at 

8.20 and be at their doorway greeting students as they enter until 8.30. Acknowledge every student with a 

personalized greeting each day. 

4. The day will start at 8.30am with Luther’s Morning Prayer, the Trinity Pledge, the  Pledge to the Cross and the Pledge 
of Allegiance over the PA system, followed by all-school announcements. Absence excuses, lunch forms, permission 

slips, Church/Sunday School attendance etc. are taken/collected in homeroom at this time. A devotion and prayer are 
shared as a class before the daily academics begin. 

 

5. Dismissal includes classroom clean-up, hallway and cubby clean-up, homework assignment and books to take home, and 

clothes collection, including sweaters, coats, boots, spirit wear, uniforms, gym clothes, etc. Busses will be announced at 

3:00pm.  

 

 

 

D. ENRICHMENT CLASSES, LIBRARY 

1. Music class is available for PK-8 students once/week in the church or classroom. Gym classes are held twice weekly for all 

grades, including preschool. Art classes are held once per week for all grades in the classroom. Piano lessons are offered, 

at a fee, for 2-8 grade students. 

2. K-8th grade students have library time, with their classroom teacher, once per week. The library is maintained by 
volunteers, who may provide certain times weekly when books may be checked in and out. 
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E. PERMANENT FILES 

Teachers are expected to maintain up-to-date permanent files for every student. All documents received by the teacher or the 
office that are not academic in nature, ie. legal documents custody papers, outside testing results, etc. will be kept in a separate 

red folder, marked with name and Confidential, filed behind the student’s folder in the office. Permanent files must contain all 

academic records and reports, all behavioral documentation, a photo if available, disciplinary reports, written correspondences 
with parents, and examples of class work if necessary for verification.  Permanent files must be complete before a teacher is 

finished for the school year. 
 

F. TEACHER ABSENCES 
The principal must approve all absences. Teachers are expected to make business and/or medical/doctor appointments after 

school hours or on scheduled school holidays if possible.   

• The teacher must fill out an absence report (attached) to request the time off. The teacher may contact a preferred 

substitute with the principal’s permission. 

• When necessary, the principal or administrative assistant will contact the teacher’s replacement choices as soon as 

possible.  If suddenly ill after school hours, the teacher must contact the principal immediately.  The principal 

will contact a substitute or direct the teacher to contact an approved substitute. 

• Refer to the Employees Benefits’ Coverage Information for more absence information. 

 

G. CHURCH ATTENDANCE, ADDITIONAL DUTIES 

1. The teachers at Trinity Christian School are expected to attend church on a regular basis, either Trinity or their own 

home church. In order to teach God’s Word rightly, we must regularly be fed with the gifts of the Word and Sacrament. 

We are also setting a necessary example for our students. Mention your worship experience when taking Church 

attendance on Mondays so your students will be aware of your commitment. Make every effort to attend Trinity 

Lutheran Church on special school occasions. 

2. The BOCE believes that each teacher should use his/her God given abilities while serving in the Trinity teaching 

ministry. There are many duties that must be shared among the staff and many that can be accepted on a voluntary 

basis.  

3. The necessary duties include, but are not limited to: 

• Athletic Director 

• coach soccer, basketball and/or volleyball  

• lead Chess Club or another after school group 

• Lutheran Schools Week Planner 

• lead or assist with the Christmas Celebration & the school musical 

• classroom or school-wide fundraising events 

• Invention Convention/Science Fair 

• organize school-wide field trips 

• collect photos and materials for the yearbook and publicity 

• organize and publicize Chapel Offering recipients 

• type and distribute faculty meeting minutes 

• investigate and possibly help implement new curricula or updated methods 

• bus duty and morning care 

• organize and update entry hall bulletin boards 

• keep Teachers’ Workroom clean and organized 

• maintain tech equipment 

• manage monthly School Theme awards 

• organize School Family activities 

• PTO liaison 
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• invite community professionals to speak to/mentor students 

 

4. Opportunities to serve Trinity Lutheran Church and School can include: 

• help with Vacation Bible School 

• teach Sunday School 

• attend adult Bible Classes 

• help recruit new students through publicity, letters, interviews 

• assist in the Youth program 

• assist at church social functions 

 

 

H. CLASSROOM EXPENSES/SUPPLIES 

1. All homeroom and enrichment teachers receive a gift of $50 from the PTO for incidental classroom expenses. Submit 

requests to PTO or receipts to the principal for the collection of your funds from the PTO. 

2. No major purchases (over $50) for the classroom should be made without the consent of the principal. Bookshelves, 
rugs, furniture, etc. must be considered for safety and practicality.  

3. Requests for academic and other necessary classroom supplies should be put into writing and submitted to the office 

by the beginning of August. 

 

 

I. CHURCH/SCHOOL COMMUNICATIONS 

Teachers are asked to submit an article for the Trinity Newsletter weekly. Websites, especially homework assignments, must be 

updated daily. You are welcome to communicate to the congregation through the monthly Trinity Church Tidings. 

 

J. RESIGNATION/TERMINATION   

1. Teachers/staff are requested to submit a letter of resignation one month prior to the expected departure date. The 

courtesy of meeting with the principal or the Board is requested. 
2. Termination will occur if the terms of a contract or Call have been violated. Extensive personal interaction and 

documentation will take place before termination is considered, except in extreme circumstances.    

 

 K. NEW TEACHER MENTORING 
Teachers that are new to the school, whether experienced or newly graduated, shall read and review the contents of this handbook 

with the principal, be encouraged to ask questions, and be frequently visited and encouraged by the principal. He/She shall also be 

assigned a mentor from among the existing staff. The mentor shall be a certified teacher, preferably Called, with at least three years 
experience at Trinity. They shall have demonstrated effective communication skills, professional commitment, and Christian ethics. 

They will be empathetic, maintain confidentiality, listen attentively, offer encouragement without condescension and model effective 

classroom instructional and management strategies. They will provide scheduled and unscheduled time to their mentee and watch 
for signs of distress or trouble in their mentee. They will not hesitate to contact the principal when warranted.  

 

Mentors will refer the mentee to this handbook when necessary, and assist them regularly in day to day operations. Those areas, 

specifically, which should be addressed in an ongoing manner by the mentor are: 

• Morning and after care routines 

• Weekly newsletter guidance 

• Review of special events, room moms, schedule changes, teacher responsibilities, as they occur 

• Google accounts, website, grading program, and other on-line subscriptions and passwords 

• Laptops and chromebooks, Smartboards 

• Special friends, prayer partners, class-led chapel services 
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• Stanford and state test procedures 

• Progress reports and report card format and schedules 

• Faculty meeting format, expectations 

• Lunchroom, recess, fire drill and emergency procedures 

• Homeroom requirements- notes, paperwork, attendance, parent communication 

• Behavioral plans 

• Medical data: allergies, notes, excuses, emergency and non-emergency medical procedures 

• Field trip suggestions, forms, timing 

• Facility help: lunch tables, janitor supplies, keys, volleyball nets, etc. 

See attached checklist for further suggestions. 
 

 

 

 

 

 

III. TEACHER RESPONSIBILITIES 

A. REPORTING INFORMATION TO TEACHERS 
Teachers and staff are provided with pertinent information in several ways. Memos, forms, minutes, etc. are generally emailed 

or placed in teacher mailboxes in the office. The office bulletin board may have information, and daily changes may be noted in 

morning devotions. Materials and information are often provided at faculty meetings or sent via email. Occasionally, morning 

announcements may pertain to staff. The phone/text tree will provide emergency situation information before or after hours. 

 

Please check mailboxes at the start and end of each day. Please keep your mailboxes empty, Do not use them for storage.  

 

 

B. SCHEDULED HOURS FOR TEACHERS, DEVOTIONS, MEETINGS 

1. Teachers are expected, in line with their professional status, to be in the building promptly at 8 AM for morning devotions, 

and in their classrooms, or assigned places, by 8:20AM. Devotion leaders and gym morning duty teachers will receive their 

morning assignments at the start of the year and on a rotating basis.  

2. Teachers wishing to leave the building during the school day, for any reason, must inform the principal of their destination 

and anticipated time away, should the need arise to contact them. Teachers are expected to stay until 3:30pm daily.  

3. Enrichment teachers are expected to arrive 20-30 minutes before their 1st scheduled class, and are encouraged to attend 
devotions, if possible. Enrichment classrooms, gym, equipment room and locker rooms must be clean and orderly before 

departure. 

4. All full-time teachers are required to attend faculty meetings. Part-time teachers are encouraged to attend. Minutes of the 

meeting will be in the mailboxes or e-mailed within the week. Ordinarily, faculty meetings will be held twice monthly and on 

an as needed basis, with as much prior notice given as possible.  

5. Summer planning meetings and year-end meetings are extremely important and every effort must be made to attend by all 
staff. The minutes of faculty and planning meetings will be distributed to all staff within 1-2 days after the event. 

 

The Board of Christian Education meets on the last Tuesday of every month. Submit your questions or concerns to the 

principal or request to attend the next meeting. 
 
PTO meetings are held the fourth Monday of each month. Teachers are encouraged to attend. Teachers will be assigned to 

attend on a monthly rotation. If a teacher cannot attend on his/her specific day, it is his/her responsibility to find a 

substitute. 
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C. ATTENDANCE PROCEDURES, STUDENT VACATIONS 

1. TAKING ATTENDANCE 
Records will be kept by the staff.  Electronic attendance registers must be maintained and up-to-date for K-8.   

 
Any student who needs to be excused for part of the day must have a written excuse from home.  This written 
correspondence should be brought to the classroom the first thing in the morning.  The teacher will record the part-day 

excuse. 

 

2. ABSENCES 

When a student who has been absent comes back to school, the following procedure should be followed: 

a. The excuse is to be collected by the classroom teacher, who will mark the Attendance Register accordingly and place 

the excuse in an envelope (which will be turned in at the end of the school year along with the Attendance Register).  
b. A student that does not submit a written excuse will be marked illegally absent. 

   

3. TARDINESS 

a. When a student arrives after 8:30am, if must be noted in attendance register or electronically.                     

An excessive number of tardies (over 10/marking period) must be reported to the office and will  be addressed with 

parent by the administration.   

 

4. EXCESSIVE ABSENCES AND/OR TARDINESS 

A student with frequent absences or tardiness jeopardizes his/her ability to succeed, disrupts the flow of the classroom 

and adds to teacher organizational responsibilities. If an absence/tardy pattern develops, inform the office (with 

appropriate documentation) to contact the parent to discuss the situation.  A student absent more than 25% of the school 

days (44 days) is a candidate for retention. 

 

5. STUDENT VACATIONS 

When a student will be absent for several days for a family vacation or other activity, the teacher is not required to provide 

homework for the student before the absence. It must be understood by the family that work will be required to be made up 
upon the student’s return. A teacher can provide suggestions for homework to help the student stay on task during his/her 

absence.  

 

 

D. CLASSROOM MANAGEMENT 

1. The teacher sets the tone of the classroom. The classroom should be kept clean and organized, and it should provide a 

comfortable environment (temperature, lighting, ventilation, etc.) 

2. The way the teacher speaks to the students is how they will speak to each other. Always speak with courtesy and 

authority. Emphasize the “do’s” rather than the “don’ts.” Respect the individuality of each student and his needs, 

leading and correcting in a positive, Christian manner. 

3. Establish clear and specific rules and expectations regarding student behavior the first week of school and enforce 

them consistently throughout the school year. Rules are enforced firmly and vigorously, but always with compassion 

for the student and NEVER to demean or belittle. 
4. Use a variety of instructional techniques and strategies to keep students engaged and interested, using appropriately 

challenging materials. 

5. Make effective use of instructional time, being well-prepared with plans and materials. Have efficient classroom 

routines that allow a minimum of time in which students are not actively engaged in learning. 
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E. STUDENT SUPERVISION 

1. Students must be under adult supervision AT ALL TIMES. No more than one student dismissed to the restroom at a 

time. Teachers and staff should question any student loitering without purpose in the hallways. 

2. If you must leave your classroom, please call the office for a substitute until you return or ask a nearby teacher who 
does not have a class at that time to step in. Under no circumstances must your students ever be left unattended, 

even for a short period of time. Although this may seem extreme, a classroom incident while unattended can be cause 
for a lawsuit. 

3. Likewise, a student or group of students may not work unattended in the hallway or an empty classroom.  
4. Students must be accompanied by a teacher or adult to all enrichment classes and to the gym, playground, library, 

lunchroom, music or chapel.    

5.  Every teacher should be able to account for all their students all of the time.  This is especially critical during fire 

drills and other emergency drills and situations. 

 

 

F. DISCIPLINE PROCEDURES 

1. In general, classroom teachers should handle their own discipline in a positive and productive manner.  Restitution, as 

opposed to punishment, should be the main goal in addressing problems.  Only those students who do not respond to 

all-out efforts of the teacher should be sent to the Principal.  However, if your efforts to discipline a student or 

students become the overriding factor in your classroom, the disciplinary problem should be reported to the Principal 

for action. 
2. Every effort must be made to address the need for which the student is misbehaving. Very often a student misbehaves 

due to frustration, loneliness, insecurity, or a number of other issues. In these cases, reprimands and detention will 

only exacerbate the problem. A teacher must use patience and insight when determining the nature of a misbehavior.  

3. Contact with the student’s parent/guardian is expected when a disciplinary action is being implemented or when 

referring a student to the principal.  If a Discipline Report (see attachments) is sent home with a 5th-8th grader, a copy 

must be made for the teacher and a copy for the principal (the original is to be sent to the parent along with an 

additional copy to be signed by the parent and returned). 
4. Should a teacher wish to report a disciplinary problem to the Principal, the following steps should be taken: 

 
a. The teacher concerned should see that the student arrives to the Principal. The written explanation should 
accompany the student. 

b. The teacher should see that each student sent to the Principal has his/her class work and books, if necessary. 

c. The principal will inform the teacher of the action that will be taken when a decision is reached. 

 

5.  Under no circumstances should a teacher keep a student out of another teacher’s class for disciplinary reasons; nor 

should a student be kept in the corridor, or seated at a desk in the corridor. (Refer to #8,  MAINTAINING DISCIPLINE 

OUTSIDE THE CLASSROOM) 
 

6. The carrying of a weapon, alcoholic beverages, or illegal drugs on any student or person, or among their property, or 

physical abuse of another person, requires immediate suspension with possible expulsion (or immediate and 
permanent removal from the property for an adult) as the event warrants. Staff, principal, and the Board of Education 

shall determine the severity of the consequence. 
 

7. ALL corporal punishment as a disciplinary measure in Trinity Christian School is      
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prohibited.  However, physical control in a situation where “alternative procedures and methods cannot be reasonably 

employed” may be administered for the following purposes: 

1.) To protect oneself from physical injury. 
2.) To protect another student, teacher, or any person from physical injury. 

3.) To protect the property of the school or others. 
4.) To restrain or remove a student whose behavior is interfering with the ordinary exercise and performance of 

school district functions if the student refuses to comply with a request to refrain from further disruptive acts. 

 

 

8. Maintaining Discipline Outside the Classroom 

a. Before school, each teacher should be at the classroom door as students pass through the corridor. After school, 
teachers dismiss their class to the proper classroom for bus dismissal.  All teachers are required to assist with 

bus dismissal. 

b. It is the responsibility of every teacher in the building to see that there is order in the hallways at all times. 

c. All staff are asked to check the boys’ and girls’ lavatories as often as possible. 

d. Teachers are responsible for assisting with student behavior at chapel, assemblies, performances and at all 

rehearsals during school hours.  This means that teachers should correct instances of student misbehavior.  Each 

teacher should take his/her place with his/her class during every assembly.  Teachers who are not assigned a 

class during that time are asked to assist as needed. 

9.  Electronics (cell phones, tablets, I-Pods, MP3 players, hand held games, etc.) are absolutely not allowed to be carried 

or used during school hours, during morning bus duty, at sports practices or games, or at any time that the students 

are under the supervision of the school or staff, without specific permission of the adult supervisor. When electronics 

are used for instruction within the classroom, parents will be informed in advance that students will be allowed to use 

their phones, etc. during instructional time only. Electronic equipment will be apprehended by the teacher to be picked 

up in the office by the student after school, and a parent informed. If a student has equipment taken away a second 

time, a parent or guardian must get the device from the office.  

 

G. PARENT COMMUNICATION, Parents in Classroom, Visitors 

1. It is necessary to keep parents informed of any unusual occurrences in the classroom or when a student needs 

special attention of any kind, be it positive or disciplinary. The teacher may send a note home, email, call, or meet with 

the parent in person.  

2. Teachers are to communicate with their classroom parents on a weekly basis via a newsletter or group note, or by 
posting the classroom news on the school website. In either case, teachers are required to update their electronic 

news at least once per week. All homework assignments must be posted online on a daily basis, whether or not parents 
are utilizing the convenience. 

3. Parents may visit or help in the classroom at times that are convenient and helpful for the teacher. At no time may a 

parent disrupt or be disruptive to classroom activities. Contact the principal immediately if a disruption occurs so that 
interruption can be minimized. 

4. The office must be made aware of visitors to the classroom for observation, shadowing, presentations, etc. Visitors in 
the classroom cannot be disruptive or distracting to the class.  

 

H.  DOCUMENTATION 

1. After a second reprimand, documentation must be maintained during the disciplinary process. All disciplinary 
documentation may be kept in a hard copy notebook or on the computer. It must include the date, setting, infractions, 

students involved, teacher interventions, student responses, and final action, which may be added once the teacher 

and/or principal have determined an appropriate remedial action. 
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2. A student that is struggling academically and appears to have a learning disability must be referred to WSCSD for 

testing once teachers, principal and parents/guardians have agreed on this course of action. Extensive 

documentation is required by the city before testing can begin.  The forms are available in the school office. If a 

parent requests testing by the city, it is important to copy many examples of student work and document those 

specific occasions on which the student had the most difficulty. This information will assist in deciding future 
interventions.  

 
 

  I. DISMISSAL FROM SCHOOL 
1.  If a student needs to be excused from school during the regular school day due to illness, he/she should be sent to the 

office.  If necessary, we will make arrangements for the student to be picked up. 

2.  For early dismissal, in cases other than illness, requests must be made by the parent/guardian in writing. Do not 

send the child to the office until you are informed by the office that the parent is waiting. 

  

 J. ACCIDENTS AND ILLNESS, MEDICATION 

1.  If a supervisor (teacher, coach, etc.) is not certain as to the extent of injury, call the parent immediately and 911. 

 

2.  If the injury is slight (cut, nosebleed, etc.) an adult should accompany the student to the office for examination.  Another 

teacher should be asked to look in on the class if necessary. 

 

3.  If upon examining the student in either situation (1 or 2 above), the supervisor deems  

emergency treatment necessary then: 
a. An ambulance will be called. 

b. The parent, relative, or person listed on the emergency form will be contacted.  

c. The parent will contact the family physician. 

  

4.  In all cases, Incident Report forms must be filed as soon as possible following the accident.  This applies to all 

students, staff, and coaches.   

 

5. In the event of emergency room treatment, follow-up calls to the parent or guardian will be made by the teacher, or the 

coaches, if participating in an interscholastic sport. 

 
6. All medication, whether prescription or OTC, MUST be kept in the school office. A student may not have medication of 

any kind in the classroom or on his person. ALL medications require a doctor’s written permission, which is kept on file 

in the office. 

 

K. FIELD TRIPS 
A field trip request form must be submitted to the principal and approved before arrangements are made. Field trips must 

have an obvious educational/spiritual/social value. Please be specific when submitting your request. Upon approval, 

drivers’ forms and permission slips may be sent home. Inform your parents whether or not they are needed to drive as 
soon as you can reasonably do so. Siblings may NOT accompany parents. Plan fields trips well ahead of the intended date to 

minimize scheduling conflicts. You are responsible for informing the enrichment & special ed. teachers and the lunch room 

when your class will be gone. All cash should be collected and held by the arranging teacher until a check for the full fee is 
written by the principal on the day of the trip. Multi-class and overnight trips are acceptable and encouraged. All signed 

field trip permission slips must be saved in the classroom for one year before being discarded. 
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L. PERSONAL CARE, PUBLIC RELATIONS, TELEPHONES, CELL PHONES, COMPUTERS 

1. Teachers are expected to be well-groomed and modest in their clothing and appearance. Visible body piercings 
must be limited to ears. Visible tattoos must be inoffensive (no skulls, evil symbols, etc.) and ALL torso tattoos 

(shoulders, chest stomach, etc.) must be kept covered at all times. Women’s necklines should reveal little to no 

cleavage, and hemlines no shorter than fingertip length. If leggings are worn, the top worn with them must be 
below hip length.  

2. Footwear: Crocs, sneakers, slipper shoes and other casual footwear must be avoided except on dress down days 
and field trips. Flip-flops are not acceptable. Dress and casual boots are acceptable in the classroom, but hiking 

boots and snow boots are not professional in appearance.  
 

3. The Christian teacher should be an example of Christian living in all ways.  

• The teacher should in every way try to establish an honest and friendly relationship with his/her 

students’ parents. The teacher should be ethical and considerate in all dealings with parents. If a parent 

verbally abuses a teacher or otherwise behaves inappropriately, inform the principal immediately. 

• Students are the teacher’s most important “public.” To every student and parent, school means the 
teacher; and goodwill or criticism for the school depends largely upon the teacher. Generally, what the 

student thinks of the teacher is what the family thinks of the school. 

• Remember that your life is on public view through computer networking. Opinions, comments and photos 

that you post on-line are open to most anyone’s access. Guard your tongues and actions. Your Christian 

responsibility goes far beyond your employment!  

• Personal cell phone and computer use must be extremely limited during the school day, and then only 

during non-instructional time.  

 

4. Use of the telephone in the office will be limited for students, with permission from the teacher and/or school 

secretary only.  Arrangements for after school events and other activities (arrangements made with friends, etc.) 
must be made by the student and parents prior to the student coming to school or after they get home. 

 

5. Photos of school activities with write-ups for newspaper/Newsletter/bulletin publicity are welcome. Please clear 

your request for publicity through the principal, and taking responsibility for school publicity is strongly 

encouraged and applauded, with appropriate oversight. 

 

M. HOLIDAY EVENTS 
Classroom holiday parties are acceptable, within reason. Parties are generally limited to Halloween, Christmas, Valentine’s Day, 

and Easter, and some other events are occasionally celebrated (100 days, Cinco de Mayo.) Please inform the office and 
enrichment teachers when you are planning your party. Special dates to note are listed on the planning pages distributed at the 

beginning of each school year. 

  

N. PROFESSIONAL GROWTH 

All full-time staff will participate in a minimum of 3 professional growth opportunities each year, which are then 
documented in their personnel file. Part time staff are expected to participate when applicable, preferably twice per year. 

The sessions may include BOCES workshops offered through the WSCSD (information is forwarded to you by the principal),  

workshops for teachers or other professionals that you personally chose and are approved by the principal; teacher 

workshops offered by other local private or parochial schools; in-services; and at least one of the sessions must be 
religious-based, as well as student, parent, co-worker or classroom-oriented. Occasionally, professional development 
opportunities will be paid for by the school or district; please see the principal. Otherwise, staff are responsible for full or 

partial payment. 
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 O. PERSONNEL FILES 

All full and part –time personnel must have the following documentation in their files: Updated resume, Call papers or 
current contract, Copies of teacher certification/s, Background check, Electronic communications systems policy, Incident 

policy agreement, child abuse policy agreement, sexual-harassment training certificate, Child abuse training certificate, 

sexual abuse training certificate, First aid/CPR/AED certification, professional education documentation, current year goal 
sheets, All classroom observation reports, copies of professional membership cards or list, mentoring memo, if applicable, 

Spiritual gifts worksheet. 
 

IV. BUILDING REGULATIONS 

 A.   KEEPING STUDENTS AFTER SCHOOL HOURS 
Each student coming to school on a bus must be dismissed to take the bus on which he/she is scheduled to leave. A student 
may be detained after school for resource room, detention, or for other reasons with parental permission, verbal or 

written.  A parent is responsible for picking up a student after detention has been served. A teacher should not transport 

students in their own vehicle without written permission of the parent. A teacher who transports a student in his/her own 

vehicle should realize that liability is his/her own, in terms of any accident during the trip. 

 

It will be the responsibility of the teacher to make sure that students remaining after school be provided with State 

required supervision.  As part of the supervision, students are to remain with a staff member until they leave the building 

to walk home or until a ride has arrived.  No student should be waiting around the building, inside or outside, without 

supervision. (Sports team coaches are responsible for participating students and must remain with all students 

until their parents pick them up.)  

 

Every staff member is responsible for the safety of the building. The teacher or staff that is the last person to leave the 

school, even if After Care is still in progress, must be sure that all classroom doors are locked, all indoor and outdoor gym 

doors are firmly closed and locked, and all lights are off, unless other arrangements have been made with the custodial 

staff. After Care will turn on the lights as they are needed.  

 

 

B.   LOST MATERIALS 

Any purses, glasses, money, etc. found should be handed in to the Office.  Students may inquire for these articles in the 

Office. Clothing, lunch bags, shoes, etc. will be placed in Lost and Found in the hall near the girls’ locker room. 

 
 

C.   TEXTBOOKS, DAMAGE TO TEXTBOOKS, TEXTBOOK LOANS 
1. Classroom teachers will distribute textbooks.  The classroom teacher must keep accurate records of the number of each 

book and the student to whom it is issued. 

 
Teachers are asked to keep the number of the textbooks, issued to each student, next to each student’s name in their class 

book.  Any special damage to a book should be reported to the Office. 

 
 2. At the end of each school year, it will be necessary for each teacher to check the condition of all textbooks and to 

assess damages where necessary.  Teachers’ judgment will be the criteria for assessing damage to all textbooks.   

We will charge according to the extent of the damage and the replacement cost of the textbook. 
 

3. Textbooks may be loaned only to students whose IEP or 504 require the use of at-home textbooks. 
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D.   CLASS SESSIONS NOT IN THE BUILDING 

No regularly scheduled classes or clubs will meet outside the building without first notifying the office. Classes must be 
held on school grounds, within sight of the building, and such that the teacher has a clear view of a student who needs to 

reenter the building alone. A student must never be outside of the building unsupervised during school hours or after 

school while in the care of a teacher, coach or approved adult. 
 

E.  USE OF THE KITCHEN and/or GYMNASIUM 

1.  Any teacher wishing to use the gym and/or kitchen, any time during the day, except for regularly scheduled classes or 

lunch, must inform the lunch program director and/or the office. Use of the gymnasium outside of school hours must 

be discussed with the Facilities Coordinator. 

 

2. Materials, equipment and supplies used for any activity outside the classroom, especially the gymnasium and church, 

must be promptly removed at the conclusion of the activity and all areas cleaned and straightened. Supplies, etc, must NOT 

be left in place to be put away at a later time as many other groups use these areas, as well. 

 
 

 F.       CLASSROOM AND BUILDING CARE, ETC. 

1. Students will learn to care for their surroundings when they have a good example to follow. Please keep your classroom 

organized and tidy. Use the bin for all recyclable paper. Keep desktops, teacher desk and flat surfaces free of clutter. At the 

end of the day, all chairs must be up and all debris removed from classroom and hallway floors. Bookbags, lunch bags, 

sweaters and jackets must be kept off the floor at all times. Keep updated materials on display in the hallway, and replace 

bulletin boards at least once per quarter. Bulletin boards should reference a Bible verse or Christian behavior along with 

your subject. 

2. Classroom decorations which are flammable cannot hang from the ceiling nor cover the door.   

3. Requests for maintenance and/or repairs to the classroom or other areas of the building  should be brought to the 

attention of the principal.  

 

 G.  LUNCHROOM 

  1. Teacher and students say their mealtime prayer in the classroom before dismissing     
for lunch. Students then proceed to the lunchroom in single file. Hot lunch students line up at the kitchen window while bag 

lunch students may be seated. Students remain seated throughout lunch and ask permission to use the restroom, one 

student at a time.  The lunch trays are handed in and garbage removed from tables and floor before dismissal.    

2. Teachers are responsible for behavior in the lunchroom. Classroom rules apply. 
 

H.  TEACHER WORKROOM 

1. Teachers should make every effort to keep the teacher workroom as tidy as possible. Clean up thoroughly after use 

and promptly return unused items to the appropriate spot. Inform the office if any materials are running low. Use 

materials judiciously. Return AV equipment to the workroom when you’re finished. Please don’t leave videos, etc. on the 

cart. Dust off the TV and cart if needed.  

2. Copies for the day should be made in advance to avoid confusion in the office and the risk of machine malfunction. Do 
not leave your class to run an emergency copy- notify the office. Use paper wisely! 

3. Software, dvd’s, projectors and teacher resource materials are available in the office for teacher use. All software 
and video presentations must be suitable for children.  
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I. GYM AND PLAYGROUND, FIRST AID, INJURY, CHILD ABUSE 

1. Students are expected to follow all classroom rules of behavior when in the gym or on the playground.  A teacher or 
adult chaperone must be present in the gym or on the playground AT ALL TIMES, and cell phone use is permitted only 

in emergencies. It is imperative that students are never unattended in these areas. Please limit the number of 
students in these areas at the same time. It is not recommended that older and younger students use the playground 

at the same time.  

2. The Physical Education teacher and another adult must be in the gym and monitoring the locker rooms while students 

in grades 5-8 are changing into uniforms for gym class. The students must be aware at all times that adults are 
present and attentive to the activity in the locker rooms. 

3. Students are not allowed to remove or use gym equipment unsupervised, and each teacher is responsible for 
maintaining the cleanliness of the equipment cupboards. They are not the sole responsibility of the physical education 

teacher.  

4. In case of injury, an injury report must be filed. The student will be cared for in the office once an injury is sustained. 
The school is allowed to use only band-aids, ice and Vaseline to treat an injury. The office will contact parents, if 

necessary. 

5. The school is legally responsible for reporting incidences of suspected child abuse or maltreatment. If a student 

verbally reports an incident of abuse in the school or at home, or if the child has bruises, cuts, or burns that seem 

inconsistent with an accident or states that the injury was caused by an adult, the situation must be fully documented 

and reported to the office at once. Use extreme caution when interacting with the student to avoid anxiety. The 

student must feel secure, and be spoken to quietly, carefully and without pressure.   

 

J. SMOKING 

There is absolutely no smoking permitted anywhere on or near school grounds, at any time. 

 

V. EVALUATION OF STUDENTS 

 A. HOMEWORK/MEMORY WORK 

Homework is assigned as a means to solidify the days’ lessons and as an assessment tool. Care must be taken that 

homework encompass what was taught and not frustrate the learner with new concepts. Note what homework is assigned 

in other subjects, when tests are scheduled in all subjects, and when projects have been assigned and are due. All of these 

factors must be accounted for when assigning homework to assure quality work and a sense of accomplishment for the 
student.  

 
Homework assignments must be updated daily online and posted prominently in an assigned location in the classroom. 

Students must be allowed classroom time to record assignments accurately in their planners. It is strongly recommended 

that all daily assignments be posted before the start of the school day in the classroom location. 

 

A student receives one day to turn in missed homework for illness for each day that the student was absent. This is the 
general guideline for vacation absences also, however, the teacher may use his/her discretion in these cases, allowing 

more or less time for completion, depending on the circumstances. A student must never be assigned extra work as 

punishment because of a family vacation or other illegal absence.  
 

Homework that is not completed or turned in on time will be subject to the penalty determined by the classroom teacher.  

 
Plagarism, copying, or cheating of any kind is prohibited and will result in a zero grade for the assignment. 
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Memory work is considered a valuable learning tool and an essential skill. All students will have weekly memory work 

assignments as outlined in the religion or Catechesis curriculum. Verses may be set to rhythm, music, or rhyme in order to 

set the priceless words of Scripture more permanently into the heads and hearts of our students.  
 

B.  GRADING POLICY FOR GRADES 
It is expected that each teacher and/or team will fully explain his/her marking/grading policy to all students and parents 

(verbal or written) at the onset of the school year or beginning of a unit of study.  This explanation will include the specific 
criteria for arriving at a grade. 

 
1. It should be clearly understood that many variables are taken into consideration when grading a student.  Unless 

specifically advised by the building principal, it is understood that the following areas will be taken into consideration 

when grading: 

 

  Testing 
  Class Participation 

  Attendance 

  Homework   

  Attitude in Class 

  Improvement/Academic Growth Based on Student’s Ability Level 

 

2. Final grades for each marking period must be completed online by 8am on the day report cards go home according to 

the school calendar. Progress Reports and report cards will be distributed one week after grades close. These reports 

must be fully completed by the end of the school day on the day they go home. Copies of all Progress Reports must be 

filed with the office. 

 

C. REPORT CARDS/PARENT TEACHER CONFERENCES 

Report cards are posted and completed by 3pm on the same day that report cards go home, as noted on the school 
calendar. Hard copies will be sent home with students or mailed, if necessary.  It is strongly recommended that comments 

be included. Although grades are posted online for the first marking period, the hard copy will be held until parent/teacher 

conferences.  

 

D.     HONOR ROLL & QUARTERLY AWARDS 
Academic Awards for 3rd – 8th grades are awarded at the Chapel service following the close of each quarter. 

 1. Merit Roll = 85.0%-89.9% 

 2. Honor Roll = 90.0%-94.9% 

 3. High Honor Roll = 95.0%-100% 

            

For all grades: 
 4. Academic Achievement Award = 2nd-4th Quarter Only – 3% increase in GPA 
 5. Principal’s Award = For a student who has shown tremendous academic, social, or  

Christian growth in a marking period or performed outstandingly on a project or other  curricular event. 

6. Kindergarten-2nd grade teachers are encouraged to present special recognition 

awards at  this time also. 
 

E.      INTERIM PROGRESS REPORTS/DATES 

Trinity Christian School is on a quarterly marking period system.  A progress report will be sent home at the midpoint of 

the marking period.  Enrichment teachers are expected to follow the same mid-quarter and quarterly report card 
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schedules.  They are responsible for submitting all grades to the online grading program, at the close of the last 

class period on the day that grades close each quarter, and 3 full days before Report Cards are due.  
 

Teachers are to notify parents of any student, who at any time during the marking period, are in danger of failing the 
course/grade.  Teachers may wish to do so by making a telephone call to the parent and documenting the call accordingly, 

meeting in person with the parent, or using form-type letter. A teacher may request the presence of the principal at any 
parent conference, or the principal may be present at the parents’ request. 

   

A Conference Report form should be completed and placed in the child’s folder indicating that a conference/notification 
took place. This report does not have to be lengthy. 

 
It should also be clearly understood that the five-week report is an indication of progress for that period to that point and 

is not meant to be an indication of future progress. 

 
These reports, as with all correspondence to parents, should be written to communicate the progress, or lack of progress, 

in such a manner that is positive and will create cooperation on the part of the student and parent.  This will hopefully lead 
to success and a positive relationship, versus a frustrated, uncooperative, adversarial relationship. INTERIM PROGRESS 

REPORT DATES: Please see attached calendar for the school year. 

 

 

F.       ACADEMIC INTERVENTION 
A variety of interventions may be employed to assist a struggling student, depending on the nature of the challenge. In ALL 

cases, thorough documentation and parent communication must be ongoing. Interventions may last a week or until the end 

of the school year, as needed. If significant change isn’t noticeable within one or two weeks, alternate strategies must be 

employed. It is critical to student success that the struggling student and parents be equipped with appropriate tools for 
effective change, in a timely and caring manner. Fellow teachers and the principal may play an active role in the agreed 

upon interventions, as well. If little to no progress is observed after implementing a variety of strategies for appropriate 
lengths of time, the student may need to be referred for special services. Retesting throughout the year may be necessary 

for referral purposes. 

 

 

 G.   PROMOTION/RETENTION POLICY 
Retention will be considered, on an individual basis, for students who should benefit from this practice.  In order for this to 

occur, input will be considered from the student’s teachers, and any other parties that may be concerned in the student’s 

situation. 

 

1.  A student will be a possible candidate for retention when he/she is failing two or more subjects. 

 

At the end of the third marking period any child failing one or more subjects will have his/her progress reviewed 
by his/her teachers with the parents.  This conference will be arranged to determine whether the student is a 

viable candidate for retention. 

 
2.  The following factors may also be examined when considering a student for retention: 

a. Student’s age and maturity. 
b. The student’s attendance record. (Students who miss 44 days or more are in jeopardy of retention for 

their grade. See Attendance Policy) 



 

 

Trinity Christian School – Teacher Handbook    18 

c. Whether or not the student is of average ability for their grade level, based on classroom results and 

NYS testing. 

 
3. When it is determined that a student is a candidate for retention, there should be a consensus in the following 

areas: 
a.  The student’s teacher(s) 

b.  Testing Results (if applicable) 

c.  Parental 

d.  Administrative 

 

 H. SPORTS ELIGIBILITY 
1.  A 75% average with NO failing grades MUST be maintained for eligibility, both for practice and game. 

 

2.  Student MUST be in attendance on game day. A partial day due to a doctor’s appointment is acceptable with a 
doctor’s excuse. 

 

VI. PLAN BOOKS AND LESSON PLANS 

A.  Plan books will not be collected on a regular basis.  However, the principal can review the plan book when visiting the room.  

The principal also reserves the right to collect and/or review plan books at any time. 

 

The plan book should definitely indicate what is to be accomplished with specific reference and general information as to 

procedures for substitute teacher information. 

  1.  The plan book should include in brief summary: 

   a. What is to be taught (see Lesson Plans)                                                          

   b. Special classes for the day 

   c. Activities, assemblies, etc. 

   d. Teacher’s assignments of duty – hall, playground, etc. 

   e. Copy of teacher’s schedule 

   f. List of 504 and IEP children and accommodations. 

 

2.  The plan book should be made to cover work for at least a week in advance, and must always be kept up to 

date.  Marginal notes, arrows, etc. should indicate changes in plans. 
 

3.  Each teacher is responsible for a well-kept plan book throughout the year.  It  must be readily understandable 

to others and should be ready for inspection by the principal at any time. 

 

B.  Good planning results in better teaching and requires time, thought and research. It is best prepared during a planning 

period or after the students have been dismissed. Both year- long planning (via updated curriculum maps) and weekly 

planning are necessary.  

 

C.    Lesson plans include several components. Although experience and comprehensive teaching materials lessen the necessity 
for extensive writing, these components (or variations of them) should be included in all lesson plans to guarantee a 

thorough and targeted lesson: overview, objective, materials, information/instruction, verification, independent activity, 

adaptations, assessments. 
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VII. FIRE DRILLS AND DISASTER DRILLS (SEE ATTACHMENT) 

 A.  GENERAL INSTRUCTION 
1.  Ensure that all students know the exit directions and emergency exit windows for each room they use. 

2.  Students should know alternative routes and exits, both in the room (emergency exit) and in the hall, should the 
most direct route be blocked. 

3.  Rooms are to be dismissed promptly at the first sound of the bell. 
4.  Students are expected to proceed silently and in an orderly manner.  There should be no running, but students 
should walk as rapidly as is consistent with safety. 

5.  There should be no gaps in the lines, but students from one room should not break the line of another room. 
6.  The first student reaching the exit will hold the door open for others. 

7.  Teachers should leave the room last and accompany their class at the end of the line, making sure to have 
their class register.  Teachers should also make sure that the doors and windows are closed and lights are off. 

8.  Teachers should accompany any physically handicapped student after the passing of other students. 

9.  Students must go far enough from the building to leave the exit clear.  No one should stand on the street, 
driveway, or near a fire hydrant at any time. 

10. Familiarize the students with all of the various emergency drill codes and keep your C.I.P. manual in an easily 
accessible location at all times. 

 

Snow Days 

1. If WSCSD has closed, we are automatically closed as well. 

2. Call the assigned persons on the phone tree as soon as you receive notice or learn about the district closing. 

3. Don’t hesitate to call the principal if you are unsure about a closing or if you are unable to leave your home 
due to your local weather. 

 

 

VIII. MISCELLANEOUS 

A.  Do not make changes to Enrichment Teachers’ Schedules without first checking with the principal. 

 

B.  All forms, reports, etc. requested by the school office or Board of Education are to be turned in on time. 

 

C.  The school must have a permission slip for any student leaving the school premises.  It is the responsibility of the teacher to have 

permission slips sent home and collected at least five days prior to the field trip. 

 

D. Remind students that the telephone in the main office is for emergencies only.  Arrangements for activities after school should be 
made before the student comes to school. 

 

E.  Trinity Christian School admits students of any race, color, national and ethnic origin, to all the rights, privileges, programs and 
activities generally accorded or made available to students in the school. We do not discriminate on the basis of race, color, national 

or ethnic origin in the administration of their policies and athletic and other school administered programs.  
 

F.   Conflict Resolution: 
 

In conflict situations, persons involved should take steps to resolve the problem by following our Lord’s direction as found in Matthew 
18:15-17: 
 

Speak to the person with whom you have a conflict. 
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If there is no resolution, take another individual ( the principal) and go back to the individual concerned. 

 

If there is still no resolution, the principal will take your conflict to the Board of Education. 
 

The goal of these steps is always to restore relationships and, in so doing, promote sharing of the gospel of Jesus Christ. 
 

 

 

Trinity Christian School COMPUTER POLICY 
 

Trinity Christian School offers our students access to the school’s computer network for educational purposes. To gain usage of the 

computers, all students must obtain parental permission and must sign and return the Acceptable Technology Devices Use Policy form to their 

classroom teacher.  Students are responsible for good behavior on the school’s computers, just as they are responsible for good behavior in a 

classroom or in the school hallway. School rules apply. The computers are provided for students to conduct research, complete projects, and 
for the use of educational software. Access is a privilege, not a right. The following guidelines must be followed in order to prevent the loss of 

computer privileges. 

 

Students will: 

✓ use the computer for educational purposes only 

✓ not send e-mail, use a chat room, or scan the internet for inappropriate materials 

✓ not check personal email accounts, or personal web pages (ex. Facebook) 

✓ treat the computers and other equipment carefully 

✓ respect the rights of other students and teachers by only using their own files 

✓ not change, delete, or move anything that belongs to another student 

✓ print and save only files they have permission from a teacher or other responsible adult. 

✓ make no changes on the computers 

✓ sign the Acceptable Technology Devices Use Policy (attached)  

 

The following uses of the computers are not permitted: 

✓ sending or displaying offensive messages or pictures 

✓ using or sending obscene language 

✓ damaging computers or other technology equipment 
✓ trespassing in another’s folder, work, or files 

✓ intentionally wasting limited resources 
✓ employing the computer for any other purpose contrary to school policy 

 

Violations will result in a loss of access as well as other disciplinary action or possible legal action depending on the seriousness of 

the offense. 
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I have thoroughly read, and I agree with the contents of this handbook.  

 

Name (Print):____________________________________________________ 

 

Signature:______________________________________________________ 

 

Date:__________________________________________________________ 


