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The following are guidelines recommended by the Lutheran Education Committee and the principal and approved by the voters.  These guidelines provide answers to questions that may arise. 

1. Faculty members arrive ½ hour before children enter school. This gives us time to take care of last minute items that arise. 

2. The Faculty shall regularly be in God’s Word through daily personal Bible study, and/or group Bible study. 

“Let us not give up meeting together, as some are in the habit of doing, but let us encourage one another – and all the more as you see the day approaching.”  Hebrews 10:25

3. Dress professionally, you are a professional. We are ambassadors for Christ.

4. Exterior doors unlocked in morning. Lower grade room teacher unlocks and locks north door; upper grade teacher unlocks and locks south door. Children enter at 8:30.  Teachers lock exterior doors at 8:45 once the school day begins. 
5. Last faculty member to leave locks the workroom, turns off the copier, and makes sure that thermostats, furnace and/or air conditioner are properly set for the evening. 
6. Outside duties for recess supervisor

· No students behind school

· No students on parsonage lawn

· No students in front of church

· Students wear appropriate clothing, supervisor decides using guidelines 
 

7. Bus duty on designated days (after school)
· Staff or designated volunteer will stand at bus stop as soon as students are dismissed

· Only those taking bus should be at bus stop

· No students on south half of parking lot
· Students stay within eye sight of supervisor 

8. Heat set at approximately 55 degrees during the night and approximately 66 degrees during the day, especially over the weekend.  The air conditioning is to be set at 80 degrees otherwise off. This is a cost saving measure.

9. Orange cones on entrance walkway in front of crank out windows when open more than half way. This is a safety measure.   

10. Students should remove “outside shoes” when entering school. 

Students may wear socks or change into “inside shoes, slippers or other non-disruptive footwear” in the building. 
11. Faculty must submit a criminal records check at both the federal and state levels. 
12. Teachers receive one personal day per school year.
13. Congregation has established a continuing education fund for any education expenses. This is set at $200 per calendar year per teacher. 

14. It is expected that teachers/instructors are in their classrooms full time one week before school is in session and one week after school is dismissed.   

15. A petty cash fund has been established to reimburse any minor classroom expenses such as art or science projects. 

16. K-8 Teachers are expected to set up and conduct home visits for new students during the summer before school has started. 

17. Any parent letters, classroom notes or monthly calendars should be approved by the principal before being sent home.  

Duties for the Staff of St. John’s Lutheran School
The following list is not to be all-inclusive. This listing is not intended to limit an individual to a list of specific duties. There will be other responsibilities and duties other than the ones listed here. This list was established to allow everyone to make efficient use of their time so no duplication is done and clear expectations are stated.

Responsibilities of the Pastor as pertaining to the school 

1. Teach 7th & 8th grade Confirmation classes.

2. Lead Wednesday chapel services

3. Prepare and distribute children’s Christmas service  

Responsibilities of the Principal

I. Administration

A. As the Lutheran Education Committee’s executive officer, the principal

1. Implements policies adopted by the Lutheran Education Committee (LEC); provides leadership in developing new policies.

2. Develops and carries out a program of continuous evaluation of both the school and the teaching and non-teaching personnel.

3. Is responsible for developing an ongoing program for student recruitment.

4. Provides regular and complete reports to the LEC, Church Council and Voters’ Assembly regarding all aspects of the school’s operation.

5. Prepares and publishes the school calendar after faculty consultation and LEC approval.

6. Advises and provides info about curriculum, facilities and ammenities (excluding salaries and utilities).

7. Prepares the LEC agenda.

8. Is responsible for public relations and regular communication with faculty, students, parents, Church Council, Voters’ Assembly and the community.

B. As the office manager, the principal

1. Supervises and monitors financial records of books fees, support fees, tuition, school checkbooks and other school amenities. 
2. Orders and purchases school materials and equipment upon approval from the LEC.

3. Maintains complete and accurate records of students and staff (called and non-called).

4. Maintains complete and current inventory of equipment, books, and materials.

5. Serves as the liaison to agencies outside the school, e.g., the WELS, the local public schools, Sturgis Christian League.  

6. Coordinate weekly “Warrior Word” school newsletter and tri weekly School Page during the school year.
C. Is responsible for all public relations efforts carried on by the school both within and outside of the congregation. As administrator of facilities, the principal:
                  1.   is responsible for advising the LEC on the physical condition of the school.
2. is responsible for the safety conditions of the school.

D. Office Duties (Secretarial) 

1. Run-off weekly newsletter

2. Order Offering envelopes

3. Make Student book orders  (Student Scholastic book orders  K-8)
4. Maintain school history binder

5. Shall make or delegate bank deposits
6. Send in quarterly mission offerings

7. Make or delegate postal needs 

8. Update, organize, and maintain CA 60s 

9. Record results from vision and hearing screenings in CA 60s 
10. Prepare and distribute school family directory   
11. Order any additional items upon approval of the LEC: 
a. Post Wish List items

b. Order Sturgis Christian League – ribbons, medals, and trophies

12. Update parent consent forms  (field trip & extra-curricular)

13. Type info onto report card form and envelope
14. Repair school library books
15. Handle Transfer of student records
16. Send out Special mailings
17. Handle and delegate promotion of Vacation Bible School 
18. Keep Chamber of Commerce updated with current school information 
19. Organize Emergency Contact Cards 
20. Give press releases (quarterly honor roll, school news in community) 
21. Schedule library visits for Kindergarten through 8th grade  (set-up drivers)
22. Coordinate Hot Lunch Service  
a. Establish server calendar 

b. Organize volunteer servers

23. School Immunization Secretary  
a. 1. Keep SIRS program current with shot records 
b. Issue notices of non-compliance to students not current (Use SIRS non-compliance form) 

II. Supervision

A. As supervisor of the staff, the principal

1. Serves as a spiritual leader for the teachers within the scope of his call.

2. Evaluates and assists teachers with classroom instruction through

a. Faculty meetings

b. Conferences and

c. Inservice meetings

3. Promotes professional growth of the teachers.

4. Helps to create a spirit of peace and harmony within the staff.

5. Supervises all other staff personnel in the school.

B. Of curriculum, the principal

Leads the faculty in developing a Christ-centered curriculum which includes establishing a course of study for each subject, selecting educational materials, selecting teaching methods and evaluation of the curriculum.  The curriculum is to be approved by the LEC.

C. Of children

The principal is responsible for each student’s spiritual and academic growth, within the scope of his call.

D. Of Athletics

The principal is responsible for oversight of the school’s athletic programs. Secure coaches for all teams. Scheduling is to be done through the Sturgis Area Christian league. Oversee all sports to maintain Christian sportsmanship.  

III. Summer Responsibilities

A. The Call

The principal’s call is considered to be a full-time twelve-month call.  Duties are also expected to be performed while school is not in session.  Regular summer hours are to be established and approved by the LEC.

B. Preparations for teaching

1. Classroom preparation

2. Curriculum planning

· Books

· A-V

· Athletic

· Library

· Art

· Music

· Field Trips

3. Preparation of learning games.

C. Maintenance

1. Book repairs – supervise volunteer help

2. Painting – advise LEC on needs

3. Cleaning – advise LEC on needs

4. Clean file cabinets of out-of-date contents

5. Playground – advise LEC on needs

6. Athletic equipment and managing dues associated with athletic equipment.
7. A-V equipment

8. Classroom equipment

D. Teaching Responsibilities

1. Remedial classes, if needed

2. Testing new students, if needed
3. Organize and promote a summer Vacation Bible School in the community.  
E. Visits – Calls

1. Visit homes of the students

2. Call on homes of children who do not attend the day school, and conduct prospect visits. 
3. Make follow-up calls and/or home visits on prospects generated through outreach efforts.  
F. Administrative

1. Plan faculty meetings

a. Schedule

b. Spiritual topics

c. Curriculum study materials

d. Devotions

2. Inventories

3. Prepare registration material

4. Evaluate handbook
IV. Vacation

A. Amount

The principal shall have three weeks of vacation per calendar year, not to be taken while school is in session or one week prior to or after the school year, with the exception that vacation may be taken during Spring or Christmas break.  The following are additional vacation days: New Year’s Day, Good Friday, Memorial Day, Fourth of July, Labor Day, Thanksgiving and the day after, and Christmas Day.

B. Approval

The principal shall receive approval from the LEC for vacation times.

C. Personal days

The principal shall receive one personal day per school year.  It shall not accumulate.

D. Sick days

The principal shall receive five sick days per school year, after which he shall advise the LEC of his needs.  The sick days shall not accumulate.

V. Miscellaneous

A. Accountability

The principal is accountable to the LEC for responsibilities connected with the school.  Because the school is a part of the congregation’s total ministry, the principal is also accountable to the Church Council and the congregation.

Responsibilities of the Para-Professional
The Paraprofessional shall be responsible for the following: 

I. Instruction overseen and guided by the Principal/Teacher: 
A. All instruction and assistance shall be given in light of God’s Word and in  

        keeping with the school’s purpose. 
B. Teach K-2 Christ Light
C. Give big book instruction
D. K Reading Instructions 
E. K-8 Spelling 

F. 1-2 English

G. 1-2 Math

H. 1-2 Phonics
I. K-6 Handwriting 

II. 
Recess:  The paraprofessional shall be responsible for one recess per day. 
III.
Athletics:  
A. Assist with Physical Education

B. The Paraprofessional may volunteer to assist with or coach sports.
IV. 
Lunch Service:

A. submit daily lunch orders

B. submit lunch payments

C. inform students of lunch balance    
D. pass along money collected for lunch accounts to food service

E. Run-off copies 
VI. Classroom Support Duties

A. Organize volunteer reader program

B. Tutor  and monitor students in study sessions

C. Give and monitor learning activities

VII 
Professional Assistance

A. Report classroom activity and behavior to principal

B. Confer with Principal and Parents about student progress. 
C. Attend district or local teacher’s conference.  

D. Advise L.E.C. through Principal and or Pastor as to the needs of the classroom.  
VIII     Paraprofessional Schedule
            A.  Annual Schedule, the paraprofessional:  

1. shall begin work 3 days prior to the term of the school year. 

2. shall finish 2 days after the school year
3. shall work Monday-Friday during school days on the school year
4. shall attend necessary teacher conferences, receiving regular daily wage for     

       attendance.  
5. shall begin work at 8 A.M. 

6. shall end at 4 P.M. 

7. shall be compensated from 8 A.M. – 12 P.M. as an educational specialist

8. shall be compensated from 12 P.M. – 4 P.M. as an assistant

            B.  Before and after school the paraprofessional and principal will confer about the days 


     events, classroom plans, and preparations. 

C. Absence
a. Personal days:  The para-professional shall receive one personal day per school     

                             year.  It shall not accumulate.

b. Sick days: The para-professional shall receive five sick days per school                year, after which she/he shall advise the LEC of his needs.  The sick days shall not accumulate.
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