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PREFACE  
 

A wise teacher’s words spur students to action and emphasize important truths.   (Eccl. 12:11) 

 

This is a simple sentence declaring a complex concept - a wise teacher’s instruction will accomplish at 

least two things.  First, it will motivate students to do something with what they have heard.  It will cause 

them to ponder and question, do further research and study, experiment and create.  They will wrestle with 

the ideas and mull them over and over – meditate, if you will, long after that particular lesson is over.  In 

the process, they may discover other areas of interest that will spin off the original lesson.  A wise teacher 

will spur students to action. 

 

Secondly, a wise teacher will emphasize important truths.  They will focus on what is really critical to 

know.  Before presenting the lesson to their class, they will have sifted through the information, picking 

out the gems and nuggets and discarding or setting aside the fluff.  At this time, the wise teacher clearly 

communicates to the student what the goal is and then proceeds to teach the foundational facts, allowing 

the student to examine, expand, and organize them in a systematic, sequential manner.   

 

These two elements deal primarily with the preparation of the lesson to be taught and are fundamental to a 

wise teacher’s anticipated outcome.  A third component however, is necessary to make the first two come 

alive - that of presentation.  This is an equally if not more important ingredient.  It is what Dr. Bruce 

Wilkinson calls style.  He states the teacher’s main job is to overcome student boredom and infuse the 

content with excitement and dynamics.  Style is the link between paper and people.  Style is the 

responsibility of the teacher and is within their control; the teacher determines whether to bore students or 

not, by their presentation style.  It is true that style is influenced by personality but is controlled by the role 

the teacher selects; if a teacher is just doing “what comes naturally,” Wilkinson contends that their 

students will be bored 100% of the time.  Another ingredient to teaching with style is adjusting to the 

variables of a class – the subject content, class size and setting, and age of the students.  Style must be 

fluid and adjusted according to the response of the students; watch the body language of your class.  

Finally, style is a learned skill and can be significantly improved through understanding and practice.  In 

summary, it is how you get the what to the who.  A wise teacher uses words that spur students to action, 

they emphasize important truths, and they purposefully teach with style. 

    

The Lord has called you to this place for such a time as this (Esther 4:14).  Moment-by-moment, we must 

ask our heavenly Father to strengthen and prepare us for His work in the lives of our students and families.  

Dependence upon the Holy Spirit is an absolute if anything of value for eternity is to be accomplished at 

DCS.  Ecclesiastes 12 goes on to say, “Indeed, the teacher taught the plain truth and he did so in an 

interesting way.”  As teachers at DCS, that is your assignment – teach in such a way as to spur students to 

action, emphasize important truths, and teach with style.   

 

Welcome to a new year and new opportunities to assist Christian parents in the Biblical training of their 

children spiritually, intellectually, socially, emotionally, and physically, to help prepare them to be faithful 

followers of Jesus Christ for God’s glory and the building of His Kingdom. 
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EMPLOYEE LIFESTYLE EXPECTATIONS 
 

Damascus Christian School, a ministry of Damascus Community Church, is a religious, nonprofit 

Christian school representing Jesus Christ throughout the evangelical Christian community.  DCS requires 

its employees to be born-again Christians, living their lives as Christian role models (Romans 10:9-10, I 

Timothy 4:12, Luke 6:40).  Employees will conduct themselves in a way that will not raise questions 

regarding their Christian testimonies.  A Christian lifestyle should reflect the Biblical perspective of 

integrity and appropriate personal and family relationships, business conduct, and moral behavior.  An 

employee is expected to demonstrate a teachable spirit, a choice to love one another, a willingness to live 

contentedly under authority, a willingness to work as a team, and a commitment to follow the Matthew 18 

principle when an issue arises with fellow employees or management.   

Moral misconduct, which violates the bona fide occupational qualification of employees to be Christian 

role models, includes but is not limited to promiscuity or homosexual behavior – or any violation of the 

unique roles of male and female (Romans 1:21-27, I Corinthians 6:9-20).  DCS believes that Biblical 

marriage is limited to a covenant relationship between a man and a woman. 

Failure to maintain Biblical standards of conduct may result in a reprimand or, in some cases, dismissal 

from employment.  It is the goal of DCS that each employee will have a lifestyle in which “He might have 

the preeminence” (Colossians 1:18, KJV). 

 

MISSION – VISION – VALUES – PURPOSE 
 

As a ministry of Damascus Community Church, DCS embraces the mission, vision and values of DCC:  

  

MISSION:  To call people to follow Jesus and become like Him  

VISION:  A growing community for Christ:  Walking in truth, Living out love, Building on faith  

VALUES:  Truth, Love, Faith, Growth, Community  

Truth—We value God’s absolute truth, discovered through Creation (general revelation) and the 

Scriptures (special revelation).    

Therefore, we… • Teach God’s truth, through ministries of biblical education • Walk in God’s 

truth, seeking to grow in holiness and integrity  

Love—We value the love God has for us and accept His command for us to love God, fellow 

believers, and our neighbor.    

Therefore, we… • Worship God, growing in our faith, service, and willing obedience  • 

Practice redemptive grace in relationships, caring for, encouraging, and building up one 

another • Reach out with service, sacrifice, and the Good News of Jesus to our neighbors  

Faith—We value faith in Jesus Christ as the foundation of our relationship to God.   

Therefore, we… • Believe God for a promised and guaranteed eternal life with Him (our hope) • 

Trust in God’s guidance in our earthly life by His Word and Spirit, confident that He hears and 
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answers prayer. • Live in gratitude for God’s faithfulness and willingly sacrifice to participate in 

achieving His desired future.  

Growth—We value growth as the necessary outcome of fulfilling our mission.   

Therefore, we… • Pursue personal growth through spiritual disciplines and relationships in the 

body (community groups, small groups, mentoring relationships) • Pursue church growth that 

is spiritual (likeness to Jesus) and numerical (new believers), expanding ministries and the 

facilities needed to enable them  

Community—We value community, involving all the various relationships in which we live.    

Therefore, we… • Seek to strengthen the community of God’s people at DCC through active 

involvement, serving and exhorting according to God’s gifting as believers • Honor and 

encourage the family as God has established it • Reach out in love to share the Good News of 

Jesus with the people with whom we have relationships.  

PURPOSE:  Our purpose as the school ministry of Damascus Community Church is to partner with 

Christian parents, who embrace the mission, vision, and values of DCC; align with and support our 

philosophy of Christian education, and abide by the policies and practices of DCS in the education 

of their children.  Education at DCS is based on a Biblical worldview and seeks to train children 

toward maturity spiritually, intellectually, socially, emotionally, and physically, preparing them to 

live faithfully and successfully as followers of Jesus Christ. 

 

PHILOSOPHY OF EDUCATION & CORE VALUES 
 

The Christian philosophy of education is based on a proper relationship between the family, the 

church, and the Christian school.  The family is the basic unit of Christian education.  Scripture 

makes it very clear (Prov. 22:6; Deut. 6:7) and continually stresses the responsibility of the parents 

(particularly the father) to teach and train their children.   If our philosophy of education causes us 

to take the role and the responsibility away from the parents, we are clearly in violation of the plain 

teaching of God’s Word.  The church and Christian school are simply extensions of the 

educational process of the home, providing reinforcement, support and encouragement to the 

family in its basic responsibility. 

 

Christian education is fundamentally built on the premise that the non-believer is incapable of 

teaching effectively the truth of God’s Word as it applies to every subject and principle of life.  

The Christian viewpoint, therefore, insists on the family’s Biblical right and responsibility, 

supported by the church and Christian school, which is composed of families who are gathered 

together in the “family of God.”  Thus, the school must foster and encourage the Biblical priority 

of the responsibility of the family and the church in its education process. 

I. To equip each student to understand, believe and personally apply the following truths: 

1. God is the Creator and Sustainer of the universe and of man. 

By this statement we recognize that the careful design of all material things and the 

human race was originated and is continued by God of the Bible.  Therefore, the 

philosophy of education is based on the sovereign right of God to rule in all affairs 
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of men throughout all history.  Additionally, it is based on the creation of man in 

the image of God apart from any so-called evolutionary process. 

 

In more precise terminology, God is revealed through the One Infinite and Eternal 

Being.  He is purely spiritual, the Supreme Personal Intelligence, the Creator and 

Preserver of all things, the Perfect Moral Ruler of the universe; He is the only 

proper object of worship; He is the tri-personal - the Father, Son, and Holy Spirit - 

constituting one Godhead (Gen. 1:1; Exodus 34:14; Psa. 90:1,2; 139:7-12; Job 26; 

Jer. 23:2-4; Matt. 3:16, 17; 28:19; John 4:24; I John 4:16, etc.).  These verses do not 

represent fully the contents of revelation concerning God.  They are, however, 

sufficient for the purpose of making the distinctions between the Scriptural or 

Christian doctrine of God and the anti-theistic theories. 

2. The Lord Jesus Christ is the Son of God who came to earth to die for our sin. 

We affirm that Jesus Christ is the eternal Son of God, and the virgin-born Son of 

Man, having come into the world to save men from the guilt and condemnation of 

sin.  He is both fully God and fully man.  He offered His perfect life on the Cross as 

a payment to God for the sins of all mankind (Rom. 6:23).  There is no other 

method or means by which man can have peace with God apart from the Cross of 

Jesus Christ.  As He Himself said, “I am the way and the truth, and the life; no one 

comes to the Father, but through Me,” (John 14:6).  Not only did He die, but He 

was raised again on the third day (I Cor. 15:3-4).  This resurrection was literal and 

bodily.  Thus, we do not serve a dead sacrifice, but a living Savior and Lord (John 

1:1-4; Hebrews 1:3; Luke 1:26-35; Acts 4:12; Romans 3:20-26; Galatians 6:14; 

Matthew 26:28). 

3. The necessity of being born again by the Spirit of God by receiving the Lord Jesus 

Christ. 

Man was created innocent.  By disobedience to the command of God, he fell, 

thereby losing his innocence, becoming subject to death and to eternal displeasure 

of God.  Indeed, spiritually speaking, man apart from Jesus Christ is declared dead 

in trespasses and sin (Eph. 2:1).  Therefore, merely adding good deeds or even 

religious activity to this lost condition is not enough to save man from the sure and 

eternal punishment of his sin.  Jesus said that what was necessary was for the one 

dead in sin to receive a new life altogether.  He referred to this as being “born 

again” (John 3:3).  This new life begins the moment an individual, by an act of the 

will, makes a heart acceptance of Jesus Christ as an all-sufficient Savior.  Such a 

heart acceptance results in the salvation of the one who believes (John 1:12).  The 

fruit of this salvation is the forgiveness of sins and justification, through which we 

are declared righteous, and are brought into a state of peace and favor with God 

(Eph. 2:8-10; Titus 3:5-7; Romans 3:21-26; 5:1; 8:1). 

4. Growth in the Christian life depends upon fellowship with God through Bible reading, 

prayer, yielding to God’s Spirit moment-by-moment, service and fellowship with the 

body. 

We believe the Christian life is an ongoing process which begins the moment we 

receive salvation.  It is necessary that we grow and mature as Christians and this 

can only be accomplished as we commit ourselves to study God’s Word, 

communicate frequently and consistently with God through prayer and allow His 
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Holy Spirit to use us for service.  Studying God’s Word should not be limited to the 

classroom but should be a personal commitment of looking for guidance and 

direction from daily Bible reading (II Tim. 3:17).  Prayer is to God (Matt. 6:6-8).  

Service is not to be something we choose, but it is allowing God to direct us 

through His Spirit, to an area of service where we can grow and be used by Him (Js. 

2:14-17; Col. 3:16; Heb. 11:6). 

5. The necessity and urgency of proclaiming the Gospel both to our neighbors and around 

the world. 

We believe the Great Commission found in Matt. 28:19 is not an option but a 

necessity; a direct command of God.  We realize that people are dying each day 

without Christ and recognize that it is our responsibility and privilege to be sharing 

the Gospel message with those we have direct contact with and to support 

missionaries both in prayer and finances.  Therefore, in our educational process, we 

will train the students both to share their faith in Christ and support the world-wide 

testimony of the Gospel (Js. 5:16; Luke 24:47, 48; Acts 1:8; I Pet. 2:9, 3:15; I 

Thess. 1:8). 

6. The Bible as the only Word of God is practical and important for today. 

We believe the “…authority, authenticity and reliability of the Bible as the 

complete and final revelation of God.”  It is the “infallible point of reference” for 

every area of our lives and its teachings are vibrant and applicable, both in our daily 

routine and special circumstances (II Tim. 3:16, 17; I Pet. 1:20, 21; I Thess. 2:13; 

Heb. 4:12). 

7. The Christian life requires a commitment to be distinctly and attractively different from 

non-Christians. 

We are committed to a lifestyle, both public and private, that is unique.  This 

encompasses every aspect of our lives - spiritual, intellectual, social, emotional and 

physical.  We are to look and act different because we are different.  The Christian 

is called to a life that is set apart for God in every aspect of conduct and behavior (I 

Pet. 15, 16).  However, that difference should not be a critical or obnoxious one, but 

one that demonstrates the love and grace of Jesus Christ (II Cor. 2:14-16, 3:2,3; 

Matt. 5:14a, 16; I John 2:15). 

II. Teacher expectations regarding our Christian philosophy of education  

1. Teach the application of Biblical principles to every part of daily life. 

God’s Word was given for us to not only know God, but also to live in such a way 

that is pleasing to Him (Js. 1:22; Matt. 7:24-27).  God wants to change us into His 

image (Rom. 8:29).  This will only happen as we apply God’s Word to every aspect 

of our lives.  In this day of confusing moral uncertainty, we do not need to be 

uncertain - God has spoken (II Tim. 3:16, 17).  Students must carefully examine all 

facets of their lives in light of God’s revealed Word (Psa. 36:9).  Values, actions  

 

and attitudes must all be subject to the Scriptures.  As students learn God’s truth, 

they must then, on a moment-by-moment basis, practice God’s truth.  Knowledge 

and action must go hand-in-hand. 
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2. Integrate subject matter to the Word of God. 

The Bible is the foundation upon which all knowledge is based (Psa. 119:160).  

God has revealed Himself and His will through the Scriptures (Psa. 19:7, 8).  

Therefore, Christian education must begin with the Bible (Deut. 6:6, 7).  All 

disciplines must subject themselves to the truth of Scripture.  As the Bible is to 

guide our personal behavior, it must also guide our thinking.  Students need to see 

the relevance of God’s Word in math, history, language, science, fine arts, and other 

subjects.  Each class should be designed to teach information that students need to 

know and help each student to further understand God and his relationship to God. 

3. Teach the student to submit to authority. 

In today’s self-centered generation, submission to authority is neither a popular 

concept, nor a practiced principle.  By nature, we do not want others to tell us what 

to do.  God has called us to submit to those in authority (Rom. 13:1; I Pet. 2:13-17; 

Eph. 5:21). Therefore, it is incumbent upon our students to learn to obey teachers 

and others in authority.  Students must accept and follow rules whether being 

monitored or not (Col. 3:23).  This submission must be done with a positive attitude 

toward the situation.  Students who have learned to be submissive to authority will 

please God and have a skill that will serve them well in life. 

4. Teach the student to apply himself to his work and to fulfill his various responsibilities. 

The Bible teaches that whatever endeavor we undertake, we are to do our best in the 

name of Jesus (I Cor. 9:24-27; Col. 3:17).  Therefore, Christians are obligated to 

strive for excellence to honor Him.  Students must learn the value of hard work and 

doing well (Prov. 6:6).  Hard work is not in our basic nature so we teach our 

students to be disciplined (II Tim. 1:7).  As a student develops self-discipline, he 

will be able to expend the necessary effort to not only meet his God-given 

responsibilities, but excel. 

5. Teach students to work independently and cooperatively.   

The students are given various assignments and offered extra-curricular activities to 

develop their ability to work independently (Gal. 6:5).  We also teach our students 

the importance of cooperation in working together as a team by providing 

opportunities in team sports, choirs, bands, classroom projects, etc. (Gal. 6:2). 

6. Teach the student to think for himself and to stand up for his personal convictions in the 

face of pressure. 

At DCS, we challenge the students to establish their own convictions based upon 

the teaching of the Word of God.  And once established, we encourage them to 

stand firm in their convictions so that they may have confidence in their relationship 

to Jesus Christ and they may be able to resist the worldly influences all around them 

(I Cor. 16:13). 

7. Teach the students to use the Christian social graces. 

Throughout all of the instruction at DCS, we emphasize the importance and 

responsibility students have to Christ to use acceptable social behavior.  We desire 

that our students will always be striving to be more Christ-like, that is, being more 
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considerate, more forgiving, more modest, compassionate, and more gracious to 

one another (Eph. 4:32; I Pet. 3:3). 

8. Develop the students’ creative skills and an appreciation of the fine arts.  

We recognize the need to help develop the gifts and talents that the Lord has given 

us in the areas of music, art, and drama.  Music and art are means of expression for 

worship and thanksgiving.  In Exodus 15, Moses and the sons of Israel sang a 

beautiful song that exalted the greatness of the Lord.  In Judges 5, Deborah and 

Barak sang about God’s victories.  Psalm 105:1, 2 tells us to “…sing to Him, sing 

praises to Him.”  God created man with the ability to produce and appreciate 

beauty.  In Exodus 31, we are told of all kinds of craftsmanship, “…to make artistic 

designs for work in gold, silver, and in bronze.” 

 

Whatever we do in music, drama or art, i.e., what we produce, hear or see, should 

help us please God and delight more in Him.  “Let the words of my mouth… be 

acceptable in Thy sight,” (Psa. 19:14).  “Set your mind on the things above, not on 

the things that are on earth,” (I Col. 3:2).  God is worthy of our best in music and 

art, “…and whatever you do in word or deed, do all in the name of the Lord 

Jesus…” (Col. 3:17). 

9. Develop effective communications skills of the student. 

Communications is one of the most precious gifts that our Lord has given us.  Our 

speech and writing can be a wonderful tool to be used for the Lord if it is used 

properly.  In James 3, the Lord instructs us on bridling the tongue.  Eccl. 3:7 tells us 

that “…there is a time to be silent and a time to speak.”  Therefore, we should 

beware of too much talking.  We strongly feel that an ability to speak and write well 

determines our effectiveness for God.  Our young people should also be taught not 

to praise themselves.  “Let another praise you, and not your own mouth,” (Rom. 

10:14, 17).  What we say to God should be taken seriously (Prov. 27:2a).  “Do not 

be hasty in word…” (Ecc. 5;2, 4, 5). 

10. Teach the knowledge and skills required for future study or for occupational 

competency. 

We want our students to be taught basic facts, discipline, study and communication 

skills so they may work with their own hands (I Thess. 4:11, 12).  A man is to learn 

to provide for his own (I Tim. 5:8), and if he does not work, he does not eat (II 

Thess. 3:10).  We also want our students to be educated so that they will know how 

to study to show themselves approved unto God, rightly dividing the Word of Truth 

- God’s own Word and our guidebook for life (II Tim. 2:15). 

11. Develop a desire pleasing to God for wholesome physical and mental activities. 

Our students need to know that we are each personally responsible to God for our 

actions (Col. 3:17; Rom. 14:12), and are not to do anything (recreational, mental, 

physical) that would offend Him or that would cause our brothers to stumble, be 

offended or made weak (Rom. 14:21).  We are to follow after things that make for 

peace and things by which we may edify one another (Rom. 14:19).  We want our 

students to follow the example of Christ who did not live to please Himself (Rom. 

15:1-3). 
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12. Teach our American heritage and the current issues facing our country and the world. 

Our nation is one nation under God and our American heritage must be taught so 

that our students may see that our country was founded by Godly men who used the 

Bible as the guidebook for our Constitution and government.  “Blessed is the nation 

whose God is the Lord”  (Psa. 33:12).  God rehearsed Israel’s history over and over 

so that future generations could benefit.  We can trust God in the present world 

crisis because He is sovereign and His Word gives us values that needs to be 

brought to bear on current issues.  God’s Word and His past guidance and 

faithfulness assures us of the future and His soon return. 

13. Show the student his civic responsibilities and prepare him for adult responsibility as a 

Christian citizen of our nation. 

Orderly government is part of God’s provision even in a wicked world.  No ruler 

exercises control unless God permits it (Dan. 4:17), and Christians are to be honest 

and obedient to the leaders and to the laws of the land, unless those leaders or laws 

are immoral or anti-Biblical.  In these cases, we are to obey God rather than men 

(Rom. 13:1-7; Acts 5:29).  We want our students to see their responsibility as 

Christian citizens to pay taxes (Matt. 22:21), to vote, and to not only oppose evil, 

but to know Biblical teaching regarding such evils (I Pet. 2:11-15; Phil. 2:15).  We 

also teach our students to pray that God will give guidance to our leaders (I Tim. 

2:1-3). 

 

FACULTY-RELATED DETAILS 

Accreditation / Certification – 

Each faculty member will be expected to participate in this school-wide endeavor, by maintaining 

established accreditation standards. This effort will require full support of each staff person.  In 

addition, each teacher is required to obtain and maintain ACSI Teacher Certification. 

Attire and Appearance –  

Maintain professionalism in your attire.  Your ID badge must be worn and displayed at all times 

while on campus.  Keep proper hygiene, including fresh breath.  Hair is to be neatly trimmed and 

clean.  Beards and/or mustaches should be kept likewise.  Nose, cheek, and body piercing or 

tattoos should not be visible. 

• Men – Examples:  Slacks, collared shirts, ties, polo shirts, sweaters, and school-spirit 
wear on designated days.   

• Women – Examples:  Dresses, skirts, slacks, modest tops, and school-spirit wear on 

designated days.   Modesty is the key, so avoid revealing or tight-fitting clothing.   

• P.E. Teachers – Examples: warm-ups, sweats, modest shorts and school-spirit wear on 

designated days.  Take care to maintain professionalism.  
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Bell Schedule – 

The elementary daily schedule is determined by agreement among the teachers and administration.  

Elementary classes begin at 8:15 A.M. with dismissal at the following times: 

• Kindergarten Half Day – 11:50 A.M. 

• Kindergarten Full Day – 2:55 A.M. 

• 1st – 3rd Grades – 2:55 P.M. 

• 4th – 6th Grades – 2:55 P.M. 

The DCS secondary program runs on a 7 period day (with the exception of 0 Period) with class 

dismissal at 3:05 P.M.  Teachers should respect the following class period times by dismissing 

promptly according to the schedule.  Classes are to remain in session until the bell rings.  The 

Secondary Bell Schedule follows: 

7:30 – 8:10 a.m.   0 Period 

7:45 a.m.  Morning devotions, outside supervision for assigned staff  

8:05 a.m.  Students admitted to building 

8:10 a.m.  Warning bell rings 

8:15 – 9:15 a.m.   1st Period / SOAR    

9:20 – 10:010 a.m.  2nd Period   

10:15 – 11:05 a.m.  3rd Period  

11:10 – 12:00 p.m.  4th Period   

12:00 – 12:35 p.m.   Lunch   

12:35 – 1:25 p.m.   5th Period   

1:30 – 2:20 p.m.   6th Period   

2:25 – 3:15 p.m.  7th Period 

 

Church / School Audio-Visual Equipment Use Policy – 

In striving to be good stewards of the equipment God has provided and to make sure the equipment 

is ready for the next user, we require student and teacher equipment users to adhere to the 

following policies: 

• All DCC/DCS audio-visual equipment users must be trained and certified by a designated 

AV person. 

• There must be an adult present if a trained and certified DCS student operates any audio-

visual equipment. 
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Certification and regular equipment-use checks will be required for all DCS student users.  Upon 

successful completion of the training, the student’s name will be posted on an approved-user list.  

Adults authorized to oversee equipment use will also be on the approved-user list.  DCS staff is to 

utilize only those students trained and certified to operate the church/school audio-visual 

equipment. 

Failure to follow proper equipment-use protocol may limit or eliminate the privilege of future DCS 

student use of the equipment. 

Classroom Assignments –  

Room assignments will be made by the administrator and should not be changed without first 

talking to him.  Each room will be equipped with a desk, chair, telephone, file cabinets, student 

desks, clock, bookshelves, chalkboard, bulletin board, a ceiling-mounted projector, document 

camera and a computer with Internet access.  Care should be taken to keep the room appearance 

neat and uncluttered.  Bulletin boards are to be maintained and changed on a regular basis.  Each 

teacher should strive for a distinctively Christian look to his or her classroom.  

Student misconduct resulting in damage should be dealt with immediately.  If equipment, desks, 

etc. are damaged, the student(s) responsible will pay for repair/replacement costs.  The 

administrator is to be informed by written notice of any needed repairs or maintenance. 

Classroom Duties –  

At the end of each day, teachers are to be sure that desks are placed in order, all clutter and 

garbage is off the floors, chalkboards erased (except what you want saved), desk tops clear and 

clean, all windows and doors closed, and lights turned out. 

Wednesday and/or Friday procedures may be different from other afternoons due to the need for 

rooms to be set up for church and Sunday school. 

Classroom Observations / Evaluations –  

Regular observation and evaluation by the administrator or peer observations by other teachers are 

healthy exercises for any school.  The mutual sharing of ideas and strategies for improvement 

strengthen the overall ministry.  Observations are to be times of encouragement, assistance and 

growth. 

The administrator or designated person will observe in a new faculty members’ class within the 

first 3 weeks of school.  This is to ensure that all is going well and to assist with any problems. 

All teachers will be observed throughout the year.  Informal, drop-in observations will be made at 

the discretion of the administrator and/or administrative assistant or at the request of the teacher.  

Peer observations may also be utilized through the year. 

All teachers will have at least two formal observations a year, which will be scheduled in advance.  

This formal evaluation process will include both pre- and post-observation meetings.  The purpose 

is to review the teacher’s presentation, noting strong areas and agreeing together on a strategy to 

strengthen weaker areas. 

Parents and/or students who wish to visit the school and observe classes must have prior 

permission from the administrator.  The teacher will be consulted ahead of time about an up-
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coming scheduled visit.  A chair should be provided for visitors.  Office personnel will accompany 

drop-ins and those wanting a casual look at our classes.  In all situations, teaching should continue 

unhindered. 

Observations/Evaluation Timelines   (subject to change based on a variety of factors) 

• September:  Formally observe new staff. 

• October – November:  First formal observation and second for new staff.  Meet to present 

goals with administrator. 

• January – February:  Second formal observation and third for new staff.  Meet for mid-year 

review of goals with administrator. 

• April:  Complete self-evaluation a meet with administrator. 

• May:  Contracts sent out. 

 

Confidentiality for Students –  

The confidentiality of students is of extreme importance.  We want to ensure students behavior, 

attendance, and grades are kept confidential.  Students should not be passing back peers’ papers or 

grading one another’s work.   

Contracts –  

The school will issue contracts on a year-to-year basis because teachers are at-will employees.  In 

spring, a teacher who has fulfilled his or her professional expectations and shows growth based on 

the yearly evaluation is given the opportunity to renew his or her contracts for the upcoming 

school year.  Terms, expectations, conditions and benefits are spelled out on each contract.  Salary 

increases are based on teaching experience and education, cost-of-living increases, and the state of 

the budget.  

Correspondence –  

Correspondence to parents should be done on a timely basis.  Grades must be recorded in RenWeb 

a minimum of once a week per subject.  Please encourage parents to check RenWeb regularly.  

The school secretary will print mid-term reports using RenWeb. 

Other written correspondence that goes out from the school is a direct reflection of the school and 

should be marked by proper grammar and correct spelling.  Any items dealing with school policy, 

calendar scheduling, etc. is to be run past the administrator to ensure proper communication and to 

prevent possible scheduling conflicts prior to being sent out. 

Detention Period – 

A pre-determined staff will proctor lunch and/or after-school detentions.  Detention staff will 

receive a list of assigned students from the school office, will note absentee students, and will 

inform missing students to the office.   
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Faculty Lounge / Workroom –  

Room 111 has been designated as the DCS Faculty Lounge/Workroom.  This room has been set 

aside for the DCS staff to use as a prep room, a place to relax, chat, pray, etc.  It is not a place to 

meet with students.  Keep all conversations respectful of parents, students, and/or staff. 

The room is equipped with a desk, clock, computer and printer, letter-making materials, high-

speed duplicator, copy machine, phone, laminating machine, and supplies.  Please save your 

computer work on a thumb drive rather than on the desktop computer.  Keep the lounge/workroom 

neat and clean.  Please pick up after yourself and instruct your Student Aide to do the same.   

Faculty Mailboxes –  

Each DCS staff member is assigned a labeled box in the staff workroom for memos, phone 

messages, mail, etc.  Since this mailbox serves as a major source for communication, it needs to be 

checked regularly.  Please do not use your mailbox as a storage bin.  Since information placed in 

the boxes may be of a confidential nature, students do not have free access to them. 

Faculty Meetings –  

Communication between both elementary and secondary levels is essential in maintaining an 

effective school.  Therefore, regular faculty meetings are held in order to facilitate the flow of 

information vital to all DCS staff.  Attendance is mandatory.  Meeting norms will be set and 

approved at the start of each school year.  Teachers who wish to add topics to the agenda should 

email the administrator.   

Hours –  

Teachers are expected to arrive on campus no later than 7:40 A.M., in order to participate in 

morning devotions at 7:45 A.M. and to stay until 3:30 P.M.  Faculty meetings and school events 

may extend this school day on occasion.  Part-time employees need to confer with the 

administrator. 

In-Service Training – 

Teaching is a profession and being a part of the DCS staff requires regular attention to maintaining 

and enhancing professional skills.  A well-developed and sound Christian philosophy of education 

is essential for all DCS staff.  All are encouraged to seek out those opportunities in their fields to 

add to their expertise through participation in seminars, workshops, conferences and classes, which 

enrich and strengthen their abilities. 

School may be dismissed in the fall in order to allow all DCS staff to attend the ACSI Teachers’ 

Conference.  Expenses directly related to the conference (registration, food and transportation) will 

be borne by the school.  Alternative programs may take the place of the ACSI Conference, 

dependent upon budgetary constraints.   

Keys –  

Each teacher will be issued a cardkey and the appropriate room key to enable them access to the 

main building, classrooms, the school supply room, teachers’ workroom, office and the gym 

building/classrooms.  Such keys are not to be duplicated or loaned out.  A lost key is to be reported 

to the Facility Coordinator immediately.  At the conclusion of a teacher’s career at DCS, his or her 

key and cardkey are to be returned to the Facility Coordinator. 
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Leaving Campus during the School Day –  

If a teacher finds it necessary to leave campus during the school day, the office is to be notified in 

advance and approval must be granted.  Necessary steps must be taken to ensure school 

responsibilities are adequately covered during the time away/off campus.  Students are never to be 

left unattended or unsupervised. 

Ministry Description –  

Each teacher is issued a ministry description outlining job performance, character expectations and 

chain of command.  This is dispersed with the contract.  The ministry description is the basis on 

which teacher observations and evaluations are made during the course of the school year. 

Monitoring Lunch Activities – 

This is the responsibility of each teacher.  Elementary students are to eat lunch in their rooms 

under the supervision of their teachers.  Secondary students may eat in classrooms located in the 

downstairs halls but may not roam the halls with food nor eat upstairs in the main building. 

Secondary students are not to eat in the balcony, stairwells, auditorium, foyer, etc.  When weather 

permits, lunches may be eaten outside in the courtyard as long as the litter is picked up.  Floors are 

to be free of lunch debris before students resume class.   

Morning Meetings / Devotions –  

Staff gathers at designated locations for a time of praise, prayer, Scripture discussion and brief 

communication updates on assigned mornings from 7:45 until 8:05 A.M.  All full-time and 

morning part-time staff are expected to be on time and participate. 

Outside-of-School Employment – 

Although Damascus Christian School recognizes that time away from work is your own time and 

is to be used at your own discretion, we expect that outside employment will not: 

• Conflict with your work schedule, duties, and responsibilities at school, including but not 

limited to, faculty meetings and parent-teacher conferences. 

• Create a conflict of interest or incompatibility with our mission. 

• Create a detrimental effect upon your work performance at DCS. 

• Involve conducting business during hours you are employed at Damascus Christian School. 

Parking –  

DCS staff is to park in either the upper or lower parking lots.  Parking across from the main 

building entrance doors (by the grass area) is reserved for visitors.  If there are special church or 

school events where guests will be on campus, teachers and staff are to give up their customary 

parking spots in order to better accommodate our visitors.   

Payroll Schedule –  

Staff members may elect to receive their salary on a 9, 10, 11, or 12-month basis.  Payday is the 

fifth and twentieth of each month.  If an advance in salary becomes necessary due to unanticipated 

circumstances, request may be made through the bookkeeper.  The withdrawn amount will be 
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deducted from that month’s scheduled salary.  If a teacher selects the 10, 11 or 12 month plan 

those payments will all go out in June so the school books can be closed for the fiscal year. 

Before the first salary check can be issued, W-4 and Employment Eligibility Verification forms 

must be completed, declaring the number of dependents claimed, etc., and submitted to the school 

bookkeeper.  In the event you wish to change the W-4 status, please notify the bookkeeper at least 

10 days in advance of the salary issuance.  Payroll deductions are: 

• Federal and State withholding taxes 

• Health, life, and/or long-term disability insurance (over the premium cap) - optional 

• Social Security (FICA) 

Personnel Policy on Teacher Absence –  

Full-time employees will annually receive five days of sick leave with pay.  Teachers should line 

up their own subs and inform the administrator.  They can detail plans and information directly 

with the sub.  If pre-arrangement is not possible, contact the administrator as early as possible and 

a substitute will be lined up for you.  Each teacher must have a sub folder on file in the office, 

which contains the following current information: 

• Current seating chart 

• General disciplinary procedures 

• Procedures for all routines: opening of class, flag salutes, prayer, passing out papers, 

collecting assignments, etc. 

• Classroom rules 

• Playground rules 

• Schedule – including daily classes, recess, special classes, and lunch 

• Location of items: lesson plan book, grade book, restrooms, teacher manuals, other things a 

sub will need in order to effectively fill in for you 

If you need to be gone during a school day for personal reasons, check with the administrator first.  

When the time you are to be gone has been confirmed, you can then line up the sub and inform the 

administrator. 

Pledges – 

Per Oregon Law, the Pledge of Allegiance must be recited weekly.  

• Pledge of Allegiance to the American Flag - I pledge allegiance to the flag of the United 

States of America and to the Republic for which it stands, one nation under God, 

indivisible, with liberty and justice for all. 

• Pledge of Allegiance to the Christian Flag - I pledge allegiance to the Christian flag and to 

the Savior for whose Kingdom it stands.  One Savior, crucified, risen and coming again, 

with life and liberty for all who believe. 
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• Pledge of Allegiance to the Bible - I pledge allegiance to the Bible, God’s Holy Word.  I 

will make it a lamp unto my feet and a light unto my path, and I will hide its words in my 

heart that I might not sin against God. 

 

Purchasing Supplies and Equipment –  

DCS provides basic and essential school supplies at the beginning of each year.  Additional 

supplies may be requested during the school year and will be given consideration by the office 

personnel based upon priority needs and budget.   

Staff will be notified about their available funds at the start of the year, but ALL PURCHASES for 

the school require the administrator’s signature to keep the budget in check.  Use the Pre-Purchase 

Authorization and Check Requisition Form.     

Upon purchase, original receipts and invoices are to be attached to the form and turned in to the 

bookkeeper.  Textbook purchases are to be discussed with the administrator before initial or 

supplementary texts are purchased. 

Recess Equipment – 

Each elementary room will be issued a tub of play equipment at the beginning of the school year.  

This gear is to be marked by your grade number.  The equipment then becomes your 

responsibility.  Teachers may want to appoint a student equipment monitor to make sure all gear 

comes in after recess. 

Equipment should not be lent to children coming in from other grades.  Equipment that is lost will 

not be readily replaced; however, the Athletic Director will replace equipment damaged to normal 

wear and tear. 

School Calendar –  

The office maintains the official school calendar for all approved school activities and functions.  

The procedure for placing events (other than regularly scheduled events) on the official calendar is 

a follows: 

• The master scheduling and sports/gym calendars in the church office must be checked to 

ensure no conflicts in facilities or personnel. 

• The administrator must approve proposed events/dates prior to them being placed on the 

official school calendar.  Consideration will be given on a school-wide priority basis. 

Substitutes – 

A list of available substitutes will be given to each teacher during Teacher Orientation.  This list 

will include names, phone numbers/email, and grade-level preference for each sub.  Those on the 

substitute list will be given a current Policies and Procedures for Substitute Teachers Handbook.  

In addition, they may be expected to participate in a training session given during Teacher 

Orientation week. 

Teacher Orientation –  

Prior to the beginning of a new school year, staff gathers for Teacher Orientation.  It is during this 

time that new teachers are introduced to the philosophy, policies and procedures for the school. 
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Returning teachers are brought up-to-date on any changes, receive specific trainings, and prepare 

their classrooms.  It is also a time of allowing the Holy Spirit to knit our hearts together and 

prepare us for another year.   

Teaching Equipment –  

The COPY MACHINE in the Teachers’ Lounge is for staff/school use only.  The machine is to be 

used for copying, duplexing, enlargement/reduction, stapling and collating within the boundaries 

of the Fair Use and Copyright Laws.  Only personnel who have been instructed in the operation of 

the machine are to use it.  Students are not permitted to use it for their personal use.  If you 

experience a jam or malfunction, let the office know. 

A RISOGRAPH HIGH SPEED DUPLICATOR is located in the Teachers’ Lounge.  This is to be 

used for larger runs.  It has no enlargement/reduction or collating capabilities and only limited 

duplexing means.  This machine is capable of running 5,000 copies from 1 master at speeds up to 

130 copies per minute.  Again, only personnel who have been instructed in the proper use of this 

machine are to operate it. 

A LAMINATOR is in the Teachers’ Lounge.  Please remember to preheat it before use and to turn 

it off upon completion. 

Each classroom (except 216) is equipped with a ceiling-mounted PROJECTOR and remote, a 

DOCUMENT CAMERA, and INTERNET connection for the teacher’s computer.  

STUDENT IPADS & CHROMEBOOKS are available for classroom use and are checked out on a 

need by need basis.  Plan ahead and sign out the equipment well in advance of the needed day and 

time in order to avoid disappointment in finding the equipment already in use.  Students are NOT 

permitted to get them without staff supervision. 

SOUND equipment is available for school use. Trained student-help is to be used in the operation 

of this equipment. 

TV’S & VCR/DVD PLAYERS are available for classroom use and are checked out through the 

church office.  Plan ahead and sign out the equipment well in advance of the needed day and time 

in order to avoid disappointment in finding the equipment already in use. 

Teaching Supplies –  

Supplies such as construction, graph and drawing paper, paints and brushes, and consumable 

materials are kept in the downstairs supply room located at the north end of the hall.  Please keep 

this door locked.  Consult office for questions about classroom supplies. 

Telephones –  

Each room is equipped with a phone.  Each teacher also has voice mail.  Be sure to check your 

voice mail at the first convenient time when you see the red blinking light on your phone.  The 

phone in the workroom (room 111) is specifically for DCS staff.   Be considerate and limit the use 

to school business as much as possible. Please do not use other church staff phones.  Student use of 

the workroom phone is not permitted.  They may use the office phone for emergency calls.  
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Unity –  

Staff members are expected to support the philosophy and ethics of DCS.  We must strive towards 

unity and a mutually supportive front before parents and students.  Any disagreements are to be 

worked out between persons involved (Matthew 18); complaining and divisive remarks have no 

place in the Christian school.  When a decision has been determined, we are to speak with one 

voice.  Once a decision or direction has been established, it is to be supported by each staff person.  

Contact and relationships with parents and other faculty should be positive, healthy and non-

exclusive.  

Weekly Updates –  

The administrator will email to DCS staff an information sheet detailing the up-coming week’s 

daily happenings, daily/athletic schedule changes, chapel programs, etc. for review.  A final copy 

of this information will be published and posted weekly for parents and staff.   

 

FACULTY-STUDENT DETAILS 

Appropriate Staff-Student Interactions –  

Care is to be taken in relationships with students, especially of the opposite gender.  Unfortunately, 

much real and alleged abuse has taken place in the educational arena, which makes it difficult for 

us to express genuine Christian compassion, love, and concern toward students.  A quick hug or 

side hug or pat on the shoulder along with a word of encouragement may be appropriate.  Please 

avoid the appearance of evil and opening yourself up to sexual abuse allegations by avoiding the 

following situations: 

• Being in a room alone with the door closed 

• Offering rides home to students 

• Counseling students of the opposite gender about life-related issues 

• Giving out personal emails, phone numbers, or social media accounts 

• Failing to keep anecdotal records/log of any unusual events or reactions by a student 

Chapel and Assemblies –  

All elementary chapels are scheduled on Wednesdays from 8:20 – 9:00 A.M. in the auditorium.  

Secondary chapels will be held on Monday from 8:15 – 9:15 A.M. in the auditorium.  Being on 

time is an essential consideration for all.  The teacher is expected to accompany his or her class to 

the designated location in the auditorium and remain during the chapel period.  Teachers jointly 

share the responsibility of managing the students during the chapel.   

Each elementary class is expected to do one chapel presentation during the school year.  The dates 

of these will be established during Teacher Orientation.  Secondary classes are encouraged to also 

participate in chapel presentations.  If a teacher has a suggestion for a speaker or special program, 

seek approval from the administrator or chapel coordinator.  Occasionally, interesting programs or 

events become available outside the regular chapel times.  These special assemblies will be 

discussed with the faculty before scheduling is complete. 
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Dress Code:  Modesty and Neatness Guidelines –  

Helping monitor students’ dress is part and parcel of teaching.  The main responsibility for 

appropriate student dress falls on the parents and students; however, there will be those times when 

students arrive in inappropriate outfits.  Care should be taken first thing in the morning to spot-

check clothing.  We want to deal with this issue in grace.  Utilize the rule of two in determining if 

a student is out of dress code.  Specifically, staff will seek out another staff member to confirm a 

dress code violation and record both staff names on the detention issued if applicable.  If a student 

is not in dress code compliance, the student needs to remedy the problem immediately.  If they do 

not have clothes with them, they need to contact parents for assistance.  Students will not be 

allowed back into class until they are dress code compliant.  

The DCS dress code states the modesty and neatness guidelines for our school families, so they 

have a clear understanding of the standards agreed to when students are enrolled.  The intent of the 

standards is to present a school-business atmosphere; school is the “job” of our students.   

All DCS students are to arrive at school in compliance to the Modesty/Neatness Guidelines and 

remain thus throughout the school day and at all school-related activities and events.  Refer to the 

Disciplinary Flow Chart for infractions and their consequences.  If parents have a question about 

the suitability of an article of clothing, please encourage them to take it to the office prior to their 

child wearing it to school. 

 

Boys  (K-12th Grade) –  

• Slacks, cords, and jeans are acceptable for school wear if they are clean and without holes or 

rips.  Pants are to be hemmed, worn at the waist, and not drag on the ground.  Pants should also 

be loose fitting but not overly baggy.  Undergarments should not be visible at any time.  No 

athletic pants, nylon rip-stop-type material, fleece, pajama-style, sweats, or warm-ups.  

• Shorts are to be walking/cargo-type shorts and the hem should be in the area of the kneecap.  

No cut-offs or athletic, nylon, board, and skater-style shorts allowed. 

• Shirts must be without holes or rips and any logos or words and phrases should be appropriate 

and in good taste.  Tank tops, undergarments, and Spandex shirts are not appropriate.    

• Sweatshirts/Sweaters should be neat and non-revealing and can be with or without hoods.  

Hoods are only to be worn outside the building.  All sweatshirts are to be worn with an 

appropriate shirt underneath in case the sweatshirt is removed during the school day.   

• Hair – must be clean, neatly trimmed, and of moderate length.  At all times, hair is to be above 

the eyebrows, above the earlobe, and off the standard collar.  If the hair borders on growing too 

long, a reminder will be sent to the parents to have the hair trimmed.    

• Ornamentation such as nose, cheek, and/or body piercings and tattoos (permanent or wash-

off) are not appropriate.  Non-natural colors of hair dye and spiked jewelry and apparel are also 

not appropriate.  

• Hats, visors, sweatbands and sunglasses are only to be worn outside the building.    

 

Girls  (K-12th Grade) –  
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• Skirts/dresses, split skirts are to be free flowing and no shorter than the top of the kneecap 

when seated or standing.  Slits are not to extend above the top of the kneecap.  Sleeveless 

dresses and blouses are acceptable; however, there is to be no exposure of undergarments.  

Students and parents need to check periodically over the course of the school year for physical 

growth resulting in skirts/dresses becoming too short or tight.  

 

• Leggings are allowed as long as they are worn under appropriate skirts and dresses.  

• Shorts are to be walking/cargo-type shorts and the hem should be in the area of the kneecap.  

No cut-offs or athletic, nylon, board, and skater-style shorts allowed.  

• Slacks, cords, capris and loose-fitting jeans are acceptable for school wear if they are clean 

and without holes or rips.  Pants are to be hemmed, worn at the waist, and not drag on the 

ground.  Jeans should be loose fitting and not cling to the body.  No athletic pants, nylon rip-

stop-type material, fleece, pajama-style, sweats, or warm-ups.  

• Feminine knit shirts and blouses must be modest, non-revealing, and loose fitting.  No 

cleavage, bare midriffs/backs, or undergarments should be showing at any time.  Tank tops are 

not appropriate.    

• Shirts must be without holes or rips and any logos or words and phrases should be appropriate 

and in good taste.  Tank tops, undergarments, and Spandex shirts are not appropriate.    

• Sweatshirts/Sweaters should be neat and non-revealing and can be with or without hoods.  

Hoods are only to be worn outside the building.  All sweatshirts are to be worn with an 

appropriate shirt underneath in case the sweatshirt is removed during the school day.   

▪ Ornamentation such as nose, cheek, and/or body piercings and tattoos (permanent or wash-

off) are not appropriate.  Non-natural colors of hair dye and spiked jewelry and apparel are also 

not appropriate.  

▪ Hats, visors, sweatbands and sunglasses are only to be worn outside the building.  

 

School / Class Parties – 

The teacher or the students themselves must fund any event over the class party amount.  Room 

Parents can take over party planning details, but the teacher must make sure to communicate the 

class party budget limitations! 

The school calendar should be checked to ensure there are no conflicts when scheduling a room 

function.  As a general rule, only DCS students may attend the official school function.   

School Party Guidelines – 

Halloween – Because of the obvious association with the occult and the demonic world, we, as a 

Christian school, do not observe this “holiday.” There are to be no Halloween room parties.  In 

contrast, DCS in cooperation with Damascus Community Church provides the community an 

alternative to Halloween in its annual carnival-style Harvest Festival.  Appropriate decorations at 

this time could reflect the beauty of autumn and harvest.   

Thanksgiving - This is a tremendous time to focus on the goodness of our Lord and His provisions, 

not only to us, but also to our early forefathers.  Each year several classes celebrate with a 

classroom feast to which they invite their parents. 
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Christmas – Please take time to read and discuss the Christmas story, its meaning and significance.  

Gift exchanges are appropriate, but most classes have gone to partnering with other ministries to 

provide for needy families, caroling at rest homes, etc.  

Valentine’s Day – Class parties and card exchanges are appropriate.  Use your own creativity to 

put some emphasis on God’s love toward us.  Be sure the Valentines are edifying and that each 

student in your class is included. 

Resurrection Sunday (Easter) – He lives!  This is the most significant time of the year for the 

Christian.   

Teacher-Student Rapport –  

The proper address for teachers should be Mr., Mrs., Miss or Coach.   Teachers are not to 

encourage students to address them by their first name.  Teachers are encouraged to address 

colleagues with the above titles in the presence of students.   

Teachers are to refrain from establishing a friendship with students.  Students do not need a teacher 

who is a buddy, chum or pal; they need and want someone who will lead and guide them as a 

teacher. 

 

 

ACADEMICS 

Attendance / Make Up Work / Tardiness –   

DCS places high priority on regular school attendance, as it maximizes student learning and 

success.  Teachers will encourage parents to regular monitor RenWeb for their student’s 

attendance history.   

Elementary teachers will take attendance at the start of each day.  The school office will record any 

partial day absence.   

Secondary teachers will take attendance at the start of each class period.  Any class that a 

secondary student misses more than ½ the period—except for school-related absences and college 

visits—will count toward the accumulated total of absences for the quarter/semester.   

Any student absent more than 10 times in a semester, including excused and unexcused absences, 

will be required to meet with their teacher, parents, and the attendance committee to determine if a 

plan is required to recover their lost learning and course credit. For example students may 

complete summer school at their own expense of $50 a day to retain credit.   

Effect of Partial Day Absence on Participation in Extra-Curricular Activities – 

Students must report to school by 8:15 A.M. or they will not be allowed to participate in 

extra-curricular activities that day without special permission from the administration.  It 

would be ill –advised to participate in a strenuous practice or game if a student was sick 

enough to have missed school. We would prefer not to put that student at any further risk.    

Excused Absences –  



 

 21 

Excused absences include illnesses, court appointments, medical appointments, funerals 

and school sanctioned activities.  When returning from such an absence, secondary students 

must check in at the office with an excuse in writing, over e-mail, or by phone, explaining 

the reason for the absence and will be given a re-admit slip; this slip should be presented to 

each teacher at the beginning of class.  Elementary students directly turn their written 

excuse into their teacher.  If a student returns to school without a note excusing their 

absence, he or she will receive a detention. 

Sports Absences —  Absences due to sporting events are excused, as long as a student 

has attended school prior to leaving for the event, per athletic handbook. These absences 

will not count toward a student’s total for any class. 

College Preview Absences —  Students who miss school to preview potential colleges 

are excused, as long as they fill out a pre-excused absence form. These absences will not 

count toward a student’s total for any class, with a limit of 5 preview days. 

Student Council/Outdoor School Absences —  Students who participate in school 

leadership and service opportunities will be excused when they are absent in participation 

of events related to student council and outdoor school. These absences will not count 

toward a student’s total for any class. 

If a student has 5 consecutive absences or 10 cumulative absences related illnesses or if a 

student has numerous unexcused absences, the administrator may issue an attendance 

citation to the student and call for a parent-student-administrator conference.  Truancy 

infractions will result in consequences outlined on the Disciplinary Flow Chart.  

Unexcused Absences – What are unexcused absences? 

A student will be assigned an unexcused absences when no communication for the absence 

is provided.  If a student has numerous unexcused absences, the administrator may issue an 

attendance citation to the student and call for a parent-student-administrator conference.  

Truancy infractions will result in consequences outlined on the Disciplinary Flow Chart.   

Make Up Work –   

Although it is the responsibility of the student to request missed assignments upon return 

from an absence, it is important the teacher provides assistance in this process.  To make up 

classwork, students will receive one day for every one day absent plus an additional day to 

make up work.  (For example if a student misses two school days, they have three school 

days to make up that work.)  The instructor should develop a timeline with individual 

students to complete larger assignments or to take assessments.  Failure to complete work 

will result in a lowered grade according to the value of the work missed.  

Students participating in athletics, extra-curricular activities, or other school-related events 

must turn in all work due that day and also obtain work from classes that will be missed 

before leaving school.  It is the student’s responsibility to pre-arrange time with the 

classroom teacher to take scheduled tests and quizzes.   

Minimum Attendance Policy –   

If a student is absent for an extended period of time for any reason, the administration will 

schedule a conference with the parents to reevaluate student status and possibly create an 
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academic plan/contract to make up work and seat hours.  Additional work may be required 

before credit can be given.  Each situation will be evaluated on an individual basis.  

Pre-Arranged Absences –  

For non-illness absences, please notify the school as far in advance as possible of the 

upcoming extended absences.  Elementary teachers can be notified directly while 

secondary students should complete the Prearranged Notification for Extended Absences 

form from the school office and have each teacher sign it. 

Work may or may not be provided ahead of time for pre-arranged absences.  Projects 

assigned prior to the absence or due during the absence period will be given a due-date 

determined by each teacher.  Upon a student’s return, it will be his or her responsibility to 

obtain and complete all missed assignments.  One day for every one day absent plus an 

additional day to make up work.  (For example if a student misses two school days, they 

have three school days to make up that work.)  Failure to complete make-up work within 

the designated time will adversely affect the student’s grade.  If a student fails to complete 

a pre-arranged absence form for planned events the students will serve a detention. 

Tardiness – 

Students will receive tardies as the result of arriving late to class. The teacher will 

communicate to the class at the start of the year what the desired location and behavior in 

should be when the tardy bell rings; this usually means students are seated at their desks.  A 

tardy may be excused for reasons such as traffic, unexpected roadwork, unusual weather 

conditions, or car trouble; these reasons carry no penalty.  However, a tardy will be 

considered unexcused for reasons such as oversleeping, running late, or long lines at the 

coffee shop or bathroom.  Unexcused tardies bear the consequences outlined on the 

Disciplinary Flow Chart.  

Truant tardies occur when a student misses more than 15 minutes of any class.  Truant 

tardies will merit an automatic detention. 

Elementary students are to report to the office when arriving after the tardy bell has rung.  

Secondary students are to report first to the school office if arriving after the tardy bell has 

rung.  The secretary will determine whether the tardy is excused or unexcused.  At 9:15 

A.M., a tardy turns into an absence.  If a student has been in attendance earlier that school 

day but then arrives after 15 minutes into any class, he or she will receive a detention for 

truancy and will be marked as an unexcused absence.  

Citizenship 

Letter grades are given for conduct and effort.  Due to the subjectivity of this grade, care and 

consideration should be taken.  Teachers should seek a balance between ability and the actual 

performance output for the effort grade.  The conduct grade should be tempered with the following 

considerations:  

• Respect for teachers, students, property 

• Cooperation and consideration 

• Responsibility for self-control 

• Punctuality 
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Negative measurements would include: 

• Disrespect, insolence, hindrance of class progress 

• Refusal to accept correction, etc. 

 

The citizenship grade scale is 

       E  = Excellent      (100% - 91%) 

  S+, S, S-    = Satisfactory     (90%-71%) 

            N+, N, N-  = Needs Improvement  (70%-61%) 

        U   = Unsatisfactory      (60% or below) 

 

N’s or U’s need to be brought to the parent’s attention on the mid-term progress report.  Parents 

should never be caught unwarned of unsatisfactory effort or citizenship. 

Class Failure and Credit Recovery –  

Each Monday, the Academic Dean will run a grade report to identify students below a 70% mark.  

Any student below 70% in any class will participate in a mandatory check-in at lunch with the 

Academic Dean until work is completed to raise his or her grade. 

Each semester failed in a required class must be made up to recover credit necessary for 

graduation.  Elective classes may also need to be retaken depending on a student’s credit situation 

for high school graduation/college entrance requirements.  The academic advisor will provide 

guidance and accountability through periodic contact with the family during the credit recovery 

process.  

Students who have a failing grade at the conclusion of the semester will have to make up the credit 

at their own expense by having a current staff member, Northwest Heritage Academy, Impact 

Learning, or other approved institution facilitate credit recovery for the applicable content.  

Courses unique to DCS (i.e. Worldviews, Bible, etc.) will be retaken through independent study. 

If a student does not make up the credit during the designated time, the principal, academic 

advisor, parents, and student will meet.  An academic contract may be drafted or the student may 

be asked to leave DCS.  Additionally, if the student fails to meet the academic contract, he or she 

may be asked to leave DCS.  Seniors who fail a class will conference with the academic advisor 

(and possibly classroom teachers) to determine options available to them.  This may include the 

possibility of not participating at graduation; a diploma will be issued upon completion of 

satisfactory credit recovery work.  

Computer Use – 

During school hours, computers, iPads, and Chromebooks are available in the computer lab, 

classrooms, and library for students with user accounts.  To get a user account, students and their 

parents need to read and sign the Computer Use Policy, which is available in the computer lab or 

school office.  Because the school provides devices for students, students may not bring personal 

devices, earbuds, headphones, etc. Staff distribute devices for academic purposes, not students. 

Violation of the Damascus Christian School’s Computer Use Policy will result in loss of computer 
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privileges and other disciplinary action. See full Computer Use policy in Parent-Student 

Handbook. 

Cumulative Records –   

Each student has an individual folder or cumulative record on file in a fire-proof, locking cabinet.  

The purpose of this file is to document the development or history of a student.  It contains such 

information as health records, test scores, and copies of past report cards.  It may also contain 

records of special tests and/or evaluations.  The school will adhere to FERPA laws concerning the 

student files. 

Discovery Program (NILD) – 

DCS provides a fully accredited educational therapy program for students with special needs 

through our Discovery Department, which utilizes the National Institute for Learning Development 

(NILD) model.  Therapists work with students for a set period of time each week, observe the 

student in classroom settings, and work with classroom teachers to provide adjustments to learning 

tasks and assessments.  Students who receive a modified curriculum receive grades annotated as 

such on their report cards.  See the NILD philosophy and procedure process for more information. 

Extra-Curricular Activities –   

DCS competes at the 1A level with the Oregon School Activities Association (OSAA). We 

participate in sports, band, drama, and other extra-curricular activities based on student 

participation and budget constraints.  To participate, a student must maintain a cumulative 70% 

(2.0 GPA) or higher with no failing grades.  With the assistance of the Athletic Office, coaches and 

extra-curricular instructors will be in contact with teachers to resolve failing grades.  Ultimately, it 

is the student’s responsibility to restore and maintain their eligibility. 

In addition, student participants must attend the full day of school on the day of and the day 

immediately following any scheduled games/events unless cleared by the administrator or athletic 

director.  One exception is if a team arrives at DCS after 1:00 a.m.; student participants are 

allowed to report to school at the beginning of 3rd period.  Refer to the full policy for more 

information on performance expectations and ramifications of ineligibility. 

Field Trips –   

Learning outside the classroom walls can be valuable to any education if well-planned and relevant 

to the classroom material.  A teacher interested in planning a field trip should acquire a Field Trip 

Form, read over the policy and return it for approval at least two weeks prior to the planned event 

before communicating the proposed field trip to parents or students.  Administrator approval must 

be gained.  The why, where, when, and how of the trip should be communicated clearly to parents 

and other staff as appropriate.  Parent chaperones/drivers must complete a background check and 

show proof of adequate liability insurance coverage (minimum of $100,000) prior to the field trip.  

Grade Books –  

In addition to RenWeb, each teacher is offered a “hard copy” grade book.  Legally, the school will 

adhere to FERPA laws in collecting and retaining the grade book at the end of the school year.   

Each teacher must keep regular and accurate records.  These include not only grades but 

attendance and tardies.  A suggested marking method is: 
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A – Absent 

AE – Excused Absence 

CPV – Absent College Preview 

SA – Absent School Activity 

AV – Absent Vacation 

T - Tardy 

TE – Excused Tardy 

TE – Unexcused Tardy

Grade Retention – 

Occasionally, a student fails to grasp the fundamentals of one grade level sufficiently to prepare 

them for the next level.  If a pattern has been established of lower than average achievement, the 

teacher needs to notify the parents and administrator as soon as possible using the academic 

referral form.  Strategies should be devised to help turn the situation around.  If required, a meeting 

with the teacher, parents, administrator, and/or Discovery personnel may occur to discuss the 

possibility of the student being retained the following year.  In marginal situations, the decision 

will be reached by consensus of the parties mentioned.  In extreme cases, the school will have the 

final say on retention.   

Grading Periods –  

Our school year consists of 4 quarters.  Each quarter contains basically 9 weeks though that may 

vary depending upon Spring Break.  Grades are issued each quarter.  A semester grade is issued at 

the end of every 2 quarters and should reflect the semester work as a whole.  

Grading Scale –  

 100-97% = A+ 89-87% = B+  79-77% = C+  69-67% = D+ 

 96-93%   = A  86-83% = B  76-73% = C  66-63% = D 

 92-90%   = A-  82-80% = B-  72-70% = C-   62-60% = D- 

          59-0%      = F   

          Incomplete = I 

 

The letter grade will be used on the report card for a student’s academic standing.  The student 

grade should reflect the competency of the content.  The following guidelines are: 

 

 A = 100-90 superior effort, excellent scholarship, individual improvement, initiative  

   shown beyond the given assignment 
 

B = 89-80 above average, accurate scholarship, individual improvement when 

motivated, meets expectations of assignment 
 

C = 79-70 average, just meets assignment expectations, ordinary in growth and 

improvement, needs encouragement 
 

 D = 69-60 below average, not meeting assignment expectations 
 

F = 59-0 failing, unsatisfactory work (A failing grade in certain required high school 

classes—English, science, math, history, PE—must be made up on the 

student’s own time and expense.  Those unique to DCS—Bible and 

Worldviews—may require an independent study course designed by the 

appropriate secondary teacher.) 
 

I =  Incomplete – This can be given as a quarter or semester grade and generally 

must be made up within 2 weeks of the following grade period.  If it is not 
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made up, it automatically becomes an F.  Extenuating circumstances may 

allow for an extension; each case will be considered on an individual basis. 

 

Class rank and grade point average (GPA) are determined by considering all courses other than 

pass/no pass classes taken in 9th grade through the first semester of 12th grade.  Honors-level 

courses are assigned an additional 0.25 to the GPA to account for the increased rigor required for 

the course.  To determine valedictorian and salutatorian honors, the following designations will be 

used:  

 A+ (100-97%) = 4.0  A (96-93%) = 4.0    A- (92-90%) =3.7 

 B+   (89-87%) = 3.3  B (86-83%) = 3.0    B- (82-80%) =2.7 

 C+   (79-77%) = 2.3  C (76-73%) = 2.0    C- (72-70%) =1.7 

 D+   (69-67%) = 1.3  D (66-63%) = 1.0    D- (62-60%) =0.7 

 F      (59-0%)   =    0 

  

Transfer students are considered for class rank and valedictorian or salutatorian honors if enrolled 

at DCHS during their junior year. 

Guest Lecturers –   

The administrator should approve any prospective guest lecturer before issuing an invitation.  The 

school budget does not provide for honorariums.  The approved visitors must check in with the 

office and wear appropriate ID badges. 

Homework –   

Homework is designed to support or extend classroom learning, develop work habits that are 

essential throughout life, facilitate research projects, and assist a student in work completion due to 

absenteeism. (See Attendance section).  In preparation for higher education, high school students 

should expect more homework than elementary students.  If a parent becomes concerned about the 

amount of homework or the student is feeling anxious about the schoolwork, a parent should 

schedule an appointment with the teacher to discuss concerns. 

All students are expected to complete homework when assigned, but please respect the time 

students have away from school to spend with family and attend church or extra-curricular 

activities (Wednesday nights in particular).  When homework is assigned, the student deserves the 

courtesy of having it collected, graded and returned in a timely manner.  If homework is 

delinquent, this should be noted on RenWeb; it may be appropriate to phone home also.  Please 

enter 0’s into the grade book for the missing work. For grades 4-12, late work should be accepted 

up to one week past the due date and will be assigned up to 50% of the original score, or at 

discretion of the teacher. 

Honor Roll –   

Every quarter, an Honor Roll is posted for 4-12th graders based upon academic performance.  

Highest Honors is awarded to those who establish a straight A record.  Honors is given to any 

combination of A’s and B’s. 

A “U” (Unsatisfactory) in any subject will keep a student from being on the Honor Roll that 

quarter.  Honor Roll status requires an “S” (Satisfactory) report in classroom behavior, application, 

attitude and effort. 
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Lesson Plans and Objectives –  

At the beginning of the school year, each teacher is provided a lesson plan book.  The purpose of 

the lesson plan is to give direction and continuity to daily teaching.  It helps the teacher stay on 

task, ensures systematic coverage of the subject material, and instills teacher confidence by being 

well prepared. 

Each subject and day should state clear, concise objectives for that lesson.  Page numbers, 

handouts, etc. should be identified.  This is not a detailed thesis, but an overview of each lesson.  

Lesson plans are to be filled out by each teacher on a weekly basis and a copy turned in to the 

office or posted online.  The plan book becomes the teacher’s property at the school year’s end. 

Mid-Term Progress Reports –   

Mid-term progress reports serve a vital function – to inform parents as to the academic/behavioral 

status of their child.  We never want parents to be surprised at report card time by a poor or failing 

course or citizenship grade.  Parents will be notified of mid-term progress reports at the 4½-week 

mark of each quarter.  The administrator and Academic Advisor are to be informed of students 

who show a pattern of low grades or poor citizenship. 

Parent-Teacher Conferences – 

Twice during the year school is dismissed for Parent-Teacher Conferences. Teachers will use this 

time to review the student’s progress, strengths, work areas, as well as offer practical suggestions 

for strengthening any area that appears weak.   Parents are encouraged to share insights about their 

child that can benefit the teacher and their child’s education. 

The elementary conference times are directly set up in advance between individual classroom 

teachers and parents.  Each conference lasts for 15 minutes.   

During secondary conferences parents should first visit with the homeroom teacher to receive the 

report card and discuss class progress.  Then they move between other applicable teachers, with 

each conference lasting about five minutes.  If more time is needed, arrangements can be made so 

as to allow other parents time with the teacher.  

Student Withdrawal / Transfer – 

Students must obtain a withdrawal form from the office and have it properly completed and 

initialed by teachers indicating that all books, school-owned supplies, fines, etc. are cleared.  The 

form is then submitted to the bookkeeper for final clearance.  Transcripts will not be released until 

all fees are paid. 

Emergency withdrawals (disciplinary, serious illness, etc.) will be handled directly by the 

appropriate administrative person. 

Prior to acceptance, students who desire to transfer into Damascus Christian High School during or 

after their freshman year will have their high school transcript go through a process of evaluation.  

This evaluation process will vary depending on whether the student’s credits to be transferred are 

from an accredited or non-accredited school program.    

Course credits for students who are from public schools, accredited private schools or accredited 

home school programs will be accepted.  DCS requires a copy of the student’s high school 
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transcripts from the school they are leaving prior to entry into DCS.  Home school families are also 

to provide their student’s state assessment test scores.  Upon the receipt of the sending high school 

transcripts, the sending school’s accreditation must be verified if DCS is not familiar with the 

school.  DCS will keep a record of all sending school transcripts in the student’s permanent file.   

When colleges request high school transcripts, DCS will send all high school transcripts it has 

available to the college.  If high school transcripts other than DCS transcripts are not on file it is 

the school families’ responsibility to provide the missing high school transcripts.   

 

Course credits for students who are from non-accredited private schools or non-accredited home 

school programs, with or without state assessment test scores, will be subject to a review prior to 

the student’s acceptance at DCS.  DCS will review course credits through various evaluation 

methods.  Such methods may include: 

• The teacher conducting an “end of course” test to evaluate the student’s comprehension of the 

subject matter.  An example of this form of evaluation may be verifying the student’ 

understanding of certain math concepts. 

• The teacher may ask to see an overview of the curriculum used.  Documentation from the 

sending school or home school family will be provided to DCS in order to evaluate the 

curriculum and materials used by the school or home school family, the number of seat hours 

per course, and the scores of any standardized tests taken.   

• If there is not an appropriate means for verifying the course taken then DCS does not accept 

that course for credit.   

• If DCS cannot accept the credit then the new student will be required to make up any necessary 

credits in order to graduate from DCS.   

Testing Program –   

Our overall testing program includes Preliminary Scholastic Aptitude Test (PSAT) for juniors and 

the Scholastic Aptitude Test (SAT) for juniors and seniors.  In addition, our Educational Therapy 

program provides a battery of tests through referral. 

Copies of test results are kept in the students’ accumulative file.  Results may be shared with 

parents, realizing that achievement test scores give a general picture and are most accurate when 

compared over a period of years. 

Up to three times a year, overall student progress is measured through NWEA MAPS standardized 

testing.  This provides a means of comparison between DCS students and students across the 

United States and internationally who are of the same age/grade level.  In addition, it helps us spot 

potential weaknesses in our curriculum and/or teaching methods.  Results are keep confidential 

and are shared with parents during the school year.  Parents may choose to opt out of testing for 

their child.  In such a case, the school will assign alternative work for the student to complete.  

DISCIPLINE 

Disciplinary Flow Chart 

LEVEL 1 Infraction Examples Consequence(s) 
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Minor disrespect and 
non-compliance 
 
 
 
 
Technology violation 
 
 
 
 
 
 
 
 
 
Misuse of school 
technology 
 
Minor physical contact 
and aggression 
 
Disruption 
 
Dress code violation 
 
 
Truancy 

 
Following instructions slowly or not responding to 
instructions  
Repeatedly being reminded about same minor offense – 
chair tilts, gum chewing, talking, etc.   
Missed an assigned detention 
 
Using unissued school electronic device or allowing cell 
phone to ring during class 

1st Offense – Detention and confiscation of device and 
device sent to the office for the duration of the day 
2nd Offense – Detention and confiscation of device and 
device sent to the office for the duration of the day and 
parents must pick up the phone in the office 
3rd Offense – Detention and confiscation of device and 
device sent to the office for the duration of the day and 
conference with the administrator.   

 
Using school devices for recreation and entertainment as 
opposed to educational purposes 
 
Tripping, shoving, pushing, etc. 
 
 
Distracting to the teaching or to the learning  
 
Wearing hats, skirts or shorts above the kneecaps, clothing 
with inappropriate logos, etc. 
 
Elementary (grades K-6) tardiness policy per quarter: 

1st tardy – no consequence 
2nd tardy – parents notified by teacher note 
3rd tardy – teacher conferences with the parent 

 
Secondary (grades 7-12) tardiness policy per quarter:  

1st tardy – tardy recorded 
2nd tardy – student notified by teacher  
3rd tardy – detention 
 

Being 15 minutes late for class 

 
Note sent home to 
parents  
 
Detention 
 
Restitution 
 
Community service 
 
Counseling  
 
Privileges lost 
 
Students will not be 
permitted in class if 
they are not dress 
code compliant 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
After School 
Detention 

LEVEL 2 Infraction 
(Three or more level 1 

infractions) 
Examples Consequence(s) 



 

 6 

 
Truancy 
 
 
 
 
 
 
Defiance 
 
 
 
Public displays of 
affection 
 
Fighting 
 
 
Cheating and 
plagiarism  
 
Abusive 
language/bullying/ 
harassment 
 
Theft 
 
Vandalism 
 
Fireworks and 
combustibles 
 
Alcohol 
 
 
Tobacco 
 
 
Drugs and drug 
paraphernalia  
 
Weapon 

 
Elementary and secondary (grades K-12) tardiness policy per 
quarter:  

4th tardy and/or more – If tardies persist a conference 
with the administrator, parent and teacher will be 
scheduled 

 
Disobedience, which is rebellious, which could result in an 
unsafe environment for staff and/or students or 
undermines authority of school staff authority  
 
Kissing or inappropriate touching 
 
 
Kicking, hitting, wrestling, choking, spitting, biting and 
exposing bodily fluids 
 
Copying someone else’s work or ideas and claiming it as 
one’s own 
 
Cursing or using discriminatory language based on race, 
age, gender, disabilities, ethnicity or personal matters, 
inappropriate use of cell phone or social media 
 
Stealing an item, which does not belong to oneself 
 
Destroying someone’s property 
 
Possessing a lighter, matches, fireworks or any other 
combustible 
 
Possessing beer, wine, hard liquor or alcohol in any other 
form meant for consumption 
 
Possessing tobacco in oil, chew or cigarette form or 
possessing an e-cigarette 
 
Possessing any type of illegal narcotic or prescription 
narcotic without school approval 
 
Possessing any blade, fire arm or weapon on school 
property  

 
Detention(s) 
 
Parent-Staff-
Student 
Conference 
 
1-3 Day in-school 
or out-of-school 
suspension 
 
Probation 
 
Restitution 
 
Community service 
 
Counseling 

LEVEL 3 Infraction 
(Three or more level 2 

infractions) 
Examples Consequence(s) 
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Sexual misconduct 
 
 
Fighting 
 
 
Abusive 
language/bullying/ 
harassment 
 
Theft 
 
Vandalism 
 
Fireworks and 
combustibles 
 
Alcohol 
 
 
Tobacco 
 
Drugs and drug 
paraphernalia  
 
Weapon 

 
Inappropriate touching, inappropriate use of cell phone or 
social media, assault  
 
Kicking, hitting, wrestling, choking, spitting, biting and 
exposing bodily fluids, which requires medical attention 
 
Continued, documented, and targeted bullying of another 
individual based on race, age, gender, disabilities, ethnicity 
or personal matters  
 
Stealing an item, which does not belong to oneself 
 
Destroying someone’s property 
 
Using a lighter, matches, fireworks or any other 
combustible  
 
Distributing beer, wine, hard liquor or alcohol in any other 
form meant for consumption 
 
Distributing tobacco in oil, chew or cigarette form  
 
Distributing any type of illegal narcotic or prescription 
narcotic 
 
Possessing with malicious intent of any blade, fire arm or 
weapon on school property  

 
5+ Day suspension 
 
Expulsion hearing 
 
Probation 
 
Restitution 
 
Community service 
 
Involvement of law 
enforcement 
 
Counseling 

 
 

All of these violations are a manifestation of a fallen world and the presence of sin in our lives.  While 

there is a practical consequence for these behaviors, DCS desires most for students to seek forgiveness and 

restoration with the individual or individuals impacted by the actions and most importantly with God as 

they pursue holiness through the example of our Savior. 

 

Detention – 

Detention is a disciplinary measure to encourage students (grades 4-12) in their daily citizenship 

and is used for offenses according to the Disciplinary Flow Chart.  Pre-determined teachers will 

administer after-school detentions on designated days from 3:10 – 4:00 P.M. Students must arrive 

within 5 minutes or risk receiving an additional detention.   

 

A Detention Notice will be sent home with the student to notify parents of the offense and that the 

detention was/will be served.  

Disciplinary Process – 
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The entire DCS program is designed to help parents in the development of the spiritual, academic, 

moral, physical, and social qualities of their child.  We believe it is necessary to follow Scriptural 

admonition to correct when a student’s behavior is in violation of proper or reasonable school rules 

and procedures.  A quick one-on-one conversation is usually sufficient.  However, when on-going 

warnings and counsel are not heeded, stronger action is required.  This may be in the form of a 

detention, student-parent-teacher conference, counsel with the administrator or, when all else fails, 

suspension and/or probation. 

 

The Disciplinary Flow Chart will be used to create equity and consistency when determining 

consequences for all disciplinary infractions.  It is our desire in any discipline matter to achieve 

restoration of broken relationships with God and people involved.  The basic process follows: 

 

1) For minor infractions or attitudes, the teacher counsels with the student privately.  

2) For on-going disrespect or defiance, a parent-student-teacher conference will be scheduled. 

3) When there is no resolve, the administrator would join the above-mentioned parties.   

4) If problems persist, the student may be suspended.  Parents or guardians would be called 

and the student would be sent home for the designated suspension period.  Prior to being 

re-admitted, a parent-student-DCS staff conference would be scheduled to determine the 

next course of action.  The student may also be placed on probation. 

5) If, within a reasonable period of time following the suspension, there seems to be no 

apparent change in behavior/attitude, the student will be asked to leave DCS. 

Probation – 

On-going disciplinary infractions may result in a parent-teacher-student conference and ultimately 

probation assigned by the administrator according to the Disciplinary Flow Chart.  Probation is a 

short-term period designed to bring parties together to identify certain problem areas and plan clear 

direction to bring about change.  Specific individualized character-building projects may be 

assigned to deal with the area of need.  In addition to the disciplinary infractions listed on the 

Disciplinary Flow Chart, students may receive probation for academic reasons such as failure to 

maintain consistent grades with the student’s learning potential or exhibiting a consistent pattern of 

failure to complete and turn in assignments when due. 

Search and Seizure – 

Lockers are the property of the school.  Students should only store their own items within their 

appointed locker.  If there is reasonable cause, the school retains the right to open the locker and 

examine the contents. Similarly, the school retains the right to search the person or confiscate a 

cell phone to access texts or pictures if reasonable cause exists.  Each search will be discreetly 

performed in the presence of the student and another staff member.  If unsuitable material is found, 

appropriate disciplinary measures will result, according to the Disciplinary Flow Chart.    

Student Expectations – 

It is the responsibility of every staff member to provide discipline or training to students violating 

school policies at school-related functions.  As the authority in the classroom, each teacher should 

establish behavioral norms with the students to maintain an atmosphere conductive to learning.  
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The administrator will be supportive of a teacher’s classroom actions that are in line with Biblical 

principles and conform to the school’s policies and standards.   

Teachers are responsible to instruct the students on the school and student norms.  They should 

review the Student Expectations chart with their classes and discuss real-life examples.  It is the 

school’s expectation that students display courtesy, obedience, and self-control in both actions and 

words while on campus.  For examples, students are expected to refrain from crude language, 

illegal substances, and sexually immoral acts.  Students are likewise to respect the church building, 

the ministries that occur within, and the people that they interact with. 

 

 

HEALTH & SAFETY 

Accidents – 

Minor accidents can be treated at the school office where there is a first-aid kit.  For suspected 

major injuries, do not move the patient but notify the Emergency Response Team, and they will 

assess the situation and take care of the patient until qualified medical help arrives.   

At the earliest convenience, the first staff person to arrive at the accident scene must fill out an 

Accident Report form from the office or Athletic Director’s office.  Legally, any accident that 

occurs in your presence should be written down and turned in to the administrator.   

Administering Medication – 

The school will dispense medication for illness or allergies if the parents have signed off on the 

child’s Emergency Data Card, but all meds must be stored in the office.  Student medication that is 

self-administered requires a note of explanation from the parents. 

Allergy Policy – 

The main sources of allergies are food, medications, insect stings/bites, pollen and latex.  Schools 

are considered high risk areas for students specifically with food allergies due to accidental 

exposure to milk, eggs, peanuts, soy, wheat, tree nuts, fish and shellfish.  When the body inhales, 

consumes, or just comes in contact with any known allergen, the immune system releases massive 

amounts of chemicals and histamines, which can affect the respiratory system, gastrointestinal 

tract, skin, or cardiovascular system.  Symptoms of allergic responses may include a tingling 

sensation in the mouth, swelling of the tongue and throat, rash, eczema, hives and swelling, 

vomiting, abdominal cramps, diarrhea, wheezing, difficulty breathing, drop in blood pressure, loss 

of consciousness, and very rarely death.  

DCS seeks to provide a safe and healthy learning environment for students with allergies and to 

maintain the right of such students to participate in reasonable school activities.  The Emergency 

Response Team will work to ensure rapid and effective response in the case of a severe or 

potentially life-threatening allergic reaction. 

 

The key of providing a safe environment is good communications between the family, student, and 

school and each fulfilling their responsibilities.  According to the Allergy Policy, parents must 

work with the school office and teachers to develop an Individualized Health Plan (IHP) to 
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accommodate the student’s needs at school (i.e. classroom, playground, gym, kitchen, school 

sponsored activities, field trips, athletic outings, and school bus).  Parents need to also provide 

current medications and educate the child in self-recognition and management of his or her allergy.  

Similarly, the school will educate staff about students’ IHP plans, provide trainings on recognizing 

signs of allergic reactions and administering an EpiPen for example, and limit student contact with 

offending allergens.  DCS does reserve the right to deny a student admission based on the severity 

of the allergy or on the student’s own capacity to responsibly address his or her own health 

situation. 

Automated External Defibrillators (AEDs) – 

The school is equipped with Automated External Defibrillators (AEDs) for use in the case of a 

heart attack.  These units are located in the upper hall, lower hall, and gym.  In case of a medical 

emergency suspected of involving the heart, immediate aid is to be administered, following the 

prompts of the AED.   

Blood Borne Pathogens – 

Universal precautions need to be taken by all staff when handling any body fluids in the school 

setting.  Body fluids—such as human blood, semen, breast milk, vaginal secretions, saliva, tears, 

urine, cerebrospinal fluid, possibly sweat, and amniotic fluid—may contain blood borne pathogens 

that can be easily transmitted from person to person.  Hepatitis B and HIV are just two examples of 

such pathogens or communicable diseases. 

Universal precautions require the use of protective barriers such as gloves, protective eye wear, 

gowns and masks when dealing with body fluids (i.e. treating bloody noses, handling clothes 

soiled by urine and feces, cleaning vomit, etc.)  The basic slogan to remember is, “If it’s wet and 

it’s not yours, don’t touch it!”  Disposable gloves should be worn when direct hand contact with 

body fluids is anticipated, and hands must be washed afterwards.  Gloves used for this purpose 

should be put in a plastic bag and disposed of. 

Each teacher will receive training at the start of the year and be supplied with a “Communicable 

Disease Kit” consisting of a Zip-Loc ™ bag, rubber gloves, gauze pads for fluid absorption, and 

packets of Benzalkonium Chloride for disinfection purposes.  When the kit is used, contaminated 

items are to be placed in the Zip-loc ™ bag for proper waste disposal.  A new kit is then to be 

requested from the office.  Sanitary absorbent materials are located in both janitors’ closets in the 

main building.  The granular material is to be sprinkled over the spilled body fluid as per the 

product instructions and then disposed of in a plastic bag.  Broom and dustpan should be rinsed in 

a disinfectant, also found in the janitors’ closets.  No special handling is required for vacuuming 

equipment. 

If a student receives a puncture from a contaminated instrument during class (particularly lab 

science classes), he or she must immediately wash the area for 15 minutes with soap and water.  

Parents are to be notified of the puncture and encouraged to take the child in for an immediate 

blood test.  This initial blood test is to be followed-up 6 months later with an additional blood test. 

 

Emergency Response Protocol – 

Emergencies are unpredictable and create situations of stress.  As a result, they require quick and 

correct responses to insure physical, emotional and spiritual health of those directly and indirectly 
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involved.  To minimize errors, which may occur during an emergency, DCS has adopted 

guidelines to respond to various emergencies:   

1) Being knowledgeable of all our emergency procedures. 

2) Participating in emergency drills as required by different federal, state and local agencies to 

ensure staff readiness for emergencies. 

3) Reflecting after a drill or real emergency to improve our response. 

4) Communicating our emergency procedures with all stakeholders and soliciting feedback 

for improvements. 

Staff will receive training at the start of and throughout the year on emergency protocols to handle 

crises, lockouts, lockdowns, accident/injuries, fight/assaults, earthquakes, and fire evacuations.  

There will also be a portable flip chart located in each room outlining the protocols, which can be 

taken with the staff member when a situation occurs. 

Hand Washing Procedures –  

Proper hand washing requires the use of soap and water and vigorous washing under a stream of 

warm water for approximately 15 seconds.  Use paper towels to thoroughly dry hands.  Children 

should be reminded to wash their hands after each use of the restrooms in the context of preventing 

the spread of all communicable diseases. 

Personal Professional Liability – 

Many teachers are under the mistaken belief that they are covered by school insurance regardless 

of what they do.  Damages may be awarded from the school and from the individual teacher also.  

TORT is the legal term under which most educational lawsuits are brought into court, in which a 

wrong (i.e. neglect) causes injury to a person or damage to his property.  Our judicial system is 

presently applying a very close look at personal liability in civil suits for damages resulting in 

injury while under supervision of adults.  The courts look at the action of the adult in charge to see 

if it parallels the action of a “reasonably prudent” adult.  This is extremely important to remember 

and is the reason why it is better to be overly cautious than run the risk of TORT.  Never: 

• Ignore a child’s statement about not feeling well or his pleas for help. 

• Require a child to do something of which he is fearful. 

• Require a child to do something his parents have instructed that he not participate in. 

• Ignore requests from parents. 

• Require a child to do something, which is dangerous or requires skills he has not mastered. 

• Impose improper first aid treatment. 

• Harass by making unwise, unkind statements to a student or about a student.   

• Neglect students under your supervision  

Playground Safety – 

Two staff members will be assigned recess duty to provide special care and supervision.  They 

must stay with the students at all times.  If anything were to happen in the absence of staff, the 

duty teacher may be held personally liable.  Both teachers need to be individually walking and 
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watching the play area rather than standing and talking together.  They should pay particular 

attention to potential problem areas where accidents might occur and use their whistle to redirect 

student actions.  General guidelines for playground safety include: 

• Students are not to play behind buildings or around classes in session.   

• No kicking, throwing or hitting balls in the area of the south or west fences.  If a ball goes 

over the fence, students are not to retrieve it.  The duty teacher can assist with retrieving the 

balls or report the occurrence to the office. 

• Baseballs are to stay home. 

• Potential impact games like large-scale chase games, horse and rider-type games, or tackle 

football are not allowed. 

• Ropes are not to be attached to children. 

• Equipment cannot be saved for a friend, preventing another from playing at the present. 

• No standing on, jumping from, twisting, or side swinging allowed on swings.  

 

 

 

ABUSE & HARASSMENT 

Bullying and Cyber-Bullying – 

Both bullying and cyber-bullying are intentional, hurtful acts where one student (or group of 

students) is trying to manipulate or intimidate another.  Examples may include repeated and 

targeted name-calling or verbal smears; inappropriate comments via email, text, instant messaging, 

telephone communication, Internet blog, chat-room, or postings; and hostile or defamatory 

personal websites.  Although cyber-bullying will most likely occur off campus, the effects of all 

bullying is definitely felt while on campus and within the school community.  DCS will take the 

appropriate steps according to the Disciplinary Flow Chart and restore the safe atmosphere of our 

campus. 

Child Abuse – 

Child abuse has become epidemic in proportion and is a direct result of man’s sinful nature, 

pornography, and society’s increasing callousness towards the sanctity of life.  By law, teachers 

are mandatory reporters, required to report any “reasonable suspicion” of child abuse.  Failure to 

report suspected abuse is considered criminal liability.  In order to protect those we minister to as 

well as ourselves, we need to be aware of what is going on and know what steps to take if child 

abuse is suspected.   

First, the staff member who suspects abuse, either physical or sexual, is to advise the administrator.  

Second, the staff member is to contact the law enforcement agency (LEA) or the Department of 

Human Services (DHS).  Mandatory reporters are not required to conduct their own in-depth 

investigations prior to contacting the child abuse hotline.  The administrator will contact the 

parents (if appropriate), an attorney, and the insurance company.  The report given to the above 

agencies shall include names and addresses of the child and the parents of the child or other 

persons responsible for the care of the child, the child’s age, the nature and extent of the abuse, the 
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explanation given for the abuse and any other information which the person making the report 

believes might be helpful in establishing the cause of the abuse and the identity of the perpetrator.  

The suspect will be notified only after the child is safe.  Any media requests will be handled by the 

administration. 

Anyone participating in good faith in the making of a report and who has reasonable grounds for 

the making of such a report shall have immunity from any liability, civil or criminal, that might 

otherwise be incurred or imposed with respect to the making or content of such report.  Any such 

participant shall have the same immunity with respect to participating in any judicial proceeding 

resulting from such report. 

Physical Abuse –  

Bruises are the most common symptom of physical abuse.  Other symptoms include welts, 

lumps, or ridges on the body usually caused by a blow, burns, shown by redness, blistering, 

or peeling of the skin, fractured bones, scars, lacerations or torn cuts, abrasions or scraped 

skin.  Location and appearance of the injury, evidence of injury repetition, and the 

correlation between the injury and the explanation given by the child or the parent are keys 

to identifying whether child abuse has occurred.  If reasonable suspicion exists, the staff 

member must immediately report the abuse to the appropriate authorities. 

Sexual Abuse –  

The victims, primarily girls, range from infants to adolescents.  Most offenders are known 

by the family or are family members themselves.  It is very difficult to identify signs of 

sexual abuse because this crime ranges from exposure and fondling to incest and rape.  

Possible physical signs may include bruises or bleeding around genitalia, discomfort when 

sitting, difficulty walking, pregnancy in young girls, and torn or stained undergarments.  

Behavioral signs may include depression, reluctance to go home, acting out in a seductive 

manner, withdrawing from reality and engaging in fantasy, or confiding in an adult. If 

reasonable suspicion exists, the staff member must immediately report it to the appropriate 

authorities. 

Sexual Harassment – 

DCS is committed to maintaining an academic environment in which all individuals treat each 

other with dignity and respect and which is free from all forms of intimidation, exploitation and 

harassment, including sexual harassment.  According to our policy, sexual harassment is any 

unwelcome sexual advance including a wide range of verbal, visual or physical conduct of a sexual 

nature.  Among the types of conduct which would violate this policy are the following: 

• Unwanted sexual advances or propositions 

• Offering academic benefits in exchange for sexual favors 

• Making or threatening reprisals after a negative response to sexual advances 

• Making sexual gestures or displaying sexually suggestive objects or pictures 

• Making or using derogatory comments, slurs and jokes 

• Using sexually degrading words to describe an individual 

• Writing suggestive or obscene letters, notes or invitations  
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• Touching, assaulting, impeding or blocking movements 

Employee-to-employee, employee-to-student, student-to-employee, parent-to-employee or student, 

and/or student-to-student sexual harassment is prohibited.  The school is prepared to take action to 

prevent and correct any violations of this policy.  Anyone in violation will be subject to discipline, 

up to and including termination and expulsion.  Please see the full Sexual Harassment Policy for 

instructions on how to report harassing conduct, the process of the investigation, and the rights of 

the parties involved. 

Sexting – 

Sexting is the act of sending, receiving, or forwarding sexually suggestive messages, photos, or 

images via cell phone, computer, or other digital device.  Students engaged in such activities are 

subject to state laws and school discipline, up to and including expulsion and the notification of 

local law enforcement.  Students are required to immediately report such activities to a teacher or 

an administrator. 

Student Violence and Weapons –  

DCS has no tolerance involving threats or perceived threats of violence by students and maintains 

that its first responsibility is the protection of all students.  Therefore, if a student has possession of 

a weapon on school grounds, or at a school function, the school will immediately confiscate the 

weapon and suspend the student, pending an expulsion hearing.  Parents are advised that the school 

may contact local police or appropriate authorities. The student’s permanent record will reflect the 

expulsion for possession of a weapon on school premises or at a school function. 

If the school determines that a threat of violence is credible and specific, the administration will 

report the threat to appropriate authorities and to the student and/or staff member potentially 

threatened.  Students making such threats may be expelled.  For purposes of this policy, credible 

means a reasonable belief or suspicion, determined at the sole discretion of the school 

administration, that the threat was or might be genuine, or that the student was or might be capable 

of carrying out the threat.  The student’s permanent record will reflect the expulsion for making a 

threat of violence. 

In those circumstances in which the school determines that the threat is likely not credible, the 

school will suspend the student pending further investigation.  These include all cases in which the 

student was “just joking.”  The school will notify local police of the threat and require students in 

this circumstance to obtain counseling, at family expense, from a Christian counselor or other 

professional agreeable to the school.  No student will be permitted to continue enrollment in the 

school until the counselor advises the school that the student does not present a threat of danger, in 

the counselor’s opinion.  The school will follow a re-entry protocol involving the student(s) who 

made the threat as well as those students/staff who were named in the threat.  There will be on-

going communication with school families throughout the process.   
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FACILITIES 

Buildings, Rooms and Grounds Overview – 

DCS is housed inside Damascus Community Church and serves as a multi-use facility.  Since 

various ministries other than the school utilize the building throughout the week, staff should guard 

against the temptation to view his or her assigned room(s) as exclusive property.  Each DCS 

teacher should meet with the DCC counterpart(s), who use the room on Wednesday evenings or 

Sundays to determine appropriate wall and space usage.  The addition of any furniture, technology 

or significant decorations must be approved by the lead pastor, school administrator and facilities 

supervisor by completing a Room Change Form. 

Auditorium – 

At the conclusion of an activity, turn off the lights, replace hymnals in pew racks, pick up paper 

scraps, and put back chairs/risers.  The audio/visual equipment is to be used only by A/V trained 

students and supervised by an adult (see Church/School Audio-Visual Equipment Use Policy). 

Classrooms – 

Student desks are to be at least 4 inches from the wall in order to prevent marring the paint.  

Teacher desk areas are to remain free of miscellaneous clutter.  The floors are to be clear of litter 

and debris.  The last couple minutes of the day or class period should be devoted to tidying the 

room and picking up debris from the floor.  Windows are to be closed and student chairs stacked 

on the desk at the end of the day. 

Gymnasium – 

Students are not permitted in the gym at any time without adult supervision.  PE teachers are to be 

present in the locker rooms while occupied by students to monitor behavior and inspect the 

locker/shower areas for personal items and tidiness.  Outside shoes are not permitted on the gym 

playing area.  Gym shoes, brought specifically for PE or athletics, or socks are acceptable to wear.  

When bleachers are in the closed position, they are not to be climbed upon nor sat on.  Students are 

to pick up any and all articles left in the gym and locker rooms at the conclusion of their activity.  

Any unclaimed items will be placed in a “Lost and Found” container.  These articles will be 

removed regularly and donated to charity.  At the conclusion of the last PE, recess, or practice, the 

gym floor is to be dust mopped, the gym lights turned out, and the doors locked. 

Halls – 

Students should walk quietly as to not disturb other classes or ministries within the church.  

Encourage students to pick up scraps of paper from the floors even though they may not have 

dropped them.   

Kitchen – 

Users are to clean up after themselves.  Leftovers are to be disposed of immediately following an 

event.  Send them home with students/teachers/parents but do not put them in the cooler or freezer 

thinking someone can use them later.  All dishes are to be washed and put away immediately after 

usage.  Do not stack them in the sink thinking you’ll get back to them later.  Spills, drops, etc. are 

to be cleaned up immediately, whether on the floor, in a microwave and/or ovens, or on 

countertops.  Pop cans, bottles, etc. are to be disposed of; do not leave them in the kitchen. 
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Outside Grounds – 

Encourage students to keep the grounds looking nice by picking up litter and staying on the 

sidewalks.  Secondary students who eat lunch outside must clean up after themselves.  

Restrooms – 

Teachers are encouraged to use the individual bathroom upstairs across from the kindergarten 

room. 

 

 

 

COMMUNICATIONS & CONTACT INFORMATION 

School Website and Email – 

DCS has a website designed to be informative, current, and easy to navigate.  Our website address 

is www.dcs4you.org.  Any suggestions to enhance the site are always welcome.  

 

If you would like to communicate with the school office by email, our addresses are:   

1) General school email:  DCS@damascusscc.org   

2) School Secretary, Heidi Hale:  Heidi.Hale@damascuscc.org   

3) Bookkeeper, Nancy Gustafsson nancy.gustafsson@damascuss.org  

4) Bookkeeper, Kristie Herdener kristie.herdener@damascuss.org 

5) Principal, Zachary Davidson  zach.davidson@damascuscc.org  

 

Office Phone –   

If you would like to communicate with any staff member, the office phone number is (503) 658-

4100.   

 

 

http://www.dcs4you.org/
mailto:DCS@damascusscc.org
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