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Employee Handbook. If necessary the administration is available for 
clarification.  

 



 

Principles & Philosophy  

I. Introduction  

Algoma Christian School is committed to excellence in education within the 
context of biblical truth. This manual sets forth the policies that are 
intended to provide the board of education, administration, and staff with 
clear guidelines and procedures for the operation of the school.  

The following policies, having been approved by the board after careful 
consideration, enable the administration and staff to carry out their daily 
responsibilities with freedom and confidence. It is our prayer that these 
policies will help the school provide students with a Christ-centered, and 
academically responsible, education so that parents may be assisted in 
fulfilling their responsibility to bring up their children in “the nurture and 
admonition of the Lord (Ephesians 6:4b).”  

A. School Verse  

“Not to us, Oh Lord, not to us, but to your name be the glory.” Psalm 15:1 

B. Statement of Faith  

1. We believe the Bible to be the only inspired, infallible, authoritative, Word 
of God (II Tim. 3:16, II Peter 1:20-21).  

2. We believe that there is one God (I Cor. 8:6, Eph. 4:6) eternally existent in 
three persons: Father, Son, and Holy Spirit (Eph. 2:18, II Cor. 13:14, Matt. 
28:19).  

3. We believe in the deity of our Lord Jesus Christ (John 1: 1-14), in His 
virgin birth (Matt. 1:18-25), in His sinless life (Heb. 4:15, II Cor. 5:21), 



in His miracles (John 2:11, 3:2), in His vicarious and atoning death 
through the shedding of His blood (I Peter 2:24. 3:18), in His bodily 
resurrection (Acts 2:24, 10:40), in His ascension to the right hand of 
the Father (Matt. 16:19), and in His personal, and visible, return to 
earth in power and glory (Luke 21:27).  

4. We believe that man was created by God in His own image as genetically 
male and female, and that marriage was instituted by God whereby one man 

and one woman are joined together in lifelong commitment to faithful  

companionship, and that Biblical marriage is the only legitimate and 
acceptable context for sexual intimacy (Genesis 1:27; Genesis 2:20-24; 
Matthew 19:4-6; Romans 7:2; I Thessalonians 4:1-8; Hebrews 13:4).  

5. We believe that all human beings are born with a sinful nature and are 
therefore under condemnation (Rom. 1:20, Rom. 3:12-19, Eph. 4:22). We 
believe that those who repent and forsake sin, and by faith alone (Eph. 
2:8-9) trust Jesus Christ as Savior are regenerated by the Holy Spirit (Acts 
3:19, Col 2:13) and become new creatures who are delivered from 
condemnation and receive eternal life (II Cor. 5:17).  

6. We believe in the present ministry of the Holy Spirit by whose indwelling 
the Christian is enabled to live a godly life (John 14:17, I John 2:27).  

7. We believe in the resurrection of both the saved and the lost; they that are 
saved unto the resurrection of life and they that are lost unto the 
resurrection of damnation (Acts 23:8, 24:15, Luke 16:22-26).  

8. We believe that heaven and hell are definite places (II Cor. 5:1; Mt. 10:28).  

9. We believe in the spiritual unity of believers in our Lord Jesus Christ 
(1Cor.1:10, John 17:21).  

10.We believe in the literal interpretation of the book of Genesis in the 
description of creation. We believe that God created the universe by His 
spoken word in six 24-hour days. We further believe that man was 
created as a complete and perfect being unlike all other created beings. 
He is not a descendant of any other species that God created. (Gen. 1, 2, 
Col. 1:16)  

C. Vision  

Algoma Christian School seeks to provide a quality, accessible Christian 



education in Northern Kent County. 
D. Mission  

Algoma Christian School disciples students to know and apply God’s truth, 
focusing on academic excellence, Christ-like character, and service to others.  

1. Summarized: “Helping Families Make Disciples.”  

2. Stylized as follows: “Academic excellence, Christ-like character, Service 
to others.”  

E. Core Values  

1. We value the authority of Scripture. (Scriptural Truth)  

We believe that the Bible is the inerrant word of the living God and is our 
sole guide for faith and practice. We believe that the Bible is knowable, is 
absolute truth and should be interpreted literally, grammatically,  
historically, and culturally. As a reflection of the authority of God’s Word, 
we value and practice the integration of His Word into all subject matter 
taught at ACS.  

2. We value our partnership with the home and the church. (Partners in 
Truth)  

God has given the responsibility of training up children in His ways to the 
parents. The school and the church serve as a support system for parents 
as they engage in the task of raising Christian children. Truth echoed in 
both the church and school reinforce a consistent message in the student’s 
mind. As school staff act as role models in the day-to-day activities of the 
school, their respective churches, and the community as a whole, they 
broaden the student’s opportunities to see authentic faith in real world 
situations.  

3. We value the application of truth. (Truth in Action) 
Biblical truth must be applied in order for it to be our guide for faith and 
Christian practices. God’s truth influences every facet of our lives. 



Knowing that truth shapes our thinking and our attitudes about life. God’s 
truth is the motivation for the development of life skills. Because the 
school functions as a microcosm of life, students learn from the joys and 
challenges of the school community and grow in their abilities to love, 
respect, and worship together.  

4. We value the accessibility of Christian education for all who seek it. (Truth 
for All) 

Algoma Christian School’s founding premise is to make Christian 
education accessible for all Christian families who share our values 
and desire to have their children attend. We believe that racial, 
cultural, and socio-economic barriers should not stand in the way of 
students receiving a Christian education. We are all made in the 
image of God and possess inestimable value in the sight of God 
despite our life circumstances.  

Summarized Core Values:  

Scriptural Truth  
Partners in Truth  
Truth in Action  

Truth for All  

F. Expected Student Outcomes (ESOs)  

1. ACADEMICS  

a. Pursue excellence in in all academic areas  

b. Articulate and defend the biblical worldview when compared to 
alternative worldviews.  

c. Develop skills to investigate, do research, problem solve, and make 
knowledgeable and informed decisions. 

d. Develop strong study habits.  



e. Demonstrate technological literacy and the ability to adapt to 
emerging technologies and media.  

2. CHARACTER  

a. Have a growing personal relationship with Jesus Christ as Lord and 
Savior.  

b. Exhibit biblical wisdom in decision making.  

c. Value themselves and others as people created in God’s image.  

3. SERVICE  

a. Demonstrate love for God by actively engaging in acts of service at 
home, at church, in the community, and at ACS.  

b. Seek out opportunities to make disciples.  

G. Moral Conduct  

In order to maintain the Christian character of our school the board expects all 
students, staff, and faculty to uphold by precept and example, biblical standards 
of moral behavior. ACS opposes all behaviors that are specifically condemned in 
the Bible.  

1. Child abuse  

a. Child abuse is defined as harm, or threatened harm, to a child’s 
health, or welfare that occurs through non-accidental physical or 
mental injury, sexual abuse, sexual exploitation, or maltreatment, by 
any person. 

b. Mandatory Reporting  



i) Mandatory reporting will be conducted according to  
Michigan State law. (See Employee Handbook)  

ii) In keeping with Christian ethical teachings.  

2. Harassment  

a. Harassment is a serious issue and is defined and dealt with in 
accordance with the laws of the State of Michigan.  

b. State law must be consistent with ACS’s stated Christian values 
and ministry.  

3. Inappropriate Communication  

a. Inappropriate communication (verbal, written, or electronic) are 
unacceptable within a Christian organization like ACS.  

b. This is true both on, or off, school property.  

c. All stakeholders at ACS shall do their utmost to abide by scriptural 
guidelines in the area of communication with others. (See the 
Family Handbook and/or Employee Handbook for a list of specific 
in appropriate communication genres.)  

4. Inappropriate Behavior  

a. Behavior that is unbiblical, and/or un-Christian, is strictly prohibited 
at ACS, either on, or off, school property. (See the Family  

Handbook and/or Employee Handbook for a list of inappropriate 
behaviors.) 

b. Investigation of Moral Conduct violations regarding students, 
faculty, parents, and staff. (See the Family Handbook and/or  
Employee Handbook for a list of inappropriate behaviors.)  



c. Investigation of Moral Conduct violations regarding school board 
members (TO BE DETERMINED BY THE BOARD OF  

DIRECTORS ASAP.).  

H. Bible Translations  

There are many reliable translations of God’s Word in the present day. We 
commit ourselves to the primary use of Bible translations that are direct 
translations from the original language to English (The King James Version, the 
New International Version, and the American Standard Version, to name a few.).  

I. Mid-Week Services  

Algoma Christian School seeks to honor the authority of the family in every area 
of the Christian life. We, therefore, strongly encourage families to worship 
together regularly. Different churches have different nights for their mid-week 
assemblies, so we do not hold one night of the week to be more sacred than 
another. However, many of our area churches assemble on Wednesday night, 
and as a show of solidarity and respect for our churches and families, we will try 
to limit homework on that night. At both the elementary and secondary level we 
attempt to limit major homework assignments, we will limit major tests on 
Thursday, and we will do our best to flex athletic practice times to accommodate 
students who wish to attend services. In the event that practices must be held 
there will be no negative consequences for a student who chooses to attend 
worship in lieu of practice.  

Athletic Gender Policy  

J. ACS will allow no cross gender participation on any of its sports teams. The 
word “gender” defines the biological sex of an individual based on their 
chromosomal make-up. ACS believes that there are only two genders.  

Philosophy 
Biblical Standard  

● Two genders created, male & female (Gen. 1:27, 1 Cor. 11:12); 



-Male & female of equal value (Ps. 139:14, Gen. 1:31);  
-No deviance from male & female creation is accepted according to 
scripture (Mark 10:6, Matt. 5:2,19:4,1 Cor. 6:18).  

Biological Perspective  

● Men and women are not "equal" as it relates to their physical attributes. 
(i.e.: physically men have denser/longer bones, larger hearts, more 
muscle mass & typically are stronger, faster and have hormonal 
advantages over women)  

Balanced Opportunities:  

● ACS provides athletic opportunities for both genders in competitive sports, 
to compete at a high level against members of the same gender.  

K. While ACS is committed to the Biblical standard that only two genders exist as 
ordained by God, it is recognized that this belief is not shared by other schools or 
government entities. Based on the Biblical scripture previously listed, ACS will 
not engage in participation with any entity, either club or school team, that mixes 
genders on their competitive teams.  

L. ACS will require signed contracts for all teams we compete with. This contract 
will be signed by both parties and will state that only competitors of the same 
gender will participate on each specific team. Any violation of the terms of the 
contract will result in a forfeit of the offending team.  

M. ACS will hold to this policy regardless of the athletic league we belong to at the 
current time. ACS policies supersede league policies in all areas.  

N. In the case of any possible exception to this policy, i.e. a girl playing on a 
baseball team because her school only has this one spring sport, or a male with 
Klinefelter Syndrome, will be determined by the board of education on a case by 
case basis. The board of education retains the sole discretion to make 
exceptions to this policy. 

 

Governance & Organization  



I. Board Member Selection/Removal  

A. Board members are selected for a position on the board by one of 
two procedures (See Bylaws, Art. IV):  

1. Appointment to a three year term by nomination and simple 
majority vote of the sitting board members,  

2. Election to a one year term by nomination and vote of the 
parental stakeholders.  

B. Board members are expected to attend all board meetings. If, due 
to circumstances beyond their control, a member is unable to 
attend a meeting, they will inform the board president of the 
situation prior to the meeting. Failure to attend three consecutive 
meetings, or failure to attend at least 2/3rds of the meetings in one 
year will be considered grounds for removal from the board,  

C. A board member can be removed from the board by a unanimous 
vote of all sitting board members.  

II. ACS School Board Responsibilities  

A. Establish the Policies by which the school operates (by extension, 
annually reviewing new additions to the Family  
Handbook/Employee Handbook).  

B. Hire and evaluate (according to evaluation criteria determined by 
both parties) the head administrator.  

C. Assume ultimate responsibility for the finances of the school. 
D. Guard, plan, promote, and execute (in conjunction with the head 

administrator and the CSIP [Continuous School Improvement Plan] 
the strategies that will ensure the effectiveness of ACS as the 
school moves into the future.  



E. Conduct regular board meetings that are open to the stakeholders.  

1. The board will determine how stakeholder comments will be 
handled, and make that known publicly.  

2. Non-stakeholders will be required to submit a written request 
to the board president and receive a written response if they 

would like to attend an ACS board meeting. The board  
president’s response is final.  

3. The board president also has the authority to invite visitors 
who are not stakeholders if the board has need of expert  
information, legal advice, etc.  

F. Board members are required to be members of the board 
committees and are responsible for reporting back to the board what 
is discussed.  

G. Committee members need not be members of the board but must 
follow the same requirements under Sec. 1, e (the first seven bullet 
points as stated below) of a school board member.  

1. Qualifications of a School Board/Committee member:  

a. Be a parent/guardian of a current or graduated student.  
b. Be a member of the ACS family for a minimum of one year. 
c. Be a born-again believer in Jesus Christ.  
d. Be actively involved and regularly attending a fundamental, 

evangelical, Bible-believing church.  
e. Receive a favorable pastoral recommendation.  

f. Be a role model to our school families as an upright, moral 
person of integrity, who demonstrates temperance in all of life 
as well as in the use of alcohol.  

g. Be in agreement with and support the school’s Statement of 
Faith.  

III. ACS Meeting Minutes 
A. Board Minutes  

1. The detailed version of the ACS board minutes are  



confidential and shall remain the property of the ACS Board  
of Directors.  

B. Committee Minutes  

1. The meeting minutes of all standing board committees  
should be recorded.  

2. Communication between the committee and the board is the 
responsibility of the board member assigned to that  

committee.  

C. Leadership Team Minutes  

1. The ACS Executive Secretary is a member of the ACS  
Leadership Team, and is responsible for taking minutes at  
meetings of this body.  

2. The head administrator is responsible for communication 
between this team and the board.  

IV. Conflict of Interest.  

A. While it is understood that every decision of the board, or head 
administrator, will ultimately have some impact on that individual, or 
their family, occasionally an issue will arise in which a board  
member, or an administrator, will have a more direct personal, or 
financial interest. In such a situation it would be unethical for that 
board member or administrator to participate in the decision making 
process. To do so might result in swaying the decision in such a 
way as to gain personal benefit. At the very least, it would appear to 
be doing so. This would bring the integrity of the board and/or 
administration into question. 

B. Any board member who believes that a conflict of interest exists, or 
may reasonably appear to exist, will call the board’s attention to the 
matter.  

C. Before discussion on the item in question resumes, the president, 
or, if the conflict involves the president the vice-president, will make 



a ruling as to whether there is a conflict of interest.  

1. If any board member is uncomfortable with the decision, they 
can move for a vote of the board in regards to the issue.  

2. If seconded, the issue will be voted on. A simple majority 
will prevail.  

3. These proceedings will be recorded in the board minutes.  

D. If no conflict of interest is deemed to exist, the board may continue 
with business as usual.  

E. If a conflict of interest is deemed to exist, the following rules are to 
be followed:  

1. The individual (or individuals) with the conflict of interest is 
asked to leave the meeting for the remainder of the  

discussion.  

a. However, the individual may be asked to stay by  
either the presiding officer in order to provide  
additional background information or perspective on  
the issue.  

2. No motions are to be presented, or discussed, while the 
individual with the conflict of interest remains in the meeting.  

3. Once the individual involved has left the room, the remaining 
board members present, discuss, and/or vote on motions 
related to the issue at hand. 

a. A quorum is considered to exist in this situation if it  
existed before a board member with a conflict of  
interest left the room.  

4. Once discussion of the situation in question has been  
resolved, the individual who left will be invited to return.  



F. The head administrator might find themselves involved in a conflict 
of interest that doesn’t necessarily involve the board, or a board level 

issue. If this situation arises, the following steps will be taken:  

1. The head administrator should immediately contact the  
board president if they feel that there is a conflict of interest  
that must be resolved.  

2. The board president at the time of the notification may make 
a decision in regards to the conflict of interest, or they might be 

inclined to consult another board member for input.  

3. In either scenario, the president will report the incident to the 
whole board by including it in the next meeting’s agenda.  

a. At that time the board will receive a full report of what  
transpired and what decisions were made by the  
board president regarding the situation.  

V. Policy Development  

A. The ACS board of directors exercise final authority over every 
aspect of the school’s policies.  

B. The board must consider students, faculty, staff, parents, and even 
public relations as it deals with school policy.  

C. In addition the board must consider ACSI accreditation  
requirements as they relate to school policy. 

D. Biblical principles and truth must also be reflected in ACS policy.  

E. The following procedures will be followed when adopting board 
policy:  

1. The need for a policy change/addition will be identified by 



the board, or by the administration through experience and 
observation. Policy change/addition can also be requested 
by the stakeholders.  

2. A draft of the new/amended policy will be written by a 
designated committee, or individual.  

a. The draft will then be reviewed by affected  
stakeholders as individuals, or groups, depending on  
what the board feels is appropriate.  

3. The draft will be presented to the board for the “First 
Reading.”  

a. The policy will be reviewed and/or revised by the  
board at this time.  

b. The board will move and vote to table the policy for 
more discussion/approval at a later date.  

c.  
d. The policy will NOT be approved during the “First  

Reading.”  

4. On the date set by the board during the “First Reading,” the 
policy will be presented for a “Second Reading.”  

a. During the “Second Reading” the board can have  
further discussion on the policy.  

b. During the “Second Reading” the board can revise the 
policy, or refer it back to committee for more extensive 
revisions. 

c. During the Second Reading the board may motion  
and vote to accept or reject the new/amended policy.  
Thus, the new/amended policy will be made “official”  
and added to the school Policy Manual.  

F. The board will establish a Policy Review Committee composed of at 
least one representative from the board, one representative from 



the faculty, and the head administrator. This committee will be 
assembled as an ad hoc board committee.  

1. The committee will review the Policy Manual systematically, 
typically one, or two, sections per year.  

2. The entire Policy Manual is to be reviewed every 5 years.  

3. The committee will make recommendations to the board  
and/or administration regarding policies that need to be  
added/amended.  

4. The committee will also make recommendations to the board 
for more consistent implementation of policies that already  
exist, or suggest policies that need to be deleted when they  
are no longer valid.  

VI. Admissions  

A. Algoma Christian School does not discriminate during the 
admissions process on the basis of gender (biological), race, or 
ethnicity.  

B. For all students enrolling in ACS, at least one parent must be a 
born-again Christian and be in full agreement with the ACS  
Statement of Faith. They must also sign the ACS Parents’  

Agreement. 
1. The veracity of the claim to salvation through Christ Jesus 

will be assessed using the following methods:  

a. Testimony  

b. Family Interview  



c. Pastors referral  

d. Regular Church attendance  

e. References (if necessary)  

2. The head administrator is empowered to make exceptions in 
the case of a family that appears to be exceptionally  

supportive of their children receiving a Christian education in 
accordance with the ACS Statement of Faith.  

3. An individual student who wishes to enroll in grades 9-12, 
and who has unbelieving parents may be admitted on the 
basis of their own Christian testimony. The head  
administrator will determine the veracity of the claim using 
the criteria listed above under Article VI, Section B, item 1.  

C. International Students  

1. The default percentage of international students to be 
enrolled is limited to 10% of secondary enrollment.  

2. The head administrator is empowered to make limited 
exceptions to the 10% figure to allow for flexibility in  
enrollment.  

D. Basic Enrollment Criteria 
1. Church attendance is required. (Exceptions: See 

“Admissions” Section B, Item 2)  

a. Churches who are in agreement with the ACS 
statement of faith are highly encouraged.  

i. Students who are found to be attending churches 
that are not in fundamental agreement with the ACS 



Statement of Faith may be unenrolled.  

b. Pastor’s Reports assessing family involvement in the 
church they are attending might be requested.  

c. If Church attendance lapses, students may be 
unenrolled.  

d. Section VI: Admissions, Subsection  
e.  

2. High School students must indicate their acceptance of the 
school’s standards and procedures as outlined in the Family 
Handbook.  

a. In doing so, they acknowledge that they agree to 
abide by these standards and procedures to the best 
of their ability. Accepting correction and  
consequences if they do not.  

3. Age requirements for initial enrollment of Pre K and 
Kindergarten. The head administrator is encouraged to 
follow these age guidelines, but may make exceptions in 
certain circumstances.  

a. Pre K - students must be at least 4 years of age by 
September 1st of the current year.  

b. Kindergarten - students must be at least 5 years old 
by September 1st of the current year.  

4. New applications cannot be finalized until the school has 
received the following documents: 

a. Completed Application Packet and a signed  
Statement of Faith.  

b. A Pastor’s reference if mandated.  

c. Admission test results if necessary.  



d. Transcripts (HS students only) or report cards (K-8). 

e. An official copy of the student’s birth certificate.  

f. Proper immunization records and pertinent medical 
information.  

g. Acceptance of the tuition payment plan worked out 
with Finance.  

h. Verification from the WeeKnights Directors that the 
students’ daycare tuition account is not in arrears (if 
applicable).  

i. Administrative approval hinges on the outcome of the 
family interview. (This family interview is documented 
on a standardized form kept on file in the main office.)  

5. The head administrator may ask staff members, faculty, or 
parents, to assist with the interview process.  

6. Families who meet all the criteria required by ACS will be 
enrolled, unless the school is unable to provide an 
appropriate program for a student. For example:  

a. A student with special education needs that school is 
unable to meet. 

b. A student with emotional needs that the school is  
unable to meet.  

c. A student with severe physical needs that the school 
would be unable to provide for.  

i) Applicants seeking exceptions to these restrictions  
will be handled by the head administrator.  



ii) The head administrator has the final say regarding 
all issues to do with admissions in keeping with board 
policy.  

7. The head administrator, or their appointed representative, 
will interview all first time students enrolling in secondary 
grade levels.  

8. Students will be enrolled based on the order of the receipt of 
their completed application forms.  

9. Priority in the admissions process will be given too:  

a. Students whose families have students currently  
enrolled at ACS.  

b. Children of employees of ACS.  

10. Enrollment is subject to the limitations in class size (set by 
board policy).  

E. Re-enrollment Criteria for Families Who Have Left ACS.  

1. Prior to re-enrollment each family will be required to to 
confirm their continued commitment to the ACS Statement of 
Faith. 

2. Re-enrolling families will still be required to adhere to all 
enrollment requirements enumerated above.  

3. Re-enrollment process  

a. The head administrator will assess the progress of the 
student(s) in the area that caused them to leave ACS 
(with the exception of finances, or a move)  



b. The head administrator will also consider the attitude 
of the family and whether or not they have been  

supportive of the school.  

c. The head administrator will take under consideration 
whether or not the school still has a suitable program 
for the student.  

d. In the event that all the enrollment criteria have been 
met, and that the head administrator is comfortable 
with every aspect of the situation, the student(s) will 
be re-enrolled. The family will be informed in writing 
(email) as soon as possible.  

e. If there is any issue with fulfilling the enrollment 
criteria and/or the head administrator feels there is 
any issue with the student(s), or family, the student(s) 
will not be re-enrolled. The family will be informed in 
writing (email) of the decision as soon as possible.  

f. The head administrator’s decision can be appealed in 
writing to the board. The board’s decision on the 
issue is final.  

g. The registration fee will be refunded for a family that 
is not enrolled in ACS. The registration fee will be 
forfeited if, subsequent to acceptance, the family 
chooses not to attend. 

F. New and re-enrolling secondary students, who enroll mid year, will 
be given a short briefing on the student behavioral expectations as 
outlined in the Family Handbook.  

VII. Parent Involvement  

A. The administration will actively support and encourage parental 
involvement in the education of their children.  



1. The head administrator will make recommendations to the 
board, where relevant, for new strategies for how this is to  
be accomplished.  

B. The head administrator will, over the course of the school year, 
communicate with the parents about the following issues:  

1. General, and relevant, information about the school.  

2. Information about educational practices and trends as  
deemed necessary.  

3. Identify issues that need special prayer.  

4. Opening of discussions about undecided issues at both the 
local, state, and national levels.  

C. ACS will provide opportunities for parents, and other stakeholders, 
to financially support the school, either by gifts, or helping with 
fundraising activities.  

D. ACS will provide opportunities (within liability restrictions) for 
parents to help with maintenance, repair, and upkeep of the school 
grounds and facilities. 

E. ACS will provide opportunities for parents to serve on the various 
board committees which help with school governance and  

operations.  

F. The board, or head administrator, as the need arises, may create 
ad hoc committees to research and make recommendations on 
topics of interest to the parents and other stakeholders. Parents 
may be asked to serve on these committees.  

G. The administration, and/or faculty shall ensure that parents are 
regularly informed of significant school or classroom events that 
impact their children. This communication will be undertaken as 



soon as the facts and implications of such events are processed by 
school officials. This communication is subject to federal and state 
guidelines and restrictions.  

H. The administration will ensure that the faculty communicates 
regularly with parents about information pertinent to the ACS  
classroom(s) where their child is taught.  

I. The administration will take steps to ensure that all parents and 
stakeholders are aware of volunteer opportunities. Volunteers 
working directly with/around children will need to be vetted annually 
according to the “Volunteer Workers Guide,” and according to local, 
state, and federal law.  

VIII. Request for a Board Hearing  

A. All requests for a hearing before the whole board must be made in 
writing to the head administrator at least 7 days prior to the next 
meeting date.  

1. The head administrator will relay the request to the board  
president along with a detailed written explanation of the  
nature of the concern.  

2. The board president, in conjunction with the head  
administrator, will decide if they will bring the matter before  
the board. 

a. If the matter concerns the head administrator, the 
board president will decide unilaterally.  

b. If the matter concerns the board president, the head 
administrator will decide in conjunction with the board 
vice-president..  



3. Request for hearing is denied  

a. If it is felt that the Matthew 18 principle is being  
violated.  

b. If the proper action is that the issue should be taken 
up with the school administration.  

c. If the issue is already dealt with by policy.  

4. Request for hearing is upheld.  

a. The presiding board office will notify the concerned 
stakeholder/stakeholder group of the  
date/time/location of the hearing.  

B. Hearing Procedures  

1. The board president will outline prior to the meeting the 
steps that will be followed in the hearing. The board  
president will notify the parties involved of the procedure at 
the beginning of the hearing.. 

2. The board president will clearly define the role of each party 
present, within the context of the set procedure, at the start 
of the hearing.  

3. The board president will clearly define the topics that are 
going to be discussed.  

4. The board president will take steps to make sure that the 
hearing adheres to these guidelines.  



5. The board shall have the right to call upon legal and/or 
educational experts to assist and provide input during the 
hearing. This might include faculty members, staff, and/or 
ACSI Legal (or other legal advisors).  

6. The party requesting the hearing shall have the right to be 
accompanied by pre-approved (board president) Christian 
counsel. This may include a pastor, or a friend. The 
purpose of this counsel is to assist the party during the 
hearing.  

7. The board will make the final decision after presentations 
have been heard.  

a. The board might decide at the actual time of the 
hearing, or defer its decision until the next regularly 
scheduled meeting.  

b. The president of the board will inform the party that 
requested the hearing within ten days after the  
board’s decision. This will be done in writing.  

8. The decision of the board will be considered to be final.  

9. In the event that the hearing involves issues with the board 
president, the board vice-president will become the de facto 
board president during the time of the hearing. 
.  

IX. Third Party Access to the School and Students  

A. All third party access to the school and its people is to be strictly 
controlled by the administration.  

B. No third party advertiser/promotional employee is to be allowed on 
the school premises without the express permission of the head 



administrator.  

C. Any printed material that is distributed to the students by a third 
party must be approved by the head administrator.  

1. Printed items that relate to the promotion of corporate, or  
personal, gain shall not be distributed on school property.  

D. All visitors to the school will report to the main office to sign in and 
receive instructions.  

1. Any discussion that occurs with a student will happen in the 
sight of office personnel.  

2. In general, teachers/administrators will be called to the office 
to speak with visitors there.  

3. If visitors leave the office area for any reason, they must be 
issued a “Visitor” badge.  

E. Any third party entity that disturbs school proceedings, or loiters on 
school grounds, will be warned and asked to leave. If they refuse 
to do so, the police will be contacted and instructed to remove the 
perpetrator. If the perpetrator returns, police will be called again, 
and charges will be filed.  

F. Third party access to student records. 
1. Only parents and students 18 years old (or 16 if living 

independently) have the right to access student records.  

a. Original records will be retained on site.  

b. Photocopies will be issued and may leave the school 
with the appropriate individuals.  



c. Custodial parents will be determined by divorce 
decrees.  

i) Such decrees must be on file in the office for staff to 
determine who has a right to view written student 
records.  

ii) Only custodial parents have the right to see student 
records.  

-Court orders may override this policy.  

-Written permission from the custodial parent  
would be needed for the non-custodial parent  
to view student records.  

iii) In the case of parents who were never married, the 
mother of the student is considered to be the  
custodial parent unless there is some overriding 
reason. 

2. Personal information of ACS stakeholders and students shall  
not be distributed to third party entities without specific  
written consent from legal guardians.  

Instructional Program  

I. Academics  

A. Grading Scales  



1. ACS has adopted the following grading scales:  

a. Pre-K/Kindergarten and elementary special classes.  

S+  
S (Satisfactory)  
S  

b. Grades 1 - 12  

Mark Range Grade Point  
A 94-100 4.00  
A- 90-93 3.67  
B+ 87-89 3.33  
B 83-86 3.00  
B- 80-82 2.67  
C+ 77-79 2.33  
C 73-76 2.00 
C- 70-72 1.67  
D+ 67-69 1.33  
D 63-66 1.00  
D- 60-62 0.67  
F 50-59 0.00  

c. Advanced Placement (AP) Courses  

The following courses will be graded on a weighted 



scale and will be included in the calculation of ACS GPA.  

AP English and Composition  

AP History  

Students enrolled in these courses will be graded on the 
following scale.  

Mark Range Grade Point  
A 94-100 5.00  
A- 90-93 4.67  
B+ 87-89 4.33  
B 83-86 4.00  
B- 80-82 3.67  
C+ 77-79 3.33  
C 73-76 3.00  
C- 70-72 2.67  
D+ 67-69 2.33  
D 63-66 2.00  
D- 60-62 1.67  
F 50-59 0.00  

d. Modified Courses (adopted 2/24) 
Modified Courses will be graded on a weighted scale 
and will be included as such in the ACS GPA  

Mark Range Grade Point  
A 94-100 3.20  
A- 90-93 2.90  
B+ 87-89 2.67  
B 83-86 2.40  
B- 80-82 2.33  
C+ 77-79 1.87  



C 73-76 1.60  
C- 70-72 1.33  
D+ 67-69 1.07  
D 63-66 0.80  
D- 60-62 0.54  
F 50-59 0.00  

e. Academic Honors (Revised 3/91, added weighted GPA, 
clarified progression of honors 6/22)  

2. Assigning of Grades  

a. All academic classes will be graded.  

b. All academic classes will be used in the calculation of ACS 
GPA.  

i.) Exceptions  

- S.P.A.R.K.S. classes (or any other expanded  
learning opportunities of a similar nature)  

- Teacher Assistant 
- Office Assistant  

- Classes modified for academically challenged  
students  

B. Graduation Requirements  

1. 24 credits are required for high school graduation (Starting with the 
class of 2025 - classes graduating prior to this will use a 25 credit 
system. Once the class of 2024 graduates, the section in  



parenthesis will be removed.).  

2. Credit Requirement by discipline:  

4 English  

4 Bible - Note: 1 Bible credit/year attending ACS. Total Bible 
credits required for graduation will be adjusted based on  

years attending ACS.  

3 Social Sciences (World History,  
Government/Economics,U.S. History, etc.)  

3 Science (Physical, Biology, Chemistry, Physics, etc.) 4 

Mathematics (Algebra I, Geometry, Algebra II)  

1 Physical Education  

1 Technology/Health (.5 for each)  

2 Foreign Language 
2 Electives (Must include at least one credit in Fine Arts.)  

15 Number of community service for each year of high school 

enrollment (60 total hours for a 4 year enrollment.)  

Dual Enrollment: The administration will issue guidelines for dual 
enrollment based on state law, best practices and consistent with 
graduation requirements.  

Note: The head administrator has the authority to reasonably individualize 
graduation requirements based on student needs.  



C. Promotion  

1. The administration in conjunction with faculty will monitor a 
student’s progress throughout the year applying strategies needed 
to move a student forward academically.  

2. If by the end of the year, the student is failing more than ½ of their 
core classes (Bible, English, History, Math, Science) a summer 
school program will be required.  

a. This program will be paid for by the student’s parents at a 
reasonable hourly rate consistent with current educational  
compensation as established by the administration.  

b. This program must be submitted to, and be approved by the 
head administrator.  

c. A passing grade in summer school will be required for the 
student to be promoted to the next grade level.  

3. The credits earned by a high school student will determine the 
class designation of the student.  

a. Freshman (9th grade) - Promoted from grade 8. 
b. Sophomore (10th grade) - 6 credits earned as a Freshman.  

c. Junior (11th grade) - 12 credits earned by the end of the 
Sophomore year.  

d. Senior (12th grade) - 18 credits earned by the end of the 
Junior year.  

4. Credit Recovery is available for students who failed high school 
courses in the same manner and with the same requirements as 
summer school.  



Note Any changes to this flow of advancement throughout the high 
school career of a student must be approved by the head administrator.  

D. Academic Honors (Revised 3/91, added weighted GPA, clarified 
progression of honors 6/22)  

1. Academic Letter Eligibility  

a. Completion of 3 semesters as a high school student at ACS.  

i) The student must maintain a cumulative GPA of 3.0 or  
higher.  

ii) The student must have a grade of C- or higher in all  
classes.  

2. Honor Cord Eligibility  

a. Must have earned an Academic Letter.  

b. Must attend ACS all four years of high school. 
c. Must achieve a weighted GPA of at least 3.67 throughout the 

first 7 semesters of their high school career.  

3. Salutatorian Award  

a. Must be eligible for Honor Cords.  

b. The student who has the second highest weighted GPA in a 
graduating class, through the first 7 semesters of their high 
school career, will be designated as: The “Salutatorian” of 
that class.  



i) In the event of a tie for second place, the student with the 
highest SAT (or ACT) composite score will be named as the 
award recipient.  

ii) In the unlikely event of exact scores on the standardized 
college entrance exams, Co-Salutatorians will be honored.  

4. Valedictorian Award  

a. Must be eligible for Honor Cords.  

b. The student who has the highest weighted GPA in a 
graduating class, through the first 7 semesters of their high 
school career, will be designated as: The “Valedictorian” of 
that class.  

i) In the event of a tie for second place, the student with the 
highest SAT (or ACT) composite score will be named as the 
award recipient.  

ii) In the unlikely event of exact scores on the standardized 
college entrance exams, Co-Valedictorians will be 
honored. 
iii) The third ranking student would become the Salutatorian.  

E. Classes at ACS (or another institution) not figured into GPA 

1. Teacher Assistant  

2. Office Assistant  

3. Dual Enrollment Classes  



4. Modified, or Special Courses  

F. Assignments/Homework  

1. The administration will provide oversight for best practices related 
to assignments/homework and will provide guidelines to staff and 
students to be found in the Family and/or Employee handbooks.  

2. Completing assignments on time and turning them in is important to 
the progression toward responsible Christian adulthood.  

a. The administration will provide guidelines and consequences 
for faculty and students in the Family and/or Employee  

handbooks.  

b. Individual instructor expectations for assignment completion 
can be found in the syllabus for each course.  

G. Curriculum  

1. The process and vehicle for learning, skill attainment and overall 
growth in the knowledge and morality of a student - as correlated to 
ESOs (listed earlier). 

2. It should include, but not be limited to the following: 

a. Standards and Objectives  

b. Units and Lessons  

c. Assignments and Projects  

d. Books and Materials  



e. Assessment Vehicles of all types  

f. Media of all types and Presentations  

3. Curriculum Development  

a. Incorporates biblical integration at all levels  

b. Aligns with the school’s stated mission/vision  

c. Aligns with Standards and Objectives  

d. Reflects best practices in the area of instruction  

e. Involves the application of the expertise/experience of faculty 

f. Provides the flexibility to change as needed  

i) New additions/changes to the curriculum must be  
recommended by the Education Committee and  

approved by the head administrator. 
ii) The head administrator will communicate changes  

with ACS Curriculum Director(s) for implementation in  

the classroom.  

iii) The Curriculum Director(s) will ensure that all  
educational materials (to include movies, videos,  

software, books, etc.) reflect the Christian worldview,  

and Christian values.  

- Any questions about materials either from a  



moral, or academic, angle will be given to the  
head administrator for final approval.  

H. Exams  

1. Semester exams will be given in ALL ACS academic classes. a. 

In some cases, projects may be substituted for an exam. i) These 

projects will be rigorous.  

ii) They will carry the same weight as an exam.  

2. Senior Exemption  

a. No exams in the spring of their graduating year if:  

i) They have an A- (90%) or higher in all their classes for the 
entire second semester.  

ii) Any class in which they had less than an A- (90%) will  
require them to take an exam in that class.  

I. Standardized Tests 
1. Necessary for comparative analysis in the following areas:  

a. Comparing the student’s current scores to previous ones in 
the interest of charting student progress.  

b. Comparing ACS students to state and national standards to 
assess the effectiveness of ACS instructional strategies and 
curriculum.  

2. The administration will assure, in conjunction with the guidance 



counselor, the appropriate tests are given in the correct  
format/environment.  

J. Field Trips  

1. The board allows and encourages the administration to approve 
field trips that are appropriate for the students, applicable to the 

curriculum, and that fit within the board approved budget.  

K. Class Size Limitations  

1. 24 students in any classroom.  

a. In the event that it might be necessary to go above that limit, 
a full time paraprofessional will be assigned to that class.  

b. The administration is encouraged to split classes where the 
student number is higher than 24.  

c. Split grade level classes might need to be formed and are 
acceptable.  

2. 30-plus students in a classroom 
a. At this number a class will be split into two groups, IF space  

is available.  

b. Waiting lists will need to be created if there is no space for  
expansion.  

i) The administration will keep in mind, when creating  
waiting lists, the policy of taking siblings of students  

who already attend ACS. Lists should be constructed  

accordingly.  

L. Kindergarten/PreK  



1. Kindergarten/PreK classes will always have a full time  
paraprofessional, or with administrative approval, two, or more  
parapros that equal a full time employee.  

2. In the case of Kindergarten/PreK a class of 24 maximum is  
preferred.  

3. Two sections would be required if either Kindergarten, or PreK, 
went over this number.  

M. Library Materials  

1. We will eliminate material off the shelf if it is found to promote  
something other than a biblical worldview.  

2. The Librarian directs the acquisition and screening of materials.  

3. A stakeholder may question library materials and is free to bring 
something they feel is objectionable to the attention of the head  
administrator, who would rule on its appropriateness (in conjunction 
with the board as may be deemed necessary).  

II. Home School Families 
A. ACS Classes  

1. Home school students are welcome.  

a. Home school families are expected to undergo the interview 
process and turn in the appropriate paperwork to attend  

ACS.  

2. A-la-carte schedules are offered.  

a. The head administrator, in conjunction with Finance, will 



determine the cost for a class based on the current ACS  
tuition.  

i) This cost will be figured at 1/7 of the normal tuition per  
class taken,  

3. All coursework is expected to be completed.  

4. Textbooks and materials that belong to ACS will be returned in 
good condition, or the home school family will be responsible for 
the cost of replacement.  

5. ACS attendance and grading policies will be adhered to. 

B. Extracurricular Activities  

1. There will be a fair and reasonable fee, set by the administration, 
for participation in extracurricular activities. See the Family and/or 
Athletic Handbooks for more information.  

2. The head administrator will determine if the family is a good fit for 
extracurricular activities. The administration’s decision will be final 
in the area of extracurricular activity participation. 

3. Home school students will be given the same consideration in their 
participation in extracurricular activities as an ACS attending 
student would be given.  

Student Activities  

I. Extracurricular Programs  

A. Included, but not limited to:  

1. Athletics  



2. Band  

3. Drama  

4. National Honor Society  

B. Philosophy  

1. Christian testimony and witness  

2. Discipleship opportunities  

3. Service opportunities  

4. Striving of excellence in pursuit of God given gifts  

C. Academic Eligibility/Ineligibility for Extracurricular Activities  

1. Students must maintain at least a 73% average over all ACS 
classes in which they are enrolled. 

2. Students cannot have a failing grade in any ACS class. 

3. Eligibility will be checked by the athletic director. a. 

Eligibility will be determined on a weekly basis.  

b. If the check is not made that week, for any reason, the 
student is considered to be eligible to participate in the 

activity until such time as a check is conducted.  

4. If ineligibility is determined, activity suspension will begin the 
Monday after the check, until the Saturday of that week.  



a. If a student returns their grade to an acceptable level 
during the ineligible period that does NOT impact the 
consequence.  

b. If at the time of the next check the student’s grades 
are acceptable, the student will be considered eligible 
for the next week, starting with Monday.  

5. Attendance impacts eligibility  

a. At least ½ a day of school must be attended for a 
student to be considered to be eligible to participate in 
an extracurricular event.  

i) For the purpose of this policy, ½ a day is considered 
to be at least 3 academic classes in their entirety.  

ii) Any deviation from this policy must be approved 

only by the head administrator.  

6. Consequences of Ineligibility 
a. The student will not participate in extracurricular  

activities, unless required for a class (i.e. PE, Drama  
in class, Music/Band, Chapel, Praise Team, or Sound  
Team)  

b. The student will not attend activities off school  
grounds, but is expected to attend functions at school  
in a non-participatory status.  

c. Students may participate in practice, unless the  
person in charge, or parent, believes their time would  
be better spent studying.  

d. A student who has habitual ineligibility for an activity  



may be removed from the activity after consultation of  
the leader with the appropriate administrator.  

II. Attendance  

A. Philosophy  

1. Quality “brick and mortar” education requires it.  

2. Student success is directly related to attendance.  

3. It is part of the school’s responsibility to assist parents in 
teaching children to be responsible Christian adults with  
appropriate and respectable life skills.  

4. Incorporated into the student’s permanent record by law. 

5. It’s a marketable skill employers consider.  

B. The administration will formulate and enforce a fair and consistent 
attendance system. 

1. The attendance system will be clearly outlined in the Family 
Handbook.  

2. The system will adhere to the board’s clearly outlined  
philosophy that regular attendance is important.  

3. The system will allow for consequences for excessive  
absences up to and including loss of credit and/or retention.  

4. The system will allow for an appeals process for students 
who have mitigating circumstances that may have impacted  
their attendance, yet, have been completely out of their  
control.  



a. All fees and responsibilities for additional schooling  
required for credit recovery/avoidance of retention will  
be the responsibility of the student and/or parents and  
will be outlined in this system.  

5. School related/approved activities will not count as  
absences.  

C. Tardiness  

1. The administration is responsible for formulating and  
implementing a fair and consistent tardy system.  

III. The Senior Trip/Ministry Trip Opportunities  

A. Philosophy  

1. To promote spiritual growth in our students through ministry 
and service for Christ, to others. 

2. To allow our students to witness to others (even our own 
unsaved and/or international students) by working with them 
and for them.  

3. To promote Christian fellowship within our student body and 
with others.  

4. To promote bonding of students with other students within 
their class, or the larger student body of ACS.  

B. Structure/Planning  

1. The Spiritual Formation Committee, in conjunction with the 
administration, will plan and coordinate all overnight and/or 
one day trips related to ministry opportunities.  



2. The Spiritual Formation Committee and/or the will head 
administrator may form ad hoc committees, as needed, to 
research and explore ministry options.  

3. The head administrator will be responsible for keeping the 
board informed (via the “Head of School Report”) about 
planning, execution, and results of these ministry trips  

4. In the case of the “Senior Trip,” the class advisor in 
conjunction with the administration will be responsible for 
planning and implementing the class trip.  

a. The class advisor and administration are asked to 
involve the class officers, and their parents (if  
possible) with the planning of the trip.  

b. The head administrator has the final say in the trip 
destination and how the experience will fulfill the  
board’s philosophy on ACS trips.  

c. Class funds built up through fundraising will be  
utilized in paying for the trip. The administration is 
instructed to keep the individual costs as low as  
possible to maximize involvement.  

d. All graduation requirements must be met before a  
senior individual will be allowed to go on their trip.  

Discipline  

I. General Discipline Policy  

A. Philosophy  

1. God given to correct Christians and provide structure for a smoothly 



functioning Christian society.  

2. Good discipline is a prerequisite of good education.  

3. Fair and consistent rules need to be followed and readily accessible 
and understood for a minimum of confusion and division.  

B. Discipline System  

1. The administration will create and enforce a fair and consistent 
discipline system to be clearly outlined in the Family Handbook  

2. The head administrator will keep the board appraised of this policy 
and any changes made to it.  

C. Suspension - Assigned by the head administrator  

1. Assigned by the head administrator based on the ACS discipline 
system as outlined in the Family Handbook. 

2. In school  

a. The suspended student will be allowed to attend school, but 
will be isolated from classmates and required to work in  
seclusion.  

b. The student will be provided with work from their instructors.  

c. The student will be under the supervision of a school official 
at all times.  

d. The student will take lunch where the suspension is being 
served and will have to ask for permission to use the  

bathroom, drinking fountain, etc.  



3. Out of school  

a. The student serving the suspension will not be allowed to 
come to school.  

b. Work will be sent home with the student before they leave, or 
will be made available for the parent to pick up in the Main 
Office.  

D. Expulsion - Recommended by head administrator/Assigned by the school 
board.  

1. Recommended for the following infractions:  

a. Flagrant and/or persistent disobedience of school rules as 
outlined in the Family Handbook. 

b. Violation of a school rule(s) outlined in the Family Handbook 
that is/are considered by the administration to be  
serious….even if only once.  

c. Breaking of local, state, or federal laws.  

2. The sole authority to expel resides with the school board. It will 
consider the following criteria:  

a. Recommendation of the administration  

b. Evidence  

i) Physical  



ii) Electronic/Digital  

iii) Anecdotal  

iv) Input from law enforcement and/or legal council  

3. Decision process  

a. The administration’s request for expulsion will be considered 
as soon as possible by the board’s Executive Committee.  

b. The student is considered to be suspended out of school 
during the duration of the expulsion process.  

c. After considering the evidence presented, they will vote on 
whether to expel, or not.  

d. A simple majority is required. 
e. The board president will notify the head administrator as 

soon as they are able to inform them of the committee’s 
decision.  

f. The head administrator will then contact the student/parents 
with the decision.  

g. If the decision to expel is made, the standard expulsion is 
180 days. At which time the student may apply to re-enroll.  

The board may modify this consequence due to mitigating 
circumstances.  

h. If the decision not to expel is made, the situation devolves 
back onto the head administrator who can then assign an 
appropriate consequence short of expulsion.  



4. Appeal by Hearing  

a. Made to the board president in written form.  

i) Made by the student.  

ii) Made by the parents  

b. The board president will respond in writing granting/denying 
the hearing.  

i) Hearing request denied - the student is expelled  

and un-enrolled from ACS.  

- The student will return all of ACS’s property  
(i.e. textbooks, workbooks, uniforms, etc.)  

within one week.  

- Failure to comply would result in the student 
being billed for the replacement cost of the  

property.  

ii) Hearing request granted - un-enrollment is  
postponed.  

- The board president convenes the whole  
board to listen to the case.  

- The student and their parents are invited to  
attend, but their presence is not mandatory.  

- Once the case is heard to the board  



president’s satisfaction, they will ask the head  

administrator to escort the student/family out  

and the board will vote.  

- A simple majority of the board will suffice to  
decide for, or against, expulsion.  

- Once the outcome is determined, the  
student/family will be told of the board’s  

decision.  

- Follow procedures outlined  
(“Expulsions,” Section 3, Items g,h)  

above after the decision is handed down.  

E. Detentions  

1. Detentions will be used as outlined in the ACS discipline system as 
outlined in the Family Handbook. 

II. Dress Code  

A. Philosophy  

1. Scripture is clear that Christians are to be modest. (I Tim. 2: 9,10) 

2. Scripture is clear that Christians are to be humble. (I Peter 5: 6)  

3. Scripture is clear that Christians are not to draw in appropriate 
attention to themselves based on outward appearance.  

(I Peter 3: 3,4)  

B. The administration will formulate a fair and consistent dress code policy 
for all school activities based on the scriptural principles listed above  



C. This dress code will be clearly outlined, with scriptural references, along 
with the consequences for disobedience, in the Family Handbook.  

III. Substance Abuse  

A. Philosophy  

1. Scripture is clear that we are to treat our bodies as temples.  
(I Cor. 6: 19,20 and Rom. 12: 1,2)  

2. Such actions violate local, state, and federal laws (Romans 13:1-5).  

B. The administration will formulate a policy against the use of mind/body 
altering substances both on and off school property in accordance with 
scriptural principles and local, state, and federal laws. This includes the 
use of prescription, and over the counter, drugs  

1. This policy will be clearly outlined along with consequences in the 
Family and/or Employee Hand books  

. 
2. This policy will apply at all times and places where covered  

individuals are on the ACS premises, including but not limited to:  

a. All buildings belonging to ACS  

b. All land owned by ACS  

c. All vehicles owned, used, or leased, by ACS  

3. This policy also covers the use of prohibited substances while away 
from ACS in the following circumstances:  

a. When the use of such substances violates local, state, or  
federal law.  



b. When the use of such substances may affect an individual’s  
ability to safely and competently perform their duties.  

4. As minors, ACS students are expected to abide by this policy  
regardless of their geographic location.  

IV. Substance Testing  

A. Employees and students may be required to submit to appropriate 
substance testing.  

B. The requirements, guidelines, and laws pertaining to this testing can be 
found in the Family and/or Employee handbooks.  

V. Searches  

A. While In ACS owned buildings, land, or vehicles (as defined above), an 
individual may be required by administration or law enforcement to submit 
to a search. 

B. In general, searches are conducted on the grounds of “probable cause.” 
Probable cause may include but is not limited to:  

1. An individual is suspected of possessing a prohibited substance, or 
item.  

2. The individual is suspected of having ingested a prohibited 
substance.  

3. The individual is manifesting symptoms of impairment consistent 
with the ingestion of a prohibited substance.  

4. Any information received that leads the administration, or law 
enforcement, to believe that an infraction of school rules, local, 
state, or federal law, has occurred.  



C. Searches may include, but are not limited to:  

1. The individual person  

2. Personal effects  

3. Desk  

4. Locker  

5. Vehicle  

6. Similar places that may contain secreted items  

D. Searches will be conducted with reasonable concern for the personal 
privacy of the individual. 

E. Searches will be conducted by the head administrator with either the 
suspected individual, another school official, and/or law enforcement, 
present.  

VI. Refusal to submit to Substance Testing or Searches  

A. Any individual covered by the policies outlined in Sections IV and V who 
refuses to undergo substance testing, or resists a search under “probable 
cause,” will undergo disciplinary action up to and including  
discharge/expulsion.  

B. Any other consequences of the actual violation that has occurred will be in 
keeping with ACS policy as found in the Family and/or Employee  

handbooks and current local, state, and federal laws.  

VII. Harassment  



A. Philosophy  

1. ACS is committed to providing an educational environment that is 
as free from harassment as possible.  

2. Actions, words, gestures, jokes, or comments that are pointedly 
adverse to an individual’s sex (male, or female), race, ethnicity,  
age, religion, physical qualities, and mental abilities is highly  
discouraged.  

3. Such behavior is counter to a godly life, and is in direct opposition 
to the message found in the teachings of Jesus Christ found in  
scripture.  

B. Defined (Source: “Bullying, Harassment, Intimidating Reporting Form”)  

1. Any unwelcome conduct by any other person that is severe,  
persistent, or pervasive enough to limit the victim’s ability to  
participate in, or benefit from, an educational program or activity. 

2. Any unwelcome conduct that creates a hostile, or abusive, 
educational/working environment.  

Note: This conduct can be verbal, nonverbal, or physical, and the 
behavior in question does not need to be aimed at the individual 
who is making the harassment complaint.  

C. ACS will investigate incidents of harassment whether the victim is a 
student, or an adult.  

D. ACS is committed to finding out what happened in the reported incident, 
eliminating the hostile environment to the best of our ability, and doing 
everything within our power to prevent any future form of harassment  

E. ACS administration will investigate any complaint and will consider itself to 
be informed if any of the following occur:  



1. An alleged victim complains to faculty, administration, or staff.  

2. An alleged victim’s parent(s) complains about an incident to 
administration.  

3. Someone on staff witnesses an incident.  

4. Fliers, graffiti/artwork, electronic messaging platforms, or any other 
means of communication are involved in, or allude to, an incident of 
harassment.  

5. There is a widespread, or open practice of harassment, known as 
“hazing” that is well known to students, faculty, and/or staff.  

F. Complaints of Harassment:  

1. May be reported directly to the administration. 
2. May be reported to faculty/staff who are required to report the 

incident to administration.  

3. A complaint should be formally registered by the completion of 
“Bullying, Harassment, Intimidating Reporting Form,” available in 
the Main Office.  

4. Will be investigated by administration at the earliest possible 
opportunity.  

a. If an administrator is the alleged perpetrator the head  
administrator will lead the investigation.  

b. If the head administrator is the alleged perpetrator the board  
president will lead the investigation.  

G. Students/Employees found to be guilty of harassment may be subject to 



consequences that may include expulsion and dismissal.  

Personnel Policies  

I. Board Employee  

A. As a policy board, working under the guidelines of the State of Michigan, 
the ACS Board of Directors only has one employee: The head  
administrator  

B. The head administrator will negotiate with the board on a regular basis for 
renewal of their contract.  

C. Contract durations are a discussion item between the board and the head 
administrator. However, it is customary to give the head administrator a 
two, or three year, contract. 

D. The job description of the head administrator is submitted by the board at 
contract negotiations and both parties have input into what it entails.  

E. Salary and benefits will vary, and will be negotiated by both parties, based 
on the responsibilities of the head administrator, their expertise, and their 
experience in administration.  

F. All other employees of ACS are hired by, and work for, the head 
administrator. The head administrator alone is responsible for who is 
hired and who is terminated.  

G. The head of school, their Hiring Committee, or their designated 
representative, such as the Athletic Director, are responsible for posting 
job positions in appropriate venues, interviewing potential candidates, and 
hiring the best fit for ACS considering Christian testimony and budgetary 
constraints.  

H. The head administrator is responsible for keeping the board informed 
about staffing in their monthly report to the board.  



I. The head administrator will be evaluated by the board president on an 
annual basis using a standardized procedure negotiated and agreed upon 
by both parties.  

J. The head administrator, and all employees of ACS, are considered “At 
Will.” Their contracts can be terminated with just cause at any time. In 
Christian fairness all ACS leaders should follow a reasonable “due 
process” strategy in the termination of an employee (except in cases of 
gross negligence, or extreme bad judgement).  

II. Expected Conduct of all ACS Employees  

A. All employees are to exhibit strong Christian commitments in their 
professional and personal lives.  

1. Biblical Foundation  

a. Romans 1: 21-32 
b. Romans 12: 1-2  

c. I Corinthians 6: 6-10  

d. I Corinthians 6: 19, 20  

e. II Corinthians 6: 14 - 17  

f. Ephesians 4: 22-32  

g. Hebrews 10: 25  

h. James 1: 13-15  

i. I Peter 1: 15  



j. I Peter 2: 12  

k. II Peter 3: 11-14  

l. I John 2: 16  

m. Jude 7  

B. The administration is charged with reflecting these scriptural philosophies 
in documents pertaining to the faculty and staff and outlined in the 
Employee Handbook.  

C. Faculty and staff contracts are to be one year in duration.  

D. Contacts will stipulate the times that the individual will be expected to 
work. 

E. Administrators are expected to work throughout the year. Vacation time 
and duration to be stipulated by their contracts.  

F. Contract Renewal/Non-renewal/Termination  

1. Employees can assume that unless they are contacted about 
termination prior to the end of a school year, it is the intention of the 
administration to employ them for the next year.  

a. Exceptions to this would be loss of enrollment during the 
summer months.  

b. Unforeseen budgetary difficulties.  

c. An incident resulting in termination during the summer  
months.  



d. See “Financial Policies” Article VII for more information.  

2. The administration will inform any employee that is to be terminated 
as soon as possible once the decision is made to terminate the 
contract.  

3. Employees choosing non-renewal will inform the administration as 
soon as possible once the decision to leave has been made.  

4. Failure to recieve a contract does not necessarily constitute 
termination.  

5. Issuance of successive yearly contracts does not constitute tenure.  

6. The HOS is encouraged to consult with the board for Christian 
advice and wisdom in situations where termination is being 
considered. 

G. ACS will cover costs of continuing education related to certification 
requirements at the level hired, conventions, conferences, etc., as covered 
in contract, the Employee Handbook, or on a case by case basis. The 
HOS will have the final say in determining/approving compensation for the 
above.  

H. Divorce  

1. Philosophy  

a. Divorce is not condoned by Jesus (Matthew 10: 3 -12)  
except in the case of marital infidelity, and even then it is  
attributed to the hardness of the human heart.  

b. In our current legal system, “no fault” divorce forces some  
people into divorce because of their spouse’s choices, not  
theirs.  



c. People are flawed and often agree to divorce for the wrong  
reasons, but a repentant person can receive total  
forgiveness from God.  

2. Based on these philosophies, ACS board and administration may 
hire a person who has been divorced if they currently display the  
evidence of living their life for Christ.  

3. In the case of hiring a person going through a divorce, it is  
SUGGESTED that this should be avoided. Emotional upheaval is 
not good for the quality of instruction being delivered to students.  

4. ACS will not terminate a staff member who is going through a  
divorce not of their doing. However, if it is determined that the staff 
member is the guilty party disciplinary action is possible per  
“Expected Conduct” policies.  

III. Equal Opportunity Employment 
A. It is the policy of ACS to practice equal opportunity employment as far as 

possible without violating our Christian principles.  

B. Employment opportunities will be available to all without regard to an 
individual’s race, color, ethnicity, marital status, biological gender, physical 
handicap, or medical condition.  

C. Functioning as a Christian school, we can and do discriminate on the 
basis of religious belief.  

D. Functioning as a Christian school, integrating biblical principles (such as 
the Bible’s written stand on homosexuality and sexual promiscuity) into 
every aspect of school life, we can and do discriminate on the basis of 
sexual preference and gender fluidity issues.  

IV. Faculty/Staff Salary Issues  



A. ACS has no formally adopted salary scale for faculty and staff.  

B. ACS has a desire to follow the scriptural principle, found in  
I Timothy 5 :18, that the “worker is deserving of their pay.”  

1. In the case of support staff and paraprofessionals who work by the 
hour, the administration, in conjunction with Finance.will offer a fair 
and prudent hourly salary based on education and experience.  

2. In the case of salaried support staff, current employment laws 
relating to minimum wage for such workers will be consulted before 
the administration, in conjunction with Finance, will offer a fair and 
prudent salary,  

3. In the case of faculty salary computations, the board would like to 
see the following guidelines implemented:  

a. Consult with ACSI “Average Teaching Salaries” table. 
i) The board would like to reach 100% of ACSI  

average salary commensurate with experience and  

Education. (90% of ACSI average salary is the  
minimum required.)  

b. Consider the amount of teaching experience.  

c. Consider degrees that have been earned.  

d. Consider special endorsements that may have been earned.  

e. Consider current teaching certification.  

f. Consider the size of the hiring pool for the position.  



C. Payment Schedule  

1. Compensation payments will be made for all employees on a  
bi-weekly basis.  

a. The payment will be made on Fridays.  

2. Salaried employees will receive equal installments on those  
paydays.  

a. 26 or 27 times per year  

V. Unemployment  

A. ACS participates in in the Federal Unemployment Tax Act,  

B. Unemployment benefits are available for employees who have been 
terminated due to downsizing. 

C. Unemployment benefits are not available for employees who have been 
terminated due to disciplinary action.  

D. Unemployment benefits are not available for those who have chosen of 
their own free will to not return to their employment at ACS.  

VI. Out-Sourced Employees  

A. ACS has several faculty employees who are paid in part, or whole, by 
other educational entities.  

B. The monies used to pay these faculty employees is outside the normal 
ACS budget.  

C. It is the intention of ACS to make efforts to ensure equity amongst 



out-sourced faculty and faculty paid internally and having similar 
responsibilities. These efforts include but are not limited to:  

1. Equal access to fringe benefits enjoyed by internal paid faculty. 
These include:  

a. Sick days  

b. Personal days  

c. Continuing education benefits  

d. Tuition for dependant children  

2. Supplementary salary may be approved by the administration in 
cases of inequity.  

3. All employees whose salaries are paid in full, or in part, by another 
educational entity will still receive a contract from ACS. 

4. Out-sourced employees will have their ACS salary calculated using 
the same criteria as a fulltime ACS employee (See “Faculty/Staff  
Salary Issues,” Section 3, Items a -f)  

VII. Intellectual Property  

A. The teachers own and benefit from any of their “works for hire.”  

B. The teachers have exclusive right to sell their works whether in original or 
revised form.  

C. The teacher cedes to ACS the right to use the teacher’s “work for hire” in 
ACS classrooms and instructional settings free of charge so long as the 
teacher is employed by ACS.  

D. The teacher agrees, if they ever leave ACS employ, to license ACS to use, 



and reproduce, any items in the “work for hire,” produced while under contract 
with ACS, needed for ACS classrooms and instructional settings.  

E. In addition, the teacher agrees to include in the licensing language 
provisions whereby ACS can revise and modify the “work for hire” as 
needed to benefit the school’s faculty and students.  

F. This license will remain in effect as long as ACS is maintained as a 
Christian school.  

VIII. Whistleblower Protection  

A. The ACS board of directors adopts the State of Michigan’s “Whistleblower 
Protection Act (469 1980)” as the schools policy in regards to the  

protection of whistleblowers. 
B. The board further directs that the act be posted in employee common 

areas as required by law.  

IX. Mandatory Reporting  

A. Who reports?  

1. Administrators, School Counselors, and Teachers  

B. What are they to report?  

1. Any incident, or alleged incident, of child abuse.  

a. Physical  



b. Sexual  

c. Emotional  

2. Information gleaned from direct testimony of the abused child. 

3. Suspicious physical indicators.  

4. Anecdotal testimony of another individual.  

C. Why do they report?  

1. It’s the law,  

2. If they don’t report they are held legally accountable.  

D. Reporting procedure upon learning of such a situation. 
1. School personnel who are mandated to report will contact Child 

Protective Services as soon as possible.  

a. CPS may, or may not, conduct an investigation.  

2. School personnel will inform the head administrator when they 
have made such a report to CPS.  

3. Members of the non-mandatory reporting group will inform the 
administration of any similar situation they encounter. The  
administration will give instructions for how to handle the situation.  

Facilities/Transportation  



I. Insurance  

A. The school shall maintain appropriate levels of insurance coverage on all 
school owned/leased facilities and vehicles.  

B. The school shall maintain insurance coverage for students/faculty/staff for 
accidents that occur on school property.  

1. The administration will insure that faculty/staff fill out the “Accident 
Form,” kept in the Main Office for any accident that occurs on  

school property, or at a school sponsored event.  

C. The school will carry “Workman’s Compensation” insurance as required by 
law.  

D. To minimize liability risks, the board directs that ACS be considered a 
“Closed Campus.”  

1. Students will be monitored at all times. 
2. Students must ask permission to leave the building to go to a  

vehicle parked in the parking lot.  

3. Students are not to leave campus during the school day without 
administrative permission.  

4. Students must sign in if coming late to school and must sign out 
when leaving school for any reason.  

5. See the Family Handbook for information concerning visitors on 
campus, and for more relevant information concerning this policy.  

II. Emergency Procedures  

A. The ACS Emergency Procedure Manual will contain a plan for dealing 



with emergencies. This manual will be maintained and updated regularly 
to reflect the changing nature of school responses to emergency  
situations.  

1. The Emergency Procedure Manual will define prescribed specific 
actions to be taken by staff and students in various emergency  
situations.  

2. The administration will conduct regular discussions with staff on any 
changes that have occurred in the standard operational procedures 
for handling emergencies.  

3. The Emergency Procedure Manual will be readily accessible in all 
classrooms and educational settings within the school.  

B. The school will conduct regular drills as required by state law to practice 
staff and student responses to common emergencies.  

1. Fire 
a. ACS will follow current local, state, and federal guidelines 

related to fire drills and safety.  

b. Procedures for drills/fires will be outlined in the ACS 
Emergency Procedure Manual.  

2. Tornado/Severe Weather  

a. ACS will follow current local, state, and federal guidelines 
related to tornado drills and severe weather safety.  

b. Procedures for drills/severe weather will be outlined in the 
ACS Emergency Procedure Manual.  

c. Lightning protocols for outdoor activities (such as athletic 
contests and recess) will follow MHSAA guidelines.  



d. Unscheduled School Closings  

i) ACS occasionally institutes distance learning  
opportunities if the school building needs to be closed 
due to weather, or other reasons, which prevent in  

class instruction.  

ii) See the Family Handbook for information on the  

current method for notifying families of such closures. 

3. Lockdowns  

a. ACS will follow current local, state, and federal guidelines as 
they relate to best practices in regards to the threat of violent 
crime in the school, or its vicinity.  

b. Procedures for drills/lockdowns are found in the ACS 
Emergency Procedure Manual. 

c. The head administrator may lockdown the school at their  
discretion for legitimate reasons relating to security and  
discipline issues.  

III. Facilities Usage  

A. Approved Groups  

1. No Charge  

a. Any ACS school group.  

b. ACS groups in this category take precedence over any  
group that is charged a fee.  

c. Any ACS school group using the facilities must be monitored  



by a staff member, or an appointed representative that has  
been appropriately vetted as an ACS volunteer.  

2. Fee Charged  

a. Families with currently enrolled students.  

b. An employee, or board member, hosting a group that is not  
affiliated with ACS.  

c. Any group that inquires and is approved by the head  
administrator.  

B. Scheduling/Use Guidelines  

1. Scheduling is done through the Executive Secretary. 
2. The group will make their request in writing, stating the purpose of 

their facilities request, when they need the facilities (dates and 
times), and what ACS equipment they might need.  

3. Requests for facilities use will be approved only by the head 
administrator.  

4. Sunday use is discouraged. (Special approval by the head 
administrator is possible for special Sunday requests.)  

5. Any activity that is not normally permitted on school property will 
not be allowed by any renting group. (See Family Handbook for 
prohibited items, activities, and substances.)  

6. Persons under the influence of any mind altering substance are 
prohibited from being on school property.  

7. The head administrator is responsible for determining the fee 
schedule for facilities use. The fee schedule can be found in the 
Family Handbook.  



8. The head administrator has the final say on all fees charged.  

9. The individual who signs the Facilities Use Request Form is 
responsible legally and financially for the group’s activities while 
renting ACS facilities.  

10.The head administrator is responsible for generating a list of rules 
for groups who use the facilities. This list can be found in the 
Family Handbook.  

11. The use of school facilities for the purpose of providing 
personal gain, unless specified otherwise by the head 
administrator, is prohibited.  

12. The board requests that the head administrator require that the 
group making the reservation is the group using the facilities. It 
cannot be “sublet” without expressed permission by the head  
administrator.  

13.The person receiving permission to use the facilities (and by  
extension the organization that they might be affiliated with) is  
financially liable for any damage or loss of school, or personal  
property associated with the facilities use.  

14.The person (and by extension the organization they might be 
affiliated with) shall save and hold harmless ACS for any and all  
liabilities arising from an incident due to the use of the facilities. It 
is understood and agreed that ACS assumes no obligations  
regarding the use of the premises by the person (or by extension 
the organization they might represent).  

IV. Vehicle Usage  

A. Busing  

1. Families who utilize busing services will pay according to the fee 



schedule in the Family Handbook.  

2. Renting to organizations outside ACS is prohibited.  

3. Mechanical Standards  

a. Buses will be inspected according to state law.  

b. Items that are listed as “yellow” or “red” tagged after  
inspection will be fixed by the appropriate professionals as  
required by state law.  

i) Under no circumstances is any bus to be operated by the  
school for the transportation of students if it has received a  
“red” tagged item.  

4. Procurement/retirement of a bus. 
a. The head administrator, in conjunction with the supervisor of 

transportation services and the Finance Committee, is  
responsible for the purchase and selling of buses.  

5. Bus Operators  

a. Must be properly licensed according to state law.  

b. ACS will strive to have at least one substitute bus driver on 
the employee roles.  

6. School bus accident reporting.  

a. Any accident must be reported to the appropriate law  
enforcement and/or the head administrator.  

b. Accidents will be investigated and, if found to be the fault of 
the ACS driver, a copy of the accident report will be placed in 



the driver’s file.  

c. The head administrator will assess the seriousness of the 
accident/incident and taking into consideration the driver’s  
past record, will make an assessment as to the continued  
employment of the driver.  

B. Car Pooling  

1. Is allowed at ACS.  

2. Drivers must have the following on file in the Main Office: 

a. Valid Driver’s License 

b. Proof of Vehicle Insurance  

c. Criminal Vetting - See ACS Volunteer Policy  

3. ACS does not reimburse parents for mileage when they are used in 
carpooling.  

C. Student Drivers  

1. Students with a valid driver’s license may drive to school.  

2. See the Family Handbook for the guidelines related to student 
drivers.  

D. School Traffic Patterns  

1. All vehicles being driven on school property are expected to abide 



by posted traffic patterns.  

2. Any exceptions to this policy due to potential delivery of items, or 
emergency vehicles, will be approved by the administration.  

Health and Safety  

I. Safety Inspections  

A. All equipment and utility services will be properly maintained.  

B. All of the following equipment and utility services will be inspected as 
required by local, state, and federal law: 

1. Fire  

2. Health  

3. Safety  

II. Blood Borne Pathogens  

A. Universal precautions shall be observed by ACS employees in order to 
prevent contact with blood, or other infectious materials.  

1. PPE ( Personal Protective Equipment ) For Employee Use  

a. Gloves  

b. Masks  

c. Face Shields  



d. Various Disinfectants  

e. Hand Sanitizer/Hand Washing Areas  

B. Biohazard Containers  

1. Provided in the school offices, or any other location where they are 
deemed to be necessary by the administration/local health  

authorities.  

2. Will be clearly marked.  

C. The head administrator will be responsible for making training available to 
employees as required by law, at no cost to the employee. 

D. Medical and training records of an employee are available to that 
employee, or anyone having the written consent of the employee, upon 
request.  

III. Immunizations (Employees)  

A. The administration is responsible for informing the board of any 
requirements in this area. See the Employee Handbook for details.  

IV. First Aid  

A. An annual form is required for all students authorizing the use of 
emergency medical personnel if needed.  

1. Parents will be allowed to specify treatment by a particular  
physician, or hospital, if desired.  



B. Minor First Aid  

1. Will be applied by school personnel as needed.  

C. Accident Reports will be filled out by the witnessing staff when 
appropriate.  

D. Parents will be notified if/when the administration, or office staff, 
determines the situation is serious enough to warrant such action.  

V. Vision/Hearing Tests  

A. Annual hearing and vision tests are provided for, at different grade levels, 
by the county.  

B. ACS will cooperate with county officials as they administer these tests. 
VI. Immunizations (Students)  

1. ACS will maintain its records of immunizations in accordance with local 
and state laws.  

2. ACS will inform parents about immunizations that are needed and what 
their rights are if questions arise about immunization requirements.  

VII. Emergency Procedures - See “Facilities and Transportation” Art: II 

VIII. Mandatory Reporting - See “Personnel Policies” Art IX  

IX. Infectious Disease/Pandemic Response - See “Algoma Christian School Safe 
Start Plan” for current ACS Infectious disease/pandemic response strategies as 
approved by ACSI.  



Financial Policies  

I. Rationale  

A. The proper and wise use of funds is critical both for the efficient daily 
operation of the school and for its long-term survival and growth.  

B. The board and head administrator have the joint responsibility to establish 
and follow a budget and manage all the finances of the school in such a 
way as to ensure that the mission of the school is achieved.  

II. Budget  

A. Each year, in December, the Finance Committee shall develop a 
Preliminary Budget for the next school year. The Preliminary Budget will 
reflect the committee’s recommendations for changes to tuition and salary 
rates as well as their projections for changes in enrollment, fundraising, 
and all expenses. 

B. The budget should reflect a conservative approach to revenue estimates 
and a liberal approach to expenditures taking into account all current 
trends including the inflation rate. Line items should not exceed revenues 
or be less than expenses on a per student basis than the previous year 
without clear evidence in hand.  

C. The budget will allow for revenue shortfalls due to unpaid tuition or fees in 
an amount at least equal in percent to that of the previous year.  

D. If possible, the budget should be designed so that operational expenses 
are met without drawing upon revenues from fundraising and donations. 
Any surplus will be directed to a Capital Development Fund.  

E. The budget, if enrollment permits, will allow for contributions to a 
Contingency Fund of approximately 1% of gross revenues annually to a 
total fund equal to 3% of the budget.  



F. The budget, if enrollment permits, will allow for 1% of total revenues to be 
distributed, in cooperation with the regional association of ACSI, to Christian 

schools in third world countries or class ministry trips.  

G. The board will review the budget and make revisions as it sees fit. The 
revised Preliminary Budget will then be approved in January to be used by 
the administration for planning, hiring, and recruitment.  

H. The Finance Committee will continue to monitor developments in the 
school as they impact the development of the Final Budget. The Finance 
Committee will alert the board to situations that would lead to a change of 
more than 2% to the “Total Revenues” or “Total Expenses.”  

I. The Final Budget will be adopted at the September board meeting of that 
budget year based upon actual enrollments at that time. It will not be 
modified from that time forward.  

J. At the end of each fiscal year, 10% of the net general operating surplus will 
be designated for teacher and staff bonuses to be issued before 
December 31 of the following fiscal year. Allocation and disbursement are 
at the discretion of the Head Administrator. 

III. Revenue  

A. The bookkeeper will be responsible to ensure that all revenues are 
accurately accounted for and donors given receipts for gifts.  

B. All staff will follow dual control procedures when receiving school monies.  

C. The Finance Committee will ensure that all surplus funds (those not 
needed for the coming one or two month's operations) are invested in 
guaranteed investment vehicles such as a money market account and/or 
other interest bearing securities.  

D. The Finance Committee may approve using the line of credit for 
operations. No more than 80% may be borrowed against promised tuition 
and pledges.  



E. No borrowing will be done for capital projects unless 50% of the 
capital cost has been raised in advance through pledged amounts or 
liquid funds.  

F. Because of the non-profit, 501 (C) (3) status of the school, all gifts given to 
the school are tax deductible.  

1. For a donation to be considered a gift for IRS purposes it must not 
be in direct payment for a specific service that the school provides. 

Therefore, it specifically excludes monies paid by a third party for  
normal tuition, books and other direct services.  

2. Money given to the Tuition Assistance Fund is considered tax  
deductible as long as it is not designated for the assistance of any 
specific individual or family.  

3. Money can be designated to a general school project, such as a 
building fund, and will be considered tax deductible.  

4. All gifts of twenty dollars ($25) or more will receive a gift receipt. 
Any gift of one hundred dollars ($100) or more must receive a  
personal note from a representative of the school. 

5. All donors will be acknowledged privately or (with their permission) 
publicly at the discretion of the board.  

G. The value of non-monetary gifts in kind is tax deductible. The present 
market value of an item determines the amount of the tax-deductible gift. 
No inflation of values will be allowed.  

H. Donors will be encouraged to make undesignated gifts, so that the Board 
remains free to exercise its discretion in budgetary matters. All gifts 

designated for a specific purpose must be held in trust and used only for the 
purpose for which they were intended. Designations of gifts equal to $500 or 

more must be made in writing by the donor. If designated gifts cannot be 
spent as intended, the donor will be asked to re-designate the gift; or if the 
donor declines, the funds will be returned to the donor. Any borrowing from 
designated funds is specifically discouraged and if done in an emergency 



situation, must be done with full approval of the board.  

I. Fundraising is primarily for the purpose of groups being able to do projects 
that are not part of, but also for the purpose of capital improvement, and 
closing the gap between tuition income and the actual cost of operating 
ACS.  

J. All major fundraising activities shall be approved by the board. These will 
be limited to six per year and may include any of the following:  

1. Auctions, Banquets, etc.  

2. Direct Sales (e.g. Entertainment Books, Concert, Pie Sales, TRIP) 

3. Direct Appeals (e.g. “Thons” of all types.)  

4. Pledge Programs (e.g. Giving Tuesday, His Kingdom Funding, 
Monthly giving)  

K. The Development Committee shall approve all minor fundraising activities. 
Minor fundraisers are those in which funds are raised from within the school 

family, the primary purpose of the activity is a service, e.g. Bake 


