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FOREWORD 
 

 
The Atlantic Union Conference Handbook for Teachers is a practical guide (resource) to assist 
the teacher in the daily operation of a classroom. Much of the content in this Handbook is 
additional information to that found in the K-12 Education Code or Emergency Manual. 
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CHAPTER 1 
 

THE STRUCTURE OF THE 
ATLANTIC UNION CONFERENCE  

K-12 SCHOOL SYSTEM 
 
 
The Atlantic Union Conference, headquartered in South Lancaster, Massachusetts, administers a 
K-12 school system offering educational opportunities for students of elementary and secondary 
age.  The territory includes six local conferences: Bermuda, Greater New York, New York, 
Northeastern, Northern New England, and Southern New England. Policies contained in the 
Union K-12 Code govern the operation of the school system.  
 
Each local conference office of education is responsible for the operation of the K-12 program in 
its territory and is administered by a superintendent of schools who derives authority from the 
conference board of education. 
 
Each school is operated by a school board which is responsible to the conference board of 
education and the superintendent of schools. The chief administrative officer of the school is the 
principal or head teacher, who is responsible to the school board and to the superintendent of 
schools.  Teachers are responsible to the principal or head teacher of the school. The teacher is 
responsible for the day to day operation of the classroom. 
 
 
The conference board of education derives authority from the conference executive committee.  
To assure the effective and orderly operation of the schools within the conference, the 
conference board of education delegates certain functions to school boards. However, there must 
be close cooperation among school boards, the conference board of education and the conference 
office of education.   
 
ADVENTIST PHILOSOPHY OF EDUCATION: 
Education includes all of the experiences that a student has at school. Adventist educators accept 
the revealed will of God as the most important curriculum source. Since every subject is in some 
manner a disclosure of Him, efforts are made to present each one from the Biblical perspective.  
This perspective views man as a participant in the great controversy. It does not look at man and 
his world as the central theme, but makes knowledge of Christ and His Word paramount. Such 
knowledge will enable students to discover God in every phase of study and to experience the 
joy of a loving relationship with Him. 
 
This manual provides practical information for the K-12 teacher in the successful operation of 
the classroom. 
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COMMON TEACHER EMPLOYMENT INFORMATION REFERENCES AND OVERVIEW 
 
Employment Information: 
Employment Policies for Education Personnel are located in the Atlantic Union Conference 
Education Code K-12 (#3000)  
http://www.atlantic-union.org/images/PDF%20Files/Edu_Code_Final_2006.pdf 
Additional employment information is provided by the local conference and/or school.  
 
Fundamental Conditions of Employment: 

1.  Having current North American Division denominational certification 
 

2.  Having Seventh-day Adventist Church membership within the employing conference 
and school constituency 

 
3. Returning tithe (10%) of income  
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 CHAPTER 2 
 
 THE SCHOOL YEAR BEGINS 
 
 
First impressions made by a teacher arriving in a community often are the most lasting. It is 
important, therefore, to make these as favorable as possible. A teacher's manner, attitude, attire, 
and attention to personal grooming all contribute to the response of the community, not only to 
the teacher, but to the school system and church the teacher represents. 
 
Be familiar with the Handbook for Teachers, the Textbook List, the Atlantic Union Conference 
K-12 Education Code, and with the School Register/electronic record keeping, and with other 
materials such as testing materials and the conference working policy provided by the school and 
the conference office of education. 
 
It is desirable for the teacher to arrive in the school community well before the date required for 
reporting for duty. The earliest opportunity should be taken to become acquainted with the 
school, the community, and the constituent church. Church membership should be transferred to 
the new location as soon as possible. The teacher will attend church regularly and identify with 
its activities. If requested to do so by the principal, the pastor or the board chairman, the teacher 
may spend some time visiting in the homes of prospective students. The teacher will report for 
duty at the school on the date specified in the contract, and will use the time prior to the date 
when classes begin to perform tasks such as those listed below: 
 

1. Meet all faculty appointments called by the principal and/or conference Office of 
Education. 
 

2. Make sure textbooks which were ordered have arrived and are ready for use. 
 
3. Ensure before making any purchase on behalf of the school that there is a budget 

to cover the purchases by checking with the principal/head teacher/school board 
chair/business manager.   

 
4. Study and prepare a yearly curriculum map. 
 
5. Prepare lesson plans for each subject area for the first two weeks and a week in 

advance thereafter. Organize materials for efficient use. 
 
6. Organize the classroom for efficient use. 
 
7. Plan and post a daily and weekly class schedule. 
 
8. Resources to prepare for the school year  

A. Secondary Standards (NAD website: 
(http://www.nadeducation.org/educator_toolbox//82/116 ) 
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B. Elementary Key Learnings (NAD Website: 
(http://www.nadeducation.org/educator_toolbox/89/72 ) 

C. Teacher’s Editions of Textbooks 
D. Pathways Target Skills 

(http://pathways.nadeducation.org/content.php?id=37 ) 
E. Journey to Excellence (NAD Website: 

(http://www.journeytoexcellence.org/ ) 
 
9. The Textbook Lists: 

A. The elementary textbook list is available on the Atlantic Union 
Conference website: (http://www.atlantic-union.org/pdfs/2011-
2012_even_year_text_list_final.pdf ) 

B. The secondary textbook list is on the North American Division Education 
website: (http://www.nadeducation.org/educator_toolbox/90/73 ) 

C. Any deviation from the textbook lists must have prior approval following 
the procedure given in the Textbook List and the Atlantic Union Code 
Book.  

 
 

REQUIRED SCHEDULES 
 
 
Yearly Schedule: 
The annual school calendar, provided by the conference office of education, consists 
of at least 180 instructional days and complies with state and government law. 
 
 
Weekly Time Requirements: 
The elementary school schedule must meet or exceed the following minimum time requirements 
unless state regulations exceed these requirements: 
 

1. Grades K-2:  26 hours per five-day week exclusive of lunch period 
 
2. Grades 3-4:  28½ hours per five-day week exclusive of lunch period 
 
3. Grades 5-8:  31 hours per five-day week exclusive of lunch period 

 
Any exception to the minimum time requirements above must be approved by the conference 
office of education. 
 
The Friday schedule may be shortened provided the weekly time requirements are met and are 
approved by conference superintendent of schools.   
 



9 
 

Secondary Class Time Requirements: 
1.   Regular classes are to be a minimum of 200 minutes per week. 
 
 Guidelines:  

A.   Not to include passing time 
B.   Instructional time - major portion 
C.   Clerical activities kept to a minimum 
 

2. Lab classes are to be a minimum of 240 minutes per week.  Lab classes are 
identified as: 

 
A.   Science classes: 

 1.   biology 
 2.   chemistry 
 3.   physics 
 4.   other designated by the union Office of Education 

B.   Applied/practical arts classes: 
 Courses as designated by the Union Office of Education 

 
 Guidelines: 

A.   Not to include passing time 
B.   Average one lab period per week 
C.   Instructional time - major portion 
D.   Clerical activities kept to a minimum 

 
3. Credit for music, with the exception of private lessons, is to be computed on the 

same basis as regular classes. 
 
4. Credit for physical education is to be computed on the same basis as regular 

classes. 
 
Minimum School Day: 
A minimum day consists of at least four hours of instructional time excluding lunch period.  Up 
to eight minimum days may be scheduled for teaching in-service, parent-teacher conferences and 
days preceding vacations. All minimum days must be approved by the superintendent of schools.   
 
Daily Schedule: 
A daily schedule should be firm enough to provide a pattern for the day's activities and yet 
flexible enough to allow for unexpected instructional needs and opportunities. The following 
time allotments suggest a range within which the daily or weekly schedule is to be developed. 
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 SAMPLE SCHEDULE 
  
 
Time Activity 

8:00 Worship 
8:15 Mathematics 

9:15 
Language Arts: Daily Oral Language (Integrated keyboarding (extra emphasis in 
7th & 8th grade) 

10:15 Physical Education 
10:45 Language Arts: Thematic Study and Guided Reading 
11:45 Cleanup, Lunch, Break 

12:10 
M-Th—Language Arts: Reading Workshop or Writing Workshop (alternate 
days or weeks)  
Friday- Art 

1:00 Recess 

1:15 

M,T—Science  
W, Th—Social Studies 
Integrate Computers and Music with Science and Social Studies 
F—Practical Arts followed by Job/Clean up 

2:30 
Bible 
Integrate art, music, science and social studies 

3:00 or 
3:15 

Dismissal 

 
Note: Adjustments to the schedule must be made to accommodate early closing on Friday. 
 

ATTENDANCE REQUIREMENTS 
 
Attendance should be taken within the first hour of the school day in elementary school, within 
ten minutes of the beginning of class in the academy, or according to school policy.  State or 
country attendance requirements must be met.  For detailed information, contact the local 
conference Office of Education. 
 
 
Students Asking to Leave the School Premises: 
Students are not to be permitted to leave the school premises at any time during regular school 
hours, including intermissions, without a request in person or in writing from the parent, 
guardian, or other authorized person.   
 
Authorization to Release a Student from School: 
The school does not have the authority to release the student to any individual not designated by 
the parents or guardian. 
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TEACHER PLANNING 
 

 
Teacher Absence: 
It is the teacher’s responsibility to see that the classroom is supervised in accordance with 
conference and school guidelines.  
 

1. If an absence is anticipated, the principal or school board chairman should be 
notified as early as possible in order that arrangements for a substitute may be 
made.   

2. In an emergency, the proper individual should be notified as early as possible.  
 

The following are to be kept in readiness for the substitute teacher: 
 

1.  Current, user-friendly lesson plans should be open on the desk. 
 
2. A substitute attendance sheet. (Substitute teacher must not mark in the School 

Register.)   
 
3.  A daily schedule. 
 
4.  A current seating chart and instructional group arrangements. 
 
5.  A list of special supervisory duties. 
 
6.  Information regarding provision for students who have special problems such as 

medical needs or exemptions. 
 
7.  Procedures for excusing students from the classroom for recess, lunch, rest room, 

close of school day, indoor recess, and emergency drills. 
 
8.  Answer keys, textbooks, workbooks, guidebooks. 
 
9.  An appropriate amount of work to engage students for the entire time. 
 
10.  The system for correcting papers. 
 
11.  A list of classroom and school standards. 
 
12.  An outline of student responsibilities in routine matters. 
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The First Day of School: 
 

1. Dress modestly and professionally, free from colorful cosmetics and jewelry. 
 
2. Welcome students warmly and graciously. 
 
3. Conduct a carefully planned introductory worship to begin the year. 
 
4. Formulate classroom policies with students. 
 
5. Set the tone for academic excellence. 
 
6. Close the day with prayer. Students should leave the school with pleasant  
  feelings about the teacher and the new school year. 
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 CHAPTER 3 
 
 THE CURRICULUM 
 
A brief list of the subject areas follows: 
 

Bible 
 
Fine Arts 
 
Language Arts 
 
Mathematics 
 
Physical Education 
 
Science and Health 
 
Social Studies 
 
Practical Arts 

 
Textbook Ordering: 
Forms for ordering elementary textbooks are at the back of the Union Elementary Textbook List. 
Contact information for ordering secondary textbooks is found in the subject section in the NAD 
Secondary Textbook List. 
 
Description of the Special Program for Small Schools: 
Resources for one and two-teacher schools: 
      Elementary Textbook list: http://www.atlantic-union.org/education4.html  
      SMART- Science Management and Resource Tool implementation guide  
             Website:  
 So-SMART- Social Studies Management and Resource Tool implementation guide 
             Website: 
     Pathways- Language arts- Multi-grade management kit 
             Available at Union Office 
 
Description of the Alternation Plan: 
In some schools subjects are taught every other year according to a specified alternation plan, a 
schedule for which is also found in the Textbook List. "Even Year" subjects are taught during the 
school years ending in an even-numbered year, such as 2011-12, 2013-14. "Odd Year" subjects 
are taught during the school years ending in an odd-numbered year, such as 2012-13. 
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THE SPIRITUAL EMPHASIS OF THE TOTAL ADVENTIST SCHOOL PROGRAM 
 
The educational program of the Seventh-day Adventist School system is designed to assist 
students to become acquainted with God and to enjoy a growing and loving relationship with 
Him.   
 
The following curriculum will assist in meeting these goals: 
 
Bible: 
Daily Bible classes for each grade level using the textbooks published by the North American 
Division of the General Conference are the basis of the religious program. 
 
Worship: 
Each day begins with a devotional period and ends with prayer or a devotional song. Worship 
suggestions may be found in various devotional guides available from the Adventist Book Center 
or other religious bookstores. The devotional period, which should be as carefully planned to 
meet students' needs as any other period of the day, may include any of the following: 
 

1. Health and safety 
 

2. Character-building stories 
 

3. Patriotic elements 
 

4. Adventist Junior Youth (AJY) meetings or other student-led worship 
 

5. Prayer bands 
 
6. Reading an appropriate, interesting book 
 
7. Guest speakers 
 
8. Weekly presentations by the pastor 
 
9. Global Adventist Missions 
 
10. Student evangelistic meetings 
 
11. Christian service and outreach to the community  
 
12. Adventist heritage 
 
13. Spirit of Prophecy 
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Week of Prayer: 
It is recommended that a Week of Prayer be conducted as part of the religious program at least 
once each semester. In large schools, the principal, in consultation with teachers, arranges for 
these special weeks. In one-teacher schools, the pastor may be consulted for suggestions.  
Suggestions for the Fall Week of Prayer are found in the annual Week of Prayer issue of the 
Adventist Review. The NAD Week of Prayer DVD is available.  
 
Spirit of Prophecy Emphasis: 
Special emphasis is to be given each year to the role of the prophetic gift to the church. 
Resources: White Estate, Pathways of the Pioneers CDs 
 
Christian Home Week: 
Support of the local family home. 
 
Baptismal Classes: 
The primary aim of Seventh-day Adventist education is to provide an opportunity for students to 
accept Jesus Christ as their Savior. Therefore, schools should provide a baptismal class each year 
as part of the school program. The teachers and/or principal, in cooperation with the pastor, 
arrange for these classes. 
 
Chapel/Assembly Services: 
It is recommended that chapel/assembly periods be conducted regularly. 
 

DIFFERENTIATED AND INDIVIDUALIZED INSTRUCTION 
 
Students learn in a wide variety of ways. Teachers should design their instruction and assessment 
to meet individual needs.  
 
Visual Learners: 
These are students who must visualize everything.  They are the ones who sometimes think 
slowly so as to reproduce "the picture" in their minds.  They are the ones who know that 
information is found on the "left-hand page about mid-way down; therefore, procedures using 
demonstrations, pictures, diagrams, models and the like are essential. 
 
Auditory Learners: 
Students who need to read out loud or to "whisper-read" are auditory learners and must hear 
what they are to learn. They usually answer questions much faster than the visual learner and 
tend to be more verbal. Such techniques as explanations and pre-recorded information promote 
learning for the auditory-type student. 
 
Kinesthetic Learners: 
Often labeled as hyperactive, these students must not only see and hear, but also must feel, touch 
and manipulate concrete materials that will help them learn. 
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Grouping of Students: 
Because students differ in the rate at which they learn and mature, almost every classroom 
contains students at various levels of learning. Some students will be able to work at grade level 
while others will be able to work above grade level, and still others below. The teacher should, 
therefore, group those students who have attained similar levels in their learning experience. The 
practice of working with students in small groups is usually more effective than working 
primarily with individuals on a one-to-one basis. Each group should be placed at the level at 
which learning is comfortable and yet challenging. Instruction is then planned so that each group 
learns in sequential steps and at the appropriate pace. 
 
Homework in the Instructional Program: 
Homework is important in the Atlantic Union Conference school system. It contributes to the 
student's success by reinforcing, enriching, and maintaining skills taught in the classroom.  
Conditions which often necessitate homework may include absence from school, need for 
additional practice, failure to complete assignments during school hours, or need to reinforce a 
skill not yet mastered. When making homework assignments, the student's individual needs as 
well as the conditions in his home should be considered. Students need time to play, to rest from 
mental work activity, to practice musical instruments, to relax, to share home duties, family 
outings, and entertainment. Many teachers have adopted the following as guidelines when 
assigning homework: 
 

1.  The homework should meet some particular instructional goal or objective. 
 
2. The homework assignment should be clearly understood.  The student should 

know what to do and how to do it. 
 
3. Weekends and vacations should be relatively free of homework assignments. 
 
4.  Homework assignments should never be given as punishment. 
 
5. Consideration should be given to the amount of time necessary to complete an 

assignment and to the age level of the student involved. Suggested time limits for 
homework are: 

   
Primary grades 15-20 minutes 
   
Middle grades 20-30 minutes 
   
Upper grades 30-60 minutes 
   
Secondary 2-3 hours 
 

6.  Teachers in departmentalized programs should coordinate homework assignments 
so that no student is given homework in every subject every day. 
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TEACHER RESOURCES 
 

 
Audio-Visual Materials:  
Effective instruction includes using a variety of audio-visual materials. The following is a partial 
list of resources for free and inexpensive materials: 
 

1.  Public library:  films, displays, prints, recordings. 
 
2.  Museums. 
 
3.  Utilities such as telephone company:  films and demonstration equipment. 
 
4. Educator's Guide to Free and Inexpensive Materials.  Educator's Progress 

Service, Inc., 214 Center Street, Randolph, WI 53956.  (A catalog of films, 
pictures, pamphlets, etc.) 

 
5.  Industries such as airline companies. 
 
6.  Atlantic Union Conference Textbook List. 
 

       *In Bermuda — The Government Education Department Audio-Visual Center. 
 
Media Guidelines: 
To include, but not be limited to: videos, movies, literature, internet use and programs, computer 
games, plays, lyrics, etc. 

“The great aim of the teacher should be the perfecting of Christian character in himself and in his 
students. Teachers, let your lamps be trimmed and burning, and they will not only be lights to 
your students, but will send out clear and distinct rays to the homes and neighborhoods where 
your students live, and far beyond into the moral darkness of the world.” Counsels to Parents 
and Teachers, page 68. 

Media choices need to: 

1. Draw the student to Christ, build up and strengthen understanding and faith, and 
fit students’ minds for serious study and devotional life. 

2. Lead to significant insight into the nature of man in society in ways compatible 
with Seventh-day Adventist values. 

3. Be age-appropriate and developmentally sound, adaptive to the maturity level of 
the group or individual.  

4. Have value for good, avoiding elements that make evil appear desirable or 
goodness appear trivial. 

5. Help students cope with everyday life, avoiding sensationalism (the exploitation 
of sex or violence) and maudlin sentimentality (the exploitation of softer feelings 
to the detriment of a sane and level view of life), avoiding simplified, excitingly 
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suspenseful, or plot-dominated stories that encourage hasty and superficial 
thinking. 

6. Be worthy of the time spent on it, promoting understandings that may be useful 
for problem solving and for coping with personal and cultural change.  

7. Have uplifting language, not characterized by profanity or other sexual, crude, 
vulgar, or offensive language. 

8. Primarily emphasize the values, insights, and understandings found rather than the 
glorification of the media’s creator. 

9. Honor individual Biblical and Spirit of Prophesy convictions, without intentional 
embarrassment, by providing optional assignment solutions.  

10. Take into consideration the constituency served including cultural and ethnic 
background. 

11. Be personally previewed.  

12. Be previewed by administration if questionable content exists 
 

 
FIELD TRIPS 

 
The term "field trips" has often led to confusion and misunderstanding.  To many, this term 
covers everything from an overnight trip to a city with many educational attractions to a short 
one-hour visit to the local bakery. Many schools permit a teacher to conduct two all-day field 
trips a year, while the number of short, community trips are usually unlimited. (For complete 
details see Educational Code #1300.) 
 

1. The conference Office of Education must be notified of field trips which involve 
the whole school for an entire day. 

 
2.  The school board must approve all field trips. 

A. Overnight activities and trips must have conference board of education 
approval. 

B. Out-of-country trips must have school, conference, and Union Board of 
Education approval. 

C. The principal or head teacher should schedule the events of the school 
year so that field trips, music trips, and other events do not disrupt the last 
month of teaching. 

 
3. Field trips which include overnight lodging require prior arrangements with the 

conference Office of Education. These arrangements are to be made before 
discussing the proposed field trip with students. Where possible, transportation for 
all school-sponsored field trips should be by school bus. 

 
4. When private passenger vehicles are used for school outings, there must be a 

responsible adult, authorized by the school administration, present in each 
vehicle. 
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5. Every student participating in a field trip must be properly covered by student 
accident insurance. 

 
6. Atlantic Union Conference policy requires the school administration to verify that 

adequate insurance coverage is carried on all vehicles used to transport students.  
See Education Code #3300. 

 
7. Consent-to-Treatment forms for each student must be taken by the teacher on 

each field trip. 
 
8.  A first-aid kit is to be taken on each field trip. 

 
A guardian-signed permission form is a pre-requisite to participation in any school-sponsored 
field trip. Some schools have a parental consent form that is signed at registration time to cover 
all field trips taken during the school year. Parents should be notified and given detailed 
information concerning each proposed field trip. Much of the value of any field trip is dependent 
upon the quality of teacher-student preparation and follow-up. In order to make the most of the 
educational possibilities of a trip, the following should be considered by the class: 
 

1.  Clarifying the objectives. 
 
2.  Recording questions that the trip may help answer. 
 
3.  Deciding upon problems which the trip may help solve. 
 
4.  Listing specific points to observe. 
 
5.  Developing standards for safety and conduct, including each student's 

responsibility in properly representing his school to the public. 
 
6. Discussing the students' relationship to parent chaperones who may accompany 

the group. 
 
7.  Dressing suitably. 
 
8.  Using identification tags. 
 
9.  Arranging for lunch. 
 
10.  Formulating criteria for evaluating the trip. 
 
11.  Evaluating the field trip. 
 

NOTE:  Students must be supervised by a sponsor on all field trips. They must not be allowed to 
wander alone, not even for a minute. 
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Community Resources: 
Field trips are just one way to utilize the resources of a community. Another is to bring resources 
from the community into the classroom. Many libraries, museums, art galleries, and places of 
historic interest loan materials for classroom use. People from the community can also enhance 
the school program as they discuss with students their special interests and skills. Caution should 
be taken to ensure their presentation is in line with Adventist standards. 
 

HOLIDAYS, PICNICS AND PARTIES 
 
Holidays: 
Holidays and special days during the school year provide opportunities for enriching the school 
program. A discussion of the history of the holiday will enhance its meaning to the students.  
Room decorations, school programs, parties, and other activities should be in harmony with the 
philosophy of Adventist education.  
 
For example: 
 
 Fall Festival (Halloween) 
 Decorations:  Pumpkins, autumn leaves, shucks of corn.  Activities:  Service-oriented 

toward others; soliciting for needy families or mission projects; distributing literature, 
collecting for UNICEF. 

 
 Thanksgiving 
 Decorations:  Pilgrims, horn of plenty, pictures of things for which we are thankful.  

Activities:  Baskets of food and clothing for needy; thank you letters to parents and 
others. 

 
Christmas 

 Decorations:  Holly, candles, evergreen, poinsettias, manger scene, etc.  Activities:  
Sponsoring a needy family or foreign mission project; caroling. 

 
 Valentine's Day 
 Decorations:  Hearts and flowers.  Activities:  Remembrances for parents, invalids, 

children's hospitals, and elderly people. 
 

Black History Month 
 Pictures of notable people and accomplishments. Activities:  Teaching through songs, 

stories, freedom documents. 
 
 Lincoln's and Washington's Birthdays 
 Decorations:  Pictures of the presidents.  Activities:  Teaching patriotism through songs, 

stories, freedom documents. 
 

Easter 
 Decorations:  Spring flowers, baby animals.  Activities:  Arranging flowers to take to 

people who are ill; share-your-faith activities. 
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School Picnics: 
An annual all-day school picnic provides an opportunity for parents, students and teachers to 
enjoy a pleasant social occasion. Such a day may be counted as one of the days required for 
actual classroom instruction. The following are useful guides for planning a school picnic. 
 

1.  Make reservations well in advance. 
 
2.  Notify parents of date, time and location of picnic. 
 
3.  Arrange transportation according to field trip guidelines. 
 
4.  Arrange for adequate adult supervision of students. 
 
5.  Plan the menu with the students and in cooperation with room mothers. 
 
6.  Plan the day's games and other activities. 
 
7.  Discuss with students all regulations including appropriate dress. 
 
8.  Have a first-aid kit and a car available in case of emergency. 
 
9.  Account for all students before leaving the picnic area. 
 
10.  Assign someone to check the picnic area for lost or forgotten articles. 

 
Class Parties: 
The school faculty should formulate a policy concerning class parties, including number of 
parties, length, time of day and types of activities. Some schools hold only two birthday 
celebrations per year. One is held for those students born July 1 to December 31, and another for 
those born January 1 to June 30.  In this way, all students are equally honored. The following are 
useful guidelines for planning class parties: 
 

1. Plan activities, refreshments, clean-up assignments and supervision. 
 

2. Serve refreshments at or shortly after meal times. 
 

3.  Follow principles of good health in selecting refreshments, avoiding excessive use 
of sugar. 

 
4.  Make provision for students with special dietary needs or convictions. 
 
5.  Avoid holding parties on school evenings. 
 
6.  Provide adequate adult supervision. Students should be in the immediate care of 

the teacher or sponsor at all times. 
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CHAPTER 4 
 

THE CLASSROOM 
 

EFFECTIVE LEARNING ENVIRONMENT 
 
Classroom Appearance: 
Educators have discovered that in a pleasant classroom environment, students tend to conduct 
themselves in a manner which makes better learning possible. Such an environment presents an 
effective enticement to learning through the use of such features as well-planned bulletin boards 
and meaningful learning centers. In the classroom designed for learning, qualities such as 
cleanliness, orderliness, cheerfulness, and attractiveness are readily apparent. 
 
Bulletin Boards: 
Well-planned bulletin boards should stimulate and extend learning in all aspects of Seventh-day 
Adventist education ── physical, spiritual, social, and intellectual. Such bulletin boards provide 
materials which attract student interest by presenting facts, posing questions, and reinforcing 
values. The following points should assist the teacher and students in bulletin board planning: 
 

1.  At least one display should be devoted to spiritual themes at all times. 
 
2.  Student work should be regularly displayed. 
 
3.  On-going activities within the classroom should be emphasized. 
 
4.  All displays should be interesting and attractive. 
 
5.  Displays should remain only as long as they support curricular needs and 

interests. 
 
Learning Centers: 
Classroom learning centers are a useful means of providing for effective practice in all areas of 
study. Since there is no one definition of a learning center, teachers should note that learning 
centers are designed for enrichment, reinforcement, and review, rather than for the initial 
learning of an essential skill. Carefully planned learning centers offer opportunities for 
independent student work by providing: 
 

1.  Clear directions 
 
2.  Clearly stated objectives 
 
3.  Multi-level choices and activities 
 
4.  Readily available answers 
 
5.  Manipulative as well as paper-and-pencil activities. 
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Physical Comfort: 
Since physical comfort is an asset to learning, proper ventilation, heating, and lighting should be 
of major concern to the teacher. 
 

1.  The classroom should not be allowed to become stuffy or too warm.  Fresh air 
should be in constant circulation. 

 
2.  Room temperature should be maintained in harmony with Federal guidelines. 
 
3. It is important that sufficient lighting be maintained in all areas of the room.  

Lighting should be regulated so that no one need squint, either to see clearly or to 
avoid glare. 

 
4. Consideration should be given to students with environmental allergies when 

decorating the room with plants, flowers, hay, etc., or when animals are brought 
into the classroom. 

 
Student Seating: 
The goal of classroom seating arrangements is to provide a place where a variety of thinking-
learning activities can be accomplished with the fewest possible distractions. In planning for 
classroom seating, the teacher should take into account the students' physical comfort as well as 
all the surrounding influences which may promote or impede learning. Classroom seating should 
be arranged to facilitate productive listening, speaking, reading, writing, and studying. Peer 
influence should also be considered. Because many children in the primary grades exhibit 
orientation problems and some even have difficulty in left-to-right direction, they should have 
their chairs or desks arranged in such a way that they do not see another child's written work 
upside down. Comparing their work with that of the classmate sitting across the table could 
compound the orientation problem for some children. 
 
In other elementary grades, it is desirable to have seating arrangements that permit students to 
see each other's faces. At all grade levels, desks, tables, or chairs should be sized to fit the 
students. Every classroom needs to be arranged so that there are adequate spaces for movement 
within the classroom. Traffic lanes in and out of the room must be kept free and open. 
 

SUPPORT PERSONNEL TO PROMOTE LEARNING 
 
Teacher Assistants: 
The services of a teacher assistant are utilized in order that classroom teachers may devote more 
time to effective instruction and that student learning may be increased. The teacher assistant 
may be a paid assistant, a constituent volunteer, or a carefully-trained upper grade student who 
performs assigned duties under the direct supervision of the classroom teacher.  The assistant 
helps the teacher with teaching-related activities and non-teaching assignments such as: 
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1.  Conducting small group memory verse drills. 
 
2.  Providing practice opportunities for mathematics and reading groups. 
 
3.  Reading to small groups. 
 
4.  Dictating to small groups. 
 
5.  Assisting with art lessons and with special projects. 
 
6.  Assisting with the sensory-motor or physical fitness programs. 
 
7.  Monitoring groups during testing. 
 
8.  Receiving and distributing library materials. 
 
9.  Typing and reproducing materials. 
 
10.  Securing and returning audio-visual materials. 
 
11.  Preparing and distributing supplies. 
 
12.  Supervising the lunch period. 
 
13.  Assisting with field trips or public performances. 
 
14.  Helping students with make-up work following absence from school. 
 
15.  Assisting in the keeping of records. 
 
16.  Assisting in the grading of papers. 
 
17.  Assisting in the playground. 
 

 
PROCEDURES FOR CLASSROOM VISITORS 

 
Arrangements for visits to the school by parents and other constituents should be made in 
advance. In multi-room schools, visitors should be encouraged to report to the principal before 
going to the classrooms. A student monitor may be given the responsibility of seating visitors, 
having them sign the visitor's page in the school register, and showing them what the class is 
doing. This will permit the teacher to continue teaching with a minimum of interruption.  
Children not enrolled in the school should be encouraged to obtain permission before visiting. 
The student accident insurance policy provides coverage only for those students enrolled in the 
school. 
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UNITED STATES FLAG OR COUNTRY FLAG 
 
Regular Display: 
Each classroom and auditorium in the USA* should have a United States flag displayed at all 
times, and the salute to the flag should be recited regularly. A good time for this activity is 
during the opening exercises just before or after worship. The national and state flags should be 
displayed on a pole which may be located near the entrance of the school premises or on the 
administration building. Occasionally the entire school family may gather at the flagpole for a 
flag-raising ceremony. The outdoor flag should be displayed during the full time that school is in 
session, weather permitting. Outdoor flags should be displayed only between sunrise and sunset 
unless a light is shown on the flag during the hours of darkness. If the flag is displayed from a 
stage, it should be on the speaker's right. If it is displayed on the wall, the field of stars is to be on 
the left. 
 
*Bermuda─ Union Jack and national flag. 
 
Shared Display: 
No flag or pennant should be placed above or to the right of the United States flag.  If only one 
flagpole is used, the United States flag should be above the state flag and the latter should be so 
hung as not to interfere with any part of the United States flag. Flags of two different countries 
are never flown from the same staff. 
 
*Bermuda─ Union Jack, in place of the United States flag; national flag, in place of the state 
flag. 
 
Half Staff: 
On Memorial Day, flags are displayed at half staff from sunrise until noon and at full staff from 
noon until sunset. Except on Memorial Day, the flags should be lowered to half staff only when 
the city, state, nation, or the denomination pays special recognition to someone who has died.  
When flown at half staff, the flag should be hoisted to the top of the pole for an instant and then 
lowered slowly to the half-staff position. When lowering the flag for the day, it should be raised 
to the top of the pole first. 
 
Flag Salute: 
Persons in uniform, including Pathfinders, give the regulation salute; men in civilian clothes 
remove their hats and hold them over their hearts; women or men without hats place their right 
hand over their hearts during the entire salute. Non-citizens stand respectfully at attention. When 
the flag is hoisted or lowered and when it passes by, everyone stands at attention. 
 
Flag Care: 
In order to keep the flag free from soil, it should be dry cleaned as needed. When a flag is no 
longer suitable for display, it should not be cast aside or used in any way that might be 
disrespectful, but should be destroyed as a whole, preferably by burning. 
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National Anthem and Patriotic Songs: 
Students should be taught to sing the National Anthem, and patriotic songs should be used 
periodically on special occasions such as Veterans' Day, Presidents' Day, Memorial Day, 
Queen's Birthday (Bermuda), and Bermuda Day. 
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CHAPTER 5 
 

TEACHER-STUDENT RELATIONSHIPS 
 
 

THE WELL-BEING OF THE STUDENTS IN THE CLASSROOM 
 
Teacher Example: 
In the development of a warm, accepting, and admiring relationship between the teacher and 
student, no factor is as important as the example of the teacher. Realizing that every student 
enters school as a product of his own heredity, environment, and personality, the teacher takes 
the initiative in creating an atmosphere where learning is not only possible but enjoyable as well.  
The method of instruction, the supervision, and even the discipline says to each student, "I like 
you. You are a worthwhile person, and I am glad I know you." Teachers whose relationships 
with students are strong and rewarding, usually exhibit most of the following characteristics: 
 

1.  Are continually growing in an understanding of the truth about God which is 
reflected in dealing with students. 

 
2. Like students, not only because they are in the classroom, but because they are 

people worth knowing. 
 
3.  Exhibit a warm, friendly, accepting attitude toward all students. 
 
4. Possess a sense of humor that enables them to laugh at themselves as well as with 

the students. 
 
5. Recognize the importance of each student, and ask to help in the way(s) that best 

meet the student's needs. 
 
6. Are not jealous of their positions of authority. In any situation, such teachers 

realize that the most important thing is to help the student and not to protect their 
own positions. 

 
7. Remember that one of their major responsibilities is to increase the probability of 

learning. Teachers, therefore, become masters in the use of good instructional 
theory and practice. 

 
8. Accept all students where they are in their educational experience, and help them 

to grow from that point. 
 
9. Enjoy the learning experience themselves, and are always open to new ideas and 

discoveries. 
 
10.  Enjoy opportunities for associating with students outside the classroom. 
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11. Endeavor to help all students accept themselves as persons of worth and to enjoy 
some experience of success every day. 

 
Knowing Students and Parents: 
Each teacher should attempt to visit as many student homes as possible before the school year 
begins. This not only gives the teacher an insight into the student's home environment but also 
provides an opportunity for students and parents to become better acquainted with the teacher. 
Many teachers make a list of school supplies which will be needed during the school year and 
deliver this personally to the home. If a pre-school visit is not practical, the teacher should 
attempt to visit each home at least once during the school year. It is the responsibility of the 
teacher to study each student, his home, his previous school experience, his personality and his 
method of learning until the teacher knows the student well enough to plan effectively for the 
student's education. Cumulative record folders are maintained so that information concerning a 
student's previous learning experience can be readily accessible. If the student is a transfer 
student, these folders should be requested early in the school year from the school last attended.  
The principal provides a form for this purpose. Consultations with former teachers or school 
administrators may also yield much valuable information which can aid in understanding a 
particular student. A teacher seeking such counsel should endeavor to separate the facts from 
opinions in the information received. Obviously, the best way to get to know anybody is to spend 
time with him or her in activities which promote understanding.  It is recommended, therefore, 
that teachers find the opportunity to associate with students and parents outside the classroom.  
Church-sponsored social activities, parties, Sabbath afternoon hikes, weekend camping trips, or 
time spent simply visiting -- all help the teacher to know and understand students and their 
parents better. 
 
Self-Concept: 
Educational psychologists indicate that students do better in school when they have good self-
concepts. Students' self-concepts are based not so much on what others think of them but on how 
they perceive that others think of them. Therefore, it is important that all students be shown that 
they are persons of worth. This can be accomplished by the way the teacher accepts them, talks 
to them, reacts to their attempts to do what is asked of them, and treats other students in the class.  
Since self-concept is the result of students' feelings of self-worth combined with their feelings of 
personal competence, it is imperative that the teacher look for ways to assist all students in 
developing areas of competence. If students are functioning below grade level or are discipline 
problems, their self-concept is probably low. The effective teacher accepts all students where 
they are, does not seek to attach blame for their failures, builds instruction on previous learning, 
and gives sincere praise for effort and improvement. 
 
Positive Reinforcement: 
Positive reinforcement may be defined as anything a teacher says or does in an affirming manner 
that will encourage students to repeat some desirable behavior or to continue to work 
productively. To be most effective, positive reinforcement must follow the desired behavior or 
response immediately. Therefore, whenever a student behaves in a desirable manner, produces 
acceptable work, or demonstrates correct thinking, such action should be recognized and 
immediately followed by a positive reinforcement such as "Good for You! You demonstrated 
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good thinking in that dilemma," or "Thank you for not interrupting." The following procedures 
are suggestions of ways positive reinforcement may be used in the classroom: 
 

1.  Positive verbal reinforcement is necessary. Praise is very often the best motivator 
and at times will keep poor students working when they would otherwise give up. 

 
2. Words of encouragement written on corrected papers help students know that 

their work is acceptable and that they are improving. These need not be long notes 
but can be simple phrases or sentences which communicate in a positive way. 

 
3. The method used in correcting papers may also contribute to positive 

reinforcement. The teacher should exercise care in making corrections that are 
small, neat, and clear as an indication of courteous evaluation of written work. 

 
4. Recording the number correct over the number possible carries a more positive 

connotation than labeling the paper with an "F" or "D."  Students who do well can 
readily see that they have succeeded in getting most of the items correct while the 
struggling students will know that although they may not have done well, their 
efforts have not been branded as failures. 

 
5.  Comments such as "You didn't listen," or "Do over," written on corrected papers 

may produce negative feelings in the student. If the paper is unacceptable and 
needs to be re-done, the simple request "Please see me about this paper" will 
create the opportunity for the teacher to explain the problem and enlist the 
student's cooperation for improvement. 

 
6.  A complimentary note given to parents or students is another method of positive 

reinforcement. These notes praise students for work well done, improvements 
made, or commendable behavior. Some teachers make an effort to have each 
parent or student receive at least one such note during the school year. 

 
 

RESPONSIBILITIES IN STUDENT SUPERVISION 
 
Supervision of the student must be provided in the classroom, on the playground, during recess 
and intermissions, before and after school, and during any activities sponsored by the school.   
 
Supervision is not only an indicator of teacher concern for the welfare of students, but it is also a 
legal matter. In case of negligence, the teacher may be held personally liable. It is not enough to 
have a teacher in the area.  Adequate supervision requires close attention to whatever is 
occurring in the area being supervised. The teacher must be active, alert, and aware of the 
various groups and what is happening in them. Some principles of playground supervision 
follow: 
 

1.  Supervise the conduct and activities throughout the entire play area. 
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2. Encourage student groups to play far enough apart so that one group will not 
interfere with the activities of another. 

 
3. Do not permit rough or dangerous play, such as boxing, wrestling, karate, or any 

other activity or behavior that may lead to serious problems. 
 
4. Do not allow students to play near hazards, and report all such hazards 

immediately to the principal. 
 
5. Move throughout the play area maintaining an alert attitude toward the activities 

of each group. 
 
6.  Avoid extended conversations with parents, teachers, or other students. 
 
7.  Report all accidents immediately. 

 
 

LEGAL IMPLICATIONS OF STUDENT PRIVACY LAWS 
 

All school records must be available to parents. Any school requesting a transfer of student 
records shall notify parents of their rights to receive a copy of the record and a right to a hearing 
to challenge its content. 
 
Information regarding names and addresses of students is not to be given to anyone not 
authorized by the parent. The student's records are to be made available only to educational 
personnel directly involved with the student, the student's parents or other designated adult, and 
law enforcement officers. Annotations made in cumulative folders, anecdotal records, and letters 
written to parents about their child should be carefully worded. Statements which would label 
students, such as "disturbed," "liar," and "thief," are judgmental and leave the teacher open for 
prosecution. When writing anything concerning the student, teachers should state only those 
facts and observations which applied at the time the report was written. 
 

SUCCESSFUL CLASSROOM MANAGEMENT 
 
Successful classroom management begins the instant the first student walks into a classroom at 
the beginning of the school year. The good beginning made the first day needs to be maintained 
throughout the school year. One of the best ways to accomplish this is to refer often to 
established classroom standards. For the first few days, it is a good practice for teachers to ask 
students just before dismissal whether or not the class standards have been maintained. Any 
standards agreed upon must be consistently enforced. Successful management, however, is more 
than keeping order in the classroom. Its ultimate goal is to help students develop self-respect, 
respect for the rights and property of others, and self-control. The following suggestions may be 
helpful: 
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1. Use preventive discipline more often than corrective discipline. Teachers who are 
well-prepared, who have needed materials within easy access, and who have 
made sure students understand the assignments and what is expected of them 
report fewer discipline problems. 

 
2. Become acquainted with all students, the kind of learners they are, what interests 

them, what kinds of activities produce frustration, and the areas in which they will 
need help. Then develop a program for all students that will keep them 
challenged, involved, and working with a minimum amount of frustration. 

 
3. Use praise more often than censure. Evidence has shown that students will find 

their place in the classroom even if it is attained through negative behavior.  
Praising the good behavior while controlling but minimizing the negative can help 
students gain their places through positive means. 

 
4.  Distinguish between disobedience and poor judgment. All people at times find 

themselves victims of their own poor judgment. Disobedience, however, is 
another matter and should be dealt with differently. 

 
5. Develop the ability to tell when students are "discussing" and when they are 

"arguing." For example, every student has a right to know why a certain grade 
was given, but the teacher should be careful that the discussion does not turn into 
an argument. 

 
6.  Recognize that some students have not yet matured to the point of understanding 

that what may seem humorous to them may be viewed as insolence by the 
teacher. Patience with immature humor may save an innocent attempt at being 
funny from being blown into a full-scale case of rebellion. 

 
7. Retain your sense of humor. Students look forward to classes with mature, 

confident teachers whose cheerfulness and humor combine to make lessons both 
interesting and worthwhile. Wise is the teacher who combines firmness with a 
sense of humor to fit the occasion. 

 
8.  Avoid the tendency to bluff or make repeated threats. 
 
9.  Avoid using regular classroom housekeeping chores as punishment. 
 
10. Be as fair as possible. Avoid forming conclusions before all the facts are gathered. 
 
11. Know when to be "knowingly ignorant." In other words, overlook small things 

which are unintentional or which do not matter. 
 
12. Remember that classroom management is the teacher's responsibility, not the 

principal's. Too many trips to the principal's office may tell students that the 
teacher either cannot or will not help them. 



32 
 

 
13. Apologize sincerely and graciously whenever necessary. Everyone makes 

mistakes, and if a student has been judged incorrectly or unfairly, the teacher who 
apologizes gains the respect of the entire class. 

 
 
Student Discipline: 

Kurt Kewin, a noted psychologist, has defined the basis and results of three types of 
discipline: 
 
1. Laissez-faire:  This type of discipline is based upon indulgent love and 

permissiveness. There are few if any restrictions on behavior, speech, or 
movement around the classroom. There is little or no evidence of classroom 
control. Students under such a program accomplish little and are usually unhappy 
and fretful. Ellen White described this condition when she penned:  "Children 
who are allowed to have their own way are not happy. The un-subdued heart has 
not within itself the elements of rest and contentment.  Restlessness and 
discontent are the fruits of indulgence and selfishness." GC 214.  She states 
further:  "It is impossible to depict the evil that results from leaving a child to its 
own will. The child who has been spoiled has a heavy burden to carry throughout 
his life.  In trial, in disappointment, in temptation, he will follow his 
undisciplined, misdirected will."  CT 112. 

 
2. Authoritarian:  Discipline of this type is based upon firm control and 

regimentation. Students are taught to do it "because I say so," to perform like 
well-drilled soldiers, and not to question authority. Public censure and ridicule are 
frequently used. Students in such an atmosphere may complete a good deal of 
schoolwork and appear to be well-behaved. When the teacher is not present, 
however, the industriousness and good behavior disappear. Two significant 
results of authoritarian discipline should be noted: 

 
A.  Open Rebellion ── Unable to function in the strict regimentation of such 

a classroom, the students rebel against the system, the school, church and 
home. Of this, Ellen White warned, "While force may secure outward 
submission, the result with many children is a more determined rebellion 
of heart."  Ed 288. 

 
B. Indecisiveness ── Students who are not allowed to make decisions for 

themselves experience difficulty making them later in life also. They need 
the authority figure present to approve or disapprove of their behavior and 
seldom accept the responsibility for their actions. Ellen White commented 
on this condition also:  "There are many families who appear well-trained, 
while under the training discipline; but when the system which has held 
them to set rules is broken up, they seem to be incapable of thinking, 
acting, or deciding for themselves."  3T 132. 
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3. Democratic:  The basis for democratic discipline is genuine love and firmness.  Its 
major aim is to help students learn principles of self-control and to enlist their 
assistance in becoming responsible for their own behavior. Such discipline 
requires an atmosphere in which the teacher and student work together, discuss 
problems and solutions, and mutually agree on the next step to be taken. Such 
discipline is not permissive because consistency and firmness not only define but 
also require acceptable behavior. Neither is it authoritarian because students are 
allowed to question, to discuss, and even to fail without the fear of ridicule. They 
are happier, more likely to maintain acceptable behavior even in the teacher's 
absence, and more mature in their outlook toward the group and the responsibility 
of each group member.   

 
Concerning democratic discipline, Ellen White wrote:  "Cooperation should be the spirit of the 
schoolroom, the law of its life."  Ed 285. "Rules should be few and well-considered; and when 
once made, they should be enforced.  Whatever it is found impossible to change, the mind learns 
to recognize and adapt itself to; but the possibility of indulgence induces desire, hope, and 
uncertainty, and the results are restlessness, irritability and insubordination. It is better to request 
than to command. The one thus addressed has opportunity to prove himself loyal to right 
principles. His obedience is the result of choice rather than compulsion." Ed 290. 
 
 
Use of Corporal Punishment: 
Corporal punishment is not to be used. 
 
Procedures for Suspension or Dismissal of Students: 
Procedures for suspension should be discussed by the staff prior to the opening of the school 
term. A teacher may temporarily suspend a student from class, but should check immediately 
with the principal or assigned disciplinarian. Suspension from school should be made by the 
principal or head teacher. A student may be suspended for repeated offenses when other 
procedures have not been effective. Evidence of prior corrective measures and parental 
notification should be on file in the student's folder. In the case of a serious act or violation of 
school regulations, the principal may temporarily suspend a student from school even though 
there has been no prior deviant behavior. The school board is the ultimate authority in the 
dismissal of students upon the recommendation of the principal. As a general rule, dismissal is 
used only when other means of correction fail to effect a change in conduct.  (See Education 
Code #1348) 
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CHAPTER 6 
 

HEALTH AND SAFETY 
 
 

STUDENT ACCIDENTS 
 
Serious Accident: 
The first determination that needs to be made when a student has an accident is whether or not it 
appears to be serious. Whenever a student sustains a blow to the head, parents should be notified 
at once.  If it is suspected that a student has sustained a serious injury of any type, the student is 
not to be moved. An ambulance is to be called immediately. Moving by an untrained person may 
result in complications or even death. Parents are to be notified immediately when any serious 
injury is suspected. If the parents cannot be reached, the doctor specified on student records 
should be called. After attention has been given to the student, immediate steps should be taken 
to write an accident report that includes the following: 
 

1.  Name, address, and age of the student. 
 
2.  Date and time of accident. 
 
3.  Circumstances under which the student was injured. 
 
4.  Nature of the suspected symptoms and injuries. 
 
5.  Name of the person supervising at the time of the accident. 
 
6.  Place student was taken for treatment. 
 
7. A copy of accident reports should be sent to the local conference Office of 

Education. 
 
Schools within the Atlantic Union Conference (except Bermuda), are required to carry student 
accident insurance. For parents to claim the benefits of the accident insurance, it is necessary for 
the school to complete specific forms and to make a statement of the circumstances under which 
the student was injured. These forms are available through the local conference Office of 
Education and must be completed by the school before parents can make a claim to their 
insurance company. 
 
Minor Accident: 
In case of a minor accident that may involve cuts or abrasions, first aid should be administered at 
the school. The use of disinfectants and ointments or medications is prohibited except when 
specific requests in writing are made by parents. The first aid administered may include washing 
the wound with soap and water and covering with a bandage. Each school must maintain first-aid 
equipment sufficient to care for accident victims in an emergency. The first-aid kit should 
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include an adequate supply of the following articles and such other equipment as school officials 
consider useful or necessary: 
 

1.  3x3 sterile gauze bandages. 
 
2.  2" roller gauze bandages. 
 
3.  1" roller gauze bandages. 
 
4.  Triangular bandages. 
 
5.  Band-aids of various sizes. 
 
6. An American National Red Cross First Aid and Personal Safety Manual, or 

written instructions for using the supplies in the first-aid kit. 
 
7.  Disposable gloves. 

 
Injuries should not be treated without the use of disposable gloves. These gloves should be 
discarded after each use. The soiled gloves must not be re-used or placed where students or any 
other individual can have access to them (the safety of the janitor must also be considered.) 
 
Even apparently minor injuries should be reported to parents. 
 
Giving Medicines: 
The only conditions under which school personnel may administer any medication are as 
follows: 
 
Any student who is required to take, during the regular school day, medication prescribed for 
him by a physician, may be assisted by designated school personnel if the school has on file (1) a 
written statement from the physician detailing the method, amount, and time schedules by which 
such medication is to be taken; and (2) a written statement from the parent or guardian indicating 
the desire that the school assist the student in matters set forth in the physician's statement.  
Schools do not permit self-administration of drugs by students, whether prescription or not. 
Such medication must be delivered to the school in the original container bearing the original 
pharmacy label. This label must contain the name and place of business of the seller, the serial 
number and date of such prescription, the name of the person for whom such drug is prescribed, 
the name of the member of the medical profession who prescribed the drug, and must bear 
directions for use as prescribed by the physician. See Education Code #1336 
 
Conducting Emergency, Fire and Disaster Drills: 
Each classroom should have an outline of the procedures students follow in emergency 
situations, including both natural and man-made disasters. 
 
Every classroom should post student exit routes and alternative procedures for the various types 
of emergencies. Drills should be conducted monthly, or as prescribed by local authorities, to 
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ensure that students know what they are to do in the event of any type of disaster.  The teacher 
should take the Daily Register on all emergencies and drills. Students are to remain at school 
under teacher supervision until word is received from parents or guardians. 
 
Responsibilities for Student Safety: 
The school's legal responsibility for the safety of students begins when they leave home and 
continues until they return home by a parental-approved route or to a parental-approved 
appointment. The school does not have the authority to release students to any individual not 
designated by parents or guardians. The safety of students includes teacher responsibility for 
student supervision in the classroom as well as on the playground. 
 
Teachers are also legally responsible for the safe environment of students. Any unsafe conditions 
within the area of a teacher's supervision, such as broken windows and jagged edges of furniture 
or fixtures, should be called to the attention of the administration, and immediate steps should be 
taken to keep students away from such hazards. 
 
Responsibilities for a Health Program for Students: 
The school health program in Seventh-day Adventist schools is designed to assist students and 
families in reaching their potential in happy, constructive living and learning. An outline of the 
program follows: 
 
Health Education: 
An important aspect of health care is instruction in healthful living.  All Seventh-day Adventist 
elementary schools are to use the health/science textbook series published by the General 
Conference Office of Education. 
 
Health Records: 
Schools must maintain health records for all students. These records are to be kept up-to-date and 
filed in the cumulative folders. These are confidential records and must be handled as such.  
They may include, but are not limited to, the following: 
 

1.  Physical Examinations:  The Atlantic Union Conference Education Code states 
that a physical examination is required for all students entering the first, fourth, 
seventh, and ninth grades. The medical examination report is to be kept in the 
student's cumulative record folder. Health blanks are furnished by the local 
conference Office of Education. 

 
2. Immunizations:  The Atlantic Union Conference Education Code states that 

immunization requirements of the respective states apply to Seventh-day 
Adventist immunization requirements. Proof of immunization must be presented 
to the school office when the student initially registers for school. It is the 
responsibility of the principal to enforce these regulations and to ensure that an 
up-to-date record is maintained for each student. A legal waiver, signed by the 
parent or guardian, in the event immunizations are not desired for a student, must 
be kept on file at the school. 
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3. Visioning and Hearing Tests:  It is the responsibility of the school administration 
or school board to arrange hearing and vision screening for students. This service 
may be available through city or county health departments or by medical 
personnel of the church. 

 
4. Recommendations to Parents:  Teachers may suggest medical referrals when it is 

suspected that an undiagnosed medical problem exists. Records of these 
suggestions are to be kept on file at the school. 

 
5. Recommendations from Physicians:  Information regarding any medical 

restrictions placed on a student must be kept on file at the school. 
 
6.  Contagious Diseases:  See Education Code #1328 
 No child with an infectious or contagious disease is to be allowed to remain in 

school. The child should not be permitted to return to school until there is a 
medical clearance. 

 
Health Habits: 

Schools should assist the home in establishing the foundation for life-long health habits. 
Because the body is the temple of God, it is to be nourished as a sacred gift. Scientific 
research indicates that good nutrition has a positive relationship with the cognitive 
development of children. Furthermore, the link between diet and chronic disease is well 
recognized.  

The following guidelines will support the formation of positive health habits. These are 
based on the lacto-ovo or vegan vegetarian diet. Choices should be selected from a 
variety of foods and consumed in moderation. Culinary skills will ensure that food is 
prepared well; that it is tasty, eye appealing, flavorful, aromatic, and incorporates a 
variety of colors and textures. Food should be relished and eaten with a thankful spirit.  

1. Fundraising will promote positive health habits. All foods and lunches sold or 
served on school campus are to follow the Vegetarian Food Pyramid for healthy 
foods and portions. {Examples of naturally healthy beverages are: water, milks 
and juices. Examples of healthful snacks and desserts: popcorn, veggies, fruits, 
dried fruits, applesauce, nuts, trail mix, muffins, crackers, fruit-filled cookies, 
granola bars, yogurt, fruit treats.}  

2. Parents are expected to send healthful lunches, beverages, and snacks to school 
with their children and to follow the Biblical guidelines of Leviticus 11 when 
sending non-vegetarian lunches. See above for examples of snacks and beverages. 
Consult the USDA food pyramid and vegetarian food pyramid.  
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 CHAPTER 7 
 
 
 EVALUATING AND REPORTING STUDENT PROGRESS 
 
 

RESPONSIBILITY FOR REPORTING STUDENT PROGRESS 
 
Communication between teacher and parent is an essential ingredient in the development of a 
warm, supportive atmosphere in which students know that home and school are united in 
working for their best interests. Every teacher has the responsibility of reporting to parents what 
is being taught and what progress the students are making.  This includes written reports of 
progress in areas of understanding, attitude, appreciation, and behavior, as well as evaluation of 
basic skills and academic achievement. Electronic reporting and school computer software must 
be used to communicate to students and parents. In addition to the written/electronic reports 
which are required at the close of each nine-week period, at least two parent-teacher-student 
conferences are to be held each year. It is suggested that the first be at the end of the first nine-
week period, and the second at the end of the third nine-week period. 
 
Objectives for reporting student progress include the following: 
 

1. To communicate with parents regarding progress that the student is making, and 
to invite their help in the student's further development. 

 
2. To provide information regarding the effort the student is putting forth and the 

quality of work, compared with the performance that may reasonably be expected 
of the student. 

 
3. To provide information regarding the student's progress as it relates to national 

norms. 
 
4.  To provide a basis for parent-teacher-student conference. 
 
5.  To provide a basis for determining student placement. 
 
6. To report teacher observations regarding the student's growth in developing 

positive attitudes and values. 
 
 

EFFECTIVE MEANS FOR EVALUATING STUDENT PROGRESS 
 
Daily Classroom Activities: 
Evaluations occur throughout the entire day. This continuous process is an integral part of 
instruction in each of the subject areas. As students work together or individually, the teacher 
observes their activities and notes the successes and difficulties that arise. Each day the student's 
work is examined to determine its quality and to identify progress and needs.  Immediate 
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knowledge of results can provide positive reinforcement when student work is graded and 
returned promptly. Students may grade some of their own daily work, but tests should be graded 
by the teacher. Since evaluation is a major component of the teaching-learning process, both 
teachers and students are to be directly involved in this process on a continuing basis. Use of 
teacher assistant time for grading papers should therefore be limited. 
 
Standardized Testing Program: 
A standardized readiness test for beginning grade 1, and an achievement testing program for 
grades 1-12 have been adopted for use throughout the Atlantic Union Conference. A readiness 
test may be given in the spring, prior to the child's entrance into grade 1, during the pre-school 
week, or as soon after the opening of the school year as the child has adjusted to classroom 
procedures. The achievement tests for grades 1-12 are to be administered each fall, usually 
during the month of September. Materials and directions for procedures are provided by the local 
conference Office of Education. 
 
Teacher-Made Tests: 
Teachers should construct various types of tests ─ essay, objective, problem-solving, open-
ended.  In addition to these, end-of-chapter or unit tests, which are available for many of the 
adopted textbooks, may be useful.  Tests should reflect that which is being taught. Essay-type 
questions provide the best opportunities for students to indicate what they know about a given 
topic. One-word answers offer a tremendous amount of room for guessing.  A student's success 
or failure should not depend upon a single-word test. Except for short quizzes, most tests should 
progress from easy to difficult items. Most students should be able to answer the first few 
questions correctly on any test. A test of 20 items might have the following spread: 
 

Very simple 3 
Easy 3 
Average 8 
Difficult 3 
Very difficult 2 

 
Conditions for Student Acceleration: 
As a rule, children should not skip grades or take two grades in one year. Unusually capable 
students should enrich their work by wider study and experience rather than by skipping grades.  
It is recommended that the following principles be kept in mind in this matter: 
 

1.  The general practice will be for the average student to complete one grade each 
year. 

 
2.  A broad program of enrichment is better than a program of acceleration. 
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3.  When a student does not enter a formal school program until 7-9 years of age, 
acceleration during the first three years of school experience may be advisable, 
such acceleration to be only with the counsel and approval of the local conference 
superintendent of schools. The decision is to be based on evidence of the child's 
mental maturity, readiness for acceleration, capacity for achievement and social 
adjustment. 

 
4.  For detailed information concerning acceleration, see Education Code #2321 

(elementary grades) and #2721 (secondary grades). 
 
Parents must be willing to supply the necessary support by encouragement, extra help, and 
cooperation with teachers. 
 
Ellen White states: 
 "Climb the lower rounds of the ladder before reaching for the higher rounds."  CT 219.  

Skipping a grade means skipping rounds of the ladder! 
 "The student who desires to put the work of two years into one should not be permitted to 

have his own way.  To undertake to do double work means, with many, over-taxation of 
the mind and neglect of physical exercise.  It is not reasonable to suppose that the mind 
can assimilate an oversupply of mental food; and it is as great a sin to overload the mind 
as it is to overload the digestive organs."  CT 296. 

 
Conditions for Student Retention: 
Consideration to retain the student at a given level involves counseling with the student and the 
parents so that a decision regarding placement is reached cooperatively. This is to ensure 
understanding and cooperation. A decision to retain the student must have the approval of the 
local conference Office of Education. No student is to be retained for more than two years during 
the elementary school years.  Education Code # 2338. 
 
Report Card: 
Elementary schools are to use the Student Progress Reports which include electronic grade book 
reporting provided by the local school or conference Office of Education. Through these reports, 
and other recommended approaches, information should be provided regarding the student's 
progress in the subject areas, attendance, citizenship, social relationships, and health. The report 
should: 
 

1.  Build the student's self-respect and self-concept. 
 
2. Communicate to parents and student the student's progress toward established 

goals in such areas as: 
 

A.  Acquisition of academic skills and knowledge. 
B.  Application of information and valuing to problem-solving situations. 
 
C.  Participation in and appreciation of fine arts, practical arts, and physical 

education. 
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D. Development of social and personal characteristics. 

 
3. Aid in minimizing peer comparison and competition through emphasis on each 

student's individual growth and unique capabilities. 
 
4. Provide both teacher and parents with information that will assist them in helping 

the student overcome difficulties and gain success. 
 
5. Letter grades are the accepted means of reporting student progress in the 

conventional school curriculum. 
            
             A.  Grades 1 and 2 will use the following:  

E = Excellent 
S = Satisfactory 
N = Needs Improvement 
U = Unsatisfactory 
 

            B.  Grades 3-8 will use the five letter grades:  A, B, C, D, and F.  Letters S 
and U may be used for non-core subject areas (i.e. physical education, 
music, and art). 

 
i. "A" indicates that the student is consistently doing superior work 

in every aspect of the subject being rated, shows initiative and skill 
in solving problems, applies knowledge and skills in new 
situations, and takes full responsibility for getting work finished on 
time. 

 
ii. "B" indicates that the student is usually performing above average, 

makes good use of study skills, shows initiative and does some 
work beyond that which is required, and the work is of good 
quality and is completed on time. 

 
iii. "C" indicates that the student is mastering reasonably well the 

work for the grade. It represents the quality of work done by most 
students. 

 
iv. "D" indicates that the quality of work done by the student is below 

average and there is need for careful study by parents and student 
to determine causes and procedures for helping the student 
overcome the difficulties. 

 
v. "F" indicates failure to meet the course requirements. 
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Effective Parent-Teacher-Student Conferences: 
The key to effective conferences is good planning and organization. Appointments with parents 
should be made well in advance of the conference date. The schedule should include a brief 
period between each conference. Preparation should be given to the appearance of the classroom 
and to the personal grooming of the teacher.   
 
Specific suggestions for conducting the conference are found in the Appendix. 
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 CHAPTER 8 
 
 THE TEACHER 
 
 
Professional Ethics   
Christian teaching is a profession especially designed to help prepare young people not only for 
the joy of service in this world, but also for the higher joy of wider service in the world to come.  
The measure of success in, and contribution to, the profession will be in direct proportion to the 
teacher's personal standards of behavior and ethics. The ethics of Christian teachers include 
concepts such as the ones outlined below: 
 

1.  As a Christian teacher, it is my personal responsibility and privilege to: 
 
            A.  Practice wholeheartedly and consistently the principles of the Seventh-day 

Adventist Church. 
 
            B.  Maintain loyalty to the aims and philosophy of Christian education. 
 
            C.  Recognize the brotherhood of man and the right to equality of opportunity 

of every student, according to ability, without discrimination of race, 
religion, or social antecedents. 

 
            D.  Accept Christian teaching as a ministry of service. 
 
            E.  Strive for excellence in my teaching. 
 
2.  As a Christian teacher, my responsibility toward my associates is to: 
 
            A.  Give encouragement, support, professional courtesy, and cooperation to 

all with whom I work. 
 
           B.  To work within established lines of authority and to respect the areas of 

responsibility assigned to others. 
 
3.  As a Christian teacher, my responsibility toward my students is to: 
 

            A.  Recognize my obligation to meet all of my appointments with classes, 
individuals and groups promptly and with adequate preparation. 

 
           B.  Cultivate friendly relationships with my students, but avoid undue 

familiarity. 
 
 C.  Allow my students freedom to express their views, and give courteous, 

objective consideration to the opinions they express. 
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    D.  Refrain from discussing my own personal problems with students. 
 
    E.  Be impartial, just, and professional in all my relationships with students, 

giving consideration to their individual interests and social antecedents. 
 
4.  As a Christian teacher, it is my responsibility to my school to: 
 
            A.  Demonstrate loyalty by observing my school's regulations and policies. 
 
            B.  Participate in the activities and programs my school sponsors, accepting 

and carrying, to the best of my ability, the responsibilities requested of me. 
 
            C.  Refrain from discussing confidential or official information with 

unauthorized persons. 
 
5.  As a Christian teacher, it is my responsibility to my community to: 
 
            A.  Provide an effective witness of the principles of the Seventh-day Adventist 

Church. 
 
            B.  Be aware of community needs and activities and lend support to efforts to 

improve the quality of living of its residents, giving consideration to my 
students, my family, and my church. 

 
            C.  Endeavor to help students develop respect for, and loyalty to, principles of 

democracy, and commitment to efforts to safeguard, strengthen, and 
improve these principles. 

 
            D.  Discuss controversial issues from an objective point of view as a means of 

helping students to avoid commitment to partisan opinions. 
 
            E.  Respect and be loyal not only to the community in which I am employed, 

but also to the state and to the nation. 
 

Hours On Duty: 
The teacher should be present in the classroom at least 30 minutes before school is scheduled to 
open each morning and should open his room to students at that time. It is illegal to leave 
students without adult supervision at any time during the school day, so if it becomes necessary 
for the teacher to leave the school premises during those hours, permission must be secured from 
the principal (or in a small school, from the school board chairman), whose duty it will be to 
provide adequate supervision during the time the teacher is absent. The teacher is expected to 
remain at the school for at least 30 minutes following the close of the school day. 
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Meetings Expected to Attend: 
It is the responsibility of the teacher to attend morning faculty worships, faculty meetings, Home 
and School meetings, teachers' conventions, and other meetings scheduled by the principal and 
the local conference Office of Education. 
 
Responsibility in Church Activities: 
The teacher is expected to hold church membership in one of the constituent churches of the 
school and to attend services regularly. The teacher should also take some part in the church 
activities. While it is not advisable to take on too many church duties that make excessive 
demands on one's time and energy, it is important that all teachers carry their fair share. 
 
Responsibility in Home and School Association: 
The Home and School Association is an integral part of the school. As the title implies, teachers 
are an important part of the organization. They should accept this responsibility by supporting 
and attending its meetings and functions. 
 
Sidelines: 
Conference and institutional employees shall refrain from any sidelines, business or activity, 
either denominational or extra-denominational, which have the effect of diminishing their 
influence and/or infringing on their time and effectiveness in the work to which they are 
assigned. 
 
Dress for School: 
Personal appearance says a great deal about teachers' attitudes toward their profession, their 
community, their school, their church and even themselves. Whenever teachers meet with 
parents or the community as representatives of the school and the profession, special attention 
should be given to determining appropriate attire and grooming.   
 
Women: 
Good taste dictates that classroom wear for teachers includes dresses, dress slacks, or suits of 
good quality, becoming colors and styles, and hair that is nicely groomed. Dress modestly and 
professionally, free from tight, low cut, or short attire, and free from colorful cosmetics and 
jewelry.    
 
Men: 
Jeans and other types of casual attire should be reserved for out-of-school activities. They are 
never appropriate for classroom wear. While jackets and ties are one of the marks of a 
professional man, whether or not a teacher should wear a tie and jacket, a dress or sport shirt, 
depends in part on the weather and the customs of the community. The standard of dress of other 
professional men in the community is a good guide to follow. Appropriate attire for men 
teachers, however, does include dressy slacks with tailored shirts tucked in, unless they are 
designed to be worn on the outside. T-Shirts, or shirts that are made of sheer material are never 
appropriate for classroom wear.  Shoes should be polished and in good repair. Hair styles should 
be neat and clean. 
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 CHAPTER 9 
 
 THE KEEPING OF RECORDS 
 
 
Keep Records: 
Every teacher will not be expected to keep all of the following records and reports.  In larger 
schools, the principal takes the responsibility for some of them. These, however, are the major 
ones with which schools are concerned. They are listed in alphabetical order. These records 
should be kept in a fireproof safe or vault. 
 
Consent to Treatment: 
Each parent or guardian is required to sign a Consent to Treatment form at the time of 
registration. This is essential if it becomes necessary to take a student to a doctor when parents or 
guardians are not available to grant permission. These forms are available from the local 
conference Office of Education. 
 
Cumulative Record Folder: 
A cumulative folder, which may be obtained from the local conference Office of Education, must 
be kept up-to-date for each student.  Instructions as to its use are stated on the folder. Early in the 
school year, teachers should: 
 

1.  Study the cumulative records for students assigned to their classroom. 
 
2.  Request cumulative records for all transfer students. 
 
3. Using information on the application form, begin cumulative records for all first 

graders and for students new to the Atlantic Union Conference. 
  
4. Check all folders against the current application forms and update the following 

items where necessary. 
 
   A.  Address and phone number. 
 
   B.  Names of children added to the family. 
 
   C.  Date entered, name of school and teacher. 
 
 D.  Changes in parental names or marital status. 

 
At regular intervals throughout the school year the teacher should: 
 

1.  Refer to the records for guidance purposes. 
 
2.  Add pertinent information. 
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3.  Record the results of the testing program. 
 
4.  Place the original copies of the progress report in the folder. 

 
Financial Records: 
Ordinarily a teacher is not required to collect tuition. At times, however, the teacher may handle 
small amounts of money such as AJY offerings, student campaign funds, or class dues. All funds 
handled, except offerings, should be receipted. Keep all funds under lock and key until given to 
the school treasurer or other designated person. Accurate, itemized records must be kept of all 
receipts and expenditures, and should be audited at least once a year by the school treasurer. 
 
Grade Books: 
Grade books should be kept up-to-date. A minimum of two scores per week for each of the core 
subjects must be recorded in this book. 
 
Inventory: 
Teachers are required to take inventory of all books, supplies, and equipment at the close of the 
school year. The inventory is to be kept on file at the school. 
 
Opening and Closing Reports: 

1. School opening reports are to be completed and sent to the local conference 
Office of Education by the close of the third week of school. 

 
2. School closing reports are due at the local conference Office of Education within 

five days after the close of the school year. 
 
3. In one-teacher schools, the teacher is to send the report directly to the local 

conference Office of Education. In all other schools the teacher is to submit the 
report to the principal, or head teacher, who will in turn send it to the local 
conference Office of Education. Consult the school register for further details. 

 
School Register and Scholarship Record: 
The School Register is a legal document. Each teacher is required to keep a school register, 
which is provided by the local conference Office of Education. Consult the Register for details of 
procedure. 
 
Student Accident Insurance Reports: 
Accident report forms supplied by the insurance company are available from the local 
conference Office of Education. 
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Transfer Forms: 
Transfer students are to be tentatively assigned to grades on the basis of the most recent progress 
reports. Their cumulative records should be requested immediately from the schools from which 
they were transferred. 
 
If a question arises regarding the level of achievement, further evaluation should be made to 
clarify grade placement. Such evaluation may include standardized tests as well as information 
assessments. See Education Code #1652 and #2322. 
 
 
Privacy and Disclosure of Student Records: 
All student records are to be made available, by appointment only, to the student, the student's 
parents or guardians, and other authorized persons. 
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CHAPTER 10 
 

CLOSING SCHOOL ACTIVITIES 
 
 

LAST MONTH REVIEW 
 
This may be a good time to take stock of progress and determine if goals for students are being 
realized. Perhaps some adjustments will need to be made in order to cover those areas that need 
extra time and attention. The program and materials should be organized in such a way that 
school continues to run smoothly and productively through the final day. 
 
First-Grade Day: 
A visiting day to stimulate the interest of prospective first graders in the church school may be 
held several weeks before the end of the school year. The day should be well-planned and 
adequately publicized. Parents may be asked to turn in names, addresses and birth dates of 
potential first graders, or principals may obtain this information from Sabbath School rolls.  
After the roster of prospective first graders is completed, a personal invitation should be mailed 
to each child on the list. Announcements should also be made in the church bulletins. A first-
grade visiting day provides an opportunity for information to be given to parents regarding the 
beginning of school, registration, readiness testing, and required medical data. The length of the 
day's activities should be determined by the local school. First-grade teachers may wish to adopt 
or adapt the following suggested program: 
 

1. Welcome children individually at the door, show them around the classroom, and 
seat them. 

 
2.  Plan to have each child make something to take home to remind the child of 

school. This should be a simple project that will provide a pleasant experience. 
 
3.  Have a short program. 
 
             A.  Some first-graders may read a favorite story from one of their books. 
 
             B.  An educational game might be demonstrated. 
 
             C.  A musical activity may be conducted. 
 
             D.  A brief outdoor play period when all enter into a game may be scheduled. 
 
4.  The program might close with a devotional lesson presented by the teacher. 
 
5. In some schools the current first graders do not attend, so the teacher can give 

undivided attention to the visitors, as they take the Reading Readiness Test. With 
volunteer grading help, the test results can be discussed with each parent at the 
end of the day. 
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6.  Arrangements should be made for the teacher to have a brief period with the 

parents alone for questions and answers. It is essential that teachers remember 
that, for some parents, this will be their first contact with church schools, and 
there is no second chance for making a positive first impression. 

 
Responsibilities at the Close of the School Year: 
Teachers are required to be on duty until the close of the contract period. Tasks to be completed 
during post-school week include: 
 

1.  An inventory of all school equipment, supplies, and textbooks. 
 
2.  A list of items which have been discarded or lost during the year. 
 
3.  Textbook orders for the following school year based on anticipated class size. 
 
4.  A list of special teaching supplies and equipment to be ordered. 
 
5.  Lists of classroom repairs which should be made during the summer. 
 
6.  End-of-year progress reports. 
 
7.  Cumulative folders. 
 
8.  School Register. 
 
9.  Health Records. 
 
10.  Classroom housekeeping. 
 
            A.  Bookshelves neat and covered with paper. 
 
            B.  Student desks emptied and clean. 
 
            C.  Bulletin boards cleared. 
 
            D.  Artwork removed from windows. 
 
            E.  Cupboards neat and clean. 
 
            F.  Floor free from litter or debris. 
 
            G.  Wastebaskets emptied. 
 
            H.  Flags and other pennants stored properly. 
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           I.  Teacher desk copies stored in locked cabinets. 
 
           J.  Windows and door(s) secured. 
 
           K.  Desk, file, and cupboards locked. 
 
11.  School keys returned to office or board chairman if the teacher is not returning. 
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 APPENDIX 
 
 
 THE PARENT-TEACHER-STUDENT CONFERENCE 
 
Not too many years ago, if a child's parents received a note telling them to come to school, it 
could mean only one thing: "Your child is in trouble." Now we realize that before we can do the 
most effective job of teaching the child, cooperation between parent and teacher is vital. A 
parent-teacher conference, when conducted properly, says to parents: "Let's be partners in this 
business of education. If we do our jobs well, your child will profit most of all."  So, parents and 
teachers can: 
 

1.  Become acquainted. 
 
2.  Share information about the child. 
 
3.  Discuss the child's progress. 
 
4.  Plan for future growth. 
 
5.  Discuss the school program. 
 
6.  Learn how to cooperate in the best interests of children. 
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 BEFORE THE CONFERENCE 
 
 
Preparing the Student: 
 

1. Talk with your students about conferences.  "What do you think I should talk 
about to your parents?" 

 
2. Talk with each student about the conference you will have with the parents.  

Discuss the student's work with the student just as you will with the parents.  
Don't forget to talk about strong points. 

 
3.  Let the student help select materials to show the parents. 
 
4. Above all, help the student to understand that the conference is for the student's 

benefit. 
 
5.  Just for a change, why not invite the student to sit in on the conference? 
 

Preparing the Parent: 
 

1. Send home a short note confirming the appointment and list some ideas that might 
help guide the conference. Be sure that the parents realize these are only 
suggestions and that they are free to ask questions. On the next page is a 
suggestion of the type of letter you might like to send to parents, but your 
communication will be more effective if you put your own personality into it. 

 
2. Tell parents how much time is allotted for their conference. Assure them that they 

may use all or part of the time. 
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 SAMPLE LETTER 
 
 
 
 
Dear Mr. and Mrs.                    , 
 
(Name of Child) and I are looking forward to our conference on    (date)  at    (time)    .  To help 
make our conference profitable, here are some ideas you might like to think about before you 
come. 
 
Do you have any questions about our school program, classes your child is taking, or (his/her) 
progress?  If so, jot them down and come prepared to ask them.  Be as specific as you can.  It 
makes answering them easier. 
 
We may ask questions about your child's health, hobbies, feelings about school, or relationships 
with others outside of school.  We need to know all we can so we can work together better. 
 
If your child is having difficulty in a specific class, feel free to ask how we're helping (him/her). 
 
Does your child have questions (he/she) wants to ask?  Encourage (him/her) to do so.  We want 
to know what (he's/she's) thinking, too! 
 
Just a reminder:  We're trying to stay on schedule during our conference days.  If you think we 
need more time for your conference, please let us know so we can schedule it.  This will help us 
and will keep our other parents from having to wait.  If you prefer, we will be glad to schedule 
another conference at a later date.  We feel privileged to join you in helping your child work 
toward (his/her) highest potential. 
 
Sincerely, 
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Preparing Yourself: 
 

1.  Organize, prepare, think, and plan well in advance. Some parents are uneasy 
about coming to hear about their child. 

 
2. Prepare a folder of each child's work. Be sure to include something from every 

subject area, and include samples of work which show a range of performance. 
 
3.  Jot down a few notes of specific things you wish to mention. 
 
4. Consider making a recording of each child reading or telling a story. The sound of 

his voice is music to the parent's ears. 
 
5. Plan your schedule so there are at least a few minutes between conferences. 
 
6. Decide where you're going to conduct the conference:  in the library corner, at the 

child's desk, or in the child's home. The site is not nearly so important as being 
close to the parents. Desks can be barriers. 

 
7.  Anticipate questions parents frequently ask, such as: 
 
                        ♦ Why hasn't my child learned to read? 
 

♦ Why do some teachers assign homework and others don't? 
 
♦ Why didn't you tell me earlier my child wasn't doing well? 

 
                        ♦ Do you teach phonics in reading? 
 
                        ♦ What is Social Studies? 
 

♦ Why don't you correct papers instead of letting children correct their 
own? 

 
♦ Why is Peter still in reading readiness and Nancy is reading a book 
already? 

 
                        ♦ Why don't teachers supervise recess better? 
 
                        ♦ Why aren't students required to read from the Bible? 
 
                        ♦ How does my child compare with the other children in the same grade? 
 
                        ♦ How does my child get along with other children? 

 
 



56 
 

 THE CONFERENCE 
 
 

1. Make the parents feel welcome and at ease. Give parents time to relax. Listen to 
the recording; talk about the child in general. 

 
2.  Begin the conference with encouraging news about the child and then be a good 

listener. 
 
3. Put yourself in the parents' place. They may have unhappy memories about 

teachers, and associate you with those memories. You're discussing their most 
precious possession. Be tactful!  But be sure your tactfulness is truthful. 

 
4. This is a conference, not just a visit. It is a time to discuss what the child and 

teacher will be working on during the next few weeks, and to set at least one 
specific goal toward which the child can work. 

 
5.  When making suggestions, offer alternatives from which the parents may choose. 
 
6.  Use the simplest and clearest words you can find. Avoid educational jargon. 
 
7. You and the child are reporting to the parents about the child's progress. Avoid 

criticism.  So...it's "Billy and I want to talk to you about math. He's having some 
difficulty with fractions. Here is what we'd like to do,"  NOT, "Billy needs to 
buckle down in math. He's failing in every assignment in fractions." 

 
8. Explain the achievement test home report at your first conference. It provides a 

summary of the pupil's achievement in reading, language, mathematics, and study 
skills as compared with national norms. These norms are based on a statistical 
study of the achievement of students randomly selected throughout the United 
States. Remember to talk in terms of percentile scores rather than grade 
equivalents. 

 
9. Encourage the parent not to compare one child with another, especially a brother 

or sister. 
 
10.  Be professional at all times. Don't discuss other teachers or pupils. 
 
11. Accept criticism graciously. Avoid arguments or facial expressions of disapproval 

or anger. A wince or frown can close the door of communication. 
 
12.  Avoid letting the conference deteriorate into a discussion of inconsequential 

topics. 
 
13. Invite parents to visit your classroom when school is in session, and to participate 

in school functions such as Home and School meetings. 
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14.  End the conference on an encouraging note and, as far as possible, on schedule.  

Summarize major areas discussed. Reaffirm action to be taken. Invite the parents 
to visit the school.  See them to the door. 

 
 
 

AFTER THE CONFERENCE 
 

 
1.  Summarize the conference briefly. For this purpose, a card file containing the 

following items for each child may be useful: 
 
 Name of Parent: 
 Name of Child: 
 Date of Conference: 
 Discussion: 
 Goal: 
   
2. If a problem was discussed and a goal determined, consult parents within the next 

three weeks concerning progress. 
 
3. When a goal has been reached, notify the parents, congratulate the child, and 

establish a new goal. 
 
 
 
 
 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 



58 
 

RESOURCES 
 

 
Atlantic Union Conference Education web site: http://www.atlantic-union.org/education.html 
Site for Education Code, forms, calendar, and other links. 
 
NAD Education web site: http://www.nadeducation.org/  
Site for student ID, resources, accreditation documents, curriculum information, employment 
information, links to all unions, conferences, schools and colleges, discount purchasing, and 
other links. 
 
Bible Resource: http://www.biblegateway.com/ 
Complete copies of most Bible translations, powerful search tools, original language tools, 
commentaries, and other links. 
 
Ellen G. White web site: http://www.whiteestate.org/ 
Site for all written materials with a powerful search engine, copy of all materials, devotionals, 
and lesson plans. 
 
Rubric creator: http://rubistar.4teachers.org/index.php 
Templates and samples of rubrics that can be used at all grade levels for all subjects. 
 
Teacher Tube: http://www.teachertube.com/index.php 
Video library of teachers for teachers. 
 
Teacher media resource-Discovery: http://discoveryeducation.com/ 
Check to see if your school has this powerful resource. 
 
Encyclopedia on line: http://www.school.eb.com/failedlogin?target=/  
Check to see if your school has purchased access to Encyclopedia Britannica Online. 
 
AU Teacher Bulletin: http://www.teacherbulletin.org/  
Resource for lesson plans, substitute teacher materials, enrichment activities developed by 
teachers for teachers. 
 
CIRCLE- http://circle.adventist.org/ 
Adventist Education resource search engine 
 
NADTDEC- http://www.nadtdec.org/  
Adventist Education technology connection 
 
Christian Radio listing: http://www.christiantuner.com/inspirational/ 
Internet radio listing. 
 
National Sexual Predator Register: http://www.familywatchdog.us/ 
Search engine by address 
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INDEX 

 

A 
acceleration, student 

conditions for, 39–40 
accident insurance 

requirement, 19 
requirement & procedures, 34 

Accident Insurance Reports, Student, 47 
accidents 

procedures following, 34–35 
reporting, 30 

Adventist heritage, 14 
Adventist Junior Youth (AJY), 14 
Adventist School Program 

spiritual emphasis of, 15 
air circulation, classroom, 23 
allergies, student, 23 
alternation plan, 13 
apology, teacher's 

appropriateness of, 32 
applied/practical arts classes, 10 
arguing 

distinguished from discussion, 31 
assembly services, 15 
associates 

teacher's responsibility to, 43 
Atlantic Union Conference 

description and authority of, 5 
attendance at meetings 

as teacher's responsibility, 45 
attendance requirements, 10 
attendance sheet 

substitute, 11 
audio-visual materials, 17 
auditory learners, 15 
authoritarian discipline, 32–33 
authorization 

from parents, guardians, 10 

B 
baptismal classes, 15 

 
 

 
Bermuda 

flag protocol, 25–26 
instructional resources, 17 

Bible 
in Adventist philosophy of education, 5 
in curriculum, 14 

Black History Month, 20 
budget, supplies, 7 
bulletin boards, 22 

C 
censure, public 

effects of, 31 
certification, North American Division 

as employment condition, 6 
chapel/assembly services, 15 
Christian teacher 

ethical code of, 43–44 
Christian Home Week, 15 
Christmas, 20 
church activities 

as teacher's responsibility, 6, 45 
church membership, Seventh-day Adventist 

as employment condition, 6 
church pastor, 15 
class parties 

policy planning for, 21 
classroom, 22–26 

appearance, 22 
daily routines, standards, 10 
organization, 7 

classroom activities, daily 
as means of evaluating progress, 38–39 

classroom chores 
not for punishment, 31 

classroom management, 30– 32 
not principal's responsibility, 31 

classroom teacher 
first impressions of, 7 
student safety liability of, 36 

classroom visitors, 24 
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close of school 

teacher's responsibilities, 49–51 
closing school activities, 49–51 
closing school reports, 47 
comfort, physical 

in classroom, 23 
communication 

teacher-parent, 38 
community 

teacher's responsibility to, 44 
community outreach, 14 
community resources, 20 
conference board of education 

authority & responsibility of, 5 
conferences, parent-teacher-student 

requirement & schedule of, 38 
Consent-to-Treatment forms, 19, 46 
constituency 

consideration for, 18 
contagious disease, 35 
cooperation 

among hierarchies of education boards, 
offices, 5 

corporal punishment, 33 
country flag protocol, 25–26 
cumulative record folders, 28 

responsibility for updating, 46–47 
curriculum, 13–21 
curriculum map, 7 

D 
democratic discipline, 33 
disaster drills, 35–36 
discipline 

Kewin's 3 types, 32–33 
preventive vs. corrective, 31 

disclosure procedure 
of student records, 48 

discussion 
distinguished from arguing, 31 

disease, contagious, 37 
dismissal of student 

procedure & rareness of, 33 
disobedience 

distinguished from poor judgment, 31 

dress 
professional, 12 
professional appropriateness of, 45 

drills 
emergency, fire, disaster, 35–36 

E 
Easter, 20 
emergency drills, 35–36 
evaluation 

of student progress, 38–42 
evangelistic meetings, student, 14 

F 
fall festival, 20 
field trips 

guidelines for, 18–20 
financial records 

care, receipting, and auditing of, 45–47 
fire drills, 32–33 
first aid kits, 19 

contents recommended, 34–35 
first day of school, 12 
First-Grade Day, 49–50 
flag protocol, 25–26 
fundraising 

and healthy diet support, 36 

G 
Global Adventist Missions, 14 
gloves, disposable 

treatment of, 35 
grade books 

weekly updating of, 47 
grading, 40–41 
grouping 

of students, 16 
guest speakers, 14 

H 
Halloween, 20 
head teacher 

authority & responsibility of, 5 
health and safety, student, 34–37 
health habits 

guidelines for supporting, 37 
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health program 
in Adventist schools, 36 

health recommendations to parents 
procedure, 37 

health records 
maintenance and description, 36–37 

health/science textbook series, 36 
hearing tests, 37 
holidays, 20 
Home & School Association 

as teacher's responsibility, 45 
home visits, 7, 28 
homework 

suggested guidelines, 16–17 
hours on duty, 44 
humor, sense of 

value to teachers, 31 
humor, student 

distinguished from insolence, 31 

I 
identification tags, 19 
immunizations 

requirements and records, 36 
insolence 

distinguished from student humor, 31 
instruction 

differentiated and individualized, 15 
inventory 

requirement & filing of, 47 

K 
K-12 Education Code, 5, 7 
Kewin, Keith 

3 types of discipline, 32–33 
kinesthetic learners, 15 

L 
laboratory classes, 9 
laissez-faire discipline, 32 
language 

consideration for, 18 
last month review of progress, 49–51 
learning centers, 22–23 
lesson plans 

for substitute teacher, 11 

time schedule, 7 
lighting, classroom, 23 
Lincoln's Birthday, 20 
local Atlantic Union conferences 

& K-12 school system, 5 

M 
management, classroom, 30–33 
media guidelines, 17–18 
medicines 

rules for administering, 35 
men's school attire, 45 
music classes, 9 

N 
national anthem & patriotic songs, 26 

O 
opening school reports, 46 

P 
parent-teacher-student conferences, 42, 52–

57 
frequently-asked questions in, 55 
post-conference follow-up, 57 
preparations for, 53 
sample letter re, 54 
teacher's planning for, 55 

parental notification 
of field trips, 19 

parental support 
in student acceleration, 39–40 

parties, class 
policy planning for, 21 

patriotism, 14, 20 
flag protocol, 25 

permission forms, 19 
permission to leave during school hours, 44 
philosophy of education 

Adventist, 5 
physical examinations 

schedule and records, 36 
physicians' recommendations 

procedures re, 37 
picnics, school, 20–21 
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positive reinforcement 
suggested methods, 28–29 

praise 
as management tool, 31 

prayer 
first day, 12 

prayer bands, 14 
principal, school 

authority & responsibility of, 5 
privacy & disclosure 

of student records, 48 
private passenger vehicles 

on school outings, 18 
purpose 

of Handbook, 5 

R 
record keeping, 46–48 
records 

safeguarding of, 46 
religious emphasis 

of Adventist school program, 14–15 
report card 

form, purposes, guidelines, record 
keeping, 40–41 

resources 
community, 20 
instructional, 17–20 

S 
safety, student 

legal responsibilities for, 36 
schedule 

daily, 7, 9–10 
sample, 10 

Friday, 8 
weekly, 8, 9 

secondary, 9 
yearly, 8 

school 
teacher's responsibility for, 43 

school board 
authority and responsibility of, 5 

school bus 
preferred transportation, 18 
 

school day 
minimum, 9 

school lunches 
parental expectations re, 37 

school picnics 
suggested guidelines, 21 

school records 
parental rights re, 30 

School Register, 7 
required legal document, 47 

school reports 
submission procedures, 47 

schools, local 
governing structure of, 5 

science classes 
secondary, 9 

seating chart, 11 
seating, classroom, 23 
secondary school classes 

guidelines, 9 
sidelines 

diminishing teacher's commitment, 45 
small schools 

special program for, 13 
Spirit of Prophecy, 15 
spiritual emphasis 

of Adventist school program, 14–15 
standardized testing program, 39 
Student Accident Insurance Reports, 47 
student privacy laws, 30 
student progress 

means for evaluating, 38–39 
student progress reports 

objectives of, 38 
student retention 

criteria for, 40 
student supervision 

responsibilities and liabilities, 29–30 
students 

grouping of, 16 
self-concepts of, 28 
teacher's responsibility toward, 43–44 

substitute teacher 
preparations for, 11 

supervision 
of students, 19, 21, 29–30 
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support personnel 

in classroom, 23–24 
suspension, student 

procedures for, 33 

T 
teacher 

beginning-year duties of, 7 
employment information re, 6 
responsibility to associates, students, 

school, community, 43–45 
teacher absence, 11 
Teacher Assistants, 23–24 
teacher association 

with students, parents, 27–28 
teacher planning, 11 
teacher resources, 17–18 
teacher's relationship 

with students, 27–28 
teacher's responsibilities 

at close of school year, 50–51 
teacher, classroom 

authority & responsibility of, 5 
teacher, the, 43–45 
teacher-made tests 

useful variety in forms, 39 
teacher-student relationships, 27–28 
teachers' hours on duty, 44 
textbook 

ordering, 13 
textbook list, 8, 13 

textbooks, 8 
Thanksgiving, 20 
tithe-paying, 6 
Transfer Forms, student, 48 

U 
U. S. flag 

protocol, 25–26 

V 
Valentine's Day, 20 
vegetarian diets, 37 
vision tests, 37 
visitors 

to classroom, 24 
visits 

to students' homes, 28 
5visual learners, 13 

W 
Washington's Birthday, 20 
Week of Prayer, 15 
White, Ellen 

on student acceleration, 40 
re discipline, 33 

women's school attire, 45 
worship 

introductory, 12 
worships, daily 
planning suggestions, 14 
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