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SIGNATURE PAGE

As an employee of SCA, | acknowledge that | have read and agreed to both the Manual
of Policies and Procedures and the Employee Handbook in their entirety, including the
Failure to Follow School Policies and Procedures page. | understand that these policies
along with the employee handbook, work agreements, and any others put in place by the
Scofttsdale Christian Academy administrative staff are meant to be followed in word and in
spirit, and that ignorance of the policies is not a suitable reason for not following them.
Only the Superintendent can approve of changes to the policies and procedures manual.

Printed Name Signature Date
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ACADEMIC AND DISCIPLINARY REVIEW COMMITTEE

He has shown you, O mortal, what is good. And what does the LORD require of you¢ To act
justly and to love mercy and to walk humbly with your God. - Malachi 6:8

SCA has an academic and disciplinary review committee (ADR Committee) to address
more serious issues concerning social, behavioral, or academic fit at SCA. This committee
is not intended for regular social, behavioral, or academic issues at SCA that are routinely
handled at the teacher level, nor does it include routine issues that have reached the
principal level. It may, however, be requested by the principals for advisement for
escalated issues as described below.

A principal may request an ADR committee meeting as described below. Parents or
teachers may not request an ADR meeting. Final decisions regarding expulsions, academic
fit (ability to be successful at SCA), or other similar items may be discussed in an ADR
meeting.

ADR meeting requests are made by the principal to the Superintendent. The principal
brings the details of the issue with enough copies for all on the committee to review,
presents the situation to the committee, and makes their recommendation for resolution.
The committee’s purpose is to discuss all sides of the issue. The student or family may be
notified of the meeting, but may not attend. However, if appropriate a parent or student
may submit a written document to be reviewed at the meeting. The committee as a
whole then discusses the recommendation of the principal and makes a decision to
propose to the Superintendent. They may confirm the decision of the principal, or
recommend alternative actions. The Superintendent will then determine whether to
support the recommended decision of the principal and/or ADR, deny the decision, or
recommend another course of action. Decisions that are made through the ADR are
considered final. The principal will then communicate the final decision to the family.

If a student is dismissed by SCA, the family may request re-admission only in accordance
with the Expulsion and Future Re-Admission Consideration policy.

The Superintendent appoints who is on this committee. The committee will typically include
all SCA principals, Director of Curriculum and Instruction, the school counselor, and if in
regards to an in-season athlete, the Athletic Director. The Superintendent may request
written accounts, documentation, or verbal accounts from others for the meeting as well.

The following are examples of when an ADR committee meeting might be called to meet,
but ADR committee meetings are not limited to these. A request by the principal for the
ADR committee meeting must be pre-approved by the Superintendent before planning for
the meeting or communicating to anyone involved of a meeting:

e A previous student of SCA has applied to enroll again, and there is a concern about
re-admittance due to historical academic or disciplinary concerns, such as the
ability for the student to be academically successful, based on disciplinary issues in
the past, parental support or lack thereof in the past, or mission fit and protection.
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e Proposing a long-term suspension greater than 5 school days.
e Proposing a dismissal/expulsion or recommended withdrawal.
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ADMISSIONS DEPARTMENT POLICIES, PROCESSES, AND
PROCEDURES

Covenant School

Scottsdale Christian Academy operates as a covenant Christian school. Although this ferm
means different things to different people, the intention is that both parents of a student
applicant should have a credible, written testimony giving clear evidence of his/her
personal faith in Jesus Christ, and is in agreement with our Statement of Faith, Position on
Critical Issues, and Statement on Marriage, Gender and Sexuality. A covenant school
typically is different from an evangelistic school. In evangelistic schools, students can be
enrolled without any salvation requirements of the parents.

Admissions department procedures are in place and followed in order to support this
philosophical position.

A written and complete application must be received as the initial step in any action to
admit a prospective student. This must include written testimonies from both
parents/guardians. Each must clearly demonstrate a saving knowledge of the Lord Jesus
Christ as his/her personal Savior. If no such testimony is provided that demonstrates this by
both parents, the admission process, for all practical purposes, should come to a halt. If
one parent is a believer, and the other is not, consideration can only be provided with
exception by the Superintendent. The determination of the admissions qualification is at
SCA's discretion and is delegated to the Director of Admissions and to the principals based
on their interviews. Whenever this process is undertaken, the principal must conduct an
oral interview of the parent(s) and the student, and afttempt to understand their testimony.

Admissions Policies

1. Both of the applicant’s parents (guardians) should have a credible profession of
faith in the Lord Jesus Christ as Savior. “Credible” is to be understood to mean: (1)
the person has a clear understanding of what it means to be saved by grace and
through faith, and (2) there is evidence of sanctification in his/her life.

2. The student should demonstrate an understanding of what it means to be a believer
in Jesus Christ as Savior, and be able to articulate that within reason based on their
age.

3. Academic aptitude: In keeping with the standards and goals of our programs, each
student must demonstrate acceptable academic progress (acceptable grades
and achievement at the 50t percentile or higher on standardized tests), and
possess average or above-average academic capabilities (aptitude) based on
their previous records and any assessments we provide. The intent is to be confident
they have the ability to be successful at SCA within the appropriate programs for
which they would be placed. Final decisions or exceptions are at SCA’s sole
discretion.

4. Student applicant should have an excellent behavioral history. Parents, as such,
should also have an excellent reputation in terms of their dealings with previous
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schools. Acceptance based on behavioral issues of the student or parent(s) is at
the sole discretion of SCA.

. Scoftsdale Christian Academy does not generally accept students who have
significant learning disabilities. This will be determined by SCA on a case by case
basis to assess whether they can be successful within our programs. It isin SCA’s sole
discretion to make this determination of whether there is a program at SCA that is
equipped for the student to have the opportunity to be successful.

Parents must agree in writing to the following:

a. They will commit to learn about and understand SCA policies and to follow
the prescribed methods of resolving issues and concerns (Matthew 18) as
detailed in the Guidance for Community Life at Scottsdale Christian
Academy.

b. SCA has full discretion in the discipline of its students, within the bounds of the
discipline policy. Disciplinary files at SCA are internal files and are not shared
with families.

c. They will meet all tuition and other financial obligations by their due dates.

d. They will willingly support SCA in prayer and in lending practical help as may
be requested by SCA.

e. They have read the Drug Screening Policy and agree to support it.

f. They have read the SCA Standard Atftire Policy and agree to support it.

g. They will willingly submit to the authority of the school and all of its policies.

. Scoftsdale Christian Academy reserves the right to accept or refuse to accept
students solely on its discretion. However, it is and shall be the policy and practice of
Scofttsdale Christian Academy, Inc., not to discriminate on the basis of the
applicant’s race, color, and national/ethnic origin in its administration of its
educational policies, scholarship and loan programs, and athletic and other school
administered programs.

Understandings:

a. Students of SCA families may be given priority during the reenrollment period
over students of prospective families at SCA’s discretion.

b. Families with more than one student applying may have priority over single-
student applications at SCA’s discretion.

c. When teachers and staff at SCA apply for admission of their first student, they
will be considered to be an SCA family so as to have priority accorded an
SCA family. Faculty and staff students must meet SCA’s admissions
requirements.

d. SCA may administer a developmental readiness test, mini-battery
achievement tests, or any other assessments at their discretion.

e. Students attend at the will of SCA and enroll for one academic year at a
time. Re-enrollment, while an expedited process for returning families, is still
considered an application, and SCA has the discretion to not accept a
family for re-enrollment.

Prospective Preschool (PS) students should be three years old prior to the first day of
school. There are no exceptions to the preschool (PS) age requirement.
Prospective pre-kindergarten (PK) students should be four years old by September 1
of the school year. Prospective kindergarten students should be five years old by
September 1 of the school year. Prospective first grade students should be six years
old by September 1 of the school year.
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SCA does not admit married students or student parents including pregnant

1.

12.

13.
14.

students. Any exceptions may be made only by the Superintendent with the
Principal’s recommendation.

The Medical Form must be completed and the immunization record must be
documented, including the day, month, and year of immunization. The application
must include a verified copy of the immunization record or a doctor’s signature on
the Medical Form. The parent’s/guardian’s signature must be notarized on the
bottom for emergency care. A new Student Emergency Card must be filled out at
the start of each school year. A student may not start school without this
immunization form on file, or the completed exemption form on file.

The application fee is non-refundable and must be submitted with the application.
Once a student is accepted, a non-refundable commitment fee is due and the first
month’s tuition may be due to reserve a space. No space will be reserved unless
these fees are paid and any past-due payments are made current.

Notification of acceptance or denial of enrollment will be communicated in writing.
Admissions may accept students with specific conditions of acceptance attached
at the Principal’s request and with the Superintendent’s approval.

The Admissions Process Step-By-Step

In following with the above understandings, once the family has expressed interest and/or
toured, the general admissions process takes place in three stages:

1.

The Application Stage:
Application completed
Application fee paid
Three years of tfranscripts provided if applicable
Three years of standardized test scores provided if applicable
Statement of Faith signed by both parents
Position on Critical issues signed by both parents
Statement on Marriage, Gender, and Sexuality signed by both parents
Parental support and commitment form signed by both parents
Testimony of both parents provided
Academic information form completed
Student Life Form/IEP/Recommendations for Pathways considered
Church Reference received
. Personal reference received
Teacher reference(s) received
Math and English teacher references received (MS/HS)
Medical form complete
Immunization records complete and provided
Birth certificate provided
General social media search completed by SCA

© S0V OS3TATTSQT0QA0T0

If a determination is made that all items above are complete, and the
student and family are a potential mission fit for SCA then the family can
move to stage 2 for consideration. Otherwise, the admissions department will
notify the family of the decline. It is SCAs policy not to share details of the
specific reasons for the decline to protect references, but they may offer help

14
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in providing information about other school options in the area.

2. The Interview Stage

a.

Mission fit interview conducted by the appropriate principal(s).

If a determination is made by the principal who conducted the interview that
the family and student are a mission fit, the family can then move to stage 3
for final document collection and acceptance. Otherwise, the admissions
department will notify the family of the decline. Itis SCA’s general practice
not to provide an answer within 24 hours of the interview, at the Principal’s
discretion, to allow time for reflection. Itis SCA’s policy not to share details of
the specific reasons for the decline to protect references, but they may offer
help in providing information about other school options in the area.

3. Acceptance conditional on Final Document Collection

a.

0000

An acceptance letter is sent conditional on the receipt of all final documents
and fees

Financial forms completed and all fees paid

Kindergarten Readiness Test (KRT)

Assign a student ambassador prior to their start date

Meet with the academic advisor

Send information to the New Family Ministry (NFM) and Parent Association
(PA)
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ADMISSIONS: RE-ENROLLMENT CONSIDERATION - ANNUAL

Each year families and students at SCA are invited to complete a re-enrollment
application for the following school year. Consideration for re-enrollment presumes that a
student’'s movement from one grade level to the next is not hindered by academic
problems, behavioral problems, psychological diagnoses, special needs, and/or other
difficulties. With such intervening difficulties in mind, it is incumbent upon this school system
to systematically evaluate the total progress of each child. Such evaluation is done on an
annual basis. The essence of this annual evaluation is a summary evaluation of each
student by the classroom teacher(s) and opinions of guidance department personnel and
school-level administrators. This process results in a student being promoted to the next
grade, being retained in the current grade, or a determination that SCA is not the best fit
for this student and/or family at this time.

Each year when a family applies for re-enroliment, SCA reserves the right to accept or
decline their re-enrollment. Many factors enter into this determination. They include, but
are not limited to the following:

Appropriate academic achievement.

Commendable behavioral record.

Parental support and cooperation.

Parental support of SCA’s Core Values, Statement of Faith, Position on Critical Issues,
and Statement of Marriage, Gender and Sexuality.

Display of proper attitudes

Teachable and workable spirit

Social/Psychological growth and maturity

New special education needs, (e.g., LD diagnosis).

Concerns of future success in the environment.

Scottsdale Christian Academy personnel reserve the right to re-assess the status of each
Scottsdale Christian Academy student at any time, and particularly during re-enrolliment
consideration. When, in the opinion of the appropriate principal with concurrence of the
Superintendent, it is no longer in the best interests of the student and/or family to continue
at SCA, the family will be notified at that time.

Please also refer to all admissions policies.
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AWARD: LEGACY AWARDS FOR TEACHING/SERVICE
EXCELLENCE

Introduction

Individuals who are outstanding in their chosen professions (e.g., faculty and support staff)
will undoubtedly leave lasting legacies---legacies of accomplishment, impact, integrity,
dedication, and excellence. SCA values those individuals who are fruly difference-makers
in the lives of their students, parents, colleagues, and school. Thus, SCA has established the
following four (4) Christian Education Legacy Fund (CELF) legacy scholarships for full-time
employees:

Legacy Awards for Teaching Excellence
1. The Legacy Award for Teaching Excellence (elementary school)
2. The Legacy Award for Teaching Excellence (middle school)
3. The Legacy Award for Teaching Excellence (high school)

These three (3) awards are honors that shall be given to faculty members (one in each
school-level division) who embody the traits commonly associated with outstanding
teachers and who, with a contagious positive attitude, demonstrate unyielding love and
devotion to SCA.

Legacy Award for Service Excellence
4. The Legacy Award for Service Excellence

This annual award is an honor that shall be given to a member of the support staff (defined
for purposes of this award as any non-administrative SCA employee who is not a classroom
teacher) who serves the school and its people with contagious enthusiasm in an effective,
tireless, devoted, and loving fashion

Award Specifics

Each winner will receive an award, have his/her name affixed to a school plaque
designating past winners, and will be acknowledged in an appropriate forum with his/her
peers.

Award Process/Policy

e Al SCA employees will be asked to submit written nominations of deserving
employees at a time determined by the Superintendent.

e FEach SCA Employee may vote for the Service Excellence award and one of the
Teaching Excellence awards (elementary, middle school, or high school).

e These written nominations should be recorded on special nomination forms or done
using an online form.

¢ The Superintendent’s Executive Leadership Team will review all nominations and,
after prayer and careful consideration, select the four recipients.

17
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e An award recipient may only receive the honor once every five years at the
discretion of the Superintendent’s executive leadership team.

¢ A nomination will only be considered if it includes a narrative description of why the
person is being nominated, based on the descriptions of each award above.

¢ Employees must work full-time (defined as being benefits eligible) in order to be
considered for Legacy awards.

In addition fo the Legacy awards, SCA also recognizes SCA employees with Longevity
Awards at the Superintendent’s discretion.
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AWARD: MOERKERKE ALUMNI ACHIEVEMENT AWARD

Each year a committee including a member of the Moerkerke family, the Superintendent,
all executive leadership members that have been at SCA over 10 years, and others the
Superintendent may include will be formed.

This committee will consider alumni who are not recent graduates (within the last 10 years),
who have made a significant impact in the community or world, who have shown with
dignity the power of their faith in the world, who exemplify the mission of SCA, and who
lives in accordance with the core doctrinal statements of SCA.

The person selected will be invited to the SCA high school graduation ceremony to receive
their recognition which includes an Eagle trophy, and their name added to the plaque
that is displayed at SCA.
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BACKGROUND CHECKS

This policy will cover who, at a minimum, is required to get background checks, fingerprint
clearance cards, and the like, and is currently being drafted out of our HR department.
Once it is complete this document will be updated.
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COACHING COMPENSATION

* Policy Details are Kept Confidential - see separate internal document *

21
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DISCLAIMER FOR ANY OFF-CAMPUS INSTRUCTION BY SCA
FACULTY MEMBERS

This policy is related specifically to off-campus instruction by faculty members.

Occasionally, faculty members of Scottsdale Christian Academy are contracted by
individual parents, either parents of SCA students or non-SCA students, to provide remedial
instruction, special needs tutoring, or extra-curricular activities. When SCA staff members
contract with parents to perform such services off campus, either during the school year or
during the summer recess, it should be clearly understood that Scottsdale Christian
Academy assumes no responsibility for such relationships.

SCA faculty are not permitted to tutor students in their current classes for pay. If a student
needs help beyond what could be considered reasonable for their teacher to provide
outside of class, they should be referred to a tutor who is not responsible for providing that
student’s grade in the class.

For on-campus tutoring, see Tutoring within this policy manual.

22
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DISCLAIMER FOR OFF-CAMPUS NON-SCA-SPONSORED
ACTIVITIES

A clear distinction exists at Scottsdale Christian Academy between school-sponsored
events and non-school-sponsored events. Those sponsored by the school are clearly
publicized indicating such sponsorship. Furthermore, these events are well-chaperoned by
SCA employees.

Non-SCA-sponsored events, however, such as a grade-level party at a parent’'s home, are
not official SCA events. Thus, no SCA supervision is provided and SCA takes no official
position relative to whether the event is acceptable or unacceptable.

Occasionally, a non-SCA-sponsored event may be advertised by a parent or parents on
the premises of Scottsdale Christian Academy. The decision to allow such advertising will
be made by the Superintendent or a member of his executive team of administrators. SCA
will not support events where alcohol is served, gambling is involved, or other elements that
are not consistent with our Position on Critical Issues and Biblical principles. This support
should never be implicitly assumed.

Whenever approval is granted for either of the situations detailed above, the following
supervision/support disclaimer must be affixed for each written advertisement or repeated
at the conclusion of each oral (i.e., PA system) announcement:

The activity described above is not an officially-sponsored activity of Scottsdale
Christian Academy. As such, the board of directors, administration, faculty, and staff
of this school do not condone or condemn this activity nor should attendance by
any SCA employee at this activity be construed as sponsorship.

Also see Parent-run Activities for SCA Students Policy.

23
SCA Policies and Procedures



‘4!
V
Ys
Y\
-}

c SCA POLICIES AND PROCEDURES

DUTIES (ADDITIONAL): PROFESSIONAL EXPECTATIONS WHILE
ON DUTY

All additional teacher “duties” are expected to be freated with the utmost of
professionalism to maintain safety and order on our campus. This includes being to the
duty location no later than the time designated, staying until the completion of the

designated time, performing the duty with diligence, and not being distracted during the
duty.
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ELECTRIC VEHICLE CHARGING EMPLOYEE BENEFIT

SCA currently has limited charging stations installed as an employee benefit. For
employees who have a vehicle that necessitates charging, they can request a code from
the Superintendent’s office to use the charging stations. Employees should work together
for shared use of the stations. Once an employee has a full charge, they should relocate
their vehicle if another employee is in need. The following priority should be used for the
use of the charging stations, in this order:

1.
2.
3. Any other employee needing to charge vehicle, free of charge.

4.
5.
)

Full time employees with full electric vehicles (not hybrids), free of charge.
Full time employees with hybrid vehicles, free of charge.

Below priorities are only if employees do not need the charging station and it is
available.

Senior students with full electric vehicles for a fee.
Senior students with hybrid vehicles for a fee.
Parents for a fee.

Anyone who wishes to participate will need to sign up so they have access (a code) to use
the charger. The charger will not be available to the public or publicized as a public
charging station. Nobody will be able to use the chargers without receiving a code from
the office (Janet Jones). In addition, we anticipate more employees taking advantage of
it as the years go by, so we will also have a sharing plan, and request people move their
cars once they have a full charge if other employees are in need.

In addition, those who drive an electric vehicle may also be part of the Alternative Mode
of Transportation drawing.
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EMPLOYEE — GENERAL OVERARCHING PRINCIPLES OF AN SCA
EMPLOYEE

An SCA Employee is here to train up a child in the way he or she should go so they
will not depart from it (Proverbs 22:6), and as such an SCA employee believes
unequivocally in the importance of the following, and is committed to striving

towards these “SCA Non-Negotiables”:

Loves God

An SCA employee loves God with all their heart, mind, soul, and strength (Mark
12:30-31), and as such...

o! ... has a vibrant relationship with Jesus Christ (Col. 1:3-5).

o! ... understands that every problem is an opportunity to see God at
work (Rom. 8:37-39).

o! ... understands the importance of worshiping and praying together in
community, attends faculty and staff devotions, and prays over our
school, families, and children (Acts 2:44-47)

o! ... demonstrates the importance of prayer throughout the day with
their students (MS/HS teachers should begin every class period with
prayer) (1 Thes: 5:17).

Loves Children

An SCA employee is an individual who is motivated by a sense of calling and
purpose, focused on a vision of what SCA can be, and guided by a mission that
has the best interests of students at its heart. As a result, an SCA employee...

o! ... LOVES kids (Eph. 6:4, Prov. 22:6, Luke 1:80, Matthew 19:14).

o! ...Iis here to meet the needs of the students where they are (2 Cor.
13:11).

o! ...is here to see each individual child, their uniqueness, their
differences, and understands there is not a “one size fits all”
methodology for reaching each child (Eph. 4:2).

o! ... understands that an engaged student is a student that has the
capacity to learn, and a student who is not engaged is not open to
learning. An SCA employee believes their primary goal is to engage
students in learning (Heb. 10:24).

o! ... understands that our measure is “learning” and not “teaching”. The
old paradigm is one where we believe students are just an empty
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vessel to fill with knowledge, whereas an SCA employee understands
that the paradigm we are focused on is the language of learning, and
not just the delivery of content. (They don’t ask themselves “did |
teach it2”, they ask themselves “did they understand it and learn it2")
(2 Cor. 4:7-9).

I ... believes what we are doing here is a part of the Great Commission

and a personal calling (Matt. 28:18-20).

I ... inour goal to “train up a child in the way he should go” does not

use “they need to learn to think or act for themselves” as a reason to
avoid our job of fraining them up (Prov. 22:6).

De monstrates Professionalism

An SCA employee is a consummate professional who understands they are a role
model whose values, words, and deeds are marked by love, trustworthiness,
integrity, authenticity, respect, generosity, and humility. As such...

o!

o!

... walks their talk, expects the same of themselves as they do of their
students (timeliness, responsibility, respect, kindness, positivity, etc...)
(Prov. 20:23).

I ... speaks about parents/students/admin/each other in a kind and

appropriate way (Eph. 4:29, James 4:11).

I ... chooses the appropriate forms of communication based on what is

being communicated (e.g. avoiding delivering difficult news in an
email) (Prov. 28:18).

I ... does not argue or complain (Phil. 2:14-15).
I ... does not gossip and adheres to the Guidance for Community Life at

SCA. Before we say anything we T.H.I.N.K. (Is it True, is it Helpful, is it
Inspiring, is it Necessary, is it Kind?2) (Prov. 20:19, Prov. 11:13, Psalm 141:3,
Matt. 18).

... Is'in a partnership with parents, students, and co-workers as one
body. As aresult, does not engage in an “Us vs. Them” mentality when
speaking of parents, students, teachers, admin, or peers (1 Peter 3.8,
Phil. 2:2).

I ...is coachable and open to feedback, wiling to accept guidance

and try alternative approaches, and will avoid becoming defensive
when a peer or supervisor provides help and suggestions (Prov. 15:22,
Prov. 11:14).

I ... takes all their professional responsibilities seriously including

professional dress, timeliness for classes, meets deadlines with quality
work, participates in all devotionals and meetings, is fimely and
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responsible for assigned duties, and does so with a positive attitude alll
for the Lord (Col. 3:23).

Is a Positive and Proactive Communi cator

An SCA employee is a genuine and open human being with the capacity to listen,
empathize, interact, and connect with the individual students, parents, and
teachers in productive, helping, and healing ways. They understand and believe in
the importance of positive and proactive communication with all those involved in
training up these children, including...

o!

o!

o!

... engaging only in wholesome talk (Eph 4:29, Prov. 15:1).

“I don't have to say everything | know, | don’t have to say everything |
think,| don't have to repeat everything | hear.”

... responds to inquiries the same day, at least acknowledges receipt
and when they will get back to them, out of respect. A 24-hour
response rate, at the latest, if received late in the day (Col. 4:6, Titus
2:7).

... keeps students and families updated, including recording grades in
a timely manner using our student information system. As a guideline,
daily work and quizzes within 3 days, and long-term work and papers
within 1T week (Titus 2:7).

I ... being positive and proactive in all communications, even if the

other party is not reciprocating (Col. 4:6).

I ... the willingness to, and understanding the importance of, explaining

the “why"” when decisions are made (1 Peter 3:15).
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EMPLOYEE CODE OF ETHICS

Scofttsdale Christian Academy is a Christian academic institution committed to the
teachings and principles of the Bible. Therefore, all SCA personnel (i.e., administration,
faculty, and staff) are required to affirm their commitment to the school’s Mission
Statement, Statement of Faith, Position on Critical Issues, and Statement of Marriage,
Gender, and Sexuality. Such affirmation demands a high standard of personal professional
conduct.

This Employee Code of Ethics has been developed and implemented to identify and
emphasize certain behaviors that we desire as we attempt to maximize our *“role model”
responsibilities to our students and their families. Therefore, as an SCA employee, | affirm
the following:

¥ 1 will be faithful in fulfilling all of the duties asso ciated with my employ ment at Scottsdale
Christian Academy.

¥ lcommitto pray specific ally and regularly for SCA students, parents, administrators,
colleagues, and for issues associated with the successful operati on of the school.

¥ 1 will make a strong and po stive contribution t o this school, its students, and their parents.

¥ | will strive to be a cooperative, joyful employee committed to serving the school in
accordance with GodOs will.

¥ 1 will affirm other employee s, as well as enc oura ge and commend themint  he fulfillment of
their roles.

¥ | commit to handle all interpersonal rel  ationship issues according to the scriptu  ral mandate
found in Matthew 18, in accordance with our Guidelines for Community Life at SCA.

¥ 1 will follow, both i n letter and spirit, the ope rational policies and procedures of the Board of
Directors, the Superintendent , and my immediate administrative supervisors.

¥ 1 will maintain appropriate confidentiality regarding all important matters, including
compensation iss ues, information about colle  ag ues, information ab out students, information
about SCA parents, andi nformation re garding the operation of the school.

¥ 1 will maintain a clear Christian testimony in all school and community settings so that t he
name of Christ , the reputation of the scho ol, students and fami lies, and my name will not
come into disrepute.

¥ 1 will strive to be a living example to all school constituencies of the characteristics the school
seeks to produce in the lives of its stude nts.

Violation of any of these provisions of the Employee Code of Ethics will jeopardize the
employment relationship with the school and will result in a warning, written reprimand,
request to resign, or dismissal, depending upon the severity of the violation, the
determination of which will be made by the employee’s supervisor together with the
Scottsdale Christian Academy Superintendent.

I have read, understand, and fully agree to abide by the provision of this Employee Code
of Ethics.

Prinfed Name Signature Date
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EMPLOYEE GRIEVANCE PROCESS

Employee Grievance Process for Possible Violation of Official Board Policies:

All interpersonal conflict issues, including those related to grievances by Scoftsdale
Christian Academy employees, are subject to very specific resolution procedures. In
simple terms, the “Matthew 18 Principle” governs all aspects of interpersonal relationships
(see The Matthew 18 Principle and Guidelines for Community Life at SCA). Specifically, this
important biblical principle requires each SCA employee to attempt to solve conflicts by
dealing directly with the individual with whom he/she has the conflict. Furthermore, if the
conflict cannot be resolved at this initial level, an organizational hierarchy is in place to
settle all disputes (see Organizational Chart).

In almost all cases, an employee grievance will be settled at a level no higher than the
school’s Superintendent. Occasionally, however, an employee may believe that the
Superintendent has violated a Board policy (see Board Policy section in the Manual of
Policies and Procedures) and, that the violation is to his/her detriment. When such a
situation occurs, the employee should inform the Superintendent of his/her belief that such
a violation has occurred. If no resolution to the problem is immediately forthcoming, the
following process should be followed:

1. The employee should submit a written description to the Superintendent of
the specific policy he/she believes is violated and describe the alleged
violation.

2. If the situation is not resolved in step 1, then the Superintendent or the
employee will forward the written violation assertion to the President of the
Board of Directors. The board of directors will confirm the receipt of the
concern to the employee.

3. The Board President and the other directors from the executive committee of
the board will evaluate the written grievance.

4. The decision of the executive committee of the board is final and will serve as
the official resolution to the problem.

5. The decision will be communicated to the Superintendent and the employee
by the President of the Board.

The decision of the executive committee of the board will be implemented at that time.
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EXTRA-CURRICULAR/CO-CURRICULAR SUPERVISORY
COMPENSATION SCHEDULE POLICY

* Policy Details are Kept Confidential — see separate internal document *
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EXTRA-CURRICULAR USE OF SCA FACILITIES FOR INCOME
AND NON-INCOME PRODUCING ACTIVITIES/PURPOSES

This policy is in relation to the usage of all SCA facilities (e.g., rental fees, special rules, etc.).
Such regulations will apply to all individuals or groups desiring to use SCA facilities at alll
times outside the scope of normal school hours. Though SCA does not make a practice of
renting equipment, if such a situation were to arise, this same policy would apply. The
following provisions provide specific information relative to the adopted guidelines:

1. Facilities of Scottsdale Christian Academy will be available to rent only to
Superintendent-approved organizations or individuals. Preference or priority
may be given to churches, para-church organizations, civic organizations,
alumni groups, and to individuals and groups who serve in official faculty,
staff, and Board capacities.

2. The policy regarding Sundays: Closed Campus applies to the rental of
facilities as well. Any exception to this policy must be granted by the
Superintendent.

3. Permission to rent any SCA facilities before or after normal school hours must
be secured from the Superintendent or the Superintendent’s designee, the
Administrator of Operations.

4, Permission to rent certain SCA facilities can only be granted by the
Superintendent or his designee, the Administrator of Operations.

5. Permission to rent SCA facilities for school-related, non-income producing
activities can only be granted by the Superintendent or his designee, the
Administrator of Operations.

6. Permission to rent SCA facilities for non-school related, non-income producing
activities (e.g., use of a classroom by a church group) can only be granted
by the Superintendent or his designee, the Administrator of Operations.

7. Permission to use SCA facilities for school-related, income-producing activities
(e.g., basketball camp, tutoring, speech therapy, etc.), may only be granted
by the Superintendent or his agent, the Administrator of Operations. In all
such cases, SCA must regulate the fees charged (when applicable), wages
paid, hours used, and the actual nature of the extra-curricular activity. A
reasonable rental fee may be charged.
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8. Permission to rent SCA facilities for non-school related, income-producing
activities (e.g., private music lessons), must be secured from the
Superintendent of SCA. Since there is more than a casual connection to the
school with such arrangements, the Superintendent and/or his designee, the
Administrator of Operations, must approve the activity, including the time,
location, and fees charged. Additionally, a reasonable facility rental fee will
be assessed.

9. Whenever applicable, a Certificate of Insurance (COIl) must be provided.

In addition fo all of the above, an Event Planning Form (EPF) must be completed. All other
issues pertaining to usage of SCA facilities, not necessarily addressed in the previous policy
provisions, fall under the administrative domain of the Superintendent or his designee, the
Administrator of Operations. Do not assume any course of action not specifically detailed
in this policy is permissible without securing proper permission.
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FACULTY ACADEMIC LOADS FULL-TIME AND PART-TIME

1. Each of the three school levels within Scottsdale Christian Academy exists for the
good of the total school. Individual school-level philosophies and preferences must
be secondary and subservient to the whole. All policies and priorities must be
designed and implemented with the total school picture and budget in mind. The
most overriding principle is that SCA exists as an educational ministry to students and
their families; it does not exist primarily to provide employment to Christian workers.
Thus, jobs need to be filled according to need, not created/modified to keep
employees gainfully employed.

2. Each full-time elementary school teacher will receive approximately forty-five (45)
minutes each day as a preparation period (defined as time away from normal class
duties while children are in Art, Music, PE, Foreign Language, Technology).

3. Each Special Teacher (e.g., teachers of Art, Music, PE, Foreign Language,
Technology) in the elementary school should be assigned a minimum of 22 hours
and 15 minutes of teacher-student instructional contact time or supervision time.
Such an assignment will constitute a full-time position. Any fraction of the twenty-
two (22) hour and fiffeen (15) minute standard will be considered part-time and
compensated accordingly.

4. Each full-time middle school teacher and full-time high school teacher will be
assigned a minimum of six (6) academic classes or five (5) academic classes and
one (1) supervisory assignment (e.g., study hall, lunch supervision, department head,
club supervisor etc.). This full-time faculty load entitles the teacher to one (1)
preparation period per day. On occasion, if a teacher has 4 or more unique and
different preps (different subject matter classes), they may be provided an
additional preparation period if approved by the Superintendent. Occasionally, an
emergency teacher situation may dictate that a teacher temporarily forgo his/her
preparation period in lieu of an additional academic assignment. In this case,
compensation is as per the policy, Faculty Compensation-Assignment in Lieu of
Preparation Period.

5. Any fractional assignment for middle school and high school teachers will result in
compensation increments of one-seventh (1/7) for each period assignment and a
preparation time requirement of ten (10) minutes for each of the fractional 1/7t
assignments (e.g., if a faculty member teaches three classes, that faculty member
will receive 3/7t pay for teaching the three classes and be required to spend 30
minutes on campus per day devoted o preparation duties).
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FACULTY COMPENSATION

* Policy Details are Kept Confidential — see separate internal document *
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FACULTY COMPENSATION — ASSIGNMENT IN LIEU OF
PREPARATION PERIOD

In the event of an emergency in an instructional situation, any faculty member foregoing
his/her only preparation period for the entire school year and accepting an additional
period assignment will receive an additional one-seventh of his/her annual salary amount,
if requested by the principal and Superintendent. This applies only to teachers with a single
preparation period and a full teaching load. This amount will be payable in the same
manner said employee receives his/her salary payments (i.e. in 26 equal payments). An
additional assignment for a partial year (e.g. per quarter or per semester) will result in
payment on a pro-rated basis.
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FACULTY HIRING POLICY

The following criteria are requirements for hiring any faculty member at Scottsdale Christian
Academy:

1.

10.

1.

Each candidate must express (in writing and orally) a belief in Jesus Christ as their
Lord and Savior. This includes a personal relationship with Jesus Christ, and
embodies the salvation experience and the daily “walk™ with the Lord. Additionally,
each candidate must be firmly committed to the school’s mission statement, core
values, and doctrinal statements.

Each candidate must provide a signed statement of commitment to the Statement
of Faith of SCA.

Each candidate must provide a signed statement of commitment to the SCA
Position on Critical Issues.

Each candidate must provide a signed statement of commitment to the SCA
Statement of Marriage, Gender, and Sexuality.

Each candidate must demonstrate a strong commitment to the need and
philosophy of PS-12 Christian education.

Each candidate should possess important interpersonal skills necessary in the
teaching profession.

Each candidate is expected to be a positive and uplifting member of the SCA
community, supporting SCA in actions and word both on and off campus, in and
out of the classroom, in all meetings and private/public events. A positive aftitude is
essential to be employed at SCA.

Each candidate should possess the necessary academic background (most visibly
identified by strong credentials with an exemplary academic transcript).

Each candidate should hold a valid teaching certificate from one of the 50 states,
preferably from the state of Arizona. This requirement may be temporarily waived in
the event a suitable teacher candidate with an Arizona state certification cannot
be hired. Any new teacher hired with such temporary status must secure
certification within a two-year period commencing with their date of employment.
Any exceptions will be based on specific facts and circumstances and must be
reviewed and approved by the Superintendent.

Each candidate will be subjected to a comprehensive background investigation,
training video, and drug test.

The preference of SCA is for each candidate to be hired to teach in his/her area of
certification. This preference may be waived by the Superintendent in the event
that facts and circumstances make it an appropriate assignment. Any feacher
employed by SCA with a valid state certification, but teaching in areas for which
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he/she is not certified, must be first recommended by the principal and approved
by the Superintendent.

12. All teaching faculty and academic administration must be certified by our
accrediting institution, ACSI, unless an exception is approved by both the
Superintendent and ACSI.
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FACULTY HIRING PROCEDURES

1. Each prospective faculty member should secure an employment application from
the SCA website. An application completed in full and returned by a prospective
faculty member will be reviewed by the appropriate SCA administrator (based on
provisions of the Faculty Hiring Policy).

2. If based on the application and qualifications an interview is granted, then with
approval from the Superintendent the first interview may be conducted by the
campus principal and at least one other administrator or designee. No other
member of the administration, faculty, and staff should conduct a pre-interview that
has the effect of raising the candidate’s expectations regarding status qualification
and/or possible future hiring.

3. For all teaching and full fime administrative or staff positions, candidates who are
determined to be finalists will be invited back for a second interview with the
Superintendent unless he or she was in the first interview.

4. For teaching positions, the feacher may be requested as part of the interview
process to conduct a sample class, or provide a video of their teaching.

5. If appropriate, the Superintendent will discuss the compensation specifics of the job
with the candidate during the second interview, including monetary compensation,
fringe benefits, contractual provisions, and job responsibilities.

6. After the second employment interview is conducted, the Superintendent will meet
with the administrative staff member to ascertain his/her opinion or the consensus
opinion of the interview team relative to the desirability of the candidate(s)
interviewed. This input, coupled with the Superintendent’s own perceptions and
preferences, will result in a hiring decision. The hiring supervisor or their delegate will
call references and document such calls in the file.

7. An employment agreement and/or specifics of the job will be presented to the
employment candidate along with paperwork to obtain drug screening upon
execution and return of the agreement to SCA. Background screening will be
submitted by SCA upon receipt of executed agreement. Once clearance from
both drug and background have been obtained, along with signed agreement, the
hiring process has been completed. Along with the background screening, a
training video must be completed. Employee candidate is not eligible to begin
work until clearance of the above listed items and required payroll forms (e.g. I-9)
cleared by HR department.

Those candidates not selected for the employment opportunity will be notified by
the HR department, the office of the Superintendent, or the office of the respective
principal depending on the position.

Exceptions to the above procedures will be made only by the Superintendent. For
example, in the case of a teacher recruiting frip in another state, the Superintendent
or his/her representative may offer a Superintendent-approved teacher candidate
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a position without being subjected to the interview steps outlined above. The
Superintendent may also, at his/her discretion, dispense with some of the steps
outlined above if such action is in the best interest of Scottsdale Christian Academy.
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FAILURE TO FOLLOW SCHOOL POLICIES AND PROCEDURES

The policies and procedures detailed in this manual, along with the employee handbook,
any employment agreement form, and those put in place by the Scottsdale Christian
Academy administrative staff, should be followed in word and in spirit. Failure to do so
could negatively impact the ministry and business aspects of Scottsdale Christian
Academy. Therefore, it should be clearly understood that all policies and procedures
should be adhered to as written.

Failure to follow any SCA policies and procedures may result in a disciplinary response by
the appropriate member(s) of the administrative team. SCA reserves the right to terminate
without warning if deemed appropriate by SCA administration. Disciplinary responses may
include, but are not limited to, verbal warnings, written reprimands, suspension without pay,
and dismissal. In the cases of suspension without pay and dismissal, the Superintendent
shall be the sole Scottsdale Christian Academy administrator to invoke such actions.
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FIELD TRIP/SCHOOL ACTIVITY SUPERVISION

STAFF (Hourly Employees and Other Non-Certified Employees)

Occasionally, staff members are needed to attend/supervise various field trips and other
school-related events during normal school hours. The determination as to whether or not
such attendance/supervision is necessary will be made by the appropriate member(s) of
the administrative staff. Furthermore, please note the following:

1. Staff members approved to supervise such events will receive their normal
monetary compensation for time worked.

2. Staff members not approved to go will work their normal hours on the premises at
SCA.
3. Staff members wishing to attend such events, but not deemed necessary for

supervision, may be granted permission to aftend, however administrative
approval is still necessary and the use of vacation time or a loss of pay for time
missed will result.

FACULTY

As a general rule, faculty members will only be assigned to attend/supervise school events
that are related to their own class, grade or major school level, (e.g., a high school trip).
The determination as to whether or not such attendance/supervision is necessary will be
made by the appropriate member(s) of the administrative staff. Furthermore, please note
the following:

1. Faculty members approved to attend/supervise such events will receive their
normal daily monetary compensation.

2. Faculty members not approved to go will work their normal hours on the
premises of SCA, and make themselves available as an in-house substitute
teacher or other function while others teachers are gone.

3. Faculty members wishing to aftend such events, but not deemed necessary for
attendance/supervision, may be granted permission to attend, however
administrative approval is still necessary and the use of personal time if available
or aloss of pay for time missed will result.

RATIOS

As a general rule of thumb, overnight trips should have a 1:8 ratio of adults to students.
Day trips should have a ration of 1:10 adults to students. Non-SCA candidates should be
approved volunteers who have been adequately trained as determined by SCA. Only
parents of students and employees may be approved chaperones on overnight trips. Any
family member other than a parent, partially because they have not signed our doctrinal
documents and handbooks, are not eligible to be chaperones. Exceptions to any of these
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guidelines may be made only by the Principal and approved by the Superintendent. SCA
has final say on who is selected as a chaperone, with many variables going into that
selection including prior behavior, experience of SCA staff in working with that parent,
gender mix on the trip, number of those on the trip, whether it is a day or overnight trip,
and other variables. SCA administration has final say in who the chaperones are, at their
full discretion.
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FIREARMS AND CONCEALED FIREARMS

SCA at their discretfion hires unarmed security and/or armed police officers during the
school day and for events.

Aside from the above, SCA does not permit any weapons or firearms, concealed or
otherwise, on its campus by parents, teachers, staff, administration, or any other person
other than hired security. This includes those with a concealed permit.
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FLORAL/GIFT ACKNOWLEDGEMENTS

Special occasions arise that the administration of Scottsdale Christian Academy believes
should be acknowledged. These are merely guidelines, and ultimately the decision will be
made by the Superintendent in relation to the budgetary restraints. If the financial
condition at SCA and the budget warrants this acknowledgement in the form of flowers or
a similar gift, then the categories for sending flowers/gifts and the guidelines governing the
flower/gift-sending process are as follows:

Hospital Stay (24 hour minimum)

Flowers or appropriate gift substitutes may be sent to each SCA employee, or on some
occasion a member of his/her immediate family who is hospitalized for a minimum of one
day.

Death in Employee’s Family

Flowers or appropriate gift substitutes may be sent in the event of a death of an employee,
an employee’s child, an employee’s spouse, an employee’s sibling, an employee’s parent,
or an employee’s mother-in-law/father-in-law.

SCA Family Affected by Tragedy

Flowers or appropriate gift substitutes may be sent if any SCA employee, a member of any
SCA employee’s family, or a member of the greater SCA family (students, parents, and
friends) is a victim of a serious injury or an illness associated with special circumstances.

Birth of a Child or Adoption

Flowers or appropriate gift substitutes may be sent to each SCA employee/spouse of an
employee in the happy event of the birth of a child or the culmination of the adoption
process.

Special Recognition

Flowers or appropriate gift substitutes may be sent to individuals in the greater SCA family
(employees, students, parents, and friends) for services rendered to Scottsdale Christian
Academy that are exceptionally beneficial to the school and require an unusual amount
of time, effort, and monetary sacrifice.

To Honor Employees for Special Events

Flowers or appropriate gift substitutes may be sent to honor SCA employees who celebrate
significant events or reach memorable milestones in their personal and professional lives
(e.g., 50t wedding anniversary) if we are aware of the event.

Other Needs
Flowers or appropriate gift substitutes may be sent for other unanticipated reasons if

approved by the Superintendent.
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GIFTS OF SIGNIFICANCE OR OF INFLUENCE

As a general rule, employees of Scottsdale Christian Academy (administrators, teachers,
coaches, staff, etc.) should not accept nor encourage the giving/receipt of gifts of
significance (money, materials or services) from any member (individual or couple) of the
SCA parent family. For purposes of this policy, “gifts of significance” are defined as cash
gifts, materials gifts, or service gifts exceeding $100 in value and are not ordinarily received
by school employees. Conventional wisdom and any historical review remind us that gifts
of significance often become gifts of influence. Influence has, does, and will affect the
decisions of the gift recipient. Whenever a "gift of significance/influence” is received
(without any encouragement of solicitation) the recipient should take all practical steps to
return the gift.

If the gift of significance/influence is, for all practical purposes, not returnable, the recipient
must report the receipt of the gift on a "Gift Receipt Form” and should submit the form to
the administration within 72 hours of the receipt of the gift. This written record of a gift of
significance shall serve as the basis of future judgments as to whether or not such a gift has
become a gift of influence. Thus, the burden of impartiality and professionalism regarding
any future student decisions rests squarely on the shoulders of the gift recipient.

This policy is not intended to preclude customary activities, such as the giving of Christmas
gifts or coaches’ gifts. Even in these cases, however, individual contributions foward team
gifts should rarely exceed $100, and group gifts should be within a range of
reasonableness.

Exceptions to this policy may be granted if the circumstances are appropriately disclosed,
reviewed and approved by the SCA Superintendent.
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GIVING CATEGORIES

The following guidelines apply to monies and/or property received by Scottsdale Christian
Academy from individuals, groups, businesses, etc. All contribution revenue is classified as
either unrestricted, temporarily restricted, or permanently restricted (FASB 116).

Unrestricted donations (e.g. Annual Fund donations, auction revenue) will be, by
default, undesignated (i.e. used within the budget) unless designated officially by
the board of directors or by the board’s agent, the Superintendent, for internal
designations.

Temporarily restricted donations consist of contributions with donor-imposed
restrictions that limit the use of the funds. These are funds that are donor-restricted
for use on a particular project (e.g. Worthy Servants, technology, building program,
etc.). Only the donor can restrict funds.

Permanently restricted support includes all contributions which are not expendable
by SCA. The most prevalent example of this is an endowment fund for which the
organization is not able to use the principal balance but is able to use the
investment earnings.

No monies, and/or property may be accepted as a gift from any individual, group, or
business if such money/property is designated for an individual (or individuals) within this
organization.

Acknowledgement of any gift in the form of a tax deductible receipt will be in
accordance with all applicable laws and SCA procedures.
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GRADE SKIP REQUESTS

Request for Whole-Grade Skipping
Scottsdale Christian Academy Process

Requesting to Skip Grades between 1 and 7:

Scottsdale Christian Academy is committed to academic and personal success for all
students. This includes providing education with academic standards and rigor which will
promote the academic, social-emotional, and physical development of each student.

Acceleration is an educational intervention that moves students through an education
program at a significantly faster pace or deeper into the content, or at a younger age
than is typical. In an academic environment in which a designed curricular program is
being administered, whole-grade skipping is a proposition that requires responsible
educators to make prudent, developmentally appropriate decisions that are in the best
interest of the students based on the professional opinion of the school.

It is the general policy of the school not to permit whole-grade skipping for students who
are placed through the admissions process at a grade level that is consistent with their
age. In those instances where a parent/guardian or classroom teacher is proposing whole-
grade skipping, completed documentation must be submitted to the administrator. If the
campus administrator believes that it is in the best interest of the student to promote, or
that it should be considered, the recommendation of the administrator and the completed
documentation will be presented to Academy’s Academic Review Committee. It will be
the sole decision of this committee whether or not to permit whole-grade skipping, and
once decided in committee this decision is considered final for the school year being
requested.

Completed documentation required for whole-grade skipping request must include (but
may not be limited to):
¢ Completed and confidential teacher recommendation form for each grade-level
and content area teacher that the student has had for the prior 2 years, provided
directly to committee. These forms will be provided by the administration to the
teachers.
e Terra Nova and/or other standardized test history for two consecutive years.
e 2 years of reports cards, GPA and ranking (if available) for 2 consecutive years
(internal), and any other internal assessments if available.
e A prescribed writing sample.
e Internal discussion of social readiness and appropriate age/social integration. Any
documentation that would support this.
e Prescribed (only if requested by the school) independent testing (at parents’
expense). Could include IQ tests or other testing.
e Certain final exams for grade being skipped may be required (Math and Science
required). Student will need to come in to take at a prescribed time if requested by
the school.
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*All teacher recommendations and rankings if available are confidential to the school,
and not provided to the parents.

Special Procedure for Requesting to Skip Grade 8:

Our elementary and middle school curriculum is designed to matriculate naturally into the
high school program. Skipping the 8th grade is not encouraged for this reason, as the 9th
grade is in no way a repetition of 8th grade curriculum. Whole-grade skipping the 8th
grade will only be considered at the Academy’s Academic Committee under this protocol
if additional support is provided, and may not be considered unless the evidence to
support it, both independently and in relation to all of the other students in the grade, is
substantial.
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WHOLE GRADE SKIP TEACHER RECOMMENDAN
(Provided by Administrator, not Parent)

Name of Student: Date of Birth:
Current Grade Placement: Teacher:
Date of Request: Campus:

Parent/Guardian Name:

Document the differ entiation tha t has been utilized to accommaodate this student®s needs to date.

Applicable? Differentiation Length of Successful?
Implementation

Yes / No Change Yes / No
pace/depth

Yes / No Learning centers Yes / No

Yes / No Enrichment Yes / No
Opportunities

Yes / No Differentiated Yes / No
Assessments

Yes / No Higher Level Yes / No
Questioning

Yes / No Independent Yes / No

Research

Yes / No Tiered Yes / No

Assignments

Present rank of student within grade level (in your co ntent area) based on  GPA. Only fill out the
time you had them.

Quarter Rank | GPA | Class | Quarter Rank | GPA | Class
Size Size
Qtr 1 (cu rrent yr) Qtr 1 (previous yr)
Qtr 2 (current yr) Qtr 2 (previous yr)
Qtr 3 (current yr) Qtr 3 (previous yr )
Qtr 4 (current yr) Qtr 4 (pre vious yr)

Please answer the 4 questions on the next page:
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1.! Give specific examples, if any , of how this student functions at significantly higher level than
students of the same age.

2.! Do you consider this student to be your h ighest perfor ming student?

3.! Does this student perform with the highest of efforts at all times, and doe s their effort
correlate with their grade?

4.! Do you believe thatitis inthe best interest of this student to whol e-grade skip? (Circle one.)
YES/ NO

Teacher signature:

Teacher name:

Date:
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Grade S kip Data Sheet (Confidential

Class Ranks as o f (date)

DPinternal Use O nly)

Class Ranking on (date)___

# of Stude nts in Class

Math (Name of
Class )

Science

English

Bible

Age Info
Date of Birth:
# of Kids older in same
grade:
Youngest in grade (Birthdate):
Oldest In grade (Birthdate):

Social Studie s/History

PE

Other

Other

Standardized Testing Data

Reading

Vocabulary

Reading Composite

Langua ge

Language Mechanics

Language Co mposite

Math

Math Computation

Math Composite

Science

Social Studies

Spelling
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GRADUATE (ADVANCED) DEGREE COURSE TUITION
REIMBURSEMENTS

To encourage continued education, the Academy offers a tuition assistance program for
those interested in pursuing an advanced degree (Masters or Doctorate). This program, if
offered in the current year, is for eligible employees who complete graduate level or
beyond job-related courses that are towards the completion of an advanced degree.
Only classes completed where a letter grade of B- (B minus) or better will be considered for
reimbursement.

To participate in this program, the employee must be a full-time employee who has been a
full-time employee with the Academy for 90 days, and must be a certified teacher or
classified staff. The employee must have the program they are completing approved in
advance (see form), must take courses with the intention of completing an advanced
degree that specifically relate to their job, and must earn a B- or better in their classes.

You application for tuition reimbursement must be made and approved prior to registration
for the course(s). The reimbursement is not provided to the employee until after the
grade(s) become final and a franscript is provided. The amount of reimbursement per
year currently is limited to $3,000. This amount, and any other requirements, can be
changed at the discretion of the Superintendent for future years.
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GRANDPARENT TUITION DISCOUNT

Any full-time member (greater than 32 hours a week) of SCA faculty or staff whose
grandchildren have been accepted to attend SCA will have, as one of their Benefit Option
Plan elections, to receive a 25% discount on tuition for one grandchild (one discount). This
discount, if elected, overrides any other discount (they do not both apply or get stacked
on top of each other), meaning the overall discount will cap at 25% for said grandchild.

In the event such a person also qualifies for financial aid, the allotted aid will be in addition
to the twenty-five (25) percent grandparent discount. In no case, however, will the total
percentage discount exceed the tuition discount afforded to a full-time SCA employee.

Any student admitted to Scottsdale Christian Academy must meet the established criteria
for admission (see Admission Policy — Enroliment Criteria) in order for the above policy to be

applied.
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HARASSMENT (NON-SEXUAL)

SCA prohibits all forms of harassment of one employee by another employee, supervisor, or
third party. This prohibition includes harassment based on race, color, sex, national origin,
age, disability, or genetic information.

While it is not easy to define harassment in a precise and comprehensive way, it would
include slurs, epithets, threats, derogatory comments or visual depictions, unwelcome jokes
and forms of teasing.

Any SCA employee who feels that he/she is a victim of such harassment should
immediately report the matter to his/her administrative supervisor or any other member of
the administrative team. The appropriate Academy representative will investigate all such
reports with utmost confidentiality. Adverse action will not be taken against an employee
who, in good faith, reports or participates in the investigation of a violation of this policy.
Violations of this policy are not permitted and may result in disciplinary action, and
potentially dismissal.

Scottsdale Christian Academy does not unlawfully discriminate on the basis of race, color,
sex, national origin, age, disability, or genetic information. As a private covenant Christian
school with a mission to maximize the God-given potential of each student, the law
protects SCA’s freedom to exercise its religion in employment and admissions decisions.
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HOMESCHOOL SERVICES

Scottsdale Christian Academy Middle School and High School
Home School Student Co-curricular Participation Policy

SCA allows homeschool students to participate in co-curricular activities (athletics and fine
arts productions, organizations) with the following qualifications:

Pre-participation Screening - A homeschool participant must complete a SCA
student application and be interviewed by appropriate admissions personnel.
Homeschool participants must meet the same enrollment criteria relative to
academics and Christian testimony that any new student would have to meet.
Additionally, an accepted homeschool co-curricular participant must complete all
pre-participation paperwork and tests (see athletic handbook).

Class Enrollment Requirement - The homeschool co-curricular participant must be
enrolled in a Bible class at appropriate grade level and one other class at
Scofttsdale Christian Academy. If the student shows evidence of taking Bible
through homeschool study the Bible class requirement can be substituted with any
other class. The student is required to take these classes both semesters regardless
of which semester(s) he or she participates in co-curricular activities. The student will
be assessed tuition for these two classes at the normal rate and be eligible for STO or
other tuition assistance programs

Try Outs - Auditions and Risks - A homeschooled student must be enrolled in classes
as explained above prior to the try out for an athletic team or audition for a fine arts
performance. The student and parents must understand that where cuts are made
or limits put on the size of a cast the student runs the same risk as any enrolled
student of not being selected to the sports team or being part of the cast of the fine
arts performance.

Additional Classes - Homeschool participants may enroll in classes in addition to the
above mentioned two class minimum at the normal rate of tuition.

Chapel Requirement - A homeschool participant will be required to attend chapel
at the normal grade level chapel time during the time of his / her two class
enrollment. If absent from chapel, the absence should be called into the office as
any other class absence is called in.

Fee Structure - The homeschool participant will pay initial student one-time
commitment fee, one-time application fee, and 1/5 school tuition for each class
taken.

Returning homeschool students are required to pay the normal enrollment fees.

Roster Cap - A team roster or fine arts production may not consist of more than 20%
homeschooled students. With the exception of sports team captains and the lead role in
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fine arts productions explained below in the “Restrictions” sub section there are no
restrictions on the participation of a homeschooled student such as being a starter, being
selected for a solo, etc.

Academic Considerations - The homeschool participant must be taking at least five
classes between the homeschool program and the classes required at SCA. The
homeschool participant's progress towards high school graduation shall be
evaluated annually by the SCA guidance department. The homeschool participant
shall produce a grade card every 4-5 weeks to present to the Athletic Director in
order to maintain athletic eligibility in the same manner that full-time students
maintain athletic eligibility.

Conduct and Grooming - Homeschool participants are subject to all rules and
guidelines in the SCA Student Handbook regarding on and off-campus behaviors as
well as dress and grooming codes at all school events. As for all enrolled students at
SCA, itis a privilege and thus students are expected to conduct themselves in a
manner that reflects a commitment to the SCA mission statement and its attendant
core values.

Restrictions - A homeschool participant will not be eligible to be a captain of a high
school varsity sports feam or a major lead in a high school fine arts production unless
he /she is a senior with at least two consecutive previous years of participation in
that particular activity at SCA. (Beyond this there are no restrictions such as on
starting, having a solo, etc. See “Roster Cap”)

Grandfather Clause - Once a homeschool participant has participated in an SCA
co-curricular activity he / she will have the opportunity to finish MS or HS career
trying out on an equal basis with full-time SCA students. (This policy would only
pertain if at some future point SCA chooses to terminate the home school
participation policy.)

Student Life Initiative - With the approval of the appropriate SCA supervisor,
homeschool participants will be encouraged and allowed to participate in SCA
special events such as dances, retreats and missions outings. Applicable fees will be
applied.

Full-time Enroliment Incentive - It is SCA's desire that a homeschool student who initially
participates in co-curricular activities ultimately enrolls full-time. As an incentive, if a
homeschool co-curricular participant enrolls full-time within the same school year, the
tuition paid for the first class while participating as a homeschooler will be deducted from
the fees due as a full-time student in the first year of full-time enrollment.
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INTERNATIONAL TRAVEL

SCA will on occasion arrange for international travel, mainly related to our mission trip
program. Decisions made in terms of whether to travel to an international destination must
meet the following minimum requirements prior to being approved.

Initial selection and planning of a ftrip:

(1) Levels 1 or 2 (Exercising caution): If the fravel advisory mentioned above is at a level
1 orlevel 2, and the trip has been approved by the administration of SCA, then the
following must occur:

a. A specific travel advisory waiver, as originally prepared for SCA by Gallagher
Kennedy law firm, should be included, in addition to all other forms and
waivers. This is the case for all international travel. This waiver can be located
in the Superintendent’s office and should be filled out to be trip specific with
the travel advisory mentioned.

b. A generalrisk assessment should be obtained by Morton Security (or a similar
provider) which is used as general travel guidance for the chaperones. These
are typically completed by Morton Security about 2-3 weeks prior to the
departure date.

(2) Levels 3 or 4: SCA will not begin the planning of a trip to an international location if it
is currently classified by the U.S. Department of State Bureau of Consular Affairs as
having a level 3 tfravel advisory or higher, or if the school would have to travel by
ground directly through a location that is classified as level 3. The following source
should be checked regularly throughout the planning process:
(https://travel.state.gov/content/travel/en/traveladvisories/traveladvisories.html/).

If it is assigned as a level 3 travel advisory, or if the school would have to travel by
ground directly through a location that is classified as a level 3, planning should
cease prior to making any reservation.

If the travel advisory level is increased past level 2 after the trip has been planned and
booked:

If a trip is planned for a level 2 or below, and then prior to departure date but after
all plans have been made, the state department adjusts the fravel advisory up to a
level 3, SCA administration will determine on a case-by-case basis if the trip will
continue. Ifitis approved to continue after a post-planning change, a new waiver
must be signed by parents with an updated travel advisory on it, and all other
requirements for international tfravel including a general risk assessment must take
place.

If the travel advisory has changed to a level 4, the trip should be canceled.

Summary of state department fravel advisory levels can be found at:
https://travel.state.gov/content/travel/en/international-travel/before-you-go/about-our-
new-products.html
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LIFE-THREATENING ALLERGY POLICY AND FORMS

It is the desire of Scottsdale Christian Academy (“SCA") to help support the well-being of
our students who have life-threatening allergies. SCA has established the following policy
to reduce student’s risk of experiencing a life-threatening allergic reaction on its premises
by clarifying SCA’s position as a peanut-sensitive campus rather than a peanut-free
campus and by outlining the SCA plan for the management of these conditions.

Parent/Guardian Responsibilities

e Obtain Life-Threatening Allergy Policy from SCA Website or SCA Health Office. Prior
to student’s first day of school attendance, 1) Communicate and identify the
presence and type of allergen to school nurse. Documentation on the student’s
health card or medical form does not meet this allergy policy requirement. 2)
Complete Life-Threatening Allergy Release Form, attached to the policy with school
nurse as withess. SCA will be presumed to not have knowledge of a student’s
allergy if this document is not completed as disclosure verification. 3) Provide SCA
nurse with medication in its original container with prescription order and an action
plan from a licensed health care practitioner. Neglecting to fulfill any one of these
three items before the student begins school and/or is involved in official school
activity compromises SCA’s ability to manage the allergy and SCA reserves the right
to access emergency medical freatment for the student.

e Update SCA nurse on all allergy status changes throughout the year.

e Teach child about his/her life-threatening allergy triggers including identification of
and avoidance of such triggers. This teaching would include information on food
items sold/provided in the cafeteria and foods at snack time. Parent/guardian may
want to prepare lunches and/or snacks free of food allergy triggers for their child’s
consumption, especially younger children.

e If child attends SCA After School Care, notify After Care Supervisors regarding child’s
allergy and comply with After Care Policy.

e Parents/guardians are encouraged to have child wear a medic alert bracelet listing
the child’s life-threatening allergy(ies).

¢ Notify School Food Services regarding life-threatening food allergies.

e Nofify classroom teacher of child’s allergy verbally or through verified email and
document the allergy on the School Emergency Health Card.

For those students about whom SCA has been given notfification, as stated above, SCA will
implement the following policy and procedures. No precautions, other than those stated
below will be taken to help protect a student from an allergic reaction due to a life-
threatening allergy condition. SCA assumes no responsibility to take extraordinary
precautions of any kind relative to any student’s allergy.

SCA makes no commitment that food, in the cafeteria or anywhere else on the SCA
campus, including the student’s classroom, will be free of life-threatening food allergy
triggers, such as peanut products. SCA will insure that cafeteria tables are cleaned
between each lunch period.
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SCA will not knowingly give or knowingly allow to be given to any student, about whom it
previously has been notified of a life-threatening allergy, as stated above, food allergy
trigger products. However, SCA assumes no responsibility for what is received by such a
student, without the direct knowledge of SCA, such as from a fellow student or any person
not acting as an agent of SCA within the scope of the agent’s authority.

In the event of an allergic reaction of a student identified as having a life-threatening
allergy, the school nurse, the student’s teacher or another appropriately frained SCA staff
member will follow a licensed provider's allergy action plan provided by the
parent/guardian and agreed to in writing by the SCA Nurse.

The SCA Nurse will have a list of students by grade who have a life-threatening allergy and
are compliant with this policy and for allergy management will circulate this list to SCA
Faculty and Staff. Life-threatening allergy information will also be shared with emergency
responders in the event of an emergency.

EpiPens provided by parents for students will be stored in the SCA Health Office. The
EpiPens will be stored in an unlocked cabinet for quick access. During Health Office
closure, after school hours, the EpiPens will be stored in an unlocked cabinet in the locked
Health Office. SCA Staff or Security will be notified to unlock the Health Office if a student’s
anti-histamine or EpiPen is needed for allergen exposure/reaction management. For an off
campus activity, action plan medications will be released to off campus activity supervisor
to be used in an allergen exposure situation, unless parent/guardian requests SCA Health
Office not release the medications.

Food allergy trigger products, including peanuts will not be banned from the SCA campus.
So, it would be reasonable to expect that students, at one time or another and to one
degree or another, may have some exposure to food allergy trigger products. This policy
does not provide or allow assurance that such food allergy trigger products will not be
present on SCA campuses.

The purpose of this policy is to identify parent/guardian responsibility to SCA for the
management of child/student’s life-threatening allergy and to inform parents/guardians
and students of the measures SCA will take and will not take to reduce the risk to students
with life-threatening allergies and to manage these allergies. The policy commitment is
contingent upon complete and proper notification to SCA of a life-threatening allergy as
defined in this policy. Failure to notify SCA and/or comply with parent/guardian
responsibilities as set forth in this policy effectually removes SCA from applying and
implementing this policy. The policy contains SCA'’s full disclosure of intent to not be a
peanut free campus, and thereby, enable parents/guardians and students to take
whatever precautions they elect, with full knowledge of what to expect and what not to
expect from SCA.

The Life-Threatening Allergy Policy documents, are available on the SCA Website Health
Office page or in the SCA Health Office.
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Life-Threatening Allergy Release
Scottsda le Christian Academy

As the parent/guardian of (child/student), | have read and
understand the SCA Life-Threatening Allergy Policy and agree that while SCA will attempt
to take appropriate actions in the event of an allergen exposure, SCA is not a medical
facility and cannot be held liable for any resulting injury. The parent/guardian
acknowledges and accepts the risks of injury associated with the child’s pre-existing
condition while child/student is attending SCA and participating in activities. The
parent/guardian acknowledges and accepts the risks of injury or harm associated with
intervention and/or treatment performed by SCA staff/faculty. ACCORDINGLY, THE
PARENT/GUARDIAN AGREES ON BEHALF OF BOTH THE PARENT/GUARDIAN AND THE
CHILD/STUDENT, TO INDEMNIFY, DEFEND, AND HOLD HARMLESS SCA AND ITS AGENTS,
EMPLOYEES, VOLUNTEERS AND OTHER REPRESENTATIVES FOR INJURY ARISING DIRECTLY OR
INDIRECTLY OUT OF THE DISCRIBED MEDICAL/LIFE-THREATENING ALLERGY NEEDS OF
CHILD/STUDENT.

Parent/Guardian Signature Date

Notification of Life -Threatening Alle rgy
Scottsdale Christia n Academy

As the parent/guardian of (child/student), | am providing SCA with
written nofification of a life threatening allergy for this child/student. The allergy is listed
below by (parent/guardian). | am providing medication orders,

medication and an action plan from a licensed provider as set forth in the SCA Life-
Threatening Allergy Policy to validate its use for the treatment of an allergic reaction.

Allergy Description:

Parent/Guardian Signature Nurse Signature

Date Date

61
SCA Policies and Procedures



SCA POLICIES AND PROCEDURES

MEALS AND INCIDENTALS POLICY WHILE TRAVELING FOR
SCA

If SCA has pre-approved a trip, such as training or a conference, the following will apply.
Please note the conference must be approved by the administration prior to this policy
being in effect.

Lodging:

If any lodging is necessary, SCA will book the lodging for the employee whenever
possible to find the most reasonable rates. There should be no per diem lodging
amounts or reimbursement typically, as SCA books and pays for the travel for the
employee.

Travel:

If any air fravel is necessary, SCA will book the air travel for the employee whenever
possible to find the most reasonable rates. There should be no per diem air travel
amounts or reimbursement typically, as SCA books and pays for the air travel for the
employee.

If ground travel is necessary in the employees own vehicle, the employee will be
reimbursed for the applicable mileage rate published by the IRS, after subtracting
from that total the employees normal daily commute mileage. (Example, if there is
in fown fraining that is 127 miles round frip that the employee travels to from their
home, and their normal round-trip daily commute to SCA is 47 miles, then the miles
they will be reimbursed for will be 80 miles). This rate is available at irs.gov, can
change, and is $0.58 per mile in 2019.

Meals and Incidental Expenses (M&IE):

Employees in travel status (tfravel requiring an overnight stay) on SCA business are
reimbursed up to the per diem rate for travel related meal expenses for their travel
destination. Receipts are not required (under any circumstances) for reimbursement
of travel meals using per diem rates.

The per diem meals and incidental expenses include meals, incidental expenses,
non-alcoholic drinks, tax, and tip, incidentals such as baggage carries, bellhops,
maid tips, and the like. Travelers will not be reimbursed for meal or incidental
expenses that exceed the rate, special meals due to dietary preference, or other
alternate choice meals.

The first and last day of travel, regardless of the length of the day or travel, will be
reimbursed at 75% of the per diem. The Departure Day is the day you leave your
home or school and Return Day is the day you return to your home or school.

The per diem is in lieu of being reimbursed for meals, and should not request other
reimbursements for their own meails or incidentals on these trips.

See the next page for rates and examples:
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Total Breakfast Lunch Dinner Incidental First & Last
Day of Travel

$45.00 $8 $12 $20 $5 $33.75

Meal Reimbursement Examples:

Full day of travel (Full Per Diem): An employee full day of travel. $45
Calculation: $8 (breakfast) + $12 (lunch) + $20 (dinner) = $40+ $5 (Incidentals)

=$45.00/day.
First or last day of travel (75% of Per Diem): An employee on a travel departure or return
day. $33.75
Calculation: $8 (breakfast) + $12 (lunch) + $20 (dinner) + $5 (incidental) = $45 x
75% = $33.75

If this example trip were a 4-day (3-overnights) trip where the employee departed on a
Tuesday and returned on a Friday, their total per diem would be $157.50:
Calculation: $33.75 (Tuesday departure day) + $45 (Wednesday) + $45 (Thursday)
$33.75 (Friday return day) = $157.50

To collect per-diem rates please complete the form available from HR provide it to SCA's
accounts payable employee:
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MEDIA AND PRODUCTIONS (INCLUDING ART, DRAMA, MUSIC,
MOVIES, AND GUEST SPEAKERS)

Any media used should have an intentional curricular, academic, or spiritual purpose. Any
art, drama, music, movies, video clips, or speakers that are not considered “G" rated
should be pre-approved by the principal well in advance of their intended time of
showing. Well in advance is defined as greater than one week unless otherwise agreed
upon for specific reasons by the principal. All dramas and musicals, once the script has
been determined appropriate by the department head, must be pre-approved by the
principal before moving forward with planning and production. In spirit, all art, drama,
music, movies, and speakers should be Christ-honoring. No announcements or
communications to the students or community should ever be made until after approval
has been obtained by the principal.

Any word, action, or visual representation that addresses the Lord Jesus Christ or the
Godhead in a dishonoring or disrespectful manner is forbidden. Any words, actions, or
visual representations that are potentially objectionable and divisive should be avoided.

If literature is chosen that has such words, actions, or visual representations, but there is
value for them to be taught or discussed through a Christian Worldview lens and they can
be appropriately applied in that manner, then approval should be obtained and
documented by the principal. When there is a question regarding whether such should be
allowed, a case-by-case evaluation of the recommendation will be made according to
the following procedure:

1. When a faculty member, coach, and/or supervisor is of the opinion
that certain words, and/or actions and/or visual representations are
proper and valuable, that individual must make a formal (i.e., written)
recommendation of inclusion to the department head.

2. If the department head concurs with the recommendation, the
process may confinue and written approval must be sought from the
principal.

3. If the principal supports the recommendation of the faculty member,

coach, and/or supervisor, the material in question may be allowed.

If approval is made and justification for a Christian purpose is provided, then consideration
should be given, if appropriate, to allow for an alternative assignment for those parents
who object.

If the Superintendent finds any fault with the decision or any part of the approval process,
he/she reserves the right to intervene and render a contrary decision.

All visual media produced at SCA, including those with intentions to be shown o the
internal or external community, must receive approval by the principal prior to being
distributed or played. Approval can be obtained by the principal, and any editing or
changes requested should be made with the final edit approved prior to distribution or the
media being shared. No visual media should ever be released without this approval.
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For any faculty or staff member who does not follow this process, the non-compliance will
be considered a performance issue and handled as such.

For songs and music played at SCA or at SCA events, please see Music Policy in this
document,
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MEDICATION PROTOCOLS FOR OFF CAMPUS TRIPS

Medication administration during off campus activities/events and overnight trips will be
administered according to the Scottsdale Christian Academy (SCA) Medication
Administration Policy located in our MS/HS Handbook. This policy applies to prescription
and over the counter medications. If the activity/event/trip site has guidelines that differ
from the SCA Policy, those variances will be addressed and clarified for parents and
students by the primary trip chaperone in advance of the date of the activity/event/trip.

The trip chaperone will instruct parents of the SCA Medication Policy and communicate at
what time and what location medication should be submitted for use during the
activity/event/trip. In addition to the SCA Policy guidelines, medication, packaged in its
original container, should be placed in a zip lock bag labeled with the student’s full name
and grade and a completed SCA Medication Administration form. This form is available
on the SCA website under myrenweb.

Life-threatening medications (i.e, Epipen, Benadryl, inhaler) will be managed according to
our SCA Life-Threatening Medication Policy. If parents do not advise the SCA Health Office
that the home medication supply will be sent to the activity/event/trip, the medication
supply from the SCA Health Office will be sent on the activity/event/trip with the primary
trip chaperone. If Benadryl has not been supplied to the SCA Health Office for students
with life-threatening allergies, parents will need to supply it for all off campus
activities/events/trips. Students authorized to carry these medications during the
customary school day for allergic/respiratory conditions are responsible for providing their
medication supply for the activity/event/trip and communicating to the primary
chaperone what has been brought to the activity.

No student should have medications in his/her possession during off campus
activities/events/trips unless it is a medication prescribed for a life-threatening condition.
All other medications are to be given to the primary chaperone. The primary chaperone,
and/or activity/event/trip staff will address unanticipated medicine needs that arise.

Medications cannot be shared during activities/events/trips.

Only medications that are necessary for the student’s health will be administered during
activities/event/trips. General medications, such as vitamins and supplements may be sent
if mandated by a practitioner for a diagnosed deficiency, but otherwise will not be
administered during the activity/event/trip.
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MINISTRY OF TEACHING

Teachers and school administrators are called by God to help raise up the young in the
ways of faith. Jesus, the Savior, was also a teacher. He gathered his disciples and others
around him and taught with such conviction and truth that the *many who heard him
were astonished, saying, ‘Where did this man get all this2 What is the wisdom given to him?
What mighty works are wrought by his hand!"” (Mark 6:2). His apostles, likewise, were
teachers and gave witness “with great power,” through their words and their deeds, and
“gave their testimony to the resurrection of the Lord Jesus, and great grace was upon
them all” (Acts 4:33).

The ministry of tfeaching obligates the teacher to assist his or her students in understanding
not only mathematics or physics, but how the order and discipline of mathematics or
physics reveals the mind of God. It obligates one not only to instruct in geography and
history, but to inculcate the faith by helping the students know that God created the
mountains, the seq, the rivers, the deserts, the forests, the plains, and all the creatures that
inhabit them, and to learn that human discoveries, empires, conflicts, and social
movements are measured by the divinely ordained order. The ministry of teaching requires
one not only to help students acquire skill in spelling, reading, grammar, and writing, but to
understand that human language is a primary means by which students might explore the
wonders of poetry and narrative and sacred Scripture itself—all of which indirectly or
directly disclose salvation history. Regardless of the subject, true teachers minister to their
students by helping them follow Paul‘s admonition:

Finally, brethren, whatever is true, whatever is honorable, w hatever is just, whatever is pure,
whatever is lovely, whate ver is gracious, if there is any excellence, if there is anything wor thy
of praise, think about these things. What you have learned and received and heard and

seen in me, do; and the God of peace will be with you. (Phil. 4:8 £9).

Teachers in a Christian school must be ever mindful that they instruct not only through
rational explanation of formal subject material but even more powerfully through word,
deed, example, and shared experience. Simply put, they teach the faith by modeling the
faith and by modeling faithfulness. This is why all teachers, even before their first meeting
with students, must subscribe to the school’s Statement of Faith and core doctrinal
statements. This is why tfeachers are required to give a godly example, both at school and
away. Teachers must teach truth and avoid falsehood. “Therefore, putting away
falsehood, let everyone speak the fruth with his neighbor, for we are members one of
another ... Let no evil talk come out of your mouths, but only such as is good for edifying, as
fits the occasion, that it may impart grace to those who hear” (Ephesians 4: 25, 29).

Teachers minister to their students by providing them with faith experiences. They lead the
youth in prayer, praise, and mercy. Paul urged Christians to “Let all bitterness and wrath
and anger and clamor and slander to be put away from you, with all malice, and be kind
to one another, tenderhearted, forgiving one another, as God in Christ forgave you”
(Ephesians 4:31-32). Teachers also model the Christian life by being active in their own
church community and by serving as an intermediary assisting their students in becoming
active in their respective church communities so that those students might be further
nurtured in faith with their friends and family around them.
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MISSION STATEMENT AND CORE VALUES

Mission Statement

The mission of Scottsdale Christian Academy is to maximize the God-given potential of
each student, preparing them to live lives of distinction, by impacting the world for Jesus
Christ.

Core Values

Core values guide both the internal and external conduct of the school. They are the non-
negotiable qualities that differentiate the institution as they identify, inspire, galvanize, and
determine the school’s highest priorities. They are:

Christian Maturity

Preparing our students with Christ-centered experiences that by God's grace lead
to spiritual fransformation, which enable them to develop a maturing relationship
with Jesus Christ.

Excellence

Providing a Biblically based accredited curriculum that prepares the student for the
challenges of higher education and life-long learning. We seek to serve the
developmental needs of the whole student, endeavoring to maximize the student’s
God-given potential, which stimulates and cultivates critical thinking and the pursuit
of creative expression, in the academics, arts, and athletics.

Community

Cultivating a community of believers, founded on the basis of shared commitment,
common union, fellowship and Christ’s love. We value the importance of
relationships, as modeled by Christ and his love for others. As we partner together to
unify our body of students, parents, faculty and staff, we extend Christ's love and
grace to each other, celebrate each member’s unique God-given abilities, and
glorify Jesus Christ.

Service

Loving our neighbor as ourselves is reflected in an academic community that
models and encourages Christ-like character, conduct, accountability, and service
to our community and the world. We seek to conduct ourselves with deep care and
compassion for all, reflecting faith in action, by being doers of God’s word.
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MODEL CLASSROOM EXPECTATIONS

Each principal will explain model classroom décor and expectations. In essence,
classrooms, while bring functional, should also have a crisp, clean, organized, and not foo
distracting appearance. Safety hazards should be avoided and firecode requirements
should be met (for example including: not hanging items from ceiling, never lighting
candles or flames with the exception of the science labs etc..). Rooms should only be
painted when determined by the school and only in classroom standard tones. Display
boards should be clean, organized, and functional. Pathways within the classroom should
be kept spacious and clear, and the room should not appear cluttered.

69
SCA Policies and Procedures



SCA POLICIES AND PROCEDURES

MUSIC POLICY

All music played within a classroom or at an SCA event, dance, sporting event, or other
function should respect the overall mission of the school and not work against a Christian
Worldview message.

While we encourage Christian music to be played, secular music is not prohibited so long
as it is consistent with this policy. The below rules are expected to be followed for all SCA
functions or events when secular music is being played, on or off campus. This includes
music for school trips, sporting events, school dances, spirit line, pom, the courtyard, the
classrooms, assemblies, athletic events, played while transporting students such as in cars,
school vans, and buses, and any other scenario where music is being played in the
presence of students.

¢ A song should not be included in a play list unless the lyrics have been reviewed by
an employee who is familiar with this policy, takes responsibility for allowing it to be
played, and has approved it. Please err on the side of caution. The Directors and
Principals have the ultimate responsibility to ensure this is being adhered to by those
organizing the events or planning the music. If a song is played, it should be a song
for which the lyrics have been reviewed (easily found on apps like Shazam).

e A song should not be played that has inappropriate language regardless of whether
the inappropriate words are “bleeped out” or not. If a song has to have something
“bleeped out”, it should never be included on a play list.

e A song should never be played if it has any sexual content, innuendo, or implies any
sexual nature or related to the body.

e A song should never be played if it has any drug or alcohol related content.
¢ A song should never be played if it denigrates women to any degree.
e A song should never be played if it uses the Lord’s name in vain.

If the person selecting the music is unsure after reviewing the lyrics, they should err on the
side of caution and not include the song in any playlist unless a supervisor has given
specific permission.
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NAMING OPPORTUNITIES AND REGULATIONS

Occasionally, the Superintendent together with the board of directors of SCA may choose
to name a building, classroom, or other facility after a person of great significance in the
history of the school or after a special donor to the school. In making any official naming
decisions, the following rules apply:

1.

The Board of Directors together with the Superintendent make all naming decisions.
If there is disagreement, the Board has final authority.

Such a decision may only be made by recommendation of any board member, the
Superintendent, or by a prospective donor or donor group.

For all naming opportunities, there should be a logical connection between the
honoree and the proposed named facility.

Any naming decision honoring an SCA employee should only be made after that
employee ends his/her employer-employee relationship with the school.

The terms associated with the naming decision must be clearly written and fully
adhered to in order to finalize the naming process.

Naming decision can be reversed if, in the opinion of the Board of Directors, the
person(s) honored engaged in any activity that may prove to be embarrassing for
Scofttsdale Christian Academy and/or potentially bring disgrace to the name of the
Lord Jesus Christ.

Any changes to this policy may only be made by the Superintendent with
approval of the Board of Directors.
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NEPOTISM HIRING PRACTICES

From time to time it may be in the best interest of the school to hire an employee who is
related to another employee on staff. If this is the case the following stipulations should
regulate:

o The employee being considered should stand on his/her own merit being the
best qualified for the job as can be reasonably determined.

o In any situation where a relative of a staff member or employee is being
considered for employment, the Superintendent is required to make the final
decision for an actual or perceived conflict of interest.

° In no case should there be a direct reporting relationship between the
employee and the relative. When such a potential exists, it is the responsibility
of the Superintendent or a member of his administrative staff to alter the
reporting arrangements or reject the candidate.

o All care and provision should be made to avoid the appearance or reality of
nepotism in the school hiring practices. Due consideration should be given to
the supervisor responsible for the candidate as to his/her comfort in supervising
someone related to another staff or faculty member.

o Employees who are related to each other should not become involved in each
other's employment issues, and should represent themselves in conversations
surrounding their employment.
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PARENT-RUN ACTIVITES FOR SCA STUDENTS (e.g.Grad Nights)

In the past, there have been times when parents have organized events for SCA students
such as graduation night festivities for their children and other students. As the name of this
policy implies, these events should be totally organized and run by the parents of SCA
graduates. Though these events may follow after SCA activities such as the HS graduation
ceremony, SCA and its administration have no authority/responsibility whatsoever
regarding the event.

In the interest of being supportive to our parents, SCA commits to supporting this
organization/event only in the following ways:

1. Help announce an annual meeting of parents of SCA seniors for various
organizational purposes, and provide space for their meeting if requested.

2. Consider a limited number of fundraising efforts of the parents (1-2, depending on
the scope and anticipated profits) if the annual schedule of fundraising events
allows as to be determined by the administrator of academy advancement. (*)

3. Allow areasonable number (determined by principal) of announcements (e.g.,
written, electronic, etfc.) to be sent to SCA parents, displayed for SCA students, or
distributed to SCA families. All announcements should state it is a “non SCA event.”

4. Allow poster advertising (approved by principal) during the month prior to the
actual event, so long as the appropriate “non SCA event” wording is on all literature
disseminated (see below).

(*) These activities are completely outside of SCA, and SCA bank accounts may not be
used to collect money or pay expenses. In the case of all written communications and
advertisements, the following disclaimer statement must be attached:

The activity described above is not an officially-sponsored activity of Scottsdale
Christian Academy. As such, the board of directors, administration, faculty, and staff
of this school do not condone or condemn this activity nor should attendance by
any SCA employee at this activity be construed as sponsorship.

The above list of supporting activities of cooperation and encouragement is contingent on
the following three factors:

1. Harmonious relations among a preponderance of senior class parents and the
avoidance of any splintering among the parent group resulting in competing
factions and lack of unanimity of purpose.

Careful and complete adherence to provisions 1-4 above.

That the actual event is free from unacceptable student behavior/activity (i.e.,
illegal, immoral, and/or not in keeping with the philosophy, policies, and practices
identified and valued at Scottsdale Christian Academy).

w N

If any one or more of the above conditions occurs, this policy will be rescinded in total and
all support by SCA withdrawn.

Also see Disclaimer for Off-Campus Non-SCA Sponsored Activities policy.
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PASTORAL TUITION DISCOUNT

Any full-time member of a pastoral staff (e.g., pastor, assistant pastor, youth director, etc.)
of a local evangelical Christian church that runs consistent with our statement of faith and
other positions on critical issues will be entitled to a twenty-five (25) percent tuition discount
for each of their children enrolled at Scottsdale Christian Academy. This discount overrides
any other discount (they do not both apply or get stacked on top of each other), meaning
the overall discount will cap at 25% for each child.

In the event such a person also qualifies for financial aid, the allotted aid will be in addition
to the twenty-five (25) percent pastoral discount. In no case, however, will the total
percentage discount exceed the tuition discount afforded to a full-time SCA employee.

Any student admitted to Scottsdale Christian Academy must meet the established criteria
for admission (see Admission Policy — Enroliment Criteria) in order for the above policy to be
applied.
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PER DIEM AND WORK-YEAR DAYS:

Very specific work-year requirements have been established for all SCA employees. The
work-year determinations (i.e., required workdays for each position) should be used for any
per diem calculations, such as for absenteeism (i.e., when said employee exhausts his/her
current and accumulated personal/sick days) and redemption of unused vacation days
when employment ends. These specific work-year requirements are listed as follows:

Admini strative Leade rship Positions

These are 12-month positions with holiday breaks throughout the school year. The
work year requirement is all days including holidays, vacation days, personal days
and sick days. The annual work-day requirements for any per diem calculations is
therefore 260 days.

Director Positions

The current director positions are as follows:
Director of Accounting and HR Services
Director of Athletics
Director of Curriculum and Instruction
Director of Fine Arts
Director of Spiritual Life Director of Technology

The work-year requirements for 12-month directors is a full calendar year with the
same holiday breaks as administrative leadership positions. Therefore, the annual
work-day requirements for any per diem calculations is 260 days.

Exception: For any directors under an 11-month work agreement, or other reduced
schedule as defined in their work agreement, they will follow the benefits including
breaks and days off in accordance with the months they are working. As an
example, the annual work-day requirement for any per diem calculation foran 11-
month director position would be 240 days.

Certified Positions

Facu lty

The work-year requirements for all SCA teachers are in accordance with the
established school calendar. Teachers are on an annual salary scale that is based
on and covers up to 180 teaching days and 194 working days. The annual work-day
requirement for any per diem calculations for teachers could vary each year
depending on that school year's calendar, and will include all teaching and
working days plus paid holidays.
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Classified Pos itions

12 Month Staff

These are 12-month positions with holiday breaks throughout the school year.
Classified staff personnel are typically required to work during Spring break as the
default, however the Superintendent may use discretion for specific days.
Therefore, the annual work-day requirement for classified staff personnel is 260.

Less than 12 Month Staff at 4 0 hours per week

These less than 12 month positions enjoy the school year paid holidays (i.e., New
Year's Day, MLK, President's Day, Good Friday, Memorial Day, Labor Day, Veterans’
Day, Thanksgiving Day and the day after, and Christmas). The annual work-day
requirement for classified staff less than 12 months will be determined annually
based on their specific workdays and holidays for their job.

Less than 12 Month Staff at less than 40 hours per week

These less than 12 month positions enjoy three (4) paid holidays (i.e., New Year's Day,
Good Friday, Thanksgiving, and Christmas). The annual work-day requirement for
classified staff less than 12 months will be determined annually based on their
specific workdays and holidays for their job.

Any m odifications to the abo ve positions and work -year requirements may on ly be made by the
Superintendent . When such chan ges are necessary, the changes w ill be communicated to SCA employees in
written policy form.
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PRINCIPLES OF OPERATION REGARDING COMPENSATION
POLICY

Principles of Operation Regarding Compensation for Tutoring, Camps, and Other School-
Related Extra-Curricular Programs

1. All tutoring, camps, and various school-related extra-curricular programs should
exist, first and foremost, for the benefit of students and their families.

2. Secondly, the above mentioned programs should benefit the school, both in ferms
of funds received and public relations benefits.

3. These programs should also have the benefit of providing SCA employees with
additional compensation opportunities if the first two benefits above are first met.

4, In tferms of compensating any employees participating in the above programs, all
compensation items, including wages paid and hours worked (including actual time
in front of student(s) and an approved amount of time for preparation and/or
advertising), must be approved by the Superintendent or, if he/she chooses, the
Administrator of Operations.

S. In terms of compensation issues, a distinction will be made between tutoring an
individual student, tutoring a small group of students, instruction to a small group of
students, and instruction to a large group of students. See Tutoring policy for
requirements and restrictions related to tutoring students. More specifically, the
following example is offered as a compensation scenario for the groups listed
above:

Tutoring Individual Student $40-50/hour
Tutoring Small Group (3-5 students) $50-60/hour
Instruction to Small Group (not to exceed 10 students) $50-60/hour
Instruction to Large Group (not to exceed 50 students)$55-65/hour
Instruction to Extra-Large Group (51+ students) $65-75/hour

6. When establishing enroliment limits in most of the above activities, the quality of the
instruction/supervision should take priority over the number of participants.

7. None of the classes or activities offered in the summer program should have the
effect of reducing classes or altering class sizes for those offered during the normall
school year.

8. Current SCA personnel will be given priority over non-SCA personnel to tutor, teach

classes, or instruct/supervise at any camp or comparable school program.
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Regardless of the demand for the activity and the actual enrollment when the
activity is conducted, the compensation paid should be established with the
economic challenges of our parents firmly in mind.

All costs associated with the operation of any activity described herein (e.g.,
advertising, mailings, employees, etc.) must be taken from the proceeds.

In ferms of enrollment sizes, fees charged, and compensation paid, please do not
assume anything or advertise anything until clearance has been given by the
Superintendent or, if he/she chooses, the Administrator of Operations.

In order for an activity to be approved, a minimum enrollment needs to be
achieved to compensate the instructor/supervisor and provide a minimum of 20%
gross for SCA. Exceptions may only be made to this percentage by both the
Administrator of Operations and the Superintendent.

Since all compensation issues are confidential in nature, only the Superintendent or, if he
chooses, the Administrator of Operations, will deal with specific compensation amounts
and agreements. Exceptions may only be made by the Superintendent.
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PROFESSIONAL DRESS

SCA employees are expected to dress professionally and in accordance with the

employee manual details, always erroring on the safe and professional side when unsure.
See your employee handbook for details.
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READING MATERIALS —- SCHOOL WIDE

One challenge of a Christian school is to develop/apply a comprehensive philosophy of
what is acceptable and unacceptable in ferms of various reading materials made
available to its students. This philosophy should encompass all curriculum materials,
required and voluntary reading materials, and the content of the school library.

Scofttsdale Christian Academy has responded to this challenge by adopting the following
policy regarding reading materials:

1. Any reading material that addresses the Lord Jesus Christ or the Godhead in
a dishonoring or disrespectful way is not permitted, the only exception is if it
holds a valuable lesson for the students to be taught, is covered in a Christian
Worldview environment and way, and is approved as an exception by the
administration.

2. As a general rule, reading material that contains offensive language (i.e.,
profanity, obscenity, sexually explicit or suggestive language, etc.) is not
allowable. However, individual cases may be made that determine writings
have such significant cultural, educational, and/or redeeming social value as
to warrant inclusion in the school program. Such writings will be evaluated on
a case-by-case basis. The procedure is as follows:

Step 1: When a faculty member exercises his/her professional and prayerful
judgment and determines that any reading material has educational,
cultural, or other significant value by being taught in a Christian
worldview environment, despite containing language that violates the
offensive language provision of this code, that individual must make a
formal written recommendation to the department head.

Step 2: If the department head concurs with the recommendation, he/she
must secure written approval from the school-level principal.

Step 3: If the school-level principal supports the recommendations of the
faculty member and the department head, the reading material in
question will then be permitted.

Generally speaking, the case is closed at this point and the material will be allowed to be
read. However, if the Superintendent regards the issue so grievous and finds fault with any
part of the approval process, he/she reserve the right to intervene and render a contrary
decision.

See next page for library reading selection:
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Media Center Materials Selection Policy

The selection of Media Center resources is guided by the mission statement of Scottsdale
Christian Academy (SCA). The mission of SCA is: “Students who love the Lord Jesus Christ
with all their heart, mind and soul, love their neighbor as themselves and demonstrate
academic excellence.” The purpose of the Media Center is to provide services and
resources that will assist the school in fulfilling that mission.

The school’s established core values and the goals of the Media Center relate in the
following ways:

e A personal discovery of God'’s truth: All fruth is God’s Truth. There is an
ultimate truth and all information can be measured by it. The Word of God is
the source, and Jesus Christ is its personification. The Media Center will
provide an environment where students are encouraged to explore this truth
through a variety of resources as they come to understand how God'’s truth
impacts every area of their lives.

e A personal, active faith in God: The Media Center collection will include
materials specific to the spiritual growth, allowing students to examine and
grow in their faith.

e A life-long love for intellectual and cultural development: All subjects are
taught in the light of the Scriptures. The Media Center will strive to provide
resources to supplement classroom instruction, including materials on
controversial issues as students learn to evaluate issues from a biblical
perspective.

e An awareness and cultivation of individual giftedness: The Media Center
resources must reflect student diversity through materials that meet individual
learning needs, abilities, and learning styles.

e The building of community: Parental input is valued as part of the collection
development process because Christian education comes from the home,
the church and Christian schooling.

e An awareness and appreciation of society which impels action: To prepare
students to be servant leaders in the world around them, all materials relevant
to the school’s established curriculum warrant inclusion in the Media Center,
although the school may not fully endorse the entire contents of some
material. Resources with no relevance to the curriculum will be excluded
when they are clearly against God's Word. Media resources must have some
value in order to be worthwhile for inclusion in any collection. It should be
understood that academic standards sometimes require that many kinds of
material be made available for student use, even those that may not be from
a biblical perspective.
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Selection and Evaluation of Materials

The responsibility of selection and evaluation will be that of the librarian who may choose
to consult with teachers, administrators, students, and parents for assistance in the process
as deemed appropriate and necessary.

Among the steps that will be employed in the selection process is an evaluation of
available resources, an assessment of curricular needs, and the consultation of professional
and reputable selection aids. Whenever possible, the actual item shall be previewed or
examined and judged as a whole.

For the purposes of this statement, resources include: books, newspapers, periodicals
(paper and electronic), pamphlets, video recordings, sound recordings, DVDs, CD-ROMs,
electronic resources, and all other materials which are used by the students and faculty in
fulfilling the curriculum requirements.

The selection and evaluation of resources is a continuous process because of changing
curriculum content and the availability of new materials. This process includes the removal
of materials no longer appropriate and the replacement of lost and worn materials still of
educational value.

Criteria for Selection of Resources

The Media Center contains materials for educational and recreational reading, however,
educational relevance is the major criterion for the selection of resources. Other criteria
include whether the material is in alignment with the educational goals of the school and
the course or grade level objectives. All materials are classified according to age
appropriateness.

The search for useful resources includes those produced by persons who are not Christian,
or whose works may be judged to be false when tested with the measure of God’s Word.
It is the school’s belief that God in His grace reveals truth to all men, Christian and non-
Christian, through general revelation. Thus, a non-Christian author may have much truth to
share with the user.

The principles of good stewardship will be practiced when selecting resources. The
following evaluative criteria will be used as they apply. Resources will:

¢ Meet high standards of quality in factual content, currency, and
presentation.

e Be selected because of the content and the value of the work as a
whole.

e Conftribute to literary appreciation or have aesthetic value.

e Be viewed in the context of the ethnic and historical flavor of its time
period.

e Be objectively and impartially selected to provide a balanced collection
for the Media Center or the classroom.

e Present information for which the user is spiritually, socially, and
emotionally prepared.
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Additionally, all materials will be judged by these objectionable elements in
literature:

e Profanity — sacrilegious and blasphemous practices or statements

e Scatological realism —references to excrement and excremental
functions

e FErofic realism —references to sexual behavior with the purpose of arousing
sexual desire

e Sexual perversion — adultery, fornication, homosexuality, or any other
sexual practices not within God's design

e Lurid violence — extreme sensational violence

e Negative religious and philosophical assumptions — underlying anti
religious themes such as atheism, humanism, naturalism, and extreme
pessimism

e Witchcraft, magic power, the Occult

Three principles will be used to judge the objectionable elements listed above:

e Gratuitous — Are the elements functional or are they there for their own
sake?¢
(Profanity) In Matthew 26:74 Peter cursed and denied knowing Jesus. Yet,
the Bible does not state what Peter said. Restraint was used in describing
this incident. And, Peter repented of his sin.

e Explicit — Are the elements more descriptive than necessary?2
(Scatological realism) 1l Kings 18:27 Rapshakeh told the Jews to eat their
excrement. But the Scriptures clearly state he was an evil man. And the
moral people rejected his statement as evil.

(Sexual perversion) | Corinthians 6:9 Paul lists certain sexual abnormalities.
However, he mentions these acts to tell us to avoid such practices.

(Lurid violence) Judges 19:24-29 This passage tells of the concubine who
was sexually molested, died, and cut into twelve pieces. However,
judgment followed.

e Moral tone — What is the attitude of the entire work toward the elements
mentioned?
(Negative religious assumption) Psalm 14:1 This verse says there is no God.
But, it also says that fools make such statements.

Review of Resources

Recognizing the right of freedom of communication, of intellectual activity, and thought,
the services of the Media Center intend to provide opportunities for the students and the
teachers to gain information on the various points of view on controversial issues. Using the
school’s philosophy as the standard, controversial materials may be selected. Materials of
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merit that present an alternate view of a topic will not necessarily be excluded because of
the language used or frankness of content. However, the language of the material should
not be unnecessarily profane or offensive. A disclaimer may be placed in materials to alert
the reader of such an occurrence.

Methods of Responding to Questions of Appropriateness of Resources

Criticisms of Media Center resources or the absence of such should be directed to the
Librarian. The complaint must be in writing (form will be provided). The statement must
include specific information as outlined on the given form. The statement must be signed
so that a response can be given. If the response is further challenged, an appointed
review committee will evaluate the concern. The review committee may consist of staff
and parent representatives appointed by the principal. A prompt response and resolution
will be the goal of this procedure.

Gifts

The Media Center welcomes books and other resources from individuals and organizations
but reserves the right to refuse unsuitable materials. Any material over five years will not be
included in the Media Center collection, unless it meets a specific curriculum need. The
materials must meet the same standards and criteria established for the selection of Media
Centerresources. A statement of donation may be affixed to the gift in order to recognize
the donor when appropriate.
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REDUCTION IN PERSONNEL CRITERIA

Occasionally, circumstances (e.g., declining enroliment, financial challenges, etc.) dictate
a reduction in personnel. It is extremely important that all personnel reductions be made in
a careful and prayerful manner. With this thought in mind, publicizing criteria for reduction
in personnel decisions should be helpful and in the best interest of SCA employees.
Therefore, please note the following criteria (provided in order of importance) that will be
applied whenever employee reductions are required:

1. Only essential personnel will be retained. “Essential” is defined as personnel
absolutely necessary to operate the school efficiently.

2. The most valuable employees will, of course, be retained. “Most valuable™ is
defined as employees whose total performance and value to the school in alll
curricular, co-curricular, and extra-curricular areas of school life is deemed
exceptional amongst other variables as determined by administration. This is at the
discretion of the supervisors and SCA administration, solely for them to determine.

3. Personnel who are highly qualified and exceptionally competent in their curricular
responsibilities (i.e., those responsibilities during the normal instructional day) will be
evaluated accordingly.

4. Those personnel who are appropriately licensed (by any one of the 50 states),
certified by ACSI, and for which an assignment is available matching state
certification licensing standards.

5. Only personnel who are committed to the team concept and demonstrate this
commitment by a positive and appreciative attitude.

6. Length of seniority and faithfulness of service will be considered, but not valued
more than the previous criteria.

Any miscellaneous talents and special interests (e.g., coaching, department heads, etc.)
will be considered in the retention of personnel.

While these are general criteria to be considered, ultimately the administration will make
the best decisions possible based on all of the variables and situational circumstances, and
it is in their sole discretion that these decisions be made.
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REQUEST TO WITHDRAW (BY PARENTS OR BY SCA)

One of the disciplinary tools available to SCA administrators is the formal request from the
administration to the parents/students to withdraw from SCA. This request is made when, in
the opinion of the appropriate administrator and concurrence by the Superintendent, the
student in question has behaved in a manner whereby his/her presence is no longer in the
best interest of the student and/or SCA.

Furthermore, there are times when parents may request the technical action of "request to
withdraw" in lieu of long-term suspensions or expulsion. In such cases it is an appropriate
administrative tool to allow a student to withdraw if the student's actions meet the
following criteria:

1. The actions are not unduly serious in terms of the threat posed to other students.

2. The actions do not affect the mission opportunities and/or business aspects of
the school.

3. The actions do not represent a pattern of past suspendable behavior.

4, The student was honest in establishing the facts of the indiscretions, thereby
reducing the amount of fime and energy required by SCA administrative
personnel.

5. The circumstances of the withdrawal show a high degree of respect, amicability,

and are God-honoring.

6. All tuition and fees (due and payable as per SCA policy) must be received in
order to finalize the withdrawal process.

It is in the sole discretion of SCA administration to determine if these withdrawal in place of
an expulsion or long-term suspension is accepted. If it is denied, the student will have the
long-term suspension or expulsion recorded even if the student decides to leave the
school. If the above criteria are not met, the school will proceed with the expulsion
process.
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SEXUAL HARASSMENT

Sexual Harassment will not be tolerated at Scottsdale Christian Academy. The policy is as
follows:

It is against Scottsdale Christian Academy policy to harass or to discriminate against any
member of the school community for sexually motivated reason. Such actions have no
place at Scottsdale Christian Academy. Such conduct will not be tolerated by Scottsdale
Christian Academy and will subject persons who engage in such conduct to severe
disciplinary action.

Sexual harassment shall be defined as “unwelcome sexual advancements, request for
sexual favors, and other verbal or physical conduct of a sexual nature when:

a. submission fo such conduct is made explicitly or implicitly a term or condition of
an individual’'s employment or classroom evaluation;

b. submission to or rejection of such conduct by an individual is used as the basis for
employment or academic decisions affecting the status of the individual;

c. such conduct has the purpose or effect of unreasonably interfering with an
individual’s work or classroom performance, or creating an intimidation, hostile,
or offensive work or academic environment.”

Scottsdale Christian Academy requires the prompt reporting of such harassment or
discrimination and will not tolerate withholding any information any person has of any such
incident. Prompt resolution, through either informal or formal procedures, of any such
reports will be accomplished. In addition, Scottsdale Christian Academy takes steps to
encourage the development of programs designed to inform employees of their rights to
be free from sexual harassment and the procedures available for reporting such actions.
Programs will also be developed and directed toward preventing sexual harassment.

Sexual Harassment complaint forms are available in all school-level offices.
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SEXUAL MISCONDUCT

Improper relationships, in addition to those characterized in the Sexual Harassment section,
have no place at Scottsdale Christian Academy. The possibility of improper relationships
developing exists in each and every type of relationship. A few specific areas and words
of caution are as follows:

Student with Student---Obviously, improper sexual relationships between students will
not be tolerated. Furthermore, student relationships characterized by an
unacceptable public (or private) display of affection will not be tolerated. Sexual
misconduct includes unacceptable words, actions, and forms of inappropriate
expression (e.g., immodest dress). Students must clearly understand that our resolve
is firm in providing a learning environment free from distracting, and undesirable
sexually-related behavior.

Student with Employee---All relationships between students and faculty/staff
members should be proper and professional. All SCA employees must refrain from
any words or actions that have even a remote chance of being viewed or
interpreted as sexual misconduct. In other words, let your words and actions glorify
Jesus Christ. In addition, social media interactions with students should not take
place outside of our own Learning Management System that is academically
relevant.

Take inventory of how you relate to students. Are you too friendly, too casual, or too
relevant? Does your personality and disposition lend itself to physical relationships
with students (i.e., unsolicited or inappropriate touching, hugging, etc.)? If so, it is
critically important that you make immediate behavior adjustments, regardless of
whether or not you agree with the philosophical necessity of doing so.

Employee with Employee---Relations between employees should be governed by
most of the same provisions and precautions that govern student-employee
relationships. While mature adults may relate to each other in ways that are
comfortable to both parties, the key to such relationships is knowing what is
comfortable, and therefore, acceptable. In no case should employee-employee
relationships be of a questionable moral nature.

Because this can sound ambiguous or may contain gray areas subject to
interpretation, your behavior should pass not only your own test, but also the test of
the other employee(s), the test of SCA, and the test of the beholder.

Parent with Student---If there is any suspicion of a student being a victim of sexual
misconduct, even when such misconduct is perpetrated by their parents, all SCA
employees should report any knowledge or rumors of such misconduct to members
of the supervisory staff. As mandatory reporters, they should notify the appropriate
child protective services agency for our area.
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SOCIAL MEDIA AND WEB/INTERNET PRESENCE

All employees at SCA must maintain professionalism on all social media platforms and
represent SCA well, in accordance with the communication training held at the beginning
of the year. Disciplinary actions may be taken otherwise. While this particular policy is sfill

in draft form, employees are required to follow the rules and recommendations provided in
the training session.
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STAFF HIRING POLICY

The following criteria are requirements for hiring any staff member at Scottsdale Christian
Academy:

1. Each candidate must profess Jesus Christ as their personal Lord and Savior, and
demonstrate a personal relationship with Jesus Christ. This embodies the salvation
experience and the daily walk with the Lord. Additionally, each candidate must be
firmly committed to the school’s Mission Statement and Doctrinal Statements.

2. Each candidate must provide a signed commitment to the Statement of Faith of
SCA.

3. Each candidate must provide a signed commitment to the SCA Position on Critical
Issues.

4. Each candidate must provide a signed commitment to the SCA Statement of
Marriage, Gender and Sexuality.

5. Each candidate must demonstrate a strong commitment to the need and
philosophy of PS-12 Christian worldview education.

6. Each candidate should possess important interpersonal skills deemed necessary for
SCA staff members.

7. Allrequirements listed within the application packet are required.

8. Each candidate will be subjected to a comprehensive drug screen and
background investigation.

9. Each candidate must demonstrate active and regular church attendance.
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STAFF HIRING PROCEDURES

1.

Each prospective staff member (i.e., non-faculty candidates) should secure an
employment application in/from SCA.

An application completed and returned by a prospective staff member will be
reviewed by the supervisor of the position listed

Interview #1: If the applicant is for a position that directly reports to someone other
than the Superintendent, then that member of the administration, faculty, and staff
may conduct a pre-interview if approved by the Superintendent to do so, which is
considered a 1stinterview. The supervisor should not allude to the candidate they
will be hired in any way during a first interview, or say anything to raise the
candidate’s expectations regarding status qualification and/or possible future hiring.

If approved as the recommended candidate by the supervisor, they then may
recommend the candidate move to a 27 interview to include the SCA
Superintendent.

After the second employment interview is conducted by Superintendent, he/she will
meet with the administrative staff member supervisor to ascertain his/her opinion or
the consensus opinion of the interview team relative to the desirability of the
candidate(s) interviewed. This input, coupled with the Superintendent’s own
perceptions and preferences, will result in a hiring decision.

If appropriate, the Superintendent may discuss the compensation specifics of the
job with the candidate during this interview, including monetary compensation,
fringe benefits, contractual provisions, and job responsibilities.

An employment work agreement and/or amplified specifics of the job will be
presented to the employment candidate. Those candidates considered but not
selected for the employment opportunity will be notified (in writing) once the
position is filled.

Exceptions to the above procedures will be made only by the Superintendent. The
Superintendent may also, at his/her discretion, dispense with some of the steps
outlined above if such action is in the best interest of Scottsdale Christian Academy.

The Superintendent will keep the Board of Directors informed of newly-hired
employees.
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STANDARDIZED TESTING SCHEDULE

Following is the schedule of standardized, comprehensive testing in the Elementary and
Secondary levels:

Elementary level:

Early Screening Inventory
o Administered to allincoming (new and returning) kindergarten students
DIBELS Test (Dynamic Indicators of Basic Early Literacy Skills)
o Administered three times a year to K-5" graders
CBM (DIBELS) Math
o Administered 3x/year to Kindergarten-5 graders.
Cognitive Abilities Test (Honors)
o Administered to all 2@ graders and all new 2n4-5 graders
Terra Nova
o Administered in the spring to 2@ through 5t graders
In-View
o Administered in the spring to 3@ graders
Woodcock Johnson Test of Achievement 4th Edition
o Administered to potential incoming students, especially those homeschooled
to assist in determining grade level. Also used to identify potential at-risk
students that may need further psych-ed testing.
Orleans Hanna
o Administered in the spring to 5 graders, and to éh and 7' graders as
needed.

Middle and High School Level:

Terra Nova
o Administered in the spring to 6™ through 8™ graders
Woodcock Johnson Test of Achievement 4th Edition
o Administered to potential incoming students, especially those homeschooled
to assist in determining grade level. Also used to identify potential at-risk
students that may need further psych-ed testing.
In-View
o Administered in the spring to 7t graders.
PSAT 8/9
o Administered in October/November to all 8 and 9th graders
ACT
o Administered throughout the year to 11t and 12t graders, all 111 grade
students will take the ACT through the ACT District Testing Program.
SAT
o Given throughout the year to 11" and 12 graders
AP Exams
o Administered in May all students who have completed AP courses and elect
to take the AP Exam.
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STUDENT EXPULSIONS AND FUTURE RE-ADMISSION
CONSIDERATIONS

Whenever a student is officially expelled from SCA (or asked to withdraw), there should be
no presumption that re-admission to SCA is likely. Even if re-admission were to be
approved at a later date, it should be clearly understood that the expelled period is for a
minimum of one (1) full and entire school year (for example, if a student is dismissed in
March of, the student would need to complete a full school year at another school, which
in this case would be the end of the following school year). After the minimum one-full-
school-year absence, the student may apply for re-admission to SCA as a new student. All
rules applicable to new student candidates will apply. Additionally, the expelled student
seeking re-admission will be evaluated according to the following special criteria questions,
all of which are in addition to normal admission criteria:

1. Was the reason for the past expulsion exceptionally serious or grievouse

2. Was the departure acceptably pleasant and free from words/actions of disrespect
to SCA personnel or SCA as an institution from both the student and their
parents/guardians?

3. Were the parents/guardians cooperative and non-combative when/after the
expulsion occurred?

4. Has the student in question demonstrated any remorse for his/her actions, and did
that student seek forgiveness for those actions?

5. During the student’s absence from the SCA student body, has there been clear and
convincing evidence that the student has had a positive change of attitude and a
positive change of behavior?

6. Has the student received effective, professional counseling to help correct the past

inappropriate behavior patternse

Has the student’s academic record during his/her absence been exemplary?
Has the student’s behavioral record during his/her absence been exemplary?
Is re-admission of the student in the best interest of the SCA student body?

O Is there any risk o the school, other students, staff, or faculty by re-admission?

Db

If the student in question seeks re-admission and is granted such status, he/she shall be re-
admitted under probationary status (defined by SCA administrators). The disciplinary file of
the student will be reviewed before readmission, including any information from an ADR
committee meeting if one took place.

Any re-admission may be allowed only at the beginning of the school year or the
beginning of the second semester, unless an exception is made due to a move back to
the area.

Furthermore, since SCA will accept no financial risk for any student who has previously
demonstrated an inability to obey school rules, the tuition for such a student may be
required to be paid in full prior to attendance.

Any exceptions/modification to any of the above provisions may only be made by the
Superintendent. Please see Student Withdrawals and Future Re-admission Considerations
for details on re-admission of a withdrawn student (not expelled).
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STUDENT REFERRAL PROGRAM

A major goal of SCA’'s comprehensive marketing strategy is to seek Christian families who
value a Christian school education for their child(ren), and who would be a positive and
contributing member of our community for Christ. To achieve this goal, a variety of
programs and enrollment initiatives are utilized. One program, the Student Referral
Program, is specifically designed to attract new families and, at the same time, provide
extra opportunities for SCA families and SCA employees to supplement their tuition. The
specifics of this program are as follows:

Current SCA Families (not employees)

1.

10.

Any SCA family who intfroduces a prospective family to SCA resulting in an
enrollment of one or more of that family’s children will be compensated in the form
of a reduction in tuition for their children in the current academic year if pre-
approved at the time of application in accordance with #2 below.

“Infroduce” is defined as acquainting them with SCA and providing them with a
“special rep” business card signed by the referring family prior to application (or
done online).

The prospective family should simply return the signed business card along with and
at the same fime as submitting their completed application(s), unless submitted
online.

The tuition reduction referred to previously will be in the form of a credit applied to
the referring SCA family’s tuition account. The amount of credit will be $500 per
student enrolled during the current school year. The credit will be applied after the
new student(s) completes a full semester at SCA.

The presentation of that card (or equivalent completion on line) will result in a $125
application fee credit for the prospective family if the prospective family is
accepted into SCA and actually completes the enrollment process.

Credits for referrals are limited in that they may not exceed a family’s actual tuition
liability for the current school year, may not be carried forward to future school
years, and will not be issued as cash payments.

No referral credits are available for prospective enrollments of returning families
(families who have been a part of SCA in the past).

Only one family may receive a referral credit, and it is based on who the enrolling
family turns in on their referral card (or online).

Pastors who receive a pastoral discount are also eligible for referral discounts, but
again only if a card (or online) is received by the enrolling family prior to or at time of
application in accordance with #2 above.

These discounts are for current SCA families to help supplement their tuition, but is
not available for outside families.
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No additional consideration for admission is given to a family because they are a
referral, and those referring should be aware that the new family still must go
through the admissions process for consideration of enrollment, and may or may not
be enrolled.

It should be clearly understood that all referral credit amounts are subject to
applicable IRS regulations.

Current SCA Employees

1.

Any SCA employee (with the exception of those not qualified which is described
below) who infroduces a prospective family to SCA resulting in an enrollment of one
or more of that family’s children will be compensated in the form of a reduction in
tuition for their children in the current academic year if pre-approved in
accordance with #2 below, or, secondarily if the employee does not have children
at SCA, or tuition and fees are already paid in full, then in the form of additional
compensation.

“Introduce” is defined as acquainting them with SCA and providing them with a
“special rep” business card (or done online) signed by the referring family prior to
application.

The prospective family should simply return the signed business card along with and
at the time of their completed application(s), unless submitted online.

The tuition reduction referred to previously will be in the form of a credit applied to
the referring SCA employee family’s tuition account, or as additional payroll if there
are not children. The amount of credit will be $500 per student enrolled during the
current school year. The credit will be applied after the new student(s) completes a
full semester at SCA.

The presentation of that card will result in a $125 application fee credit for the
prospective family if the prospective family is accepted into SCA and actually
completes the enrollment process.

No referral credits are available for prospective enrollments of returning families
(families who have been a part of SCA in the past).

It is considered a responsibility of all members of the SCA employee community to
assist in finding families with the right fit for SCA as a general understanding of being
a member of the employee community and supporting the school, with or without
this benefit. However, any members of the SCA employee family who are in
leadership positions or could be perceived as having direct influence on family’s
acceptance into SCA are not eligible for referral discounts or payments. This
includes, but may not be limited to, the Superintendent, any member of the Board
of Directors, any Administrators and Directors, any member of the Admissions
department, and Athletic administrators and head coaches.

No additional consideration for admission is given to a family because they are a
referral, and those referring should be aware that the new family still must go
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through the admissions process for consideration of enrollment, and may or may not
be enrolled.

9. It should be clearly understood that all referral credit amounts are subject to
applicable IRS regulations.
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STUDENT-TEACHER RATIOS AND CLASS SIZES — ENROLLMENT
REGULATIONS

The following grade teacher/students ratios and minimum/maoximum enrollment numbers
for individual subjects are as follows:

Elementary
PS (3 year olds) 13:1
PS (4 year olds) 17:1
* These numbers are according fo state requirements which SCA will falll
below, thus if state requirements change they supersede this document. SCA
at its discretion may lower the ratios. In general SCA attempts fo maintain a
general ratio of 1:10 or less.
K 20:1
]st— 3rd 22:1
4th_ 5th 24:1
Middle School
MS Homeroom/Advisory Cap 22:1
MS Single Classroom Cap 27:1
High School
HS Homeroom/Adyvisory Cap 22:1
HS Single Classroom Cap 28:1

Other Considerations

Any exceptions to the above must be approved by the Superintendent prior to enrolling
students in a class or publishing the class offering, modifications to the above grade/class
sizes may only be made by the Superintendent. Exceptions to the above may include
monetary compensation to those with classes or individual periods that exceed the above
at the discretion of the Superintendent. Any classes with less than 12 students must be pre-
approved by the Superintendent.
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STUDENT WITHDRAWALS AND FUTURE RE-ADMISSION
CONSIDERATIONS

1.

It should be clearly understood that once a student officially withdraws from SCA
(whether they requested the withdrawal or the school recommended it), that
student is no longer considered an SCA student. In addition, if a family does not
bring their child to school when the school year has started or during the school
year for 10 days or more, and has not informed or communicated with the school
during that time, the student will be officially withdrawn by SCA after 10 school days.
(This section all relates to withdrawals, for expulsions please see Student Expulsions
and Future Re-Admission Considerations).

The re-enrollment process is the process applicable only to a student who continues
his/her education at SCA from one year to the next in an un-interrupted fashion. This
re-enrollment process does not apply to a student who has previously withdrawn.

Whenever a student is officially withdrawn from SCA, that action renders a previous
re-enroliment null and void (e.g., a student re-enrolls in February but withdraws in
May).

In the event said student desires to be considered for re-entry into the SCA student
body, the new student enrollment process must be followed.

The process of re-entry or new student enroliment is clearly outlined in the enrollment
procedures and enrollment criteria policies of the school. In addition to these very
specific policies and procedures, all applicable monetary policies will also apply.

Any deviation from the above process may only be granted by the SCA
Superintendent.

If a student was dismissed, expelled, or asked to withdraw, in addition to this please
see the Student Expulsion and Future Re-Admission Considerations.
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SUBSTITUTE TEACHER COMPENSATION

Substitute teachers will be compensated at amounts determined by the Superintendent
and the Administrator of Operations. Such determination will be made annually after
reviewing the total substitute teacher compensation program.

The Superintendent and the Administrator of Operations will establish a regular per diem
amount for approved substitutes. This regular per diem amount will apply for each day of
substitute teaching unless one of the following conditions exists:

1. Long-term sub: A long-term sub is someone who has a consecutive sub role for the
same position/assignment for greater than 10 days and is responsible for grading,
lesson planning, and parent communication (all regularly assigned teacher
responsibilities). When such a situation occurs, the teacher will receive the regular
per diem amount plus $25, commencing once assigned to the long-term
position/assignment and once all additional responsibilities ensue.

7. A substitute teacher filling a unique need position (e.g. temporary teacher mentor
to improve performance determined by the Superintendent in consultation with the
principal) will receive a per diem amount of $100.

Any substitute teacher who substitutes at SCA for a half-day or less shall be compensated
at a pay rate equal to 50% of the per diem substitute rate. Furthermore, any substitute
working more than half a day shall receive the full daily compensation amount.

Any modifications to the provisions of this policy may only be made by the Superintendent.

99
SCA Policies and Procedures



SCA POLICIES AND PROCEDURES

SUMMER HOURS FOR NON-EXEMPT FULL TIME EMPLOYEES

DRAFT/TENTATIVE: Summer hours for all employees who have work agreements that include
summer months are standard 40-hour 5-day work weeks unless an exception is made for
non-exempt employees.

At Superintendents Discretion Each Year: Optional Compressed Summer Work Weeks for
Non-Exempt FT Employees Who Have Year-Round (12 Month) Work Agreements

Compressed workweeks are alternative work arrangements where a standard workweek is
reduced to fewer than five days, and employees can optionally make up the full number
of hours per-week by working longer hours.

The only type of approved compressed workweek schedule, if approved prior to the
summer by the Superintendent, is a 4/10 schedule (four 10-hour days per week). This
possible compressed workweek arrangement may be provided for a full-time work
schedule that consists of 40 hours in one designated work week. Otherwise the default
standard workweek is eight (8) hours per day on five (5) consecutive days.

Eligibility and Procedures:

Only non-exempt employees with year-round (12 month) work agreements are eligible with
the understanding that:

e A compressed workweek is not appropriate for all positions, or in all settings, or for all
employees.

e A compressed workweek is allowed only during approved weeks during the summer
as defined by the Superintendent, if approved. This is not an expected benefit, but
is determined on a year-by-year basis.

e Employees who have problems with punctuality, attendance, and/or performance,
or who require close supervision, will not be eligible.

e A compressed workweek schedule should not negatively affect the workload or
productivity of coworkers either by shifting burdens or creating delays and
additional steps in the workflow. The supervisor/department head should ensure that
other employees in the same unit/department understand how and why
compressed workweek schedules function.

e If approved and offered, compressed work weeks are optional, and the employee
may choose to still work a standard/default work week.

e Because the office must remain open for the entire week, rotating turns between
employees, staggering schedules, and establishing core work hours will be required
to ensure front office coverage on both sides of the campus. The executive assistant
to the Superintendent will oversee this rotating schedule. In the event that more
employees request compressed workweek schedule arrangements than a
unit/department can reasonably manage, or to keep both offices open, the
supervisor/department head shall respond to requests that are consistent with these

100
SCA Policies and Procedures



SCA POLICIES AND PROCEDURES

guidelines in ways that are equitable to all employees and in the best interest of the
school. If difficulties or disagreements arise that cannot be easily resolved, the
school will return to a standard/default work schedule.

Compressed workweek arrangements should not be expected as a definitive
benefit, and will be initiated on a frial basis, and may be discontinued at any time at
the discretion of the Superintendent.

Employees who participate must track their hours, and sign in and out daily, with
these forms being reported to the Director of Human Resources.

30-minute daily non-working mandatory lunches are required each day.

Compressed workweek arrangements will not be in effect in any week there is a
paid holiday, vacation taken, personal time taken, sick fime taken, or other days off.
They are only in affect for normal 5-day work weeks.

Although we are on a bi-weekly pay period arrangement, compressed workweeks
are only calculated within a single work week. Compressed workweek
arrangements are only within a particular week, not over a longer period of fime.
Employees may not carry over hours, or borrow hours, from two different work
weeks.

Compressed workweek arrangements should only be used by non-exempt
employees. Exempt employees are offered vacation days if they wish to use them
but are not eligible for this benefit.

Part fime employees are not eligible. Partial year employees are not eligible.

If there are any special projects that require an employee to be present all 5 days,
as determined by their supervisor, this option will not be available for those particular
weeks.

Compressed workweek arrangements are only available, if approved by the
Superintendent, for full weeks, beginning the week after the last day teachers are
required to be on campus, and ending two weeks prior to teachers returning. These
dates, if approved, will be distributed from the Superintendent’s office prior to the
summer beginning. No assumption should be made for a compressed work week
option unless it is a week listed and distributed by the Superintendent’s office. For
example, if approved, the summer of 2019 would consist of the following weeks:

o Weeks of:
June 3-7
June 10-14
June 17-21
June 24-28
July 8-12
July 15-19 (Ends at this time)
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SUNDAYS: CLOSED CAMPUS

Any and all SCA related activities on the SCA campus should not be planned for Sundays,
with the exception of religious services. This policy includes all SCA activities related to, but
not limited to, athletic activities, fine arts rehearsals, social events, and open houses.

Any exceptions to the above policy may only be granted first by the principals, and if they
determine it a reasonable request, then by the principal’s written (or email) permission of
the Superintendent.
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SUPERINTENDENT AS SPOKESPERSON

The Scofttsdale Christian Academy Superintendent, as the chief administrative appointee
of the Board of Directors, is charged with the responsibility to act in an official capacity as
the spokesperson/representative of SCA in all matters related to the general operation of
the school. The responsibilities of the capacity include, but are not limited to, the following:

1. The Scottsdale Christian Academy Superintendent is the sole spokesperson for
Scofttsdale Christian Academy for all matters of official school policy.

2. The Scottsdale Christian Academy Superintendent is the official spokesperson for
the school to the various forms of the professional media. This includes
newspapers, magazines, radio, television, and representation on panel
discussions or in other media forumes.

3. The Scottsdale Christian Academy Superintendent is the official spokesperson for
the school to all parent groups, including the official parent organization, the
athletic booster organization, the organization to support/promote the arts, etc.

4, The Scottsdale Christian Academy Superintendent is responsible to approve all
documents or publications published under the name or auspices of SCA.

The exceptions to the above provisions of this policy are as follows:

1. The Scofttsdale Christian Academy Superintendent may delegate another
employee of the school (usually a member of the administrative staff) to speak
for him/her if he/she determines that the other person is in a position to speak
with more expertise/knowledge about a particular subject. In such a case, the
Scottsdale Christian Academy Superintendent is charged to meet with the
selected spokesperson/representative to establish various parameters of
communication.

2. The Board of Directors, at their discretion, may limit or assign the responsibilities of
the Scottsdale Christian Academy Superintendent to another person or persons,
including individual members of the Board of Directors, another member of the
administrative staff, etc.
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SUPERINTENDENT SUCCESSION PLAN

It is imperative for a successful school to have a concise, workable, written plan to be
followed whenever the Superintendent is unavailable or incapacitated. Furthermore, the
plan should address vacancy issues created by more serious events, such as resignation,
dismissal, or even death. The following policy provisions have been instituted to address
these issues.

Temporary Loss of Service

In ferms of the day-to-day operation of SCA, the Superintendent is in charge of all aspects
of school life. When he/she is on campus or in contact with administrative personnel via
the telephone, email, facsimile, efc., he/she (or his/her designee) will make all decisions
inherently related to his/her position. When he/she is off campus and unavailable to
render a decision regarding any school issue, the following will apply:

1. Any issue related to student affairs, personnel matters, parent problems, etc., will
be made by the appropriate school-level principal.

2. Any decision related to money (e.g., repairs, renovation confracts, pay issues,
etc.) will be made by the Administrator of Operations.

3. Any other issues, including non-weather related school closure, will be decided
by a concurring opinion of the principals and the Administrator of Operations.

Permanent Loss of Service
In the case of long-term disability, resignation, dismissal, or death of the Superintendent,

the Board of Directors will make all decisions relative to Superintendent succession plans
and processes.
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TEACHER EVALUATION POLICY

Frequency/Mode of Evaluation

Each teacher at Scottsdale Christian Academy will be formally evaluated twice annually
utilizing Superintendent-approved teacher evaluation instruments. These evaluations will
be made by the appropriate school-level principal.

Process of Evaluation

The total evaluation process is summarized as follows:

1. INFORMAL OBSERVATIONS (inside and outside the classroom) conducted
throughout the year by the principal(s), such as walkthroughs.

2. FORMAL CLASSROOM EVALUATIONS to be completed by the appropriate
principal(s) twice a year in conjunction with classroom observations.

3. PRE AND POST-OBSERVATION CONFERENCES between employee and
principal(s). A pre-evaluation meeting is recommended prior to the evaluation.
A post-evaluation process conference will be conducted between the faculty
member and the principal(s) within two (2) weeks after the formal evaluation
process is completed. Results of the evaluation and the recommendation of the
principal(s) relative to continued employment will be shared with the employee.

4, ADDITIONAL EVALUATION PROCESSES - Goal sefting, input from lead teachers
and department chairs, Director of Curriculum and Instruction, will be utilized at
the discretion of the principal(s).

5. All recommendations for probation or non-renewal should be presented by the
principal(s) to the Superintendent in a timely manner.

6. Any deviation from the specific procedures outlined in this policy must be
approved by the Superintendent.

Results of the Evaluation

The Superintendent will inform the President of the Board of Directors of alll
recommendations of probations and non-renewal. The Superintendent will finalize all
decisions related to the continued service of teachers at Scottsdale Christian Academy.
Work Agreements for the next school year will be offered to those teachers whose on-
going employment is needed and warranted based on their performance.
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TEXTBOOK EVALUATION AND ADOPTION

The textbook evaluation and adoption process at SCA will be overseen by the Director of
Curriculum and Instruction (DCI) with input from faculty and with approval by the
Superintendent. Textbooks adopted at SCA should be in alignment with the mission and
core values of the school, where the instructor has the ability fo teach the text within the
context of a Christian Worldview. This is not meant to imply that SCA does not use secular
textbooks. SCA considers both Christian and secular publishers. All subjects and texts,
regardless of the publisher, are expected to be taught at SCA within a Christian Worldview
contfext.

The evaluation and adoption process will be in accordance with the textbook purchasing
and usage cycles, or, when a new subject is infroduced, in a professional and timely
manner.

At the DCI’s discretion with approval by the Superintendent, he may form a committee
conisisting of the applicable department head and members of the department, and
other academic professionals that are well-versed in the subject matter. The committee
members need not be current SCA faculty members; they need to be experienced
educators who can lend significant assistance to the evaluation/adoption process.

The textbook evaluation and adoption process at SCA should include the following:

1. The textbook evaluation and adoption activities should be in accordance with the
school’s curriculum review cycle.

2. All textbook evaluation and adoption activities should conclude 120 days prior to
the actual need for textbooks.

3. Itis highly recommended that a minimum of three textbooks from different
publishing companies be evaluated prior to any official adoption recommendation,
and at least one of the three should be from a Christian publisher.

4. The textbook evaluation and adoption process at SCA should be conducted
according to a specific list of input criteria as documented by the DCI. Each
textbook should be evaluated by committee members and the DCI utilizing a
Textbook Evaluation Form approved by the DCI for each textbook reviewed.

5. Newly adopted textbooks should offer an e-book or online version or option for high
school.

6. Adoption of out of print or previous versions should be avoided, the most current
versions should be considered.

7. The textbook evaluation and adoption process will conclude when the DCI on
behalf of the committee if applicable presents a written formal adoption
recommendation to the Superintendent.

8. Newly adopted textbooks will be purchased within the guidelines and expectations
established by the school’s business department.

9. Any exceptions to this policy may only be made by SCA’s Superintendent.
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TITLE Il POLICY ON PROFESSIONAL DEVELOPMENT

LEAs (Local Education Agencies) receive federal funds under the program Title Il, Part A —
Teacher and Principal Training and Recruiting Fund, which provides for professional
development. The program exists under the Elementary and Secondary Education Act
(ESEA), and it requires LEAs to provide for equitable participation of private school teachers
and principals. The available funds are divided into a per-pupil amount using the total
number of public and private school students served in the district. Private school students
are only included in this number if the schools they attend indicate to the LEA annually that
they wish to participate. Once the per-pupil total is determined, participating schools may
request services for professional development programs and activities.

The Superintendent of SCA is not permitted without board approval to accept any federal
funds per the board policy manual (Section 2.4.9). The SCA Board of Directors, in the
January 2018 board meeting, have approved using this program based on guidance that
has been provided by both the Alliance Defending Freedom (ADF) and Association of
Christian Schools International (ACSI) who encourage participation in the program. This
program pays for professional development, and the payments are made directly from the
LEA (PVUSD in our case) to the professional development providers, funds are not paid fo
the school (SCA) directly, and thus does not constitute direct receipts of funds from the
federal government.

SCA may participate in this program if the following guidelines are met and procedures are
followed:

1. All professional development, with or without Title Il funds, must still be first approved
by the Director of Curriculum and Instruction and the Superintendent. If proposed
professional development is approved, then:

a. If a particular professional development program is approved in advance
with time to submit a request for Title Il support, all paperwork will be handled
through the Director of Curriculum and Instruction who will oversee our
participation in the Title Il program. No teacher or other administrator may
submit paperwork on their own.

b. The Director of Curriculum and Instruction must ensure that all proper
paperwork is filed appropriately, and under no circumstances should SCA
ever allow the LEA to pay or reimburse SCA directly. If the LEA is unable to
pay the provider directly, or make the check out to the provider, then SCA
should not accept the funds.

c. The accounting department at SCA must be made aware that they should
never cash a check made out to SCA from the LEA (PVUSD) related to Title I
Funds.
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TUITION DISCOUNTS

Any tuition discounts offered at SCA are reviewed annually to determine if they can be
continued. The discounts may not be “stacked”, meaning if a family is eligible for more
than one discount, they may take the one that is the greatest benefit fo them only. Some
of the discounts available (see specifics related to each) are:

Multi-child discount:

o First child pays 100% tuition
o Second child pays 95% of tuition.
o Third child and on each pay ?0% of tuition.

Child of employee discount:

o As part of the Benefit Option Plan at SCA, one of the choices, if elected by
the employee, is the tuition discount of 50%.

Pastoral discount:

0 25% discount for each child.

Grandparent discount for employees:

o As part of the Benefit Option Plan at SCA, one of the choices, if elected by
the employee, is the grandparent tuition discount of 25% for one grandchild.
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TUITION PAYMENT METHODS FOR
PROBATIONARY STUDENTS

Students who enroll at SCA under Academic Probation or Behavioral Probation status must
use one of the following payment terms:

Annual---payment due June 1 (or at time of actual enrollment).
Semester---payments due June 1 (or at time of actual enrollment) and December 1.

Any exception to this policy may only be granted by the Superintendent.
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TUITION RESPONSIBILITIES WHEN A STUDENT WITHDRAWS
OR IS EXPELLED FROM SCA

When a student is accepted (i.e., enrolled or re-enrolled) at SCA, there is a financial
obligations of the parents. There are certain situations, however, that demand further
clarification. These situations are as follows.

Student on Academic Probation

The very fact that a student is placed on academic probation indicates that a very real risk
is present in terms of the future academic success of the student. When a student enters
academic probationary status, it should be clearly understood that adhering to the
established tuition payment policies is part of the family’s responsibility. Therefore, if a
student is placed on academic probation and that student fails to live up to the provisions
of that status, the student will be withdrawn from the SCA student body, and the
parents/guardians are liable for tuition payments as per SCA's policy.

Student on Behavioral Probation

As is the case for academic probation, behavioral probation also has its financial risk. In
other words, if a student is placed on behavioral probation and that student fails to live up
to the provisions of that status, the student will be withdrawn from the SCA student body,
and the parents/guardians are liable for tuition payments as per SCA's policy.

Student Expelled

Whenever a student is expelled from SCA, all appropriate tuition policies will apply as
outlined in the Student Tuition Policy.

Student Withdraws (Requested by SCA in Lieu of Expulsion)

Occasionally, SCA leadership may conclude that offering an opportunity for the student to
withdraw in lieu of expelling that student may prove helpful to the student and his/her
family. Since, however, the actions of the student were expellable, the reason for the
termination of the home-school relationship must be solely attributed to the student's
actions. Therefore, all appropriate tuition policies will apply as outlined in the Student
Tuition Policy.

Student Withdraws When, in the Opinion of SCA Administrative Personnel, it is in the Best
Interest of Both Parties

If both parties agree it is fime to end the home-school relationship, the Superintendent
reserves the right to assess the tuition amount on a pro-rated basis (minimum of 25%).
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Student Withdraws by Request of Parents/Guardians

If a student is withdrawn for reasons other than those outlined in this policy, all appropriate
tuition policies will apply as outlined in the Student Tuition Policy.

Student Withdraws Due to Extenuating Circumstances

Rarely are exceptions granted to established tuition refund policies. When they are
granted, however, they may only be granted by SCA's Superintendent. In such cases,
he/she will limit exceptions due to the following circumstances:

1.

2.

Death of the student or death of at least one custodial parent.

Permanent, long term, or severe disability of the student or at least one
custodial parent.

Significant income change (defined as a 50% or more reduction in the gross
annual income of the primary income earner).

Physical household move of a minimum of fifty (50) miles from the current SCA
campus.

Any other reason deemed significant by the SCA Superintendent.
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TUTORING

The following rules and regulations apply to all faculty/student tutorial relationships:

1.

The only tutorial relationships authorized/sanctioned by SCA are those conducted
on the SCA campus.

Only SCA faculty members and other qualified individuals approved by a Principal
are eligible to engage in tutoring services on the SCA campus. Tutors must have
turned in all forms of approval, along with a current Fingerprint Clearance Card, to
be on the approved tutor list for any on-campus tutoring. No other individuals may
tutor on campus that are not faculty of SCA unless they have been pre-approved
by administration, and they must maintain a positive influence on our campus,
support SCA and its teachers, and be a positive influence in support of the school.

A Request to Tutor Form must be secured (available from any SCA principal),
completed, and submitted to the appropriate principal for approval before any
tutorial activity. An approved form will include the following information:

Name of tutor

Name of student

Desired location of tutoring

Fee charged (see Principles of Operation Regarding Compensation
Policy)

Statement of specific tutorial recipients (individual, small group, etc.)
Day(s) and hour(s) of tutoring

Signature of tutor, parent/guardian, and appropriate principal

Date form submitted

A copy attached of their current Fingerprint Clearance Card.

00 U0
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. Whenever a tutorial relationship on the SCA campus is approved, the following

general rules will apply:

a. A teacher may not tutor his/her current students.

b. Tutoring may occur before or after the regularly-scheduled faculty work
day.

C. All tutoring must take place on week days (i.e., not on weekends).

. Tutorial activity should not have the effect of replacing any SCA academic

requirements (i.e., accepting tutoring in lieu of a regular subject).

. Approved tutorial activity must only have a neutral or positive impact on all SCA

programs as determined by SCA administration.

Any exception to this policy may only be made by the Superintendent.
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USAGE OF ACADEMY CONFERENCE ROOM

The priority usage of the Academy Conference Room is as follows:
1. All meetings, regularly-scheduled or ad hoc in nature, of the Board of Directors.
2. For any meeting deemed appropriate by the Superintendent.

3. For any meeting deemed appropriate by a member of the administrative
leadership team.

As a general rule, all other individuals or groups requiring a room of this size and quality
should attempt to secure another facility. Whenever such a facility is simply not available,
permission to use the Academy Conference Room must be secured from the assistant to
the Superintendent.
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VOLUNTEER CODE OF ETHICS

All SCA volunteers are required to affirm their commitment to the school’'s Mission
Statement, Statement of Faith, Position on Critical Issues, and Statement of Marriage,
Gender, and Sexuality. Such affirmation demands a high standard of personal professional
conduct.

SCA is a covenant Christian academic institution committed to the teachings and
principles of the Bible. This Code of Ethics for SCA Volunteers has been developed and
implemented to identify and emphasize certain behaviors that we desire as we attempt to
maximize our “role model” responsibilities to our students and their families. Therefore, as
an SCA volunteer, | affirm the following:

¥ | will faithfully carry out my volunta ry duties effecti vely a nd in strict accordance with the  rules
and regu lations established by the appropriat e mem ber of the SCA administrative staff.

¥ 1 will make a strong and positive con tribution to this s choo |, its students, a nd their parents.

¥ | will strive to be a coope rative , joyful volunteer committed to s erving the sch ool in
accordance with GodOs will.

¥ | will affirm other volunteers in their roles, as well as  encourage, commend, and regu larly pray
for them .

¥ lcommitto hand le all interperso nal relatio nship issues acco rding to the scriptural mandate
found i n Matthew 18. This alsomean sthat the two parties invo Ived should do their best to
settle the differences between them first. Se e Guidelines for Co mmun ity Life at SCA.

¥ My decoru m,includ ing attitud es, actions, and approp riate and mo dest high standards o f
dress, will be exemplary and representative of SC ~ A.

¥ 1 will follow, both in letter and spirit, the operati onal policies and proced ures of the board o f
direct ors, the Superintenden t, and my immediate administrative su pervisors.

¥ 1will maintain appropriate  confidentialit y with all important school matters, inclu ding
information about students, parents, SCA emplo yees, and general operat ion of the school.

¥ 1 will maintain a clea r Christian testi mony in all school and commu nity setting s so that the
name of Chris t, the reputat ion of the school, students and famil  ies, and my name will not
come into disrepute.

¥ 1 will strive to be a living exam ple to all school ¢ onstitue ncies of the ¢ haracter istics the school
seeks to produce in the livesof its students.

¥ lwill not determine to a lter the expectations or standards ba  sed o n my o wn feelings of what
they should be.

Violation of any of these provisions of the Code of Ethics for SCA Volunteers will jeopardize
the volunteer relationship with the school and may result in a significant altering of future
volunteer relationships, the determination of which will be made by Scottsdale Christian
Academy.

| affirm my commitment to the SCA Statement of Faith, Position on Ciritical Issues, and
Statement of Marriage, Gender, and Sexuality. In addition | have read, understand, and
fully agree to abide by the provision of this Code of Ethics for SCA Volunteers

Prinfed Name Signature Date
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VOLUNTEER POLICY FOR PARENTS OF SCA STUDENTS

All individuals who are selected to volunteer in any capacity, co-curricular or extra-
curricular, must adhere to the following volunteer regulations:

1. Volunteers will be chosen from within the school community only.

2. Volunteers must sign/agree to the following documents in order to be considered for
volunteer services:

SCA Statement of Faith

SCA Position on Critical Issues

SCA Position of Marriage, Gender, and Sexuality
Code of Ethics for SCA Volunteers

All SCA volunteers who have the aforementioned documents on file in the appropriate
school-level offices will be considered for volunteer services. However, the Administrative
Team of SCA will make all decisions relative to the actual parents who will be approved as
parent volunteers. In other words, simply submitting the required documents should not be
considered as a guarantee to be utilized for volunteer services. In order to operate
efficiently, the SCA team may review all volunteer applicants on a quarterly basis and
make their determinations as to which individuals will be selected as volunteers for the
various SCA activities.
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