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Missouri Non-Public Accrediting Association Standards

0000

General Governance and Board structure

0100

Missions, Philosophy, Objective

162-175

NLSA IIIA

A. The mission of St. Paul’s Lutheran School is to proclaim the Gospel of our Lord,
Jesus Christ. Through a loving and caring Christ–centered Lutheran environment, we
assist students and families in spiritual, intellectual, physical, emotional, and social
growth, empowering them to serve God in His kingdom.
B. The mission of the Lutheran School Board is to ensure a Christ-centered environment
for children ages preschool through grade 8, and their families, while promoting
excellence in education through quality curriculum.
C. The philosophy of Christian education at St. Paul’s Lutheran School is: Man was
created in God’s image, a unique creation, endowed with reason, senses, and an
immortal soul. But, since the fall of Adam, all men are sinners in need of salvation.
By the Holy Spirit’s enlightenment, man is led to eternal salvation and a sanctified
life in Jesus Christ. His capacity to learn enables him to develop his God–given
talents, discover his unique characteristics, and place them in loving service to God
and his fellow man.
D. The objective of Christian education at St. Paul’s Lutheran School is to:
1. Fulfill God’s command to diligently and faithfully teach His Word.
2. Thoroughly instruct students in the fundamentals of Christian doctrine as given in
God’s Word.
3. Assist students in developing skills, which will enable them to live useful and
productive lives.
4. Prepare students to live as Christians in a secular society.
5. Provide daily Christian fellowship as a powerful influence in building Christian
character and living.
6. Support family and home life for the purpose of strengthening the very base of
society.
7. Stabilize, extend, and strengthen the church and the congregation through young
people who are well grounded in Scripture.
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8. Encourage young people to consider professional church work as their career.
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0200

Lutheran School Board — General Duties

NLSA IIIA

A. The Lutheran School Board (hereinafter referred to as “board”) has no legal status of
its own and may not operate outside the Constitution and Bylaws of St. Paul’s
Congregation. It may not adopt any policy that is contrary to, or violates any policy
of St. Paul’s Lutheran Church Congregation.
B. The board shall be a hearing committee in matters pertaining to HB 94:142,
“Education of the Handicapped Act.”
C. The Board members shall:
▪ Attend all board meetings
▪ Prepare for board meetings by reviewing minutes, agenda, and previously assigned
tasks
▪ Participate in discussions and voting
▪ Demand accurate information on which to base decisions
▪ Support the board’s final decisions once they have been fully discussed and
resolved
▪ Maintain Christ centered relationships with constituents of the board
▪ Evaluate the administrator according to the job description
▪ Keep board documents and discussions confidential
▪ Abide by policies that govern the behavior and operation of the board
D. Review Policy Handbook annually.
E. Review St. Paul’s student/teacher handbooks annually.
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0300

Lutheran School Board — Structure and Officers

NLSA IIIA

A. The board shall consist of six members elected annually by the Voters Assembly.
Two members are elected each year for terms of three years (Article VII, Section f).
The Principal is an ex officio member of the board.
B. The board at its first meeting of the calendar year shall elect or designate a chair,
secretary, a financial representative, and other officers as it deems necessary. The
chairman-elect shall serve a one-year term; become Chairman in the second year and
Past Chairman in the third year on the board. (Bylaws, Article VII, Section f).
1. The chair shall:
a. Prepare board-meeting agendas, call meetings, and preside at the meetings.
b. Be a member of the Administrative Council and submit to the council the
recommendations of the board.
c. Report the board activities to regular Voters Assembly meetings.
d. By the March meeting, in conjunction with the staff, evaluate the Principal.
2. The chairman-elect shall:
a. Assume the duties of the chair if the chair is unable to serve.
b. Carry out such other assignments as directed by the chair and/ or the board.
c. Serve as representative of the Board to the Ministry Planning Council.
d. Be elected with the intent that the following year this person will assume the
duties of chair. (July 24, 1994).
3. The secretary shall:
a. Record minutes of both open and closed meetings and give copies of the open
minutes to each board member, the pastor(s), and the Principal.
b. Keep a record of attendance at board meetings.
c. Provide the board chair with copies of board reports and recommendations to
the Administrative Council.
d. Carry out board correspondence.
8
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4. The financial representative shall:
a. With Business Manager, co-sign checks
b. Reviews monthly detailed reports and receipts of school funds as prepared by
the Business Manager.
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0400

Lutheran School Board — Meetings

NLSA IIIA

A. The board may meet monthly with the date being published on the church calendar.
B. The meeting shall be held on church property.
C. A quorum shall consist of four board members.
D. Special meetings may be called at the discretion of the chair. The agenda shall be
announced in advance and only those items on the agenda may be addressed.
E. Members unable to attend the meetings are requested to excuse themselves to the
chair prior to the meetings.
F. Designated representatives of St. Matthew Lutheran Church, Ernestville, and Holy
Cross, Emma, shall be invited to attend the meetings but have no vote.
G. Designated representatives of staff shall be invited to attend the meetings but have no
vote.
H. The executive nature of the meetings shall be:
1. Closed meetings deal with personnel issues and are by nature closed to the public,
designated representatives and the teacher representative (unless invited). Closed
meeting minutes are sent only to those present.
2. A member of the congregation may request a hearing at a board meeting.
Matters discussed by the board should be made public only through approved
channels such as by a representative for the board; through announcements at the
Church Council and/or Voters Assembly; through announcements in the church
bulletin and/or newsletter; and through public media.
3. Members of the congregation who have a complaint against a school staff
member should be directed to speak first to that person to try to resolve the matter.
If the matter cannot be resolved in this way, the complainant should be directed to
speak next with the Principal. If not resolved, then the complainant should speak
with the board.
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0500

Acquiring Teachers

NLSA IIIA

A. The position of called (tenured or non-tenured) teacher shall be given only to those
who profess and adhere to the confessional standard set forth in the Constitution, have
a valid Missouri teaching certification or are working toward it, have been endorsed
by The Lutheran Church–Missouri Synod, and are a member of the synod.
(Constitution, Bylaws, Article III Section 1)
B. The process for calling a teacher is outlined in the Bylaws, Article III Section 1. The
board shall provide the calling committee with the specific criteria needed to fill the
teacher position.
C. The process for removing a teacher from office is outlined in the Bylaws, Article III,
Section 2.
D. The board, in consultation with the Business Manager and Administrative Council,
may fill a teacher vacancy by contracting a teacher for a specified period of time.
1. The board shall request names for the open position from the congregation and
the LCMS Missouri District Director of Lutheran Schools.
2. The Principal shall obtain and present information on the proposed names to the
board. The board reserves the right to accept or reject any or all names proposed.
3. Upon the board’s desire to contract a teacher, the contract document shall be
delivered to the Business Manager for contract / wage information and budget
approval. Contracts are signed in accordance to current church personnel policies.
4. Contract teachers shall receive their contracts in May after evaluation of such
teacher by the Principal in discussion with the Business Manager. The Business
Manager shall give his/her recommendations to the board in the April board
meeting.
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0600

School Personnel

NLSA IIIB & IV Job Descriptions

A. The professional staff members of the school are the pastor(s), the principal, the
Business Manager, and the teachers.
B. The non–professional staff members of the school are the teacher aides, the office
staff, the kitchen staff, and the custodian(s).
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1000

Administration

1100

Principal

NLSA IIIA

NLSA IIIB

The Principal, as the school administrator, shall:
A. Be a called teacher who holds a Lutheran Teachers Diploma; be certified by a college
or university of the LCMS Concordia University System; hold or is in the process of
obtaining a Missouri teaching and administrator’s certificate; and shall have
demonstrated successful classroom teaching.
B. Carry out the policies of the Voters Assembly and the board that are pertinent to his/
her jurisdiction.
C. Be evaluated annually by the Lutheran School Board in conjunction with the Business
Manager.
The following outline shall be used as the Principal’s job description:

1. The administrator as spiritual leader of the school:
Understands and is committed to the overall ministry of Christian Education in church and school.
Is a Christian role model for staff and students.
Is committed to personal growth in Word and Sacrament.
Exhibits leadership in the spiritual growth of faculty, staff and students.
Strives to maintain the confessional stance of The Lutheran Church-Missouri Synod.
Strives to make the faith curriculum and chapel services effective, meaningful, and applicable to the
Christian life.
Plans and implements outreach to non-member families.
Works to improve the spiritual climate of the school.
Demonstrates that the spiritual mission of the school is the highest priority for time, energy, and
service.
Demonstrates servant leadership.
2. As executive staff of the board:
Enforces government regulations.
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Delegates authority and responsibility.
Provides adequate information for effective board meetings.
Cooperates with the district and synod level.
Works effectively with support staff.
Sets goals and plans to achieve them.
Manages time effectively.
Keeps the Board informed of all school related activities, needs, and successes.
Provides a monthly written report to the Board.
Responsibly carries out Board policies.
Provides leadership in the review and development of school policy.
3. As manager of the school:
Effectively manages the school office.
Effectively plans and administers an annual budget.
Manages all funds with skill, integrity and responsibility.
Assures the safety of students, faculty, and families.
Plans for efficient long-range and short-range operation of facilities and equipment.
Supervises appropriate use of the facilities and equipment.
Holds faculty and staff responsible for assigned tasks and procedures.
4. As leader of curriculum and instruction:
Demonstrates knowledge of curriculum trends.
Is aware of student curriculum needs.
Motivates and assists staff as they set curriculum objectives.
Demonstrates knowledge of effective teaching techniques.
Plans and implements staff development activities.
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Assists staff in selecting and evaluation of instructional materials.
Secures appropriate involvement of students, staff, and community regarding curricular and/or
instruction objectives.
5. As staff leader:
Provides appropriate praise and recognition for staff.
Uses discretion when discussing students, staff and families.
Determines staff assignments to insure a balance of classroom, school, and church responsibilities.
Evaluates staff responsibilities and ministry effectiveness.
Provides clear and consistent direction for the staff.
Demonstrates appropriate use of Matthew 18 in dealing with staff problems.
Promotes and supports staff initiative and innovation.
Seeks and recommends the best-qualified candidates for staff positions.
Orients and supports new staff.
Promotes goal-setting/self-improvement for staff members.
Uses a systematic program of teacher supervision.
Demonstrates knowledge of professional literature/research.
Benefits from constructive criticism.
Maintains membership and participation in professional organizations.
Practices appropriate techniques of leadership.
Models professional growth through participation in workshops, conferences, and graduate courses.
Maintains professional certifications.
6. As director of student relations:
Assists students to take responsibility for their conduct.
Promotes students’ respect for the rights, property, and opinions of others.
Understands and respects students’ growth as individuals.
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Maintains communication with students.
Is available before, during, and after school hours for handling student problems and conflicts.
Demonstrates fairness, firmness, and consistency in handling student problems and conflicts.
Knows students personally.
Annually updates promotional materials and applications.
Personally interviews all families who apply to the school.
Follows up on all potential students who are not registered.
Provides leadership in student relations.
Helps to secure financial aid for families experiencing financial stress.
Supports the philosophy that every child needs a Christ-centered education.
7. As director of community relations:
Deals effectively with groups.
Secures effective use of human and community resources.
Maintains an effective community with families.
Speaks and writes accurately and correctly.
Develops and uses effective procedures for reporting to the school constituents.
Demonstrates knowledge of community-based activities with educational value.
Represents the school effectively within the community.
Demonstrates patience, empathy, and respect for others.
Treats people in an unbiased and fair manner.
Works constructively to facilitate growth in others.
Is honest and consistent in all dealings.
8. As director of public relations and resource development:
Practices and encourages Biblical principles of stewardship.
Tells the story of the school in terms of ministry and Christian education.
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Challenges and tracks congregation financial support.
Actively seeks financial support from those who have a relationship with the school.
Identifies, trains, and cultivates volunteers.
Seeks third source funds.

1200

Upholding Policy

The Principal shall investigate all instances of violations by faculty and staff brought to
his/her attention by parents, faculty and staff members, and/or by his/her personal observation. If
it is determined that a violation has taken place, the Principal shall, in writing, reprimand the
teacher or staff member, insert a copy of the written reprimand in the personnel file, and report
the details of the violation to the Lutheran School Board at the next regular board meeting
following the occurrence of the violation. Three or more confirmed and documented violations of
this policy within a school year may be considered by the board as willful neglect to perform the
duties of his/her office and, under Article III, Section 2, of the Bylaws of the congregation, as a
basis for recommending to the Voters Assembly that the teacher be removed from his/her
teaching position and his/her employment terminated.
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2000

Instructional Staff

2100

Classroom Teachers

NLSA IV

A. The classroom teacher, except in the case of a contract teacher, shall be a called
teacher who holds a Lutheran Teachers Diploma; be certified by a college or
university of the LCMS Concordia University System; and hold or is in the process of
obtaining a Missouri teaching certificate. A maximum of 3 years shall be given to
obtain such a certificate.
B. The teachers shall be faithful in worship and Holy Communion attendance and set a
good example in growing in the Word and in Christian living.
C. The teachers shall provide for the spiritual growth of their students by:
1. Setting a Christ–like example in word and deed.
2. Prayerfully and creatively teaching the religion curriculum and applying the
teachings to everyday living.
3. Supervising student interrelationships and requiring such relationships to be
consistent with Christian living.
4. Encouraging students to be in the Word and faithfully attending the
congregation’s worship services and education hour themselves.
D. The teachers shall provide for the academic growth of their students by:
1. Studying and effectively teaching the curriculum.
2. Evaluating students’ academic needs and progress.
3. Providing classroom settings that are conducive to learning.
E. The teachers shall foster positive social and emotional growth of their students by:
1. Being aware of students’ social and emotional problems and taking steps to assist
them.
2. Encouraging parents or guardians of children with serious social and emotional
problems to seek professional help.
3. Providing a school atmosphere in which the child/God and God/man relationships
are stressed and taught.
18
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F. The teachers shall assist in the physical development of their students by:
1. Teaching good health habits.
2. Encouraging participation in recess activities and, where appropriate,
extra–curricular physical education activities.
G. The teachers shall:
1. Be responsible at all times for the direct supervision of the students assigned to
their care, custody, and control during the school day or school function. To fulfill
this responsibility, a teacher shall be physically present in his/her respective
classroom at all times when his/her assigned students are present during the
school day. When his/her students are outside the classroom during the school day
or while attending school functions, the teacher shall maintain constant visual
contact with and remain in close physical proximity to all his/her assigned
students with the following exceptions:
a. A student has been granted permission to leave the classroom to go to the
restroom, resource room, library, office, or the classroom of another faculty
member.
b. The supervision of an individual student has been returned to the student's
parent or guardian by the resumption of the physical custody of the student by
the parent or guardian.
c. The supervision of and responsibility for the entire class, or part thereof, under
this policy has been delegated to and accepted by another faculty member as
noted by the faculty member's acknowledgment of the same. Note: For the
purpose of this exception, a faculty member shall mean a professional staff
member/paraprofessional of the school as defined by policy.
2. Attend faculty meetings, the annual LCMS Missouri District Teachers
Conference, LEA Convention, and PCWC; Be in attendance at church and school
events, and the annual Concordia Circuits Conference for pastors and teachers,
unless excused by the Principal.
3. Confer with the Principal about discipline and other classroom or student
problems.
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4. Make home visits, if desired, to their students prior to the opening of the school
year. Teachers should keep an accurate record of mileage incurred in making these
visits and submit the total mileage to the Principal. The mileage cost will be
reimbursed by the school.
5. Attend the Back-to-School Event and be available in your classroom to speak with
parents and guests.
6. Prepare report cards for reporting student progress to parents or guardians,
schedule other conferences with parents when necessary, and meet with parents or
guardians at least twice a year.
7. Serve, in rotation with other teachers, in assigned teacher duties.
8. During the summer months, outline courses they will teach the coming year, study
textbooks that are new, and make such other classroom arrangements that will
help ensure a well–prepared school opening day and school year.
9. At the end of the school year, have their classrooms in order, as directed by the
Principal, in preparation for summer custodial work in the classrooms.
10. Furnish to the congregation and the LCMS Missouri District his/her biographical
and professional data.
11. Use their time during the school day on behalf of the congregation, especially on
behalf of the school. Teachers may not leave the premises of the church property
during the school day except with permission of the Principal.
12. Maintain orderly and attractive classrooms, with special attention given to
instructive bulletin boards and non-clutter on/in desks, tabletops, bookshelves,
and cloakrooms.
13. Encourage students to respect school property.
14. Carry out such other assignments as might be requested by the Principal or board.
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2110

Teachers – Continuing Education and Professional Development
A. Teachers are encouraged to attend graduate level classes outside of school hours to
increase their professional competency. The teachers’ salary schedule allows for a
greater increase in annual pay when graduate courses are taken towards a degree
rather than simply accruing years of experience.
B. Teachers who plan to attend summer school should make such intention known to the
Principal.
C. Teachers may apply to the St. Paul’s Financial Management Committee for financial
assistance with graduate level course costs. Such application must be submitted in
writing.
D. The school regularly offers staff development opportunities to support the staff in
implementing research-based learning theories as related to curriculum.
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2120 Teachers – Curriculum Development
A. St. Paul's Lutheran School has a written curriculum that integrates the faith and is
supported by appropriate materials and resources. The written curriculum guide
clearly defines the actions, assessments, and educational goals. Annually, the teachers
refine the curriculum to coordinate current research with existing standards. The
Lutheran School Board annually approves the finished product during its summer
meeting.
B. The curriculum addresses the spectrum of academic achievement and attends to
individual student learner needs through differentiated instruction. The school has a
written plan to effectively integrate and connect technology with classroom goals.
C. Teaching strategies reflect the current understanding of best practices and are
appropriate for student age, interest, and achievement level. Within the confines of
the approved curriculum, the teacher may select the media(s) most suited for the
learning styles of the students in the current class. Formative as well as summative
assessments guide instructional goals. Technology is appropriately used in instruction
and assessment. Student use of technology is integral to the instructional process.
Resources available outside the school community are utilized to enhance the
learning of students and support the educational objectives.
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2130

Teachers – Calls and Contracts
A. Teachers may be either called (tenured or non-tenured) or contracted as defined in
policy 0500
B. The call (tenured or non-tenured) or contract shall be accepted in a time and manner as
specified when it is offered by the Congregation, Board, or Business Manager.
C. Yearly service time shall be 10 months unless mutually agreed upon by both the Board
and the teacher or specifically delineated in the call (tenured or non-tenured) or
contract.
D. A call (tenured or non-tenured) or contract may not be changed or modified without
prior consent of the teacher, Board, Business Manager, or Congregation.
E. Teachers, upon receipt of a call or contract offer from another congregation or school,
shall:
1. Inform the Principal and pastor as soon as possible.
2. Make a decision on the call or contract offer as soon as is feasible. Notify the
Principal and the Lutheran School Board, the calling congregation or school, and
the district official of the decision.
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2140

Teachers — Conventions, Faculty Meetings, and Devotions
A. Required conferences include: LCMS Missouri District Teachers Conference, LEA
Conventions and PCWC.
B. Faculty meetings are to be held monthly during the school year at a time determined
by the Principal. Unless excused by the Principal, teachers are required to attend the
faculty meetings. The Principal with the consensus of the faculty may cancel a
meeting when it is determined there is not sufficient business or professional study to
warrant a meeting. Decisions at faculty meetings are to be made through formulated
motions followed by a majority vote. These decisions are binding upon all faculty
members.
1. The faculty in its first meeting prior to the opening of the school year shall elect a
member to the Grievance Committee (see Grievances, page 26).
2. Other faculty meetings for orienting new teachers and planning for the school
year shall be arranged prior to the opening of the school year.
3. Special faculty meetings may be called by the Principal, the pastor, the board, or
by three faculty members with the consent of the Principal.
4. Faculty meetings are to be held on church property.
5. Faculty meetings are considered executive sessions, the contents of which are to
be disclosed only through regular channels by the Principal or those authorized by
him/her. Matters of tension and disagreement are not to be made public by any
faculty member.
6. Faculty members in rotation serve as faculty secretary.
a. The secretary shall record the minutes of each meeting, which shall include
the time and date, names of those present, announcements, and committee
appointments and assignments, as well as accurate phrasing of motions and
vote results.
b. The secretary shall distribute copies of the minutes as soon as possible after
the meetings to all faculty members.
c. The secretary shall carry out the faculty policy on memorials, cards and
flowers (see Memorials, Cards, Flowers, page 89).
d. In the event the secretary cannot complete the one–year term, the Principal
shall appoint another faculty member to complete the term.
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C. Faculty devotions or Bible studies are held daily.
1. Faculty members take turns leading the devotions according to a schedule
prepared by the Principal or designee and are encouraged to write their own
inspirational and/or instructional devotion materials.
2. Faculty members are to attend all devotions and Bible studies.
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2150

Lesson Plans, Daily Schedules, Lunch Count
A. The teachers' lesson plans should show plans for every subject taught each day and a
copy sent to the Principal. The plans should be retained in the office for at least one
year after the lesson. The school day should be used primarily for teaching and
supervising the lessons. Planning for the next school day and checking papers should
be secondary.
B. Daily schedules should be developed by teachers before the school year begins and
revised as necessary. The teachers should give copies of their daily schedules and
classroom rules to the Principal at the end of the second week of school so a master
schedule can be prepared. Later revisions by teachers should be given in writing to
the Principal.
C. Teachers at the beginning of the class day should take a lunch count and send the
count number to the school secretary and lunchroom manager.
D. Teachers shall submit an attendance report at the beginning of the class day, no later
than 8:40 a.m.
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2160

Faculty Attendance at School Sponsored Events
A. Faculty members shall be in attendance at school sponsored events, such as (but not
limited to:
1. Back-to-School Event and Open House
2. Parent-Teacher and Student-Led Conferences
3. Christmas Concert
4. Christmas Eve Service
5. Fine Arts Night
6. Spring Program
7. Sports events as able
B. Faculty members who cannot be in attendance must notify the Principal and provide a
reason why they cannot attend.
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2200

Special Education/Resource Room Teacher(s)
A. The special education/resource room teacher(s) shall conduct the resource room in
accordance with the preceding guidelines for the classroom teachers, insofar as the
guidelines apply.
B. The special education/resource room teacher(s) shall:
1. Follow the procedure for determining student placement in the resource room as
outlined in "Resource Room Entrance Procedure" below.
2. Work with public school personnel to obtain use of the public school’s special
education services, in accordance with Public Law 94:142, including staff
meetings with parents affected by the evaluation of students referred.
3. Shall provide materials and resources for higher order thinking skills (HOTS)
utilizing depth of knowledge (DOK) process for students in the resource room as
well as for teachers to maximize in their classroom.
4. Assist the classroom teachers by providing appropriate materials and techniques
for students with learning difficulties and special needs.
5. Stay informed on materials, equipment, techniques and evaluations developed for
students with learning difficulties and special needs.
6. Check the progress records periodically of all students, especially students in the
lower grades, in order to help determine if students have special education needs.
7. Keep the Principal informed on students as they enter or are dismissed from
special education classes and on their progress in learning.
8. Facilitate the enrichment program as developed by the Principal and Resource
Teachers.
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2300

Instrumental Music Director
A. The instrumental music director shall work closely with the Principal in planning
activities and making purchases.
B. The instrumental music director shall:
1. Instruct and supervise students in the use and care of musical instruments and
related materials and equipment.
2. Advise parents in selecting musical instruments for their children.
3. Select and purchase musical instruments and related materials and equipment, in
accordance with the school’s purchase policy.
4. Schedule rehearsals and other activities relative to the musical instrument
program.
5. Arrange for transportation of students to Carrollton Band Day where they will
participate in music activities.
6. Be responsible for the maintenance of the school–owned musical instruments.
7. Be responsible for maintaining in good order the storage area for the musical
instruments.
8. Maintain an inventory of the school–owned musical instruments, music, and
related equipment; give duplicate copy of inventory to the Principal.
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2400

Technology Director
A. The technology director shall be responsible for all computers, IPads, hardware,
software, and audiovisual equipment.
B. The technology director shall:
1. Work closely with the Principal in selecting and purchasing computers, materials,
and audiovisual equipment.
2. Be responsible for processing new technology materials and discarding outdated
materials.
3. Schedule regular visits of classrooms to the computer lab and assist with other
technology needs.
4. Obtain volunteers and train regarding technology usage.
5. Be responsible for keeping the computer lab and technology equipment in good
order.
6. Take an annual inventory of technology materials, school–owned audiovisual
equipment, computers and printers; give duplicate copy of inventory to the
Principal and to the Librarian.
7. Submit annually to the Principal a suggested purchase list of technology
materials.
8. Be responsible for storage and maintenance of the technology equipment.
9. Coordinate and supervise use of projectors and speaker system between church
and school.
10. Shall be the resource coordinator for school functions when technology is
necessary (i.e. concerts, programs, assemblies).
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2500

Librarian
A. The Librarian shall be responsible for the library.
B. The Librarian shall:
1. Work closely with the Principal in selecting and purchasing library materials.
2. Be responsible for processing new materials and discarding outdated
materials.
3. Schedule regular visits of classrooms to the library.
4. Obtain and train volunteers to staff the library.
5. Be responsible for keeping the library in good order.
6. Take an annual inventory of library materials; give duplicate copy of inventory to
the Principal.
7. Submit annually to the Principal a suggested purchase list of library materials.
8. Be responsible for storage and maintenance of the library materials.
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2600

Substitute Teachers
A. The Principal is to be notified as soon as possible when a substitute teacher is needed.
B. Substitute teachers are to be secured from a list of competent teachers compiled by
the Principal and approved by the Lutheran School Board. List is to be comprised
from individuals with minimum of 60 hours of education-related college credit.
C. Substitute teachers may be hired at the expense of the congregation with the
exceptions listed under Teachers — Absences, page 53.
D. Substitute pay set at $75 per day with certification, or at a rate equal to or higher than
Concordia R-II.
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2700 Counselor
Title of Supervisor: Principal
Position Summary:

It is the school counselor’s job to work with children in a variety of settings and to consult with
teachers, parents and others regarding children's needs. The school counselor works with
students to meet their needs on an academic level, help them to develop personally, spiritually,
and socially.
▪
▪
▪

Assist students with emotional, spiritual, and or social issue that are impacting
their academic life.
Assist students by equipping them with skills to handle social, physical, and / or
academic pressures.
Provide another adult role model for children to turn to in times of crisis.

▪ Conduct classroom guidance lessons with all the students on a rotating schedule on a
variety of topics. Topics may include character education, bullying, self-esteem,
personal safety, problem solving, good listening skills and devotions to name a few.
The counselor works together with classroom teachers to identify topics that will best
meet the needs of the students in each classroom.
▪ Set up small group opportunities for students. These groups work on issues such as
friendship, study skills, self-concept, or anger management.
▪ Individual meetings with students will occur through teacher, student or parent
referrals. Please keep in mind that meeting with a school counselor does not always
mean there is a problem or cause for concern. The goal is to work with all the
students on a regular basis throughout the school year and build skills that help
students successfully navigate difficult times.
Qualifications
Active member of Lutheran Church Missouri Synod.
Ability to regularly bring prayer and other spiritual tools (Bible Verses, songs, etc) into the
sessions.
Extensive higher education course work in counseling.
Life experience in assisting various ages in crisis situations.
Parameters
▪ In general, receive permission from parents prior to meeting with students. In
extenuating circumstances this conversation may need to occur after the first
meeting.
▪ Contact parents, principal, and teachers on a regular basis if counseling
continues for an extended period of time. This contact should be a two-way
means of discussing issues and directions for skill building.
▪ Class sessions are scheduled in conjunction with the homeroom teacher. Work
together to create plans that best fit overall needs.
▪ Sessions may include an eating lunch together and the 20-minute recess.
▪ Consider whether to offer scheduling time after school.
Hours and Pay
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Placed on teacher salary schedule based on time, education and experience.
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3000

Non-Instructional Support Staff NLSA IV

3100

Athletic Director
A. The athletic director shall be responsible for inter-school athletics including soccer,
volleyball, cheerleading, basketball and track, and the sports medical kit. A certified
teacher or a member of the community may fill the role.
B. As director of inter-school athletics, the athletic director shall:
1. Select persons to instruct and supervise athletic teams, in consultation with the
Principal.
2. Schedule all interscholastic athletic activities and present to the Principal for
approval.
3. Receive health examinations from students participating in inter-school athletic
activities.
4. Direct the tournaments and meets sponsored by the school.
5. Secure referees and other officials as needed for home activities.
6. Provide for upkeep, cleaning and storage of athletic uniforms.
7. Make arrangements for operating a concession stand at home activities
8. Submit annually to the Principal a list of needed equipment and supplies and their
estimated costs.
C. The Athletic Director shall:
1. Place a large waste container in gym lobby preceding the activity.
2. Make sure all gates and locked doors remain locked throughout the activity.
3. Provide cash box and set up the concession stand
4. Disallow playing in the school lobby, halls and stairways.
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5. Make occasional restroom checks (to guard against vandalism) and flush toilets in
final checkup before leaving the building.
6. Assist in cleaning kitchen, gym and lobby at conclusion of activity, lock gym
doors and turn off lights.
7. Report to the Principal, when necessary, students who have disobeyed rules or
acted improperly.
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3200

Paraprofessional
A. The duties of the Paraprofessional include, but are not limited to, the following:
1. Assist the teacher in modeling and teaching children about the Christian faith.
2. Assist the teacher in supervising students in the following areas or as needed:
Recess
Walking around classroom assisting students to stay on task
Bathrooms
Library
Small group
One-on-one
Field trips
3. Assist students with their work, play and other activities as directed.
4. Help the teacher to encourage cooperative behavior among students.
5. Copy any papers; assist with any bookwork, craftwork, or art activity.
6. Enter lunch count, Church/Sunday School attendance, and/or grades on computer
as directed by teacher.
B. As per state guidelines for instructional aides, the position qualifications require 60
college hours when hired after September 30, 2011. Currently employed
paraprofessionals of St. Paul's Lutheran School must have a plan in place to meet
the requirements. Following is language from the Missouri Department of
Elementary and Secondary Education Administrative Manual:
▪ Instructional paraprofessionals must have a minimum of 60 semester hours of
college credit with a certified transcript on file, or have passed the Praxis
Assessment. These requirements apply to all paraprofessionals in a school
wide program (even if not paid with Title I funds).
▪ Exceptions to paraprofessional requirements:
o One who is proficient in English and another language and who
provides services to participating children as a translator.
o One whose duties consist solely of conducting parental involvement
activities one who is a personal assistant to a child with a disability.
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3300

School Secretary

A.

The secretary shall be responsible to and directed by the Principal in carrying out the
duties of the position. The secretary shall:
1. Answer phone, deliver messages and keep files current.
2. Schedule students for school bus transportation, collect and deposit bus fees from
students, deliver payment checks to bus owner, and notify parents of changes in bus
schedules; deposits should be made within 1 week of receipt.
3. Prepare roster of students; monthly school calendar; forms for school registration, free
and reduced lunches, parent volunteer, health screenings, and other forms as needed.
4. Keep student health records current, submit immunization forms to state health
department, assist in scheduling health screenings, and obtain volunteers to assist with
the screenings.
5. Prepare bills/check requests for the Business Manager, after receiving approval from
the Principal, by filling out the requisition form, and turning over any supporting
documentation.
6. Collect money paid to the school.
7. Make weekly deposits, and submit deposit slips to the Business Manager with
supporting information to include the amount paid, what it was paid for, and when it
was given to the secretary.
8. Give each family a full statement each month that details what has been paid, what
accounts have been credited, what expenses have occurred, and the like.
9. Give the Business Manager a copy of all of the monthly statements at the end of each
month.
10. Report any delinquent accounts to the Principal on a monthly basis. The Principal
will regularly notify the Business Manager of the current status of accounts.
11. Be responsible for reporting delinquent accounts to the School Board, and notifying
the families of their delinquent status.
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12. Be responsible for the Scrips program, the School Lunch Program, and other areas as
determined by the Principal and School Board.
13. Assist in preparing an annual school handbook.
14. Assist with annual School Auction, End-of-Year program, and Band concert/programs
15. Place orders and receive payments for school pictures and yearbooks.
16. Prepare graduation diplomas.
17. Write thank–you notes to school volunteers and donors.
18. Stock and maintain the first aid cabinet and assess student illness/injury and call
parent when necessary.
19. Maintain class enrollment and create and maintain invoices in Rediker.
20. Compile, publish, post on websites and distribute the Main Street Journal, calendars
and updated forms.
21. Routinely order books and supplies according to budget as requested by Principal.
22. Carry out any other work assigned by the Principal.
(Secretary) Lunch program:
23. Receive student count for meals and milk; verify lunches served; keep record of free
and reduced meals. Complete and submit Verification of Eligibility Form.
24. Complete and submit monthly and annual forms to Missouri Department of Education
School Lunch Program. Complete and submit annual Non-Public School Enrollment
Form.
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3400

Kitchen Staff
A. The staff shall include a lunchroom manager, a head cook, and other cooks or
assistants as determined and hired by the Business Manager.
B. The staff shall be responsible to the Principal and the Business Manager.

3401

LUNCHROOM MANAGER

Required Qualifications:
▪ Effective oral and written communication skills
▪ Basic computer skills
▪ Able to positively relate to students, staff and parents.
▪ Sensitive to the eating habits and needs of children.
▪ Able to plan and prepare meals that meet nutritional guidelines.
Reports to:

DESE Authorized Representative and School Administrator

Physical Requirements:
The majority of the daily work will include standing, walking, bending, reaching, carrying and
lifting. Lifting may include 30 pounds of hot pans. Visual and hearing skills are essential for
daily operation. A minority of the day will allow for sitting.
Essential Job Functions:
▪
▪
▪
▪
▪
▪
▪

Public relations advocate for school and church
Plan, order, and receive all food and supplies for the operation
Organize and direct work of kitchen staff members
Purchase nutritional foods as needed for menus.
Arrange for storage of food products and related goods
Maintain safe and sanitary conditions of kitchen and lunchroom
Maintain records as required by the school & state for the purpose of meeting all
reporting requirements
▪ Cater meals for HLLEC Extended Care and Summer Program
▪ Prepare kitchen related budget
▪ Perform related duties as assigned by administration.
Salary and Schedule
Full time is 6-8 hours per day when school is in session, plus cater hours during non-school days
for HLLEC Extended Care as scheduled throughout the calendar year. Worker benefits available
as outlined in St. Paul's Lutheran School / Church Personnel Manual.
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Updates
Job description and tasks are updated regularly in response to requirements from the Department
of Education, St. Paul’s Lutheran School and Church.
Details evaluated under each major heading of job description include, but are not limited to:

1. This position is a key opportunity for public relations, be courteous and professional in
attitude and remarks while at work and in all conversations outside of work.
_ Use the church personnel manual to further understand and clarify role as employee of
the church and school.
_ Coordinate with office about kitchen use schedule and monitor use of kitchen by all
groups wanting to use the kitchen.
_ For kitchen use for all groups, develop and post guidelines in clear, friendly language
i.e. limitations, restrictions, etc.
_ Make available such items as wash clothes, soap, foil and wrap, etc. for groups using
kitchen
_ Leave personal issues at the school door
2. Plan menus that meet or exceed Type A lunch requirements.
_ Menus should be predominately made from scratch
_ Strive to keep processed foods out of the menus
_ Salad bar may include: leaf salad, cheese, dressing, chopped hard-boiled eggs, fruits,
vegetables, cottage cheese, yogurt, leftovers from previous lunches (one heat up
allowed).
_ Monitor temperature of items on ala cart or salad bar.
_ Donations from area churches or groups may be served. However, desserts, whipped
topping salads, ice cream, and other high sugar content food should not be prepared or
purchased.
_ When adults are invited in, there should not be a significant difference in menu options.
_ Use past records for entrée quantities
_ Menus shall follow a 3 – 6 week rotation
_ Develop menus for the purpose of ensuring nutrition and portion control standards
meeting USDA Meal Pattern requirements and providing an appealing selection for
students.
_ At a minimum of 3 weeks in advance menus, nutritional analysis, and estimated costs
shall be submitted to DESE Authorized Representative. Menu alone shall be submitted
at the same time to local newspaper
_ Each tray served should show attention to details such as eye appeal (colors) and
textures (mix of smooth, crunchy, and chewable)
3. Organize and direct work of kitchen staff members.
_ Time management is a critical part of this skill.
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_
_
_
_
_
_
_

Create schedules so that workers can get out on time.
Maximize the efficiency of the workers
Train and supervise staff in proper use and care of all equipment, sanitation, safety,
and serving procedures
Establish standards for personnel performance and service to students
Assist administration with the assessment and evaluation of kitchen staff
Arrange employee schedule or substitutes to cover absences – Personnel Manual must
be adhered to (i.e. not supervising members of own family)
Cross train staff to fill in all areas and requirements

4. Purchase nutritional foods as needed for menus.
_ When trying a new food item purchase small quantities.
_ Bulk order is preferred rather than specialty shopping (i.e. Patricia’s, Wal-Mart)
_ Church groups may request bulk food purchase through school accounts; individual
orders are not to be honored
5. Arrange for storage of food products and related goods.
_ Receive and inspect items of food and / or supplies for the purpose of ensuring
specifications, quantity, and quality of order
_ Bread products may be frozen up to one month
_ Meat/protein products may be frozen up to three months
_ Rotate out all other products in a timely manner
_ Appropriately label with contents and date stored & to be used by
_ Use USDA storage recommendation as final guide
_
6. Maintain safe and sanitary conditions of kitchen and lunchroom:
_ H.A.C.C.P: Every operation serving or selling food needs to have a food safety system in place
that is designed specifically to guarantee the food being served is safe to eat. This
specific food safety system is called HACCP for Hazard Analysis and Critical Control
Point. HACCP is a system comprised of 7 principles that are to be applied to a written
food safety program focusing on the food in your operation.

_
_
_
_
_
_

Hairnets worn by anyone working in kitchen
Gloves worn at all times while preparing or serving food. Change gloves as needed
when returning to a workstation.
Establish, monitor and enforce sanitary standards for the purpose of safeguarding staff
and student health.
Be responsible for keeping the kitchen clean.
Purchase cleaning products that allow for quick and sanitary results.
Visitors with official business are allowed in the kitchen during school hours.

7. Organize and maintain school, state, and federal reports for the purpose of meeting all
reporting requirements.
_ Maintain records as required by the Missouri Department of Education School Lunch
Program.
_ Menus
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_ Production records
_ Recipe for every food / condiment served
_ Nutritional Facts or manufacturer’s analysis information (CN Labels) for every food /
condiment served
_ Inventory
_ Other forms as may be required by school, county, state, or federal authorities
_
8. When catering meals for HLLEC Extended Care, meals shall
_ Meet or exceed Childcare Food Program – Eat Smart Intermediate Level
specifications
_ Each plate served should show attention to details such as eye appeal (colors) and
textures (mix of smooth, crunchy, and chewable)
_ Be considerate of time in packing – limit time in warmer to avoid over cooking or
soggy/mushy food.
9. Submits suggestion for meal and milk cost for April school board meeting
_
10. Recommendations for Lunch Program based on executive summary from Healthier US
School Challenge
_ Daily sodium less than 766 mg for the lunch meal, goal of less than 500 mg.
_ Consume less than 10 percent of calories from saturated fatty acids.
_ Consume less than 100 mg of dietary cholesterol.
_ Keep trans fatty acid consumption as low as possible by limiting food that contain
synthetic sources of trans fats, such as partially hydrogenated oils and by limiting other
solid fats.
_ Reduce the intake of calories from solid fats and added sugars. Create Baseline from all
available food served during one randomly selected week.
_ Limit the consumption of foods that contain refined grains, especially refined grain
foods that contain solid fats, added sugars, and sodium.
_ Increase vegetable and fruit intake. Create Baseline from all available food served
during one randomly selected week.
_ Serve a variety of vegetables, especially dark-green, red, orange vegetables, and beans.

11. Other duties as instructed by administration or as required for the position by the guidelines
of the Federal Food Program.
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3402

Duties of Head Cook

In general a five-hour per school day position – approximately 8:00 – 1:00
_ Be courteous and professional in attitude, dress, and remarks
_ Prepare all meals, making the main dish from scratch/homemade when possible
_ Prepare the vegetables and the fruit.
_ Set up the condiment table with bread, jelly, peanut butter, water, glasses, etc.
_ Set up the salad bar area.
_ Place silverware into the holder, refill napkins and straws.
_ Wipe the lunchroom tables prior to the serving of lunch
_ Assist with clean up
_ Rule of thumb—If you see something is dirty, clean it.
_ Cross train to assist or lead in all areas
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3403

Duties of Part-time Kitchen Assistant

In general a three-hour per school day position – approximately 11:00 – 2:00
a. Upon arrival at work, assist the cooks with current tasks
b. Assist in serving the food, maintaining a gentle and kind tone to all
c. Clean and replenish salad bar between classes
d. Wash all the food trays and silverware
e. Wet mop floor daily after lunches and dump water in janitor floor drain.
f. Assist in general clean up
g. Cross train to assist or lead in all areas
Details on cleaning procedures

1. Soak the silverware in soapy water. Separate the different silverware and put in holders
to be washed.
2. Daily, after the dishwashing is finished, spray the inside of the dishwasher, drain the
water, wipe the counters dry, turn off the dishwasher, and turn off the water.
3. Clean the garbage from dishwasher tray each Friday or more often if needed.
4. Wipe down the outside of the dishwasher when it gets dirty.
5. Keep the spray nozzle and water faucet clean.
6. Check that the chemicals are being added to the dishwasher as needed.
7. If the floor does get wet while doing the dishes, turn black mat upside down so it dries.
8. Prior to mopping, dust mop or sweep the kitchen floor daily
9. Wet mop pantry floor every Friday or at least every two weeks.
10. Each Friday, wet mop stairs and landing that lead to the alley door.
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3500

Custodian(s)
A. The school custodial staff is hired by the St. Paul’s Business Manager. The Business
Manager provides daily supervision, with assistance from the Principal.
B. The custodian(s) specific procedures and duties are detailed by the trustees, they shall
in general include:
1. Clean and maintain the school interior and maintain the exterior school property.
2. Arrange with the Principal a daily schedule for cleaning the school interior.
3. Make minor repairs as needed.
4. Bring to the attention of the Business Manager and the Principal the physical
condition and needs of the school.
5. Work with the Principal in carrying out storm and fire drills and emergency
evacuations.
6. Be ready to meet such emergencies as breakage and wiping up water and body
fluids.
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4000

Students NLSA VII +

(Note that portions of the Student / Parent handbook contains both Board Policy and Administrative Procedures)

4100

Harassment/Bullying

NLSA II-C, VII

Harassment and bullying are serious problems that can affect the ability of students to progress
academically and socially. Such behavior is incongruent with who we are as the people of God.
“But the fruit of the Spirit is love, joy, peace, patience, kindness, goodness, faithfulness,
gentleness, and self-control. Against such things there is no law” (Galatians 5:22-23). Our goal
is that our students would, by God’s grace, live as the new creation that God has made them to
be. St. Paul’s has adopted a Harassment/Bullying Policy, guidelines, and procedures for
investigating incidents of harassment and bullying. It is available in the school office.
Harassment includes but is not limited to verbal abuse such as name-calling, directing an
obscene gesture, vulgar, offensive, or profane language, derogatory cartoons or drawings, general
insolence, back talk, verbal refusal to follow directive, rule, policy, or procedure, or making a
threat of physical violence to an individual or property belonging to any individual.
Harassment also includes but is not limited to physical abuse such as striking, shoving, choking,
kicking, intentionally making physical contact of an insulting or provoking nature with another
person, or making physical contact that causes physical harm to another person.
Harassment also includes but is not limited to sexual harassment such as leering, physical
contact in a sexual way, unwelcome sexual advances, requests for sexual favors, exposition of
sexually related materials, and other inappropriate verbal or physical conduct of a sexual nature.
Bullying includes but is not limited to disrespectful behaviors such as teasing, taunting,
threatening, hitting, touching, and stealing that is initiated by one or more students against a
victim. In addition to direct attacks, bullying can also be more indirect by causing a student to be
socially isolated through intentional exclusion. Whether direct or indirect, bullying that is
physical or psychologically intimidating, occurs repeatedly over time, and creates a pattern of
harassment and/or abuse will not be tolerated and is subject to disciplinary action.
The school will act promptly to follow the Harassment Policy Guidelines to investigate all
complaints. Appropriate action will be taken to protect individuals from further harassment.
Retaliation against any individual who filed a complaint of harassment or against anyone who
cooperated in an investigation will not be tolerated.
Persons who engage in harassment, bullying, or retaliation will be subject to disciplinary action,
suspension, and/or termination/expulsion subject to decision of the Principal and the Lutheran
School Board.
In certain cases, harassment may constitute child abuse under Missouri law and may be reported
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to the Department of Social Services. St. Paul’s will comply with all legal requirements of
reporting suspected cases of child abuse.
All teachers will review this policy and its guidelines in their classrooms at the beginning of the
school year in an age-appropriate way and assure the students that they do not need to endure
any form of harassment and/or bullying. Teachers will seek curriculum materials for effective
prevention of harassment and bullying as well as teach the students effective strategies for
assisting victims. Our goal at St. Paul’s is to ensure a safe and fear free environment.
See Appendix 5 pages 105-114 for complete guidelines and forms for reference.
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4200 Search & Seizure Policy
The School Board recognizes that the privacy of students or their belongings may not be violated
by unreasonable search and seizure and directs that no student be searched without reasonable
suspicion or in an unreasonable manner.
The Board acknowledges the need for in-school storage of student possessions and shall provide
storage places, including desks, for that purpose. Such spaces remain the property of the Board
and, in accordance with law, may be the subject of random search. In no such places shall
students have such an expectation of privacy as to prevent examination by a school official. The
Board directs the school principal to conduct a routine inspection at least annually of all such
storage places.
School authorities are charged with the responsibility of safeguarding the safety and well-being
of the students in their care. In the discharge of that responsibility, school authorities may search
the person or property, including vehicles, of a student, with or without the student's consent,
whenever they reasonably suspect that the search is required to discover evidence of a violation
of law or of school rules. The extent of the search will be governed by the seriousness of the
alleged infraction and the student's age.
This authorization to search shall also apply to all situations in which the student is under the
jurisdiction of the Board.
Administrators are permitted to conduct a random search of any student's desk and its contents at
any time.
Search of a student's person shall be conducted by a person of the student's gender, in the
presence of another staff member of the same gender, and only in exceptional circumstances
when the health or safety of the student or of others is immediately threatened.
Administrators are authorized to arrange for the use of a breath-test instrument for the purpose of
determining if a student has consumed an alcoholic beverage. It is not necessary for the test to
determine blood-alcohol level, since the Board has established a zero tolerance for alcohol use.
The Board also authorizes the use of canines, trained in detecting the presence of drugs or
devices, when the Principal has reasonable suspicion that illegal drugs or devices may be present
in a school. This means of detection shall be used only to determine the presence of drugs in desk
areas and other places on school property where such substances could be concealed. Canine
detection must be conducted in collaboration with law enforcement authorities or with
organizations certified in canine detection and is not to be used to search individual students
unless a warrant has been obtained prior to the search.
Except as provided below, a request for the search of a student or a student's possessions will be
directed to the principal who shall seek the freely offered consent of the student to the inspection.
Whenever possible, a search will be conducted by the principal in the presence of the student and
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a staff member other than the principal. A search prompted by the reasonable belief that health
and safety are immediately threatened will be conducted with as much speed and dispatch as
may be required to protect persons and property.

The Principal shall develop and update administrative procedures as necessary to implement this policy.
Reference: U.S. Constitution, 4th Amendment

4300 Acceptable Use Agreement
What is an AUA (Acceptable Use Agreement)?
An Acceptable Use Agreement is a written statement signed by St. Paul Lutheran (SPL) staff,
parents/guardian and students (preschool – 8) that describes the terms and conditions for the use
of technology available to all persons during SPL sponsored activities. This agreement outlines
the rules of acceptable behavior during online Internet/offline Intranet sessions and the
consequences for misbehavior. This agreement delineates published usage of student
photographs and student work on the Internet/Intranet.
SPL Technology
With the use of electronic networks, including both Internet and Intranet, SPL is expanding
technology access for students, parents, and staff. With this access comes the responsibility for
appropriate use. Students, parents, and staff are expected to maintain Christian ethics in making
appropriate decisions regarding their technology use provided by SPL. In general that requires
efficient, ethical, and legal utilization of the network/non-network resources. Thus, the following
principles will be applied:
1. The signatures required in accordance with the AUA are legally binding and indicate the
parties who signed have read the terms and conditions carefully, understand their
significance, and agree to abide by them.
2. Failure of users to abide by the AUA guidelines may cause the elimination of a user
account at any time as required.
3. In accordance with the AUA guidelines, the SPL administration in its sole discretion will
deem what is inappropriate use and all such decisions by the administration are final.
4. Additionally, if SPL incurs a financial cost due to user misuse or intentional malicious
action, the user will bear the sole responsibility for the financial cost incurred.
SPL Network Users
The electronic networks are “public places” and user actions are visible to other users on the
network. SPL has the right to monitor network use to ensure that the network continues to
function properly for all of its users.
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All SPL existing policies and regulations apply to the use of technology. Community Users and
students are expected to comply with the following procedures when using the SPL networks or
accessing any resource via the Internet.
1. Users will follow SPL Acceptable Use Policy.
2. No user is allowed to use any material that is not preloaded onto the computers or
approved by SPL network administrators.
3. Hate mail, harassment, discriminatory remarks, threatening, and other antisocial, nonChristian behaviors are prohibited.
4. The use of the computer to Users of SPL technology shall promote efficient use of the
networks to reduce congestion of the networks and interference with the work of others
using the networks. Such interference or disruption includes, but is not limited to the
following:
a. Altering the computer system’s operating perimeters such as screensavers, desktops,
sounds, or other appearance aspects of the computer
b. Propagation of computer worms or viruses
c. Using the network to make unauthorized entry into other computational,
informational, or communications devices or resources.
d. Access of files belonging to anyone else on the network without express consent.
e. Networks or equipment shall not be used to transmit any communication where the
meaning of the message, or its transmission or distribution would violate any
applicable law or regulation or would likely be offensive to the recipient(s).
SPL Internet Users
Use of Internet activities must be in support of ministry, education and research that are
consistent with the goals, objectives, and policies of the SPL entity. There is a wealth of
information on the Internet. SPL network users will have the opportunity to access that wealth,
and will be required to use the Internet responsibly. The use of the Internet is a privilege, not a
right, and inappropriate use will result in a cancellation of that privilege. Prior to participation, a
user will receive information pertaining to the proper use of the Internet and sign the AUA user
agreement.
SPL has taken reasonable precautions to restrict access to controversial materials. However, on a
global network such as the Internet, it is impossible to control all available materials. We firmly
believe that the valuable information and interaction available on the Internet far outweigh the
possibility that users may procure material that is not consistent with the goals of SPL. It is the
user who controls the material accessed. With this in mind, we believe that it is imperative to
teach our community members to make Christian choices about the type of material they access.
E-mail and the Internet do not replace face-to-face communication. Following the Biblical
principles stressed in Matthew 18 is the appropriate procedure used to resolve personal conflicts.
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Matthew 18:15-16 states how we should first attempt to resolve conflicts one-on-one
(between the two parties involved) before other people become involved in attempting to
resolve the conflict.
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Internet Etiquette
Users are required to abide by the accepted rules of network etiquette. These include (but are not
limited to) the following:
1. Be polite. Do not get abusive in your messages to others. Use appropriate language. Do
not swear, use vulgarities, or other inappropriate language. Try to resolve conflicts in
person following Matthew chapter 18.
2. Illegal activities including but not limited to downloading computer worms or viruses;
any action for the sole purpose of plagiarizing any image, object or document; viewing
pornography, violent materials, or any other information generally considered
inappropriate in a Christ-centered learning environment; is strictly forbidden.
In addition, these rules apply for our youth.
1. Do not reveal your personal information (i.e. name, address, phone number) online.
2. If a youth accidentally finds anything inappropriate on a website, they are to turn off their
monitor and notify a teacher or adult immediately.
3. Youth are not allowed to download documents or software from the Internet without
teacher approval.
4. SPL school students will use the Internet for educational purposes only.
5. A teacher or adult must be present at all times while a youth is using the Internet. The
student must ask for and receive permission to access the Internet.
Electronic Mail
Users should be aware that electronic mail (e-mail) is not private. People who operate the
system do have access to all mail. Transmission and viewing of any material via e-mail that is in
violation of any U.S. or state regulation is naturally prohibited. This includes, but is not limited
to plagiarized copyrighted material, threatening or obscene materials or materials protected by
trade secret or classified government information. All e-mail users are required to abide by the
accepted rule of network etiquette.
Consequences
Interpretation, application, and possible modification of these policies shall be within the sole
discretion of the SPL Administration. Violation of these policies will be reviewed on a case-bycase basis by the SPL administration and appropriate action taken if necessary. The SPL
Administration may at any time make determinations that particular uses are or are not consistent
with the purposes of the network and computer resources. Furthermore, the teachers reserve the
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right to discontinue access to the computing equipment and network at any time for any and all
users.
Depending on the severity of the infraction and the judgment of the administration, any of the
following consequences may be imposed upon student and community users:
▪ Individual access privileges may be suspended.
▪ Out of school suspension.
▪ Individual access privileges may be revoked.
Automatic notification will be made to the parent/guardian of the student involved in any
violation of this Acceptable Use Policy. Violations include, but are not limited to, the following:
1. Internet Abuse including but not limited to choosing to visit inappropriate websites;
downloading controversial material; abusive language.
2. Hardware Abuse including but not limited to malicious mistreatment of any piece of
technology hardware.
3. Software Abuse including but not limited to amending program instructions; initiating to
illegally copy media.
4. Network Abuse including but not limited to illegal/inappropriate use of username and
password; accessing non-authorized files; misuse of network resources.
Media Equipment
SPL has an assortment of media equipment including but not limited to LCD projectors; laptops,
digital cameras, video cameras. This equipment is available for SPL School & church use as
approved by the Computer Lab and lead teacher/instructor. The equipment shall be formally
reserved, picked up and returned by the sole individual who ‘checks out’ said equipment upon
stated approval. This individual is financially liable for the safe and immediate return of all
equipment in question.
Personal Technology Devices
Personal technology devices-including but not limited to cell phones, PDAs, laptops, and
notebooks are to be used under the direction and in compliance with directives set by the
classroom teacher and SPL administration. Personal technology devices are the sole
responsibility of the owner, thus SPL is not responsible for any damaged, lost or stolen device.

56

St. Paul's Lutheran School
Concordia, Missouri
Lutheran School Board Policies
During school hours, cell phones are not to be in the possession of students at SPL School, unless
with permission of classroom teacher.
Handheld computers and PDAs are acceptable for use with prior approval by the administration.
They should be used, with permission, for class work only. They should not be used for e-mail
or Internet access while on campus during school hours. Such a device, used in any other way, is
considered a nuisance item and it will be confiscated the first time. A repeat offense will be
treated as the serious concern that it is.
Community Users and Student Photographs and Work
SPL maintains an informative website (www.stpaulconcordia.org) designed to highlight various
church and school schedules, personnel and activities. It is a desire of SPL to publish
photographs of SPL life and works including, but not limited, to class programs, field trips, and
athletic /academic /childcare / church adventures.
This agreement, in abbreviated form, is located in the Student Handbook.
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5000

Finances and Benefits

5100

Teachers – Salaries

NLSA X

A salary schedule that compensates teachers for years of service and college graduate hours/
degrees acquired is maintained by the congregation (See Appendix 1). Unless arranged
otherwise, compensation for the 10 months of employment is paid biweekly over a 12-month
period.
A. Part-time teachers with appropriate degrees shall be placed on salary schedule with
the formula of a percentage of teaching time. Note that the salary schedule is set up
for full-time teachers on the roster of the Lutheran Church Missouri Synod, there is a
percentage difference in the base for teachers without this extra training. Teachers
without a bachelor’s degree receive 80 percent of the base salary, excluding years of
experience, until they have met appropriate requirements.
B. Compensations for teacher additional responsibilities, or other individuals filling these
positions, shall be a percentage of the base salary as per the church salary schedule.
See Appendix 1: Salary Schedules pages 94-98.
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5200

Teachers – Absences

See Appendix 2 for specifics on benefits provided for the following absences.
A. Teachers are allowed up to 10 days of sick leave per school year. Unused days of sick
leave are accumulative up to 30 days. Sick leave days may be used for illnesses of
children, parents, or spouse, or otherwise at discretion of the Principal.
B. Teachers may use up to 30 days of accumulated sick leave days for maternity family
leave time, during which time they will receive full salary.
C. Full pay is made for only 14 consecutive days of sick leave, at which time the
Concordia Health Plan takes effect for a longer disability period. The congregation
will pay only the amount of difference between Concordia Health Plan benefits for
the next 16 days, or the duration of the teacher’s cumulative time.
D. Sick leave payment does not pay for disability from work related accident that is
covered by Workmen’s Compensation, except for the first three days.
E. Teachers are allowed two days per year, not accumulative, for personal leaves.
F. Each teacher is allowed three professional days per school year, provided the day will
be beneficial to the teacher’s assigned duties at school.
G. Teachers may be granted up to 5 working days to attend the funeral of an immediate
family member. (Spouses, children, parents/in-law, sons/daughters-in-law,
grandparents/in-law, siblings/in-law, grandchildren, step-parents, step-children). The
amount of days given is determined by the principal.
H. Teachers are expected to serve when called to jury duty. Teacher keeps the mileage
funds received from the court. The (congregation) will pay the cost of a substitute
teacher.
I. With permission from the Principal, teachers may take additional absences other than
those provided above. Teachers shall take such days off paying the cost of hiring their
substitute teachers.
J. Teachers serving on a board or committee of the LCMS Missouri District may be
excused by the Principal from school responsibilities in order to attend district
meetings. The congregation will pay the cost of a substitute teacher.

See Appendix 2 Sick Leave Policy page 99-101.
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5300 Compensation and Fringe Benefits
A. Compensation of all school employees except the kitchen staff is under the
jurisdiction of the congregation. Kitchen staff compensation is derived directly from
proceeds of the lunch program.
B. All school employees, including the kitchen staff, receive fringe benefits in
accordance with the “Fringe Benefit Summary” of the congregation (See Appendix 2).
Fringe benefits for qualifying kitchen staff are paid from lunch program proceeds.
C. Legal dependents of all employees of St. Paul’s (School, Church, and His Little
Lambs Education Center) may, as part of their fringe benefits, receive a reduction in
tuition fees, based on employment. This policy is to be reviewed for necessity
annually.

See Appendix 2 Fringe Benefit Policy pages 99-101.
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5400

Tuition and Fees

A. Members of St. Paul's Lutheran Church pay a family enrollment fee for sending their
children to St. Paul’s Lutheran School. Members also pay tuition.
B. Members of other LCMS churches send their children to St. Paul's Pre-School – Eighth
grade School at 80 percent of the predetermined tuition cost for non-members. Eighty
percent times the number of students enrolled from the LCMS congregation is the current
year payment. Payments are rounded to the nearest whole dollar and are handled by the
congregation and/or the families. Families pay the enrollment fee each year.
C. Non-members of St. Paul's Lutheran Church, excepting other LCMS church members,
pay tuition per student, as set by the Board, unless financial arrangements for them are
made with the Principal.
D. Families paying tuition are expected to make a deposit of $50 per child at the time of
enrollment, with the remaining amount to be in one of two manners. Payment may be
made by cash, check, or debit/credit card in full, by the semester, or in 10 smaller equal
payments. Any other arrangements must be made with the school office or Business
Manager.
E. The Lutheran School Board shall approve student fees. Each student is assessed
Enrollment fees regardless of membership. Enrollment fees are yearly fees.
F. Music students will be charged for the loss of any music book or sheet music. If lost
music in not paid for, they will be suspended from band until the matter is reconciled.
G. The lunch and milk fee shall be set in conjunction with the head cook, kitchen supervisor,
and the Principal. Board makes the final approval.
H. Other fees include, but are not limited to: athletic fees; band fees; bus fees; technology
fees; and scrip offset.
I. Dual Enrollment fees (see pages 62-63 for explanation) may be charged by the class or by
the semester (A.M. / P.M). Regular Registration fees apply. The Board currently has an
agreement with other LCMS churches that the church may pay a portion of the fees as
paid by community members.
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5500

Budget and Tax Exemption
A. Funds for operating the school are included in the congregation's annual budget.
(Maintenance of the building and grounds is the responsibility of the Board of
Trustees.)
B. The Business Manager, in consultation with the Principal, is responsible for preparing
the school budget and submitting it to the Lutheran School Board for approval in the
April board meeting and, after approval, submitting it to the Administrative Council
for inclusion in the congregation's semi-annual or annual budget, which is voted on at
the a Voters Assembly meeting.
C. Without prior approval by the Principal, teachers may not charge purchases to the
school or congregation or pay for purchases with the expectation of reimbursement
from the school. A signed purchase order by the Principal shall be regarded as
authorization.
D. Those making authorized purchases for the school should take with them a copy of
the exemption from sales and use tax letter issued to the school by the State of
Missouri unless the place of business already has on file the school's tax-exempt
letter. Copies of the tax-exempt letter may be obtained from the school office.
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5600

Solicitation of Funds
A. Only such gifts to, and funds for the school may be accepted with prior approval of
the Lutheran School Board and, if necessary, the Board of Trustees, Church Council,
and Voters assembly along with the recommendation of the Principal. All donations
shall be in harmony with the mission, philosophy, and objective of the school.
B. The Principal may accept gifts/donations without approval of the Lutheran School
Board when such donations are for replacement, updating or extending items and/or
programs already in the school.
C. No funds may be solicited in behalf of the school without approval of the Lutheran
School Board and, if necessary, the Board of Trustees, the Administrative Council and
the Voters assembly.
D. Students are enlisted in fund-raising projects only with the approval of the Lutheran
School Board.
1. The use of the profits is under the supervision of the Principal and faculty, PTL,
and the Lutheran School Board.
2. The Principal in consultation with the Business Manager shall invest project funds
until they are needed.
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6000

Property

6100

Building and Grounds
A. The congregation's Board of Trustees, along with the Business Manager, are the legal
caretakers of the congregation's property. The congregation has given the Lutheran
School Board responsibility for use of the school building and the Principal
responsible for scheduling use of the building.
B. All doors to the building remain locked. Doors inside the building are locked at the
end of the school day. Those who unlock doors for a scheduled activity are
responsible for the care of that part of the building and re-locking the doors.
C. Groups high school age and under using the building must be supervised by an adult.
D. Consumption of alcoholic beverages is not permitted on school premises.
E. The school grounds are smoke-free.
F. Fees for use of any part of the building are set by the congregation's Board of
Trustees.
G. Other situations are subject to rulings by the Business Manager. In case of emergency,
contact the Business Manager.
H. The gymnasium and lunchroom may be used free of charge by any organization of
the congregation. Donations to cover overhead expenses are encouraged. Outside
organizations are charged a fee, set by the congregation's Board of Trustees. The
Principal is responsible for administering the use of the facilities according the rules
set by the Board of Trustees. Organizations or individuals using the facilities are
responsible for cleaning and locking the facility.
I. The kitchen may be used free of charge, provided it is left in sanitary condition, by
any organization of the congregation.
1. Arrangement of equipment in the kitchen is under the supervision of the
lunchroom manager. Mechanical equipment such as the food mixer may be used
only after use instruction by the lunchroom manager.
2. The organization using the kitchen is responsible for the cost of replacing items
damaged during such use. Costs are determined by the lunchroom manager.
J. Donated equipment becomes the property of the congregation and the congregation
assumes control and maintenance of such equipment. The congregation's Board of
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Trustees determines which equipment may be borrowed from the school premises and
the fair rental usage.
K. The playground areas are the areas of the school block east of the school building, and
the area directly across Fifth Street at the corner of Orange and Fifth streets. The areas
in front of the school and parish hall are not to be used as play areas.
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7000
7100
7101

Operations NLSA VII+
General School Culture
Admissions Policy

NLSA VII

St. Paul’s Lutheran School admits students of any race, color, national and ethnic origin to all
rights, privileges, programs and activities generally accorded or made available to students at St.
Paul’s Lutheran School. It does not discriminate on the basis of race, color, national and ethnic
origin in administration of its educational policies, admissions policies, athletic and other school
administered programs. Reasonable adaptations may be available for students with physical or
academic disabilities.
Admission to the school shall be with the understanding that parents have familiarized
themselves with the philosophy and policies of St. Paul’s Lutheran School.
All children are expected to take part in the religious instruction and devotions of the school. All
school families are expected to be regular in attendance at worship services and Sunday school at
their home congregations.
All children attending school must be able to use the toilet independently.
St. Paul’s Lutheran School is open to all who desire Christian education for their children. For a
three or four-year-old to enter preschool, the child must be of that age on or before August 1. To
enter kindergarten, a child must be five on or before August 1. Exceptions may be made with
approval of the classroom teacher and Principal. Acceptance to grade 1 through 8 is dependent
upon evidence of successful completion of the prior grade level.
St. Paul’s Lutheran School reserves the right to determine final grade placement for any applicant
or present student based on educational needs.
St. Paul’s Lutheran School is maintained primarily for the education and training of the children
of St. Paul’s, St. Matthews and Holy Cross members, but it is the objective of the Day School to
provide full time Christian education to as many children as possible. To the extent that space
permits and special needs can be met, non-members are encouraged to apply for enrollment.
However, limitations of facilities dictate that a system of priorities is necessary to give the Board
a guide for recommending the approval of applicants. Pupils will generally be accepted in the
following order:
1. Family membership of St. Paul’s Lutheran Church, St. Matthew’s Lutheran Church and
Holy Cross Lutheran Church
2. Children already enrolled from previous years
3. Sister congregations
4. Other Lutheran bodies
5. No home church
6. Children of parents who hold membership in other church denominations
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Application forms and health forms are available through the school office. Parents (especially
those of upper grade students) may be required to have a conference with the child’s teacher as
well as with the Principal before the child is enrolled for the first time. Admission of the child
may depend on the conferences and the attitudes of the parents. Records and transcripts, which
must be obtained from the previous school, will be consulted; and tests may be administered for
placement. If applicable, written documentation of child custody may also be required.
Upon admission to the school and when updates are requested, parents must provide the
following information (on forms provided by the school): physician’s health statement; copy of
birth or baptismal certificate; transcript (first grade and up); field trip authorization; emergency
contact information; emergency medical authorization.
All parents are expected to cooperate fully with the teachers and the congregation. NonLutheran parents are encouraged to attend the Adult Information Class that features the doctrine
of the Lutheran faith so they will understand what their children are being taught in school.
Each year during the month of February, Preschool and Pre-Kindergarten, as well as grades K-8,
will re-register for the coming school year. Parents not able to register at this time will be able to
schedule an appointment with the school office for the purpose of enrolling their children. All
outstanding fees must be paid before re-enrollment. Enrollment of new students will also depend
upon residence with a parent, academic achievement, and previous conduct or in special cases,
Board approval.
Should a family become 45 days behind in the payment of fees during the school year, a notice
shall be sent by the Principal and Business Manager requesting that arrangements be made for
the payment of said fees. Should a family become 60 days behind in the payment of fees, they
shall be requested to have a conference with the Principal and Business Manager to reach a
mutually agreeable method for the payment of said fees. Failure to attend this conference could
result in the dismissal of students from school. Should a family be 75 days behind in payment of
said fees acceptable arrangements must be made with the School Board.
No family shall be more than one semester behind in fees (or without a documented arrangement
for payment). If a family is more than one semester behind, they must petition the School Board
for continued enrollment. Payment arrangements will be in writing and must be followed to be
exempt from petitioning the Board.
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7101.5 Dual Enrollment

Information concerning DUAL ENROLLMENT - Home School and St. Paul's Lutheran School

Lutheran schools in the rural area give students academic excellence in a caring,
Christian environment. It is a goal of this Lutheran School is to assist parents in providing a
Christ-centered education for their children to strengthen them in Christian faith and life. As
Martin Luther did, we believe that Christian education begins at home, and we hold it as a
privilege to be in partnership with parents in this important mission.
At St. Paul’s we embrace half-day preschool and prekindergarten as the best option for
early childhood. Parents desiring to instruct their children at home during the older years may
request attendance at St. Paul’s for specific subject areas (dual enrollment). Students complete
all regular registration forms and are considered a member of the general school population with
ability to enroll in extra-curricular activities. Participation in athletics is permitted while
adhering to the enrollment requirements of the Lutheran Sports Association of Missouri
(LSAM). All enrolled students are eligible to receive Title I services should they meet the
qualifying scores. There is no cost to the family or church for Title One Services. As with full-time
students, the student’s scores must qualify for this service. While the first year of applying for eligibility
may be individually arranged, future years are based on standardized test scores. Parents educating their
children at home are encouraged to participate in the Stanford Testing at SPLS in April of each school
year. At this time the cost for the testing is included in the fees already charged.

The Lutheran School Board, administration, and faculty on an annual basis determine fees and
classes available for dual enrollment. Students enrolled in a class will attend each session the
class is offered. In some circumstances, a grade level or class may be too crowded to allow parttime student participation. This unique situation will be dealt with on an individual basis and
subject to faculty, board, and administrative approval. Fees for classes are charged either for
individual classes (Art, Band, PE, Technology, etc.) or by the portion of a semester when core
subjects are needed. During the 2011-12 school year, the averaged cost to St. Paul’s Lutheran
Church and School to educate a student was $4,600. A $6 per hour fee is charged to members of
Lutheran Churches, $10 for general members of the community.
Weekly Classes offered to the home-schooling community for grades K - 8
Art (50-60 minutes)
Physical Education (2 30 minute or 1 60 minutes)
Classes offered to the home-schooling community for grades K – 5
Technology (1 40 minute)
Title 1 Reading and / or Math (upon qualifying scores)
Offered to 5th grader only:
Beginning Band (three sessions of 40 minutes)
Offered to 6th, 7th, 8th, only:
Advanced Band (5 sessions of 25 minutes)
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Exploratory (One weekly session of 65 minutes)
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Dual Enrollment Fee Comparisons for the 2016-2017 School Calendar Year
Community Member Enrollment Fee Community Full Time Tuition
Community Technology fee

$ 250.00
$4250.00
$100.00

Sample Part Time Enrollment Options
Morning Session
8:10 – 11:30
Lunch & Recess
11:30 – 12:30
Afternoon Session 12:30 – 3:15

One Semester
$1000.00
$300.00
$1000.00

LCMS Member Registration Fee LCMS Church Pay Full Time Tuition
LCMS Technology Fee

$ 250.00
$3500.00
$100.00

Sample Part Time LCMS Enrollment Options
Morning Session
8:10 – 11:30
Lunch & Recess
11:30 – 12:30
Afternoon Session 12:30 – 3:15

One Semester
$700.00
$300.00
$700.00

SPLC Member:
Per Course Cost Per Month $20.00 + Family Assessment $250 + $100 technology fee
LCMS Member:
Per One Hour Course Per Week Cost with class $6.00 + $250 enrollment fee + $100
technology fee
Community Member Per One-Hour Course Per Week Cost $15.00 + $250 enrollment fee +
$100 technology fee
Note that in the lower grades (K – 5) can have as many as 5 subjects in either the morning or
afternoon session. Due to the nature of the self-contained room instruction time is considered
‘fluid’. In these cases it is appropriate to charge a flat rate for the morning (or afternoon) and
have the child present for all of the subjects rather than picking only one.
Classes offered outside the regular classroom (i.e. physical education, art, technology, or
exploratory) have a set starting and ending time, therefore lending to ease of choosing a single
course.
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7102

Non-Discrimination Policy

St. Paul's Lutheran School admits students of any sex, race, color, national and ethnic origin to
all the rights, privileges, progress and activities generally accorded or made available to students
of the school. It does not discriminate on the basis of sex, race, color, national and ethnic origin
in the administration of its educational policies, admission policies, athletic and other school
administered programs.
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7103

Student-Teacher Ratio Policy

St. Paul's Lutheran School, the Principal, and the classroom teachers involved use the following
guidelines in determining which of the following actions to recommend to the Administrative
Council:
Action
Class Size
One teacher, PS, PK and K
up to 8(PS)/10(PK)/15(K)
One teacher, grades 1-3
below 20
Teacher and aide, PS, PK and K
9-16(PS)/11-20(PK)/16-22(K)
Teacher and aide, grade 1-3
21-25
Floating part-time teacher (math, reading, language arts), grades K-3
26-30
Split into two classes, PS, PK and K
17(PS)/21(PK)/23(K)
Split into two classes, grades 1-3
31+
One teacher, grades 4-8
Floating part time teacher (math, reading, language arts, science)
Split into two classrooms

below 25
25-34
35+

Student academic needs rather than student numbers may warrant a change in the number of
teachers and/or aides per classroom. Changes amongst teachers, occurs only with Principal
approval.
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7104

Resource Room Entrance Procedure
A. Teachers or parents may request individual or small group instruction in the Resource
Room.
B. It is recommended, that all students in need of the Resource Room go through the
evaluation process for special education services. Individual evaluation is available
from the Concordia R-2 School District. This testing will identify learning
disabilities, or other academic concerns, and determine if the student qualifies
according to state guidelines. At the initiation of a student’s parent or teacher, the
special education/Resource Room teacher will be responsible for following up on the
process with the Special Services Director at Concordia High School.
C. With the completion of testing, a consultation will be held with parents, Resource
Room teacher, classroom teacher, and the student. The student’s teacher, parents, and
Resource Room teacher will work out scheduling and details of further help for the
student.
D. Responsibility for reporting grades (home room teacher or resource teacher) shall be
determined based on amount of instruction required by the resource teacher. The
final decision shall be approved by the teachers, parents, and principal.
E. Each teacher provides enrichment opportunities within the regular class day. The
Resource Room acts as a center for materials as well as an area to meet should the
need arise. Enrichment opportunities are geared for students excelling across all
areas. The Otis-Lennon School Ability Test is provided to all students in grades 1,
4, and 7. The School Ability Index score is referenced when considering the actual
use of the Resource Room rather than enrichment in the classroom alone. SAI of 130
is an average referenced.
F. An Individual Education Plan or Service Plan is not required for use of the Resource
Room.
G. The Resource Room Teacher may participate in initial and / or annual meetings in
connection with Speech and Language screening and service referrals.
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7105

Wellness Policy on Nutrition and Physical Activity
Introduction
In the Child Nutrition and WIC Reauthorization Act of 2004, PL 105-268, the U.S.
Congress passed Section 204 of Public Law (PDF) which established a new requirement
for all local agencies (including public and nonpublic, as well as, Residential Child Care
Institutions) participating in the National School Lunch program. The local agencies are
required to develop and implement wellness policies that address nutrition and physical
activity by the start of the 2006-07 school year.
Preamble
Whereas, children need access to healthful foods and opportunities to be physically active
in order to grow, learn, and thrive;
Whereas, a healthy school environment goes beyond school meals in the cafeteria; living
a healthy lifestyle and maintaining a healthy weight requires a combination of healthy
food choices, knowledge of nutrition, and appropriate amounts of physical activity. The
healthy, nutritionally astute, and physically active child is more likely to be academically
successful;
Whereas, obesity rates have doubled in children and tripled in adolescents over the last
two decades, and physical inactivity and excessive calorie intake are the predominant
causes of obesity;
Whereas, heart disease, cancer, stroke, and diabetes are responsible for two-thirds of
deaths in the United States, and major risks factors for those diseases, including
unhealthy eating habits, physical inactivity, and obesity, often are established in
childhood;
Whereas, only 2% of children (2 to 19 years) eat a healthy diet consistent with the five
main recommendations from the Food Guide Pyramid;
Whereas, community participation is essential to the development and implementation of
successful school wellness policies;
Thus, St. Paul’s School is committed to providing a school environment that promotes
and protects children’s health, well-being, and ability to learn by supporting healthy
eating and physical activity. Therefore, it is the policy of St. Paul’s Lutheran School that:
▪ The school will engage students, parents, teachers, food service professionals,
health professionals, and other interested community members in developing
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implementing, monitoring, and reviewing school-wide nutrition and physical
activity policies.
▪ All students in grades K-8 will have opportunities, support, and encouragement to
be physically active on a regular basis.
▪ Food and beverages served at school will meet the nutrition recommendations of
the U.S. Dietary Guidelines for Americans.
▪ St. Paul’s will provide access to a variety of affordable, nutritious, and appealing
foods that meet students’ health and nutrition needs; accommodations concerning
religious, ethnic, and cultural diversity of the students will be made in meal
planning; and students will be provided clean, safe, and pleasant settings and
adequate time for eating meals.
▪ To the maximum extent practicable St. Paul’s will participate in the National
School Lunch Program.
▪ St. Paul’s will provide nutrition education and physical education to foster lifelong
habits of healthy eating and physical activity, and will establish linkages between
health education and school meal programs, and with related community services.
To Achieve These Policy Goals:
St. Paul’s Lutheran School will create, strengthen, or work to develop, implement,
monitor, review, and as necessary, revise school nutrition and physical activity policies.
The Committee also will serve as a resource for implementing those policies. The
Wellness Committee will consist of a group of individuals representing the school and
community, teachers, parents, students from the school, the school lunch manager, a
member of the Lutheran School Board, and the Principal. The Principal will take the
initiative to fill the vacancies of the committee as needed.
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II. Nutritional Quality of Foods and Beverages Served at School
School Meals
Meals served through the National School Lunch Program will
▪ Be appealing and attractive to children;
▪ Be served in clean and pleasant settings;
▪ Meet nutrition requirements which are no less restrictive than regulations and
guidance issued by the Secretary of Agriculture pursuant to Subsections (a) and
(b) of Section 10 of the Child Nutrition Act (42 U.S.C. 1779) and Section 9(f)(1)
and 17(a) of the Richard B. Russell National School Lunch Act (42U.S.C. 1758(f)
(1), 1766(a)0, and the program requirements and nutrition standards set forth
under the 7CFR Part 210 and Part 220;
▪ Offer a variety of fruits and vegetables;
▪ Offer 2% white milk and 1% chocolate milk;
▪ Offer a variety of whole grain foods.
The St. Paul’s School Lunch Manager will engage students and parents if possible,
through taste-tests of new entrees and surveys, in selecting foods served through the
school lunch program in order to identify new, healthful, and appealing food choices. In
addition, information about the nutritional content of meals will be available to parents
and students through the school lunch manager.
Free and Reduced Price Meals
St. Paul’s will make every effort to eliminate any social stigma attached to, and prevent
the overt identification of, students who are eligible for free and reduced price school
meals. Toward this end, such information will be kept by the school secretary who is
responsible for identification and payment system of the Free and Reduced price
program. The availability of school meals to all students regardless of income will be
promoted by the school.
Meal Times and Scheduling
St. Paul’s
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▪ Will provide students with at least 20 minutes to eat after sitting down for lunch;
▪ Will schedule meal periods between 11 A.M. and 1 P.M.;
▪ Should not schedule tutoring, club, or organizational meetings or activities during
mealtimes, unless students may eat during such activities;
▪ Will provide students access to hand washing or hand sanitizing before they eat
meals or snacks; and
▪ Will take reasonable steps to accommodate the tooth-brushing regiments of
students with special oral health needs (e.g., orthodontic or high tooth decay risk).
School Food Service Staff
As part of our responsibility to operate a food service program, St. Paul’s will provide
continuing professional development for all food service staff according to their levels of
responsibilities.
Sharing of Foods and Beverages
Students will be discouraged from sharing their foods or beverages with one another
during meal or snack times, given concerns about allergies and other restrictions of some
children’s diets.
Foods and Beverages Sold Individually (i.e. foods sold outside of reimbursable
school meals, such as through vending machines, fundraisers, school sporting
events, etc.)
Teachers, sponsors, or those in charge of food and beverage sales to students in the school
will consider nutritionally balanced items such as water without added caloric
sweeteners, fruit and vegetable juices that contain at least 50% fruit juice, unflavored or
flavored low-fat or fat-free milk, food items that have no more than 35% of their calories
from fat (excluding nuts, seeds, peanut butter, and other nut butters) and 10% of the their
calories from saturated and trans fat combined, no more than 35% of its weight from
added sugars, and no more than 230 mg of sodium per serving for chips, cereals,
crackers, French fries, baked goods, and other snack items, and no more than 600 mg of
sodium for pizza, sandwiches, and main dishes.
Portion sizes of foods and beverages will be limited to the following as much as possible:
▪ One and one-quarter ounces for chips, crackers, popcorn, cereal, trail mix, nuts,
seeds, dried fruit, or jerky;
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▪ One ounce for cookies;
▪ Two ounces for cereal bars, granola bars, pastries, muffins, doughnuts, bagels, and
other bakery items;
▪ Four fluid ounces for frozen desserts, including but not limited to low-fat or fatfree ice cream;
▪ Eight ounces for non-frozen yogurt;
▪ Twelve fluid ounces of beverages, including water, and
▪ The portion size of ala carte entrees and side dishes, including potatoes, will not
be greater than the size of comparable portions offered as part of the school meals.
Fruits and non-fried vegetables are exempt from portion-size limits.
Fundraising Activities
To support children’s health and school nutrition-education efforts, if school fundraising
activities involve food sales, the sponsoring group will be encouraged to sell foods that
meet the above nutrition and portion size standards for foods and beverages. The school
will encourage fundraising activities that promote physical activity.
Snacks
Snacks served during the school day or in after-school school-sponsored activities will
make a positive contribution to children’s diets and health, with an emphasis on serving
fruits and vegetables as the primary snacks and water as the primary beverage. The
teacher or adult supervising the snack will assess if and when to offer snacks based on
timing of school meals, children’s nutritional needs, children’s ages, and other
considerations. Exceptions to this policy may be made.
Rewards
The school will not use foods or beverages that do not meet the nutrition standards listed
above, as rewards for academic performance or good behavior, (unless this practice is
allowed by a student’s individual education plan, IEP), and will not withhold food or
beverages served through school meals as a punishment.
III. Nutrition and Physical Activity Promotion and Food Marketing
Nutrition Education and Promotion
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St. Paul’s School aims to teach, encourage, and support healthy eating by students. We
will provide nutrition education and engage in nutrition promotion that:
▪ Is offered at each grade level as part of a sequential, comprehensive, objectivesbased program designed to provide students with the knowledge and skills
necessary to promote and protect their health;
▪ Is part of not only health education classes, but also classroom instruction in
subjects such as math, science, language arts, and social sciences;
▪ Includes enjoyable, developmentally-appropriate, culturally-relevant, participatory
activities, such as class and school health and nutrition assemblies, contests,
promotions, taste testing, farm visits, and school gardens;
▪ Promotes fruits, vegetables, whole grain products, low-fat and fat-free dairy
products, healthy food preparation methods, and health enhancing nutrition
practices;
▪ Emphasizes caloric balance between food intake and energy expenditure (physical
activity/exercise);
▪ Links with school meal programs, other school foods, and nutrition-related
community services;
▪ Teaches media literacy with an emphasis on food marketing; and
▪ Includes training for teachers and other staff.
Integrating Physical Activity into the Classroom Setting
Students need opportunities for physical activity beyond physical education class.
Toward that end:
▪ Classroom health education will complement physical education by reinforcing
the knowledge and self-management skills needed to maintain a physically-active
lifestyle and to reduce time spent on sedentary activities, such as watching
television;
▪ Opportunities for physical activity will be incorporated into other subject lessons;
and
▪ Classroom teachers will provide short physical activity breaks between lessons or
classes, as appropriate.
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Communication with Parents
St. Paul’s will support parents’ efforts to provide a healthy diet and daily physical activity
for their children. The school may offer healthy eating seminars for parents, send home
nutrition information, post nutrition tips on the school website or publish such
information in the Main Street Journal, and make available the nutrient analyses of school
menus. The school will encourage parents to pack healthy lunches and snacks and to
refrain from including beverages and foods that do not meet the above nutrition standards
for individual foods and beverages. Pop is not allowed as a student lunch beverage. The
school will provide opportunities for parents to share their healthy food practices with
others in the school community.
The school will provide information about physical education and other school-based
physical activity opportunities before, during, and after the school day; and support
parents’ efforts to provide their children with opportunities to be physically active outside
of school. Such supports will include sharing information about physical activity and
physical education through the website, newsletter, or other take-home materials, special
events, or physical education homework.
Food Marketing in School
School-based marketing will be consistent with nutrition education and health promotion.
As such, the school will limit food and beverage marketing to the promotion of foods and
beverages that meet the nutrition standards for meals or for foods and beverages sold
individually (above). The promotion of healthy foods, including fruits, vegetables, whole
grains, and low-fat dairy products is encouraged. Examples of marketing techniques
include the following: logos and brand names on/in vending machines, books, or
curricula, textbook covers, school supplies, scoreboards, education incentive programs
that provide food as a reward, free samples or coupons, and food sales through
fundraising activities.
Staff Wellness
St. Paul’s highly values the health and well-being of every staff member and will
implement activities that support efforts by staff to maintain a healthy lifestyle.
IV. Physical Activity Opportunities and Physical Education
Daily Physical Education K-8
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All students in grades K-8 including students with disabilities and special health-care
needs will receive physical education as required by the Missouri Department of
Elementary and Secondary Education Program of Studies for the entire year. Student
involvement in other activities involving physical activity (i.e., interscholastic or
intramural sports) will not be substituted for meeting the physical education requirement.
Students will spend as least 50 percent of physical education class time participating in
moderate to vigorous physical activity.
Daily Recess
All students will have at least 20 minutes a day of supervised recess, preferably outdoors,
during which they will be verbally encouraged having moderate to vigorous physical
activity through the provision of space and equipment.
The school will discourage extended periods (i.e. periods of two or more hours) of
inactivity. When activities, such as mandatory school-wide testing, make it necessary for
students to remain indoors for long periods of time, schools should give students periodic
breaks during which they are encouraged to stand and be moderately active.
Physical Activity Opportunities Before and After School
St. Paul’s offers extracurricular physical sports programs to grades 5-8. The community
of Concordia also offers programs to all students. The school will encourage such
participation as long as it does not interfere with the academic goals of our school.
V. Monitoring and Policy Review
Monitoring and Policy Review
All teachers will ensure compliance with these policies and report annually using the
Implementation Work Plan attached to this policy.
The School Lunch Manager will ensure compliance with these nutrition policies within
the school lunch program and will report annually to the Principal using the
Implementation Work Plan developed with this policy.
Assessments will be repeated every three years to help review policy compliance, assess
progress, and determine areas in need of improvement. The school will review our
nutrition and physical activity policies, provision of an environment that supports healthy
eating and physical activity, and nutrition and physical education policies and program
elements. St. Paul’s will, as necessary, revise the wellness policy and develop work plans
to facilitate their implementation using the Implementation Work Plan developed with
this policy.
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The Principal or designee will provide a summary report annually on school-wide
compliance with the Wellness Policy. That report will be available in the school office.
VI. Resources for St. Paul’s Wellness Policy on Nutrition and Physical Activities
General –
http://www.fns.usda.gov/tn/Healthy/welnesspolicy.html
USDA Team Nutrition web pages serve as a clearinghouse of information on the Local Wellness Policy.
http://www.nasbe.org/HealthySchools/fithealthy.mgi
Fit, Healthy, and Ready to Learn: A School Health Policy Guide from the National Association of State
Boards of Education offers sample policies on a wide variety of school health topics including nutrition and
physical activity.
http://www.schoolwellnesspolicies.org/WellnessPolicies.html
Model School Wellness Policies on physical activity and nutrition from the National Alliance for Nutrition
and Activity (NANA)
http://www.health.gov/dietaryguidelines/dga2005
Dietary Guidelines for Americans 2005.
http://www.actionforhealthykids.org
Action for Healthy Kids, with a focus on addressing the epidemic of overweight children, provides
resources for schools and examples of strategies from all 50 states.
http://www.cdc.gov/HealthyYouth/index.html
The School Health Index is an assessment of the coordinated school health environment from CDC’s
DASH. There is a copy of this in the Principal’s Office.

Nutrition
http://www.cdc.gov/mmwr/PDF/RR/RR4509.pdf
CDC MMWR Guidelines for School Health Programs to Promote Lifelong Healthy Eating summarizes
strategies most likely to be effective in promoting healthy eating among school-age youth and provides
nutrition education guidelines for a comprehensive school health program.
http://www.cspinet.org/nutritionpolicy/constructive_rewards.pdf
Constructive Classroom Rewards: Promoting Good Habits While Protecting Children’s Health by the
Center for Science in the Public Interest provides ideas for positive reinforcement of good behavior and
academic performances.
http://www.eatsmartmovemorenc.com/tools/school%20celebrations.pdf
School Celebrations by North Carolina’s Division of Public Health, Department of Public Instruction,
Cooperative Extension and Action for Healthy Kids, provides suggestions for celebrations with activities
other than eating and celebrations involving food that support healthy choices.
http://www.schoolmeals.nal.usda.gov/
Healthy School Meals Resource System, U.S. Department of Agriculture

Physical Activity
http://www.cdc.gov/mmwr/preview/mmwrhtml/00046823.htm
CDC MMWR Guidelines for School Health Programs to Promote Lifelong Physical Activity Among Young
People summarizes recommendations for encouraging physical activity among young people.

Other –
http://www.cspinet.org/marketingguidelines.pdf
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Guidelines for Responsible Food Marketing to Children, January 2005 for the Center for Science in the
Public Interest, establishes marketing and advertising guidelines that minimize the risk of overweight in
children and youth.
http://www.fns.usda.gov/tn/Healthy/changing.html
USDA’s Changing the Scene: Improving the School Nutrition Environment tool kit offers a nutrition and
physical activity checklist for schools.
http://www.asfsa.org/keys/
Keys for Excellence in School Food and Nutrition Programs is a self-assessment tool for child nutrition
programs.
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7106

Seclusion
Seclusion and Restraint Policy
Based On
Department of Elementary and Secondary Education Model Policy

Recent changes in Missouri law (RSMo 160.263) require all school districts in the state of
Missouri to develop a policy on the use of seclusion and restraint, as well as other responses to
emergency or crisis situations, in which student and/or educator safety is at risk. The Department
of Elementary and Secondary Education was directed to develop a model policy. This policy is
based on the premise that seclusion, isolation and restraint are used only in response to
emergency or crisis situations and should: (a) not be viewed as a behavior change or intervention
strategy, (b) be implemented only under extreme situations and as a matter of last resort, (c) be
implemented only by trained personnel, and (d) be accompanied by school wide pro-active
positive supports to prevent the need for their use. This policy is not an endorsement of the use
of seclusion and restraint. A school district may adopt a policy prohibiting the use of seclusion,
isolation or restraint. This policy applies to all students.
It is recommended that effective practice guidelines and training resources be developed that
delineate district-wide prevention and individual student positive behavior support interventions
to increase the likelihood that extreme responses to crisis situations will not be necessary.
Purpose
•
Meet the requirements of RSMo 160.263.
•
Promote safety and prevent harm to all students, school personnel and visitors in the school
district.
•
Treat all students with dignity and respect in the use of discipline and behaviormanagement techniques.
•
Provide school personnel with clear guidelines about the use of seclusion, isolation and
restraint in response to emergency situations.
•
Promote retention of teachers and other school personnel by addressing student behavior in
an appropriate and safe manner.
•
Promote parent understanding about state guidelines and district policies related to the use
of discipline, behavior management, behavior interventions and responses to emergency
situations.
•
Promote the use of non-aversive behavioral interventions.
Use of Restrictive Behavioral Interventions
Time-Out
Nothing in this section is intended to prohibit the use of time-out as defined in this section.
Seclusion
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Seclusion as defined in this section is prohibited except for an emergency situation while
awaiting the arrival of law enforcement personnel as provided for in RSMo 160.263.
Isolation
Isolation may only be used:
• After de-escalating procedures have failed.
• In an emergency situation as defined in this section.
• With parental approval, as specified in a student’s Individualized Education Program (IEP),
Section 504 plan, or behavior intervention plan.
Use of isolation requires all of the following:
• The student to be monitored by an adult in close proximity who is able to see and hear the
student at all times. Monitoring shall be face-to-face unless personal safety is
significantly compromised in which case technology supported monitoring may be
utilized.
• The total time in isolation is to be reasonably calculated based on the age of the child and
circumstances, and is not to exceed 40 minutes without a reassessment of the situation
and consultation with parents and/or administrative staff, unless otherwise specified in an
IEP, Section 504 Plan or other parentally agreed-upon plan to address a student’s
behavior.
• The space in which the student is placed should be a normal-sized meeting or classroom
commonly found in a school setting.
• The space in which the student is confined is comparable in lighting, ventilation, heating,
cooling, and ceiling height to those systems that are in use in other places in the school.
• The space in which the student is placed must be free of objects that could cause harm.
Isolation shall never be used for the convenience of school personnel.
Physical Restraint
Physical restraint shall only be used:
• In an emergency situation.
• When less restrictive measures have not effectively de-escalated the situation and the
school has a plan for how to respond in such situations.
• When otherwise specified in an IEP, Section 504 Plan or other parentally agreed- upon plan
to address a student’s behavior.
Physical restraint shall:
• Only be used for as long as necessary to resolve the actual risk of danger or harm that
warranted the use of physical restraint.
• Use no more than the degree of force necessary to protect the student or other persons from
imminent bodily injury.
• Not place pressure or weight on the chest, lungs, sternum, diaphragm, back, neck or throat
of the student that restricts breathing.
• Only be done by school personnel trained in the proper use of restraint.
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Any school personnel using physical restraint shall:
• Use methods of restraint in which the person has received district approved training.
• Conduct restraint with at least one additional adult present and in line of sight unless other
school personnel are not immediately available due to the unforeseeable nature of the
emergency situation.
Physical restraints should never be used as a form of punishment for the convenience of school
personnel.
Mechanical Restraint
Mechanical restraint shall only be used as specified in a student’s IEP or Section 504 plan with
two exceptions:
• Vehicle safety restraints shall be used according to state and federal regulations.
• Mechanical restraints employed by law enforcement officers in school settings should be
used in accordance with their policies and appropriate professional standards.
Chemical Restraint - school personnel shall never use chemical restraints. School personnel
shall never use aversive interventions that compromise health and safety.
Communication and Training:
•
School Personnel Debriefing Following any emergency situation involving the use of
seclusion, isolation or restraint a debriefing shall occur as soon as possible but no later than two
(2) school days after the emergency situation. The debriefing shall include, at a minimum, a
discussion of the events that led to the emergency and why the de-escalation efforts were not
effective; any trauma reactions on the part of the student, other students or school personnel;
what, if anything, could have been done differently; and an evaluation of the process.
•
Parental Notification Except as otherwise specified in a student’s IEP or Section 504 plan:
• Following an emergency situation involving the use of seclusion, isolation or restraint the
parent or guardian of the student shall be notified through verbal or electronic means of
the incident as soon as possible, but no later than the end of the day of the incident.
• The parent or guardian shall receive a written report of the emergency situation within five
(5) school days of the incident. The written incident report shall include all of the
following:
o Date, time of day, location, duration, and description of the incident and
interventions.
o Event(s) that led up to the incident.
o Nature and extent of any injury to the student.
o Name of a school employee the parent or guardian can contact regarding the
incident.
o Plan to prevent the need for future use of seclusion, isolation or restraint.
•

School Personnel Training
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School districts shall ensure that all school personnel are trained annually and know the
policy and procedures involving the use of seclusion, isolation and restraint. Training shall
include all of the following:
• A continuum of prevention techniques.
• Environmental management techniques.
• A continuum of de-escalation techniques.
• Information about the policy.
School personnel who utilize seclusion and/or isolation and/or restraint shall receive annual
training in:
• De-escalation practices.
• Appropriate use of physical restraint.
• Professionally-accepted practices in physical management and use of restraints.
• Methods to explain the use of restraint to the student who is to be restrained and to the
individual’s family.
• Appropriate use of isolation.
• Appropriate use of seclusion.
• Information on the policy and appropriate documentation and notification procedures.
Students with Disabilities
The foregoing policy applies to all students. However, if the IEP team determines, and the parent
consents, that a form of restraint or isolation or aversive behavior intervention may be
appropriate in certain identified and limited situations, the team may set forth the conditions and
procedures in the IEP or Section 504 plan. Any use of restraint, isolation or aversive behavior
interventions must be limited to what is set forth in the IEP or Section 504 plan. If the IEP or
Section 504 plan permits use of restraint, isolation or aversive behavior interventions, it must
also contain a plan to eliminate the need for their use. Before adding the use of restraint, isolation
or aversive behavior interventions to an IEP or Section 504 plan, the student must have
undergone appropriate assessments to include, but not limited to, a formal functional behavior
assessment and a positive behavior support plan developed.
Reports on Use of Seclusion, Isolation, Restraint or Aversive Behavior Interventions
Districts shall maintain records documenting the use of seclusion, isolation, restraint and
aversive behavior interventions showing when, reason for use, duration, names of school
personnel involved, whether students or school personnel were injured, name and age of the
student, whether the student has an IEP, Behavior Intervention Plan (BIP) or personal safety
plan, when the parents were notified, if the student was disciplined, and any other documentation
required by federal or state law.
Applicability of this Policy
This policy applies to all school personnel.
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Definitions "Assistive technology device" means any item, piece of equipment or product
system that is used to increase, maintain or improve the functional capacities of a child with a
disability.
“Aversive behavioral interventions” means an intervention that is intended to induce pain or
discomfort to a student for the purpose of eliminating or reducing maladaptive behaviors,
including such interventions as: contingent application of noxious, painful, intrusive stimuli or
activities; any form of noxious, painful or intrusive spray, inhalant or tastes; or other stimuli or
actions similar to the interventions described above. The term does not include such
interventions as voice control, limited to loud, firm commands; time-limited ignoring of a
specific behavior; token fines as part of a token economy system; brief physical prompts to
interrupt or prevent a specific behavior; interventions medically necessary for the treatment or
protection of the student; or other similar interventions.

“Behavioral intervention” means individualized instructional and environmental supports that
teach students appropriate behaviors to replace problem behaviors. Behavioral interventions are
guided by a functional behavioral assessment that identifies the communicative intent of problem
behavior and takes into consideration any known medical, developmental or psychological
limitation(s) of the child.
“Behavior Intervention Plan (BIP)” sets forth specific behavior interventions for a specific
student who displays chronic patterns of problem behavior.
“Behavior management” means those comprehensive, school-wide procedures applied in a proactive manner that constitutes a continuum of strategies and methods to support and/or alter
behavior in all students.
“Chemical restraint” means the administration of a drug or medication to manage a student’s
behavior that is not a standard treatment and dosage for the student’s medical condition.
“Confinement” means the act of preventing a child from leaving an enclosed space.
“Discipline” means the consequences for violating the school’s student code of conduct.
“Emergency situation” is one in which a student’s behavior poses a serious, probable threat of
imminent physical harm to self or others, or destruction of school or another person’s property.
“Functional Behavior Assessment” a formal assessment to identify the function or purpose the
behavior serves for the student so that classroom interventions and behavior support plans can be
developed to improve behavior. The assessment could include observations and charting of the
behavior and interviews with family, teachers, and the student, so as to determine the frequency,
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antecedent and response of the targeted behavior.
“IEP” means a student’s Individualized Education Program as defined by the Individuals with
Disabilities Education Act (IDEA).
“Isolation” means the confinement of a student alone in an enclosed space without locking
hardware.
“Law enforcement officer” means any public servant having both the power and duty to make
arrests for violations of the laws of this state.
“Locking hardware,” means mechanical, electrical or other material devices used to lock a door
or to prevent egress from a confined area.
“Mechanical restraint” means a device or physical object that the student cannot easily remove
that restricts a student’s freedom of movement or normal access to a portion of his or her body.
This includes but is not limited to straps, duct tape, cords or garments. The term does not include
assistive technology devices.
“Physical escort” means the temporary touching or holding of the hand, wrist, arm, and shoulder
or back for the purpose of inducing a student who is acting out or helping to walk to a safe
location.
“Physical restraint” means the use of person-to-person physical contact to restrict the free
movement of all or a portion of a student’s body. It does not include briefly holding a student
without undo force for instructional or other purposes, briefly holding a student to calm them,
taking a student’s hand to transport them for safety purposes, physical escort or intervening in a
fight.
“Positive behavior supports” are a range of instructional and environmental supports to teach
students pro-social alternatives to problem behavior and allow multiple opportunities to practice
pro-social skills and receive high rates of positive feedback.
The intensity of instructional and
environmental supports should be matched to student need.
“School personnel” means
• Any person, paid or unpaid, working on school grounds in an official capacity.
• Any person working at a school function under a contract or written agreement
with the school system to provide educational or related services to students.
• Any person working on school grounds or at a school function for another
agency providing educational or related services to students.
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“Seclusion” means the confinement of a student alone in an enclosed space from which the
student is physically prevented from leaving by locking hardware.
“Section 504 Plan” means a student’s individualized plan as defined by Section 504 of the
Rehabilitation Act.
“Time out” means brief removal from sources of reinforcement within instructional contexts that
does not meet the definition of seclusion or isolation.

90

St. Paul's Lutheran School
Concordia, Missouri
Lutheran School Board Policies
7107

Dismissal at end of school day

School personnel dismiss students as per parent request. Parents alert the teacher/secretary at the
beginning of the year as to whether the student will walk, ride the bus, be picked up by car, or
attend HLLEC Extended Care. Any change in routine is conveyed to the teacher or secretary
preferably by written note; however, a phone call is acceptable. School liability ends with the
dismissal from school grounds.
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7200

Practical and Fine Art Services / Programs

7210

Athletic Program

NLSA VII

A. The athletic program shall be responsible for its own maintenance other than for the
remuneration received by the athletic director and coaches. (The athletic program
should not be confused with the physical education program, which is maintained as a
budget item.)
B. Profits from concession stands at athletic events shall be designated for the athletic
program.
C. Organizations such as the Parent Teacher League are regarded as legitimate donors to
the athletic program as long as such gifts are used for purchases approved by the
Lutheran School Board.
D. When travel costs are involved, they shall be borne by the participants.
E. All apparel that is for sports related or extracurricular activities must be approved by
the Principal, Athletic Director, and appropriate sponsor and reflect the over-all
mission statement of our school.
F. Athletic teams to be allowed to participate in two local tournaments and two near-by
out-of-town tournament as decided by the athletic director.
G. The athletic director is to develop a rotation for uniforms to be replaced on an asneeded basis.
ATHLETIC PROGRAM ENROLLMENT POLICY
Last update: July 15, 2011
The St. Paul’s Lutheran School Athletic Program enrollment policy requires
• That parents understand and support the school’s philosophy of Christian Education and agree
to comply with policies as stated in our School Handbook.
• That parents agree to share responsibility for chaperoning, scorekeeping, concessions, driving,
and other areas as agreed upon at pre-season meetings
• That the child is able to respond positively to our learning environment.
Failure to meet criterion will prevent us from enrolling the student.
St. Paul’s Athletic Program has high academic and behavior standards.
St. Paul’s Athletic Programs are available to full-time students enrolled in the grades the program
is offered. Although St. Paul’s Athletic Program is able to meet a wide variety of needs of
students, the school is not able to meet the needs of every student. For the good of the child,
students will not be admitted if it is felt that the school is unable to meet their special needs or
the student is unable to maintain a satisfactory grade point average (teacher / parent discretion).
Self-control and team building are critical to the athletic program; inconsistent demonstration of
these traits may lead to dismissal from the program.
There may be set sizes for teams comprising the programs at St. Paul’s.
Enrollment for each team is open
• To currently enrolled students of St. Paul’s
District and state events may disqualify teams with non-school students
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• The enrollment is open to other church and community families only in unique
circumstances (i.e. dual enrollment) at the recommendation of the athletic director, the
principal, and the Lutheran School Board. Standard Policy of Nondiscrimination holds true
for these programs.

See Appendix 9 Athletic Guidelines
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7220

Band Program

A. The cost of the band program shall be borne by charging a fee to students in the band
and the flag and drill team, the twirlers and the majorette(s).
1. Funds donated by the Parent Teacher League may be used to help meet the cost of
the band program.
2. Travel expenses of the band shall be the responsibility of the band students and
others who travel with the band. The Principal and band director are to set the
travel fee.
B. Funds received by the band for performances shall be placed in the school's regular
checking account and may be used for expenses of the band.
C. When determining the band fees for each school year, the Principal and the band
director shall designate a set amount of the fee for depositing in a fund for the
purchase and repair of instruments.
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7300

Relations among Adults within the School Culture

7310

Faculty Relationship to School Secretary, Custodian, Kitchen Staff

NLSA II

A. The school secretary is under the direction of the Principal. Using the services of the
secretary is to be done only with the Principal’s permission.
B. The custodian is to be given directives by the Business Manager, except in cases of
‘normal’ daily events such as broken furniture, plumbing problems, burned–out
lighting, and messes caused by students.
C. The kitchen staff is under the direction of the Principal. Proposed changes in
lunchroom schedules, complaints, and the like are to be made through the Principal.
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7320

Conflicts among School Personnel

When major differences, disagreements, misunderstandings and/or dissensions occur among any
school personnel, every effort is to be made to resolve the differences beginning with a private,
one–on–one approach. If not resolved privately, the Principal shall attempt to help resolve the
differences. Only after all efforts at resolving the differences in such manner are exhausted, shall
the matter be taken to the Grievance Committee (see "Grievances", pg 89), according to the
following procedure:
A. The grievant initiates proceedings by completing an Initiation Form (See Appendix
3), the same form as is used for a sex discrimination allegation.
B. After receiving the Initiation Form, the Grievance Committee chair shall follow the
steps listed under Grievances.
C. The Grievance Committee secretary shall keep accurate records of all that transpires
in meetings with the Grievance Committee and the grievant.
D. The Grievance Committee shall maintain silence on matters pertaining to the
procedures, except when the issue is not resolved and it becomes necessary that
information on the issue be passed along to the next body for resolution.
E. When the Grievance Committee intervention is unsuccessful in resolving an issue, the
Grievance Committee chair shall pass along all documents and records to the next
body for resolution.
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7330

Grievances

Grievances may be filed when there is a sex discrimination charge against any one connected
with the school and/or when conflicts (see Conflicts among School Personnel, pg. 88) persist
among a teacher(s), Principal, Lutheran School Board member. Title IX requires that a
coordinator and a Grievance Committee exist to deal with the initial steps of sex discrimination
charges. The Lutheran School Board has appointed the Principal to be the coordinator. The
coordinator is the first person to deal with the charge. The structure of the Grievance Committee
is:
A. The faculty shall elect three faculty members to serve three–year terms as members of
a Grievance Committee. One committee member shall be elected each year. When a
term is vacated before the end of the term, another person shall be elected to complete
the term.
B. The Grievance Committee officers are a chair and a secretary. The chair shall always
be the member serving the last year of his/her term of office. The secretary shall
always be the member serving the second year of his/her term of office.
C. The Grievance Committee chair shall:
1. Receive all grievances according to procedure.
2. Call meetings of the Grievance Committee, the grievant, and Title IX coordinator
(if a sex discrimination charge is involved) within 10 days after receiving a
grievance on "Initiation Form — Title IX, Sex Discrimination Grievance" (See
Appendix 3) received from the Title IX coordinator.
3. Share grievances with the persons against whom the grievances are brought.
4. Conduct meetings in a manner that gives each party fair and equal opportunity to
present his/her case.
5. After hearing all parties concerned, conduct a meeting in executive session and
arrive at decisions and recommendations for resolution and disposition of the case
on the form, "Grievance Disposition," (see Appendix 4) received from the Title IX
Coordinator.
6. Share decisions and recommendations with the parties involved, including the
coordinator.
7. Forward materials to the next level if the Grievance Committee has failed to
resolve the grievance, or, if the grievance is resolved, file all minutes and
pertinent forms in the school office.
D. The Grievance Committee secretary shall:
1. Keep an accurate record of all proceedings in a book provided for this
purpose.
2. Make the records available to the committee chair.
3. Turn in to the Principal the records book when the book needs replacing
the grievance is resolved.
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4. Keep all matters confidential. (See Appendix 3 & 4)
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7340

Memorials, Cards, Flowers

The faculty secretary acting in behalf of the faculty will arrange for giving memorials and
sending flowers or gifts according to the following directives:
A. A memorial is given when a death occurs to faculty members or their immediate
families, board members or their immediate families, school secretary, kitchen and
custodial staff. The faculty secretary collects the memorial gifts and signs the
memorial card as being from the faculty and staff.
B. A memorial also is given when a death occurs to a student or a student’s parent or
sibling. The faculty secretary, with the help of the student’s teacher, solicits memorial
gifts from the student’s classmates, the faculty and staff, and signs the memorial card
as being from the faculty, staff and appropriate grade(s).
C. Flowers or gifts are sent to faculty members or their immediate families, board
members or their immediate families, school secretary, kitchen and custodial staff
when they are hospitalized or convalescing at home for three or more days. The
accompanying card should be signed as being from the faculty and staff.
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7400 Safety
7410

NLSA IX

Exposure Control Program for Blood Borne Pathogens

This exposure control plan is written and approved in compliance with OSHA Blood borne
Standard-29 CFR 1910-1030. It will be available for review upon request. It will be reviewed by
the board annually and revised as necessary.
Exposure Determination:
High risk: None
Some occasional exposure (low Risk):
Principal
Teachers
Secretary

Cafeteria Workers

Job Classification

Tasks

Principal

Teachers
Secretary
Custodian

Custodians

First aid for lacerations or abrasions plus
other lesions, injuries, or incidents where
blood may be present.
First aid for avulsed teeth.
Clean up of first aid supplies.
(as above)
(as above)
Clean up of first aid areas.
Clean up of vomits.
Cleaning of restrooms.

Universal precautions must be observed in the clean-up of all blood and body fluids. All
employees will treat all blood and body fluids as if known to be infected for HIV, HBV, and other
blood borne pathogens. Disposable gloves will be provided for all staff and ventilation devices
will be available for all first aiders trained to do CPR. Hand washing facilities will be readily
accessible to all employees, if for some reason this is not possible hand cleaners/towelettes will
be available.
When possible, glass containers and sharp instruments will be replaced in art and science
classrooms; however, when it is necessary for students to use such instruments, they will be
supervised at all times. In the event of a cut resulting from such instruments, universal
precautions will be observed, and the instruments will be properly sanitized before being
returned to the classroom for use. Any broken instruments will be disposed of in a nonpermeable container.
No biohazard labels, tags or other containers should be needed in the school; however custodians
will be provided plastic liners for all waste receptacles and disposable gloves. Universal
precautions will be observed in the closure and disposal of all waste products, which will be
done daily.
100

St. Paul's Lutheran School
Concordia, Missouri
Lutheran School Board Policies
Hepatitis B vaccinations will be offered to all designated first aiders and custodians; should they
decide not to accept the immunization, a waiver form must be signed.
No substantial risk of direct exposure to body fluids is anticipated in the school setting, however
should such exposure occur, universal precautions must be observed, the incident reported
immediately to the principal or director and the staff member (if not previously designated in this
plan and vaccinated) should contact the local health department or their private physician
concerning the need for post-exposure prophylaxis. In the event a vaccinated staff member is
exposed to a massive blood spill, they will be advised to check with their primary care giver as to
the need for post-exposure testing or prophylaxis.
All potentially contaminated objects (i.e. Swabs or gauze used for avulsed teeth etc.) should be
soaked in a diluted (1-10) bleach solution for 30 minutes prior to disposal. All contaminated
surfaces will be immediately washed with a comparable solution. An appropriate cleaning
schedule for rooms where body fluids may be present will be implemented; it shall be as frequent
as necessary depending on the area of the school, the type of surface to be cleaned, and the
amount and type of the soil present.
Yearly training and/or retraining will be scheduled or conducted by the Principal for all personnel
who are determined by this plan to face potential exposure to blood borne diseases and if
changes in task assignments is necessary. These sessions will address transmission and
symptoms of blood borne diseases, exposure control plans, how to access copies of the
regulations and exposure control plans, job tasks that involve possible exposure to blood borne
pathogens, universal precautions, personal protective equipment (use and disposal), HBV
vaccine benefits, reporting of exposure incidents, and post exposure evaluation and follow-up.
An opportunity for interactive questions will be provided at all training sessions. Principal will
attend the yearly review on blood borne pathogen issues offered yearly by the Missouri District
Lutheran School Health Services Consultant.
Employee records will be kept in the school, these will include a record of all training sessions
attended, and immunizations received immunization waivers, exposure incidents, and follow-up
information. Confidentiality must be maintained for all such records. Training records are to be
kept for 3 years. All other records will be kept for 30 years after termination of employment.
___________________________________
Signature of School Board Chairman

____________
Date

101

St. Paul's Lutheran School
Concordia, Missouri
Lutheran School Board Policies
7420 Negligence

NLSA XI Instructional Supervision

DEFINITION OF NEGLIGENCE
Conduct that falls below a standard of care established by laws to protect others against
unreasonable harm.
THE PRUDENT PERSON PRINCIPLE
If the standard of care has not been established by statute, the action or inaction of an individual
will be measured against what a hypothetical, reasonable and prudent person would have done
under the same circumstances.
FORSEEABILITY
The prudent and safety-conscious teacher anticipates the potential risk of an investigation or field
trip and takes steps to minimize the risks. One important means of minimizing risk is to provide
training in the correct response to a crisis or emergency. Instruction should also include
appropriate procedures to follow if an accident, fire or other incident occurs.
DUTIES OF A TEACHER
The teacher has three basic duties related to the concept of negligence:
1.
Duty of Instruction
The teacher must provide complete instructions as to the procedures, proper
conduct and risks to students prior to their work.
This instruction must be documented.
Students’ knowledge and skills in safety should be assessed.
2.

Duty of Supervision
The teacher must supervise students’ work at all times, to correct their procedures
and conduct as needed.
Students who are unable or unwilling to follow safety-related rules or
demonstrate reasonable and prudent conduct should not be allowed to
complete the task

3.

Duty of Maintenance
The teachers must properly maintain the facilities and all equipment and supplies
used by students.
Unsafe equipment, supplies and facilities that cannot be corrected should not be
used by students and must be reported to the school administration and
cease use until repairs are complete.
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TYPES OF NEGLIGENCE
1.
Malfeasance – doing what should not have been done. Example: Instructing students to
hurry or run down the fire escape.
2.
Misfeasance – performing a lawful act improperly. Example: During a tornado,
instructing students to a self-decided area of ‘safety’ rather than the emergency plan
designated area.
3.
Nonfeasance – Failing to do what should be done. Example: Allowing students to be in
the room unattended.
PRUDENT PRACTICES TO REDUCE TEACHER LIABILITY
1.
Develop a safety plan and put it in writing, then circulate it to superiors.
2.
Keep records of your activities. Demonstrate that you are progressing through points on
the safety plan.
3.
Document all accidents and the actions you took in response.
4.
Keep records of prior activities.
5.
Conduct regular inspections of work area, identifying potential problems. Inform
supervisors of problems and actions that would correct them. Do this in writing.
6.
Assume responsibility by:
• Selecting students to take messages to the office and/or other teachers in case of
emergency
• In cases of a personal emergency, prior to leaving the room, ensure that another adult has
a visual on the class
• Explaining safe practices to students
• Maintaining discipline
• Not delegating authority
7.
Anticipate potential hazards and eliminate them before you suffer adverse consequences.
HOW TO AVOID BEING SUED
1.
Determine beforehand what is the worst thing that could possibly happen
2.
Determine what you must do to be prepared.
3.
Eliminate as many of the controllable factors as possible.
COMMON DEFENSES IN NEGLIGENCE SUITS
▪ Duty of Care: Teacher must have owed a duty of care to the student; common law has
established such a duty.
▪ Standard of Care: Teacher must have failed to exercise an appropriate standard of care; a
“reasonable and prudent” person is expected to anticipate the possible harmful results of
his or her actions or inactions (“Concept of Forseeability”).
▪ Proximate Cause: Teacher’s negligence must be the substantial cause of the student’s
injury.
▪ Actual Loss or Injury: Teacher’s negligence must have resulted in a proven injury or loss
to the student.
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NOTE: To avoid liability for an alleged negligent act, the teacher may try to show that one or more of the preceding
elements were not present. However, more common defenses include Contributory Negligence: Showing that the
student’s failure to exercise the required degree of care was the direct cause of injury.
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Appendix 1

NLSA X
% of District
Base calc. @ LC
modifier
95.72%

% of Total
District Base
Base Salary:

Years of Experience

Bachelors
0
1.00
1
1.02
2
1.04
3
1.06
4
1.08
5
1.10
6
1.12
7
1.14
8
1.16
9
1.18
10
1.20
11
1.20
12
1.20
13
1.20
14
1.20
15
1.20
16
1.20
17
1.20
18
1.20
19
1.20
20
1.20
21
1.20
22
1.20
23
1.20
24
1.20
25
1.20
26
1.20
27
1.20
28
1.20
29
1.20
30
1.20
31
1.20
32
1.20
33
1.20
34
1.20
35
1.20
36
1.20
37
1.20
38
1.20
39
1.20
40
1.20

$27,470.13
$28,019.54
$28,568.94
$29,118.34
$29,667.74
$30,217.15
$30,766.55
$31,315.95
$31,865.35
$32,414.76
$32,964.16
$32,964.16
$32,964.16
$32,964.16
$32,964.16
$32,964.16
$32,964.16
$32,964.16
$32,964.16
$32,964.16
$32,964.16
$32,964.16
$32,964.16
$32,964.16
$32,964.16
$32,964.16
$32,964.16
$32,964.16
$32,964.16
$32,964.16
$32,964.16
$32,964.16
$32,964.16
$32,964.16
$32,964.16
$32,964.16
$32,964.16
$32,964.16
$32,964.16
$32,964.16
$32,964.16

Bachelors +
10
1.03
1.05
1.07
1.09
1.12
1.15
1.18
1.20
1.22
1.24
1.26
1.28
1.30
1.30
1.30
1.30
1.30
1.30
1.30
1.30
1.30
1.30
1.30
1.30
1.30
1.30
1.30
1.30
1.30
1.30
1.30
1.30
1.30
1.30
1.30
1.30
1.30
1.30
1.30
1.30
1.30

$28,294.24
$28,843.64
$29,393.04
$29,942.44
$30,766.55
$31,590.65
$32,414.76
$32,964.16
$33,513.56
$34,062.96
$34,612.37
$35,161.77
$35,711.17
$35,711.17
$35,711.17
$35,711.17
$35,711.17
$35,711.17
$35,711.17
$35,711.17
$35,711.17
$35,711.17
$35,711.17
$35,711.17
$35,711.17
$35,711.17
$35,711.17
$35,711.17
$35,711.17
$35,711.17
$35,711.17
$35,711.17
$35,711.17
$35,711.17
$35,711.17
$35,711.17
$35,711.17
$35,711.17
$35,711.17
$35,711.17
$35,711.17

$27,470.13
Bachelors +
20
1.06
1.08
1.10
1.12
1.15
1.18
1.21
1.24
1.27
1.30
1.33
1.35
1.37
1.39
1.41
1.43
1.43
1.43
1.43
1.43
1.43
1.43
1.43
1.43
1.43
1.43
1.43
1.43
1.43
1.43
1.43
1.43
1.43
1.43
1.43
1.43
1.43
1.43
1.43
1.43
1.43

Masters
$29,118.34
$29,667.74
$30,217.15
$30,766.55
$31,590.65
$32,414.76
$33,238.86
$34,062.96
$34,887.07
$35,711.17
$36,535.28
$37,084.68
$37,634.08
$38,183.48
$38,732.89
$39,282.29
$39,282.29
$39,282.29
$39,282.29
$39,282.29
$39,282.29
$39,282.29
$39,282.29
$39,282.29
$39,282.29
$39,282.29
$39,282.29
$39,282.29
$39,282.29
$39,282.29
$39,282.29
$39,282.29
$39,282.29
$39,282.29
$39,282.29
$39,282.29
$39,282.29
$39,282.29
$39,282.29
$39,282.29
$39,282.29

1.12
1.14
1.16
1.18
1.21
1.24
1.27
1.30
1.33
1.36
1.39
1.42
1.45
1.48
1.51
1.53
1.55
1.57
1.59
1.61
1.63
1.65
1.67
1.69
1.71
1.73
1.75
1.77
1.79
1.81
1.83
1.85
1.87
1.89
1.91
1.93
1.95
1.97
1.99
2.01
2.03

$30,766.55
$31,315.95
$31,865.35
$32,414.76
$33,238.86
$34,062.96
$34,887.07
$35,711.17
$36,535.28
$37,359.38
$38,183.48
$39,007.59
$39,831.69
$40,655.80
$41,479.90
$42,029.30
$42,578.71
$43,128.11
$43,677.51
$44,226.91
$44,776.32
$45,325.72
$45,875.12
$46,424.52
$46,973.93
$47,523.33
$48,072.73
$48,622.13
$49,171.54
$49,720.94
$50,270.34
$50,819.75
$51,369.15
$51,918.55
$52,467.95
$53,017.36
$53,566.76
$54,116.16
$54,665.56
$55,214.97
$55,764.37

Supplemental Teacher Scale Information
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Masters +
10
1.16
1.18
1.20
1.22
1.25
1.28
1.31
1.34
1.37
1.40
1.43
1.46
1.49
1.52
1.55
1.58
1.61
1.64
1.66
1.68
1.70
1.72
1.74
1.76
1.78
1.80
1.82
1.84
1.86
1.88
1.90
1.92
1.94
1.96
1.98
2.00
2.02
2.04
2.06
2.08
2.10

$31,865.35
$32,414.76
$32,964.16
$33,513.56
$34,337.67
$35,161.77
$35,985.87
$36,809.98
$37,634.08
$38,458.19
$39,282.29
$40,106.39
$40,930.50
$41,754.60
$42,578.71
$43,402.81
$44,226.91
$45,051.02
$45,600.42
$46,149.82
$46,699.23
$47,248.63
$47,798.03
$48,347.43
$48,896.84
$49,446.24
$49,995.64
$50,545.04
$51,094.45
$51,643.85
$52,193.25
$52,742.65
$53,292.06
$53,841.46
$54,390.86
$54,940.27
$55,489.67
$56,039.07
$56,588.47
$57,137.88
$57,687.28

Masters +
20
1.20
1.22
1.24
1.26
1.29
1.32
1.35
1.38
1.41
1.44
1.47
1.50
1.53
1.56
1.59
1.62
1.65
1.68
1.71
1.74
1.77
1.79
1.81
1.83
1.85
1.87
1.89
1.91
1.93
1.95
1.97
1.99
2.01
2.03
2.05
2.07
2.09
2.11
2.13
2.15
2.17

$32,964.16
$33,513.56
$34,062.96
$34,612.37
$35,436.47
$36,260.57
$37,084.68
$37,908.78
$38,732.89
$39,556.99
$40,381.09
$41,205.20
$42,029.30
$42,853.41
$43,677.51
$44,501.61
$45,325.72
$46,149.82
$46,973.93
$47,798.03
$48,622.13
$49,171.54
$49,720.94
$50,270.34
$50,819.75
$51,369.15
$51,918.55
$52,467.95
$53,017.36
$53,566.76
$54,116.16
$54,665.56
$55,214.97
$55,764.37
$56,313.77
$56,863.17
$57,412.58
$57,961.98
$58,511.38
$59,060.78
$59,610.19
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For years of experience beyond this schedule, salaries increase 1% on every 5th year until
retirement

Teachers not eligible for a call will receive 95% of schedule. Non-degreed personnel will receive 80% of
schedule

(of base)
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Library Director

7%

Band Director

7%

Technology Assistant

5%

Curriculum Assistant

10%

Athletic Director

12%

Coach (for each team)

2%

Technology Director

7%

Mentor

.5%
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2016 Salary Schedule 95% of Base – School Administrator
% of District
Base calc. @ LC
modifier
95.72%

% of Total
District Base
Base Salary:

Years of Experience Bachelors
0
1.00
1
1.02
2
1.04
3
1.06
4
1.08
5
1.10
6
1.12
7
1.14
8
1.16
9
1.18
10
1.20
11
1.20
12
1.20
13
1.20
14
1.20
15
1.20
16
1.20
17
1.20
18
1.20
19
1.20
20
1.20
21
1.20
22
1.20
23
1.20
24
1.20
25
1.20
26
1.20
27
1.20
28
1.20
29
1.20
30
1.20
31
1.20
32
1.20
33
1.20
34
1.20
35
1.20
36
1.20
37
1.20
38
1.20
39
1.20
40
1.20

$27,470.13
$28,019.54
$28,568.94
$29,118.34
$29,667.74
$30,217.15
$30,766.55
$31,315.95
$31,865.35
$32,414.76
$32,964.16
$32,964.16
$32,964.16
$32,964.16
$32,964.16
$32,964.16
$32,964.16
$32,964.16
$32,964.16
$32,964.16
$32,964.16
$32,964.16
$32,964.16
$32,964.16
$32,964.16
$32,964.16
$32,964.16
$32,964.16
$32,964.16
$32,964.16
$32,964.16
$32,964.16
$32,964.16
$32,964.16
$32,964.16
$32,964.16
$32,964.16
$32,964.16
$32,964.16
$32,964.16
$32,964.16

Bachelors +
10
1.03
1.05
1.07
1.09
1.12
1.15
1.18
1.20
1.22
1.24
1.26
1.28
1.30
1.30
1.30
1.30
1.30
1.30
1.30
1.30
1.30
1.30
1.30
1.30
1.30
1.30
1.30
1.30
1.30
1.30
1.30
1.30
1.30
1.30
1.30
1.30
1.30
1.30
1.30
1.30
1.30

$28,294.24
$28,843.64
$29,393.04
$29,942.44
$30,766.55
$31,590.65
$32,414.76
$32,964.16
$33,513.56
$34,062.96
$34,612.37
$35,161.77
$35,711.17
$35,711.17
$35,711.17
$35,711.17
$35,711.17
$35,711.17
$35,711.17
$35,711.17
$35,711.17
$35,711.17
$35,711.17
$35,711.17
$35,711.17
$35,711.17
$35,711.17
$35,711.17
$35,711.17
$35,711.17
$35,711.17
$35,711.17
$35,711.17
$35,711.17
$35,711.17
$35,711.17
$35,711.17
$35,711.17
$35,711.17
$35,711.17
$35,711.17

$27,470.13
Bachelors +
20
1.06
1.08
1.10
1.12
1.15
1.18
1.21
1.24
1.27
1.30
1.33
1.35
1.37
1.39
1.41
1.43
1.43
1.43
1.43
1.43
1.43
1.43
1.43
1.43
1.43
1.43
1.43
1.43
1.43
1.43
1.43
1.43
1.43
1.43
1.43
1.43
1.43
1.43
1.43
1.43
1.43

Masters
$29,118.34
$29,667.74
$30,217.15
$30,766.55
$31,590.65
$32,414.76
$33,238.86
$34,062.96
$34,887.07
$35,711.17
$36,535.28
$37,084.68
$37,634.08
$38,183.48
$38,732.89
$39,282.29
$39,282.29
$39,282.29
$39,282.29
$39,282.29
$39,282.29
$39,282.29
$39,282.29
$39,282.29
$39,282.29
$39,282.29
$39,282.29
$39,282.29
$39,282.29
$39,282.29
$39,282.29
$39,282.29
$39,282.29
$39,282.29
$39,282.29
$39,282.29
$39,282.29
$39,282.29
$39,282.29
$39,282.29
$39,282.29
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1.12
1.14
1.16
1.18
1.21
1.24
1.27
1.30
1.33
1.36
1.39
1.42
1.45
1.48
1.51
1.53
1.55
1.57
1.59
1.61
1.63
1.65
1.67
1.69
1.71
1.73
1.75
1.77
1.79
1.81
1.83
1.85
1.87
1.89
1.91
1.93
1.95
1.97
1.99
2.01
2.03

$30,766.55
$31,315.95
$31,865.35
$32,414.76
$33,238.86
$34,062.96
$34,887.07
$35,711.17
$36,535.28
$37,359.38
$38,183.48
$39,007.59
$39,831.69
$40,655.80
$41,479.90
$42,029.30
$42,578.71
$43,128.11
$43,677.51
$44,226.91
$44,776.32
$45,325.72
$45,875.12
$46,424.52
$46,973.93
$47,523.33
$48,072.73
$48,622.13
$49,171.54
$49,720.94
$50,270.34
$50,819.75
$51,369.15
$51,918.55
$52,467.95
$53,017.36
$53,566.76
$54,116.16
$54,665.56
$55,214.97
$55,764.37

Masters +
10
1.16
1.18
1.20
1.22
1.25
1.28
1.31
1.34
1.37
1.40
1.43
1.46
1.49
1.52
1.55
1.58
1.61
1.64
1.66
1.68
1.70
1.72
1.74
1.76
1.78
1.80
1.82
1.84
1.86
1.88
1.90
1.92
1.94
1.96
1.98
2.00
2.02
2.04
2.06
2.08
2.10

$31,865.35
$32,414.76
$32,964.16
$33,513.56
$34,337.67
$35,161.77
$35,985.87
$36,809.98
$37,634.08
$38,458.19
$39,282.29
$40,106.39
$40,930.50
$41,754.60
$42,578.71
$43,402.81
$44,226.91
$45,051.02
$45,600.42
$46,149.82
$46,699.23
$47,248.63
$47,798.03
$48,347.43
$48,896.84
$49,446.24
$49,995.64
$50,545.04
$51,094.45
$51,643.85
$52,193.25
$52,742.65
$53,292.06
$53,841.46
$54,390.86
$54,940.27
$55,489.67
$56,039.07
$56,588.47
$57,137.88
$57,687.28

Masters +
20
1.20
1.22
1.24
1.26
1.29
1.32
1.35
1.38
1.41
1.44
1.47
1.50
1.53
1.56
1.59
1.62
1.65
1.68
1.71
1.74
1.77
1.79
1.81
1.83
1.85
1.87
1.89
1.91
1.93
1.95
1.97
1.99
2.01
2.03
2.05
2.07
2.09
2.11
2.13
2.15
2.17

$32,964.16
$33,513.56
$34,062.96
$34,612.37
$35,436.47
$36,260.57
$37,084.68
$37,908.78
$38,732.89
$39,556.99
$40,381.09
$41,205.20
$42,029.30
$42,853.41
$43,677.51
$44,501.61
$45,325.72
$46,149.82
$46,973.93
$47,798.03
$48,622.13
$49,171.54
$49,720.94
$50,270.34
$50,819.75
$51,369.15
$51,918.55
$52,467.95
$53,017.36
$53,566.76
$54,116.16
$54,665.56
$55,214.97
$55,764.37
$56,313.77
$56,863.17
$57,412.58
$57,961.98
$58,511.38
$59,060.78
$59,610.19
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2016 Salary Schedule - Teacher Support & School
Office Staff

Step

Substitute
Teacher

1

$75/day

2

(or $10.00/hour)

Teacher
Aide

3

School Secretary

$8.30

$8.30

8.45

8.55

8.60

8.80

4

$85/day after the
10th

8.75

9.05

5

continuous day for
the

8.90

9.30

6

same teacher

9.05

9.55

7

9.20

9.80

8

9.35

10.05

9

9.50

10.30

10

9.65

10.55

11

9.80

10.80

12

9.95

11.05

13

10.10

11.30

14

10.25

11.55

15

10.40

11.80

16

10.55

12.05

17

10.70

12.30

18

10.85

12.55

19

11.00

12.80

20

11.15

13.05
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NOTE: A substitute teacher aide or a substitute school secretary will be
paid the same hourly wage as the regular aide or secretary at Step 1.
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2016 Salary Schedule - School Cooks

Step

Lunchroom Manager (head
cook)

Cooks

1

$8.75

$8.15

2

8.90

8.30

3

9.05

8.45

4

9.20

8.60

5

9.35

8.75

6

9.50

8.90

7

9.65

9.05

8

9.80

9.20

9

9.95

9.35

10

10.10

9.50

11

10.25

9.65

12

10.40

9.80

13

10.55

9.95

14

10.70

10.10

15

10.85

10.25

16

11.00

10.40

17

11.15

10.55

18

11.30

10.70

19

11.45

10.85

20

11.60

11.00
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APPENDIX 2
Fringe Benefit Policy
See St. Paul’s Lutheran Church Manual for information on Fringe Benefits.
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APPENDIX 3
Initiation of Grievance Procedure
St. Paul’s Lutheran School
Please complete this form. Make two copies: 1 to be retained by the grievant and 1 to be
delivered to the Principal. Be specific in respect to times, dates, statements, etc.
Name of Grievant
_________________________________________________________________
First
Middle
Last
A.

Date of event leading to initiation of grievance: _______________________________

B.

Quote the policy, regulation, law or contract that you feel is the basis for the grievance.
(Give specific section of the law.)
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________

C.

Nature of grievance (describe):
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
D. Indicate informal steps taken to resolve your grievance:
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
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E. What do you think should be done to resolve your grievance?
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
F.

I have read and am in agreement with the above information.
Signature of Grievant _____________________________________ Date ___________

G.

Date grievance received by Co-coordinator
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APPENDIX 4
St. Paul’s Lutheran School
Grievance Disposition
This form is to be completed by the Coordinator, Grievance Committee Chairman, Chairman of
the Lutheran School Board, or Chairman of the congregation. The individual completing this
form should retain one copy and forward one copy to the Grievant.
1. This Grievance Disposition is in answer to “Initiation of Grievance Procedure” filed
On ________________________ by:
Date
Name of Grievant ________________________________________________________
School _________________________________________________________________
2. Disposition of Grievance
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
3. Date of disposition:
_________________________________________________________
4. Signature of or body making decision
___________________________________________
5. If grievant wishes to appeal this decision, file new Initiation Form, and file it with the
Lutheran School Board, after appending signature.
Signature _____________________________________________________________
Date _________________________________________________________________
Coordinator passes on copy of new Initiation Form to next party to act on grievance.
(Grievance Committee, Lutheran School Board, Voter’s Assembly)
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Appendix 5 NLSA VIII
Harassment and Bullying Guidelines and Forms
Harassment/Bullying Policy
It is the policy of the St. Paul’s Lutheran School to maintain a Christian learning environment
that is free from harassment because of an individual’s race, color, sex, national origin, ethnicity,
or disability. St. Paul’s Lutheran School prohibits any and all forms of unlawful harassment and
discrimination because of race, color, sex, national origin, ethnicity or disability.
It shall be a violation of St. Paul’s Lutheran School policy for any teacher, administrator, or other
school personnel of this school to tolerate sexual harassment or harassment because of a
student’s race, color, national origin, ethnicity, or disability by a student, teacher, administrator or
other school personnel, or by any third parties who are participating in, observing, or otherwise
engaged in activities, including sporting events and other extracurricular activities, under the
auspices of the St. Paul’s Lutheran School.
For purposes of this policy, the term “school personnel” includes school board members, school
employees, agents, volunteers, contractors, or persons subject to the supervision and control of
St. Paul’s Lutheran School.
The school will act to promptly investigate all complaints, formal or informal, verbal or written,
of unlawful harassment or unlawful discrimination because of race, color, sex, national origin,
ethnicity or disability; to promptly take appropriate action to protect individuals from further
harassment or discrimination; and, if it determines that unlawful harassment, bullying,
retaliation, or discrimination occurred, to promptly and appropriately discipline any students,
teacher, administrator, or other school personnel who is found to have violated this policy, and/or
to take appropriate action reasonably calculated to end the harassment/discrimination.

May 2006
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Harassment/Bullying
Harassment and bullying are serious problems that can affect the ability of students to
progress academically and socially. Such behavior is incongruent with who we are as the people
of God. “But the fruit of the Spirit is love, joy, peace, patience, kindness, goodness, faithfulness,
gentleness, and self-control. Against such things there is no law” (Galatians 5:22-23). Our goal
is that our students would, by God’s grace, live as the new creation that God has made them to
be. St. Paul’s has adopted a Harassment/Bullying Policy, guidelines, and procedures for
investigating incidents of harassment and bullying. It is available in the school office.
Harassment includes but is not limited to verbal abuse such as name-calling, directing an
obscene gesture, vulgar, offensive, or profane language, derogatory cartoons or drawings, general
insolence, back talk, verbal refusal to follow a directive, rule, policy, or procedure, or making a
threat of physical violence to an individual or property belonging to an individual.
Harassment also includes but is not limited to physical abuse such as striking, shoving,
choking, kicking, intentionally making physical contact of an insulting or provoking nature with
another person, or making physical contact which causes physical harm to another person.
Harassment also includes but is not limited to sexual harassment such as leering, physical
contact in a sexual way, unwelcomed sexual advances, requests for sexual favors, exposition of
sexually related materials, and other inappropriate verbal or physical conduct of a sexual nature.
Bullying includes but is not limited to disrespectful behaviors such as teasing, taunting,
threatening, hitting, touching, and stealing that is initiated by one or more students against a
victim. In addition to direct attacks, bullying can also be more indirect by causing a student to be
socially isolated through intentional exclusion. Whether direct or indirect, bullying that is
physical or psychologically intimidating, occurs repeatedly over time, and creates a pattern of
harassment and/or abuse will not be tolerated and is subject to disciplinary action.
The school will act promptly to follow that the Harassment Policy guidelines to
investigate all complaints. Appropriate action will be taken to protect individuals from further
harassment.
Retaliation against any individual who filed a complaint of harassment or against anyone
who cooperated in an investigation will not be tolerated.
Persons who engage in harassment, bullying, or retaliation will be subject to disciplinary
action, suspension, and/or termination/expulsion subject to decision of the principal and the
Lutheran School Board.
In certain cases harassment may constitute child abuse under Missouri law and may be
reported to the Department of Social Services. St. Paul’s will comply with all legal requirements
of reporting suspected cases of child abuse.
All teachers will review this policy and its guidelines in their classrooms at the beginning
of the school year in an age-appropriate way and assure the students that they do not need to
endure any form of harassment and/or bullying. Teachers will seek curriculum materials for
effective prevention of harassment and bullying. Teachers will seek curriculum materials for
effective prevention of harassment and bullying as well as teach the students effective strategies
for assisting victims. Our goal at St. Paul’s is to ensure a safe and fear-free environment.
The complete Policy guidelines and procedures are available for view in the school office.
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St. Paul’s Lutheran School
Harassment Investigative Guidelines
1. Any person attending a school related function that believes that he/she is the
victim of harassment should bring the complaint to a teacher or the principal.
The alleged victim fills out the “Harassment Complaint Form.” It may be filled
out through the interview process by the interviewer or by a witness of the
incident.
2. Within at least 24 hours of the incident being reported the following actions
will take place:
• Participants and witnesses will be interviewed using “Information on
Administrator’s Interview Concerns.”
• The alleged perpetrator will complete the “Alleged Perpetrator Form.”
• Questions will be asked to determine if there are other related incidents.
• An evaluation as to the kinds of present and future damage caused by
the harassment.
• Consideration of what needs to be done to complete corrective and
disciplinary action.
3. Parents/Guardians of the victim and perpetrator are notified by phone call and
in writing of the complaint using “Harassment Incident Letter to Victim’s
Parent/Guardian” and “Harassment Incident Letter to Perpetrator’s Parent/
Guardian” form letters.
4. Take any needed action to prevent conditions that allowed harassment to occur.
5. Within 72 hours (unless circumstances arise) the investigation is begun using the
“Harassment Investigation Report.”
6. Complete investigation and report.
7. Complaints that are proven to be of a malicious and/or capricious nature may
result in a counter investigation, which may lead to appropriate disciplinary
action.
8. Complete report using “Harassment Incident Action Taken” is kept in the
Principal’s office and supplied to law enforcement officials when appropriate.
9. Notify parent/guardian of victim and alleged perpetrator that the investigation
is complete and provide written results of the investigation.
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St. Paul’s Lutheran School
Harassment Complaint Form
Name

Date

Grade

Who was responsible for the harassment:
Describe the harassment:

Date(s) Time(s) & Place(s) the harassment occurred:

Were there other individuals involved in the harassment?
If so, name the individual(s) and their role(s):

Did anyone witness the harassment?

If so, name the witness (es):

What was your reaction to the harassment:
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Describe any prior incidents:

I hereby certify that the information I have provided in this complaint is true, correct and
complete to the best of my knowledge and belief.
Signature of the Complainant or Parent/Legal guardian
_____________________________________________________________Date____________
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Administrator’s Interview Concerns
1. Explain that retaliation will not be permitted and behaviors will be monitored.
2. Offer and encourage pastoral counseling or refer to available resources for both
the victim and the perpetrator.
3. Explain the process of investigation.
4. Inform the complainant that once the complaint is made the school must act.
5. Always ask if there is anyone else they can talk to about this incident or anyone
else they may know who has been harassed by the same person(s).
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St. Paul’s Lutheran School
Harassment Investigation Report
Report Completed by: _______________________________________________
Date Completed: ___________________________ Date Complaint Filed:________________
I.

Statement of the Allegation (include the name(s) of both parties, the alleged
harassment, date, time, location, other witnesses interviewed.

_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
________________________________

II.

Substantiated Facts (include how they were substantiated or if no facts were
substantiated, the data used to reach that conclusion).

_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
____________________________________

III.

Condition that allowed substantiated harassment to occur and changes made to
prevent reoccurrence.

_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
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_______________________________________________________________________
________________

123

St. Paul's Lutheran School
Concordia, Missouri
Lutheran School Board Policies
St. Paul’s Lutheran School
Harassment Incident
Alleged Perpetrator Form

Name: _______________________________________ Date_________________
Grade_____________
It has been alleged that on _______________________ you were involved in an incident that
meets the criteria of harassment involving
___________________________________________________________

The Complainant described the harassment in the following manner (read complaint from
student harassment form). Provide your account of the events.

_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
____________________________________________

Is there anyone else who was present at the time? ______________________________
If so, name the individual(s) and their role(s):
_________________________________________________________________________________
_________________________________________________________________________________
________

Describe any prior involvement with the complainant:
_________________________________________________________________________________
_________________________________________________________________________________
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_________________________________________________________________________________
_________________________________________________________________________________
________________

I hereby certify that the information I have provided in this report is true, correct and
complete to the best of knowledge and belief.
Signature of the Alleged Perpetrator or Parent/Legal Guardian
_________________________________________________________

TO BE PUT ON ST. PAUL’S SCHOOL LETTERHEAD
Harassment Incident Letter to Victim’s Parent/Guardian

Date

Name (of parent/guardian of complainant)
Address
City, State Zip

Dear

This letter is to notify you that ____(Your Child)_______ completed a harassment complaint
form regarding an incident that happened at school on __________________________. It is
our procedure to begin any investigation of this nature within 24 hours of the complaint.
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Enclosed are the school’s policies regarding harassment and grievance procedures. We are
currently conducting an evaluation of the complaint and will notify you when the
investigation is complete. In the interim we have taken action to prevent the conditions that
permitted the alleged harassment to occur.

If you have any concerns or questions, please do not hesitate to contact me regarding this
issue. We want St. Paul’s to be a safe place for all students.

In His Service,

(Principal)

TO BE PUT ON ST. PAUL’S SCHOOL LETTERHEAD
Harassment Incident Letter to Perpetrator’s Parent/Guardian
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Date

Name (alleged perpetrator’s parent/guardian)
Address
City, State Zip

Dear: _______________________________,

This letter is to notify you that ____________(Your Child)______________ has been named in
an action involving a harassment that occurred at school on ________________________. It is
St. Paul’s procedure to begin any investigation of this nature within 24 hours of the
complaint.

Enclosed are the school’s policies regarding harassment and grievance procedures. The
district is currently conducting an evaluation of the complaint and will notify you when the
investigation is complete. We will notify you of any disciplinary action that will need to be
taken.

If you have any concerns or questions, please do not hesitate to contact me regarding this
issue. We want St. Paul’s to be a safe place for all students.

In His Service,

(Principal)
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St. Paul’s Lutheran School
Harassment Incident
Action Taken

To be completed by the Administrative Staff Only

Action Taken: Include dates/times

_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
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_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_______

Signature_____________________________________________
Date __________________________________

Appendix 6

CRISIS PLAN

NLSA VIII

Date of Update: July 2014
Date of Development: December 5, 2007
This Crisis Plan provides direction in the event of an emergency. Please
become familiar with the contents of this Crisis Plan, being certain to clear
up any areas of doubt.
Each teacher should have an EMERGENCY FOLDER containing the following:
1. Emergency Procedures
Class list
Emergency phone numbers for each family
2. Crisis Plan
3. Personal cell phone
Office Emergency folder contains school roster with phone numbers, all staff and
resource phone numbers, visitor sign-in book, and Crisis Plan
CRISIS INTERVENTION COORDINATOR
The Coordinator is in charge of implementing all intervention procedures.
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Coordinator:
Alternate:
Alternate:
Alternate:
Alternate:

Name
Charles A. Snider
Sara Larsen
Chris Virus
Kathy Schuknecht
Jim Ebers

Phone
660-463-7654
660-463-7654
660-463-8733
660-463-7654
660-624-3888

Cell
573-415-7688
660-620-9055
660-238-8733
816-726-1146
660-624-3888

ALL CHURCH/SCHOOL PERSONNEL ARE TO REPORT TO THE CONTROL CENTER FOR
ASSIGNMENT TO DUTIES unless you are a teacher directly in charge of a classroom
of students.

EMERGENCY (paramedic, fire, police)
Cell phone connect to local area 911
Poison Center
Police (non-emergency)
Fire (non-emergency)

911 or 463-2244
800-222-1222
660-463-2140
660-463-7900

CRISIS CONTROL CENTER
The school office complex will function as the Crisis Control Center (CCC).
If the office is not usable for any reason, the CCC will be established in the Church
Office building or the area to which the student body is evacuated.
TELEPHONE
If the School offices are able to serve as the CCC, a telephone will be attached to
the fax line. The fax line will be used for all out-going calls. Available staff
individuals will be assigned to the remaining phones to handle in-coming calls.
Determine if cell phones are available to the CCC. These also can be dedicated to
out-going calls. The cell phone number(s) can also be given out to receive special
return calls and information.
When the prepared script is ready text message & email should be sent to keep
parents informed.
MEDIA LIAISON
In the event of an emergency should any family members, media representatives,
or concerned friends of the family wish to receive information, they are to speak
only to one of the following (listed by priority):
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Charles A. Snider

Principal

660-463-7654 or
573- 415-7688
Business Manager 660-463-2291

Julie Bonar
An appointed teacher if necessary

This will help ensure that the information shared is as accurate and consistent as
possible. Should anyone have update information that has been verified, please
forward that information – along with the source of the information – to the above
individuals.
When providing to the media information of this nature, use a script and follow it
word-for-word. This will be very helpful in time of stress and confusion. If asked to
provide information that is unknown or determined to be confidential at the time
respond, “I do not know that information at this time; I will try to find out.”
Media can be told to remain off private property. Keep them away from parents
and staff…only the Media Liaison should interact with media representatives.

CRISIS INTERVENTION ROOMS
Should an individual or small groups need to be taken somewhere out of the flow of
traffic for counseling, please use one of the following:
The East meeting room in the Church Office Building
The Library
Offices of Pastors or Principal
HLLEC Lead Teacher Office
Should groups of students or parents need a place to gather and wait while the
situation is being sorted out, use one of the following:
The East meeting room in the Church Office Building
The Gymnasium
Krueger Dining Hall at St. Paul’s Lutheran High School
PUPIL DISMISSAL FOLLOWING CRISIS EVENT
Follow directions of police or fire personnel (if present). If it is determined that we
should dismiss all students, the media may be contacted following the procedures
in place for school closings such as weather conditions.
It may be determined that a classroom phone tree or Fast Direct text/email
procedure should be implemented. Use of the phone tree rather than media
contact will possibly reduce the presence of media representatives.
The preferred means of communication is standardized Fast Direct text / email
message from the office.
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BUILDING EVACUATION…where do we go?
Should the facility need to be evacuated, our preference is that everyone should be
moved to St. Paul’s Lutheran Church Parish Office Building Basement. This will be
designated as the pick-up location where parents can meet their child(ren). It
should be assumed that Main Street will be busy with rescue vehicles. Dismissal of
students will occur through the side and back doors. Parent/Guardian will need to
inform the supervising teacher that he/she is taking a student during this unusual
situation.
The alternate site is Krueger Dining Hall on the campus of Saint Paul
Lutheran High School.
INTRUDER ALERT TO FACULTY
An announcement will be made over the intercom system: WE HAVE AN INTRUDER
SITUATION – followed by instructions. LEAVE THE INTERCOM ON. Lock your
classroom door as quickly as possible. Practice with your students how to handle
the situation if they are not in the room when the announcement is made
(bathroom, art room, etc) Listen for directions and act accordingly. Children will
need to keep quiet.
KEEP OUT OF THE WAY OF OFFICERS, DO NOT BE A HERO.
To make an announcement through the phone and heard throughout the building:
Press PAGE > SET > 2
RESPITE AREA FOR POST-TRAUMA PERSONNEL
Where can adults go to “get away” or recover for a brief moment after the crisis
situation has been controlled?
Workroom
East Room Parish Office Building
Lunch Room
Gymnasium
FACULTY NOTIFICATION OF TRAUMA/DEATH
PRIOR TO SCHOOL DAY: Staff phone tree or group text message
DURING SCHOOL: Verbally, email, text, or by note from office on a room-by-room
basis as determined appropriate by the principal or designated coordinator. The
principal or office personnel will carry this out.
STUDENT NOTIFICATION: Individual teachers will provide basic information to the
students. An assembly of classes may be held to explain facts and join in prayer.
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PARENT NOTIFICATION: A letter will be sent home to the school families by means
of the children. Text Messages from the office may precede.
VISITATION/FUNERAL ACTIVITIES
Church/school office personnel will check with the family concerning their wishes
regarding these activities as well as what information should be shared with the
school families. This information will then be shared with the staff, students, and
families by appropriate written or verbal means.
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CRISIS COUNSELING
Should it be determined that professional counselors would be of benefit in dealing
with victims of a crisis situation, the following may be contacted by the Crisis
Intervention Coordinator:
Comprehensive Christian Counseling Services
816-229-8080
Pathways Community Behavioral Healthcare
660-584-5600
Emergency Action
Teachers are responsible for instructing their students in the rules and regulations.
Practice the procedures; have the children walk through all the steps so they
become familiar with and understand the reasons for what is being done.
(a)
Fire
Familiarize yourself with the evacuation routes to be used. Diagrams should be
posted near the door in each classroom showing appropriate routes. Also
familiarize yourself and your students of the locations of nearby fire extinguishers.
When a fire alarm sounds…
1.
Students are to go into silent mode so that instructions can be heard.
2.
Take your attendance/lesson plan book, emergency book, Crisis Plan, cell
phone, laptop, and walkie-talkie if nearby. KEEPING / STORING THESE ITEMS
TOGETHER IMPROVES YOUR RESPONSE TIME AND ASSISTS YOUR
SUBSTITUTE.
3.
Close any open windows (you or assigned students).
4.
Students are to form a line as they approach the classroom door.
5.
The teacher leads the students while exiting. If a volunteer or aide is
with you, assign that person to follow at the end of the group.
6.
The last student to leave the room should close the door.
7.
Move at a walk to your designated gathering area. Remind children to remain
quiet at the gathering area.
8.
Use your attendance book to help you in quickly taking attendance. Convey
presence to staff person in charge of your side of the building. If anyone is
missing, quickly notify the staff member or a member of the fire department
as the situation calls for. Call 911 if you are unable to reach people in
leadership positions.
9.
Remain at your gathering area until further notice, silence, or the all-clear is
sounded (two consecutive rings of the bells).
(b)
Tornado
The announcement of a tornado warning will be carried out by means of the public
address system and a repeated sequence of three rings of the bells. Since this
announcement will indicate a tornado warning, it will be necessary to carry out the
following steps immediately.
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1. Any students outdoors must enter the building immediately. Those indoors
should not leave the building.
2. Students are to go into silent mode so that instructions can be heard.
3. Take your attendance/lesson plan book, emergency book, Crisis Plan, cell
phone, laptop, and walkie-talkie if nearby. KEEPING / STORING THESE
ITEMS TOGETHER IMPROVES YOUR RESPONSE TIME AND ASSISTS YOUR
SUBSTITUTE.
4. Students are to form a line as they approach the classroom door.
5. The teacher leads the students while exiting. If a volunteer or aide is
with you, assign that person to follow at the end of the group.
6. The last student to leave the room should close the door.
7. Move quickly to the designated areas for your class.
8. When so instructed by the teacher, students are to crouch on the floor. They
should hold their hands on the back of their heads, face down toward a solid
wall.
9. Students must remain quiet and in place until the “all clear” is announced
10.If the building sustains damage from a tornado, wait until the tornado HAS
passed on. Then evacuate the building in the safest manner possible. Watch
out for and avoid downed electrical lines that may be in the area.
Tornado Watch

This term means that weather conditions are favorable for
development of tornado activity. The principal or office will
notify you as needed. During an actual tornado watch, all
activities at school will be limited to indoor activities.

Tornado Warning

This term means a tornado has been sighted and immediate
safety precautions should be taken.
Should a tornado be sighted by you take immediate action. If indoors, have the
children get under anything that offers protection…desks, chairs. If outdoors, have
the children simply get flat on the ground; move toward a depression in the ground
if there is time.
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Emergency Evacuations
This could include a bomb threat or any other man-made disaster.
Threat Received by Phone
1.
Notify the police and fire departments…911.
2.
The fire alarm warning system will be activated…clear the building according to
standard procedures for fire drill.
3.
Everyone is to remain at outdoor gathering sites. Quiet is to be maintained so
that further announcements may be passed along efficiently. Inclement
weather may necessitate the moving of the students to an alternate indoor
site. The Parish Office Basement is the published alternate site (Krueger Hall is
the third choice). Do not, however, effect any change of location until you
receive direction to do so.
Chemical Spill or other Environmental Hazard
Principal determines level of concern based on LHD news/fax report.
Low Level:
Stay in the building
Continue regular classes
Parents and staff receive scripted message about event
High Level:
Stay in the building
Assume safety positions as announced, such as
Entire school in designated area
Stay in classroom, close windows
Parents and staff receive scripted message about event
For accidental death, suicide, or other event occurring to students, staff, or
community requiring crisis counseling.
Procedures
1. Upon receiving notice of the crisis, the principal should be notified.
2. The principal will notify the pastors and then contact the teachers of the
student (s) about:
▪ Facts in relationship to death / crisis
▪ Time and place for meeting the next day at school (early prior to start
of school day)
▪ Funeral arrangements (as applicable)
3. Contact Board members so they can defuse rumors.
4. Provide a script for school and church secretary to respond to those inquiring
by phone. This script might need to be provided to all schools in town.
Church Office – ext 100 or 463-2291
SPLHS – 463-2238
CES – 463-2246
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CHS – 463-2261
5. If the principal and administrative pastor agrees that a crisis team is needed,
the principal or secretary will call in the local Lutheran ministers, community
member’s local minister.
Pastor Jacob Mueller (Holy Cross) 463-7869
Pastor Paul Mehl (SPLHS) 463-2238
Pastor Dan Wing (Immanuel) (660) 335-4141
Pastor Dahlke (St. Matthew at SPLHS) 463-2238 or 2717
6. The following areas will be set up as counseling centers for the designated
crisis days:
▪ The East meeting room in the Church Office Building
▪ The Library
▪ Offices of Pastors or Principal
▪ HLLEC Lead Teacher Office
7. Teachers give a brief statement with a short sharing time of questions and
answers during the homeroom / first class of the day. Keep this time brief,
allow some talking but try to keep the rumors out of the talk. Teachers need
to make sure students are aware of the counseling resources available and
are encouraged to allow students to come and go to counseling sessions for
the next few days as needed Teachers will also need to be vigilant and let
principal, pastors, and / or parents know of any students that are having an
especially hard time.
8. In the event of a student death, the principal or designated staff member
may visit the student’s class (es) to share facts, answer questions, and
provide counseling resources.
9. In the event of a student death, the principal or pastor needs to call the
family and offer to clear out cubbies, desk, etc. and bring the belongings
home.
10.In the event of a student death, the principal is to be aware of the possible
need to help any siblings, family members, or friends. Staff members may
also need counseling depending on the severity of the crisis. Discussion
and / or counseling may also be needed if the student or adult was a part of
extracurricular activities or team sports.
11.Principal and teachers need to be aware of the yearly anniversary of the
event as well as birthdays of the student so they can be prepared each year
to help siblings and /or friends
Principal Duties
1. Evacuate the area of surrounding the crisis. Notify nearby classes (teachers)
of the crisis and whether or not they need to hold class in another area.
2. Confer with administrative pastor to decide if a crisis team is needed. If a
crisis team is needed, decide which outside counseling or pastoral services to
contact
▪ Comprehensive Christian Counseling Services
816-229-8080
▪ Pathways Community Behavioral Healthcare
660-584-5600
▪ St. Matthews, Rev Dahlke (SPLHS)
660-463-2238 or 2717
▪ Holy Cross, Rev Mueller
660-463-7869
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3. Email all faculty and staff. Alert teachers by intercom to check email for
important information. Teachers on Plan Time should go to the hall to
interact with ‘loose’ students and keep halls clear.
4. If appropriate, plan to announce a medical emergency rather than ‘lock
down’
5. As appropriate, remove sibling from class. Tell student to wait with you “until
mom and dad fill us in.”
6. Be vigilant to not allow cell phone or text use – especially / even from
teachers
7. Set up an after school or early morning faculty meeting
8. Determine whether self (principal) or pastor will call the family and offer to
clean out locker, desk, etc. And take belongings to the family
9. Set up the rooms designated for counseling centers and notify staff members
if this impacts their class locations (i.e. PE or art classes)
10.During the faculty meeting, help formulate a statement for teachers about
the facts surrounding the crisis and counseling center locations so they can
inform their students. Also provide the staff with guidance on how to handle
students’ different grief levels depending on the crisis.
11.Meet with pastors to send them to designated counseling centers. Provide
them with a list of students in immediate class.
12.In the event of a student death, staff may visit the student’s class (es) to
share facts, answer questions, and provide resources.
13.Confer with teams and teachers at end of day to decide what will be needed
for the next day. Keep other local schools notified.
14.Establish a line of communication with teachers so they can inform you as to
how students are reacting. Compile a list of students who need to be
monitored closely by teachers.
15.Continue checking in with teachers and specific students at intervals
16.Remember birthdays and anniversaries of the death / crisis. These dates
may cause students and /or staff to require additional counseling.
17.Check with insurance and attorney. Pull student health records for
documentation of health issue that might have
been the cause of the
health crisis. Document completion or variance of each step of the crisis
plan.
18.Teachers and staff involved must write up incident within 24 hours
19.Ensure everyone who has a job to do does their job and does not get
sidetracked. It might be necessary to have a quick emergency meeting to
review jobs.
20.Ensure all parties write up a complete summary of the events leading up to
the health crisis and their response to the crisis. It may be better to wait 12
-24 hours until they have had time to process the event. If student
documentation is needed, get it as quickly as possible.

Dealing with a Student Health Crisis at School
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1. At the beginning of each semester, discuss and designate students in class
for specific responsibilities in a health crisis: 2 students that can
communicate to the office there is a medical emergency, so a call to 911 can
be made; 2 students that know where the AED is located and can get it off
the wall and to the classroom. Other students in the class will know who the
students are in case there is a substitute teacher. Teachers will be selective
on whom they assign these responsibilities. This is not a volunteer job,
assign responsible students. Ensure they know they have been assigned and
know what to do.
2. The teacher will make the determination if it is a ‘medical emergency’ and
that it is what is communicated to the office, so 911 can be called. Students
can call or come to the office. The teacher needs to stay with the student
having the health crisis at all times. If a student is non-responsive it is a
‘medical emergency.’ It is better to err on the side of safety.
3. When a student collapses, call 911 immediately if you can. Do not worry
about notifying the office first.
4. In a medical emergency, evacuate the room. The students need to go to
another part of the building under adult supervision. Each teacher should
have a designated teacher to shepherd his or her class. If the alternate
teacher is not immediately available, send the entire class to the office.
5. After a ‘medical emergency’, Fast Direct e-mail updates will be sent. The
intercom system will be utilized to alert teachers to check e-mail. The e-mail
will include what information is known and what can be shared with students.
6. Plan time teachers need to monitor the hallways to ensure students are not
wandering around the hallways.
7. Keep the students out of the hallways when emergency crews have been
summoned. Announce the ‘medical emergency’ and keep the students in the
class where they currently are. Utilize the term ‘medical emergency’ so there
is not a concern about an intruder in the building or another type of crisis.
8. Contact the family of the student experiencing the health emergency; keep
the lines of communication open with them.
9. Regular student cell-phone usage policies are in effect during the health
crisis. Be mindful that adult use of cell phones is not advised. If a member
of the staff communicates information before they have been authorized, it
can cause problems later.

Handling Crisis Situations
Tips for Teachers
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1. Set up a plan to convey needed information to the office. At the beginning of
each semester, designate reliable students to relay critical information to
next door teachers and the office. In higher grades, designate a student to
get the AED off the wall and bring to the room.
2. Be honest. Before class, find all the information you can and, according to
age group, share facts with the students. Discourage the spreading of
rumors. Do not use Facebook, texting, or phone calls to those outside the
school.
3. Inform students of the locations of available counseling centers.
4. Give as much information as the students need to know. Cognitive and
emotional development will determine how much and in what manner to
share.
5. Allow time for students to express feelings, thoughts, prayers, and to ask
questions. The amount of time will vary with the situation, age group,
individual group concerns, and the length of time from when the crisis
occurred.
6. Remember that everyone experiences and reacts to grief and crisis in a
different way. There is no one way to act. Encourage students to be
respectful of how each person grieves. During faculty meeting it will be
discussed as to how long student displays of grief (posters, flowers) may
remain before they are disposed.
7. Encourage the expression of present feelings, but accept the silence
8. Look for signs of trouble in individual students and notify principal if you
think students need additional support.
9. Allow time for a break or recess after discussing and sharing. In cases of a
continuing crisis, remember to allow time for breaks.
10.Encourage students to continue with their normal routines, even though it
may be difficult. Confer with other teachers on how to handle grades and
assignment dates.
11.In case of death, discuss with the class ways to express sympathy. This is
often a first time experience for young people, and ways to express
sympathy and the funeral process can be confusing. Death and crisis are a
part of living, and this can be a valuable learning experience.
12.Keep students informed. If it is an ongoing situation, let your class know any
relevant information as soon as you receive it, even if it means interrupting
the class occasionally.
13.Secure the student’s desk area (either clean it out or turn it toward the wall)
to ensure student’s possessions are not taken by grieving students.
14.In the case of the death of a classmate or teacher, the desk can be left empty
to help students acknowledge the death. Sometimes, students are more
angry if they are not given time to grieve.
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Pipeline Emergency Guidelines
(taken from Enbridge U.S. Operations manual)
WHAT TO DO IN AN EMERGENCY:
1.
2.
3.
4.

Move as far away from the leak as possible (preferably upwind)
Avoid contact with escaping liquids and gases
Call 9-1-1
Follow the instructions provided to you by local emergency responders

If you do not know the location of the leak and you are near a shelter:
1.
2.
3.
4.
5.
6.
7.

Immediately go indoors and close and lock all windows and outside doors
Turn off appliances or equipment that circulate air including ceiling fans
Turn down furnace thermostats to the minimum setting and turn off air conditioners
Leave open all inside doors
Avoid using telephones, except for emergencies, so that you can be contacted by responders
Stay tuned to local radio or television (battery-operated) for possible information updates
Even if you see people outside, do not leave until told to do so

What you should not do in an emergency situation:

1. DO NOT touch any liquid or vapor that cloud that may have come from the pipeline
2. DO NOT light a match or other ignition device
3. DO NOT turn on or off anything that may create a spark, including cell phones, telephones,
light switches, vehicle alarms, or anything electrical
4. DO NOT drive into the area or start your car

What happens next:

1. Responders may shut down or isolate sections of the pipeline or facility
2. Local emergency responders will work as a team to control the situation
3. Applicable agencies will work to remediate any impacts caused by the leak

Recognizing a leak from crude oil, natural gas, or natural gas liquids:
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.

Dirt could be blown or appear to be thrown into the air
A white vapor stream or mist-like cloud could be over the pipeline
There could be unexpected frost or ice on the ground
There could be continuous bubbling in wet or flooded areas
You could see dead or dying vegetation in an otherwise green area
There could be discolored snow or vegetation
There could be a dry area in a normally wet field
Flames could be coming from the ground or appear to burn above the ground
There could be liquid on the ground
There could be an oily sheen on water surfaces

You might hear a roaring, blowing, or hissing sound
You might smell an unusual skunk or rotten egg odor.
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STORM EVACUATION PLAN
ST. PAUL’S LUTHERAN SCHOOL
2013-2014
NLSA VIII

When outdoors, have students lie down.
All Office Area – go into office workroom area
Preschool 3 – go into lower level girls’ bathroom
Prekindergarten 4 – go into lower level girls’ bathroom
Kindergarten – go into lower level boys’ bathroom
Grade 1 – go into lower level boys’ bathroom
Grade 2 – using northwest stairwell left side to go to lower level
north hallway
Grade 3 – using northwest stairwell right side go to lower level west
hallway
Grade 4 – using southeast stairwell left side go to lower level south
hallway
Grade 5 – using southeast stairwell right side go to lower level east
hallway
Grade 6 – using south stairwell right side go to basement girls’
bathroom
Grade 7 – using south stairwell right side go to basement girls’
bathroom
Grade 8 – using south stairwell left side go to basement boys’
bathroom
Tech Lab – using south stairwell left side go to basement boys’
bathroom
Library, Music Room, Science Room, Resource Room – using middle
stairwell go to basement hallway between bathrooms
Kitchen staff – go to equipment closet across from the kitchen
Lunchroom – go into serving area and hallway between the
bathrooms
Extended Care – before school and after school go to basement
bathrooms in old building
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FIRE EVACUATION PLAN
2014-2015
Preschool 3 – go out East Door of new building onto south end of East
parking lot
Prekindergarten 4 – go out East Door of new building onto south area of
East parking lot
Kindergarten – go out Main Door of new building and left across FIFTH
street
Grade 1 – go out Northeast Door of new building onto north end of East
parking lot
Grade 2 – using northwest stairwell go out Main Door of new building to
West outdoor sign
Grade 3 – using northwest stairwell go out Main Door of new building to
West grass area
Grade 4 – using southeast stairwell go out East Door onto middle area of
East parking lot
Grade 5 – using southeast stairwell go out East Door onto middle area of
East parking lot
Grade 6 – using fire escape go to East playground area
Grade 7 – using south stairwell of old building go to East playground area
Grade 8 – using fire escape to go East playground area
Library, Music Room, Science Room, Resource Room – using West Middle
Door go out of old building to West grass area
Kitchen Staff – using North stairs go out of old building to West grass area
Lunchroom – using North stairs go out of old building to West grass area
Extended Care – before school and after school using nearest stairs go to
West grass area
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Appendix 7
Procedural Information for Teachers - Faculty Handbook NLSA IV
Assessing Students
A. Money assessed for school activities will be determined by the
principal.
B. Students hand in money at the office
C. The supervising teacher is responsible for collecting the money and
turning it in to the school office, preferably one full day in advance
of the activity.
Attendance Policy (written to the parent but included for your
planning purposes)
Preface: Regular and punctual attendance are extremely important to a
child's success in school. The time missed in the classroom can never really
be made up even though the student does the required homework.
Therefore, in order to promote good attendance, the school has adopted the
following policies.
A. If you know in advance that your child will be tardy or absent,
please notify the teacher.
B. Students are to make up any missed homework. The responsibility
for getting the assignments and doing the work lies with the
student. Under special arrangements, teachers may provide the
missed assignments and books to the parents after school.
C. To insure the safety of an absent child, the parents are to contact
the office at school prior to 8:15 a.m.
D. Students may be retained if they miss more than nine excused days
or three unexcused days. Parents may counsel with the principal
for extenuating circumstances.
E. Tardiness begins at 8:15 a.m. with the first bell. For repeated
tardiness, five tardies occurring in a given quarter will constitute
one absence when determining retention.
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Before-School Supervision
Doors open at 7:40 for students. Students are to head directly to the
holding room, where they are under teacher supervision (rotational basis),
until dismissed to their classrooms at 8:00 a.m. Students under the age of
12 arriving prior to 7:40 will be signed into Extended Care.

Classroom Devotions
A. Teachers strive daily to develop in each student an active worship
and prayer life through classroom devotions and prayers, especially
using prayer at the beginning and closing of the school day, before
and after meals and classroom devotions, at the time of troubles,
illnesses, births, birthdays, baptism days, deaths, and other
appropriate occasions.
B. The English Standard Version of the Bible is used by students in
grades two through eight; The Lutheran Service Book in grades two
through eight; and Luther's Small Catechism in grades three
through eight, especially for memorizations of the Six Chief Parts of
Christian Doctrine, Bible verses, and prayers.

Christmas Program
The proposed Christmas programs for both the preschool and the
elementary students shall be presented to the principal and pastor for
approval.
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Christmas Eve Service
The teachers, in rotation set by the principal, are responsible for planning
and directing the Children's Christmas Eve Worship Service. The director
will:
A. Submit the entire service to the pastor and principal by October 15
for discussion and approval.
B. Distribute to the teachers printed copies of the service along with
class assignments for participation in the service.
C. In consultation with the principal, arrange for rehearsal times in the
church.
D. Arrange for properties needed and, following the service, return, or
disposal.
E. Select the service bulletin and arrange for printing with the church
secretary.
F. Notify the church’s custodial staff of rehearsal times in the church.
Classroom Discipline
Preface: Our Heavenly Father, through Law and Gospel contained in His
Word, disciplines and refines His children through successes and failures.
Through consequences, experiences both good and bad have purpose in
developing the character of the Christian. Our hope is in the Gospel of
Christ, which offers us forgiveness and the power to live for God. The
professional meetings prior to the start of school include a refresher for the returning
staff and opportunities for more in-depth information for new staff.
A. St. Paul Lutheran School provides opportunity for students to:
1. Own and solve their problems with guidance.
2. Boost self-concept by allowing them to solve their own problems
in their own way within set limits.
3. Make decisions with which he or she will have to live.
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4. Face consequences, making a strong connection between the
consequences and their actions or choices instead of
punishment.
5. Develop respect for others through teacher modeling.
6. Make choices and have healthy control within set limits.
7. Learn from teachers who are in a counselor role rather than in a
judging or punishing role. Teachers:
a. Show concern.
b. Show empathy and sadness over child's poor choice or
behavior.
c. Avoid using anger.
8. View problems as opportunities for personal growth rather than
as bad things that should never happen.
B. This is a school where the learning environment is important. We
expect all children to behave in a way that makes learning possible
for him/her and others.
C. To create a learning environment, the child needs to feel safe and
have mutual respect for teachers and fellow students.
D. Most behavioral issues that frequently come up can be talked over
between teacher and student. If this does not resolve the issue, it
will be taken to administration. At that level, there may be a
decision to notify parents, and a meeting will be arranged. At this
meeting, with parents as participants, we will together decide on
the enforcement of consequences.
Emergency Preparedness
A. Practice drills are held regularly to provide instruction for orderly
procedure in case of fire, storm, intruder, or other emergency.
B. The principal is responsible for developing procedures for building
evacuation and meeting other emergencies. Teachers are to be
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thoroughly familiar with the procedures and instruct them to their
classes
Field Trips
A. Each grade is permitted two days of the school year for field trips,
not duplicated by a previous grade. The principal approves the trip
objectives and transportation for the trip. Additional trips, especially
walking trips, may be arranged as needed for a well-rounded
curriculum.
B. Previous to the tours, teachers are to inform parents of the
destination and impact on lessons. Field trips are considered as
school days and are considered enhancements of school
experiences.
C. Teachers and designated chaperones supervise the students.
D. Teacher posts the field trip on the master calendar.

Friends of Faith Parent Teacher League
A. The purpose of Friends of Faith Parent Teacher League (PTL) is to
support the mission of St. Paul's Lutheran School and Church. The
PTL Constitution is included with the annual St. Paul’s Lutheran
School Handbook. Every parent with a child in St. Paul’s School is
automatically a member of the PTL.
B. The principal, the pastor, and a Lutheran School Board member are
advisory members to the PTL board. One teacher, on a rotational
basis, represents the faculty on the PTL board.
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Learning Resources
A. Use of the library media center is encouraged. Teachers and
students maintain bookshelf and resource order.
B. The art and athletic closets are to be used by teachers and only by
students when under teacher or other adult supervision. Equipment
is to be returned in good order to the closets after use. Lock doors
after use.
C. Retractable wall maps in classrooms should be handled with care
and retracted when not in use.
D. Overhead projectors and accessories are to be cleaned by teachers
using only the prescribed cleaning materials furnished by the
school.
Lunchroom Guidelines
A. The costs of the school lunch program shall be borne by the
students, teachers, and guests who use it and by government
subsidy. (The congregation is responsible for maintenance and
utilities of the lunchroom and for secretarial and bookkeeping work
involved in the lunch program.) Note: In 2012 this clause was no
longer relevant with the change in congregational budget
preparation. In 2012 the school received an amount set at 2% less
than the 2011 budget. At that time the principal became
responsible for meeting school needs through the congregation line
item, fees collected, and third source funding.
B. Proper table etiquette is expected from all students. Conversation
by students is allowed as long as the students eat their lunch in
reasonable time.
C. When excused from the lunchroom table, students are to take with
them napkins and empty milk cartons for disposal, and return
plates and silverware to the kitchen.
E. All students are assigned to and expected to clean lunchroom
tables.
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Medicines and Drugs
Office personnel must administer all medicines, including cough drops. In
order for the school to administer medication to a student, a physician's
written request and the parent's written permission to give the medication
must be on file. Permission forms are available in the school office.
Exceptions are made on an individual basis in cases of inhalers, epi-pens,
and insulin.

Recommended Procedures for implementing the Communicable Disease
Policy
1. The school's policy and procedures on communicable diseases, including
detailed information about procedures to be implemented should a
student with a chronic infectious disease be enrolled will be distributed to
parents of all students attending the school.
2. All employees will follow the most recently issued guidelines of the
Centers for Disease Control, including applicable universal precautions in
cleaning up body fluid spills, whether or not an individual infected with a
body fluid or blood-borne pathogen is known to be present in the school
environment or related activities.
Willful or negligent disregard for
precautions by any staff member will be cause for disciplinary action.
3. Any staff member who has a basis for believing a student has been
exposed to a contagious or infectious disease, or who observes symptoms
of such a disease shall inform the principal who will inform the parent or
guardian and request a review of the cause by a designated health
professional. Refusal to submit to a medical examination will result in
action to exclude the student from school and school activities.
4. If the designated health professional determines that the student is
infected with an acute infectious disease of short duration, the student
will be excluded from school until a physician certifies the student is no
longer liable to transmit the disease.
5. If the designated health professional determines that a student may be
infected with a chronic infectious disease, the student shall be excluded
from school until the following procedure has been concluded a. The principal shall within three (3) working days request a team
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review and assessment of the student's medical condition. The team
shall be comprised of the following:
- Student’s parent or guardian
- Student’s personal physician
- School health official
- Principal
- Chairperson or his designee of the Board of Education
b. The team members shall be those responsible for determining the
fitness of the student to attend school as provided for in Section
191.689 RS Mo.
c. The team will assess the student's condition, the school conditions,
and the risk of exposing others to the disease in the school
environment, and determine whether the student should be permitted
to attend school without restrictions; attend school under stated
restrictions and conditions; or, be excluded from attending school and
provided an alternative educational program.
The team will also
establish dates and/or conditions under which the student's status will
be reviewed.
d. The team will also identify the school staff members who have a
medical need to know the identity of the infected student* because
they are responsible for providing proper health care and provide the
name of these persons to the principal as provided in Section 191.689
RS Mo.
e. The decision of the team shall be made known within three (3)
working days after the team has been convened, and communicated in
writing to the student's parents or guardian, and the principal. The
determination will be final unless reversed or appealed.
f. The parents or guardian of the student may appeal the decision of the
team of the Board of Education by submitting a written appeal to the
principal within five (5) working days after receiving written
notification of appeal.
The principal will meet with the review team
and review the record and/or receive a recommendation at the next
regularly scheduled meeting or at a specially called meeting. The
Board's decision shall be final. The stated timeline may be adjusted by
mutual agreement of the parties.
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g. If a student with a chronic infectious disease is permitted to attend
school, the principal will identify and notify staff members who, for
medical reasons, need to know the student's identity and conditions
under which the student is attending school, as provided in Section
191.689 RS Mo.
Willful or negligent disclosure of confidential
information by a staff member will be cause for disciplinary action.
*Staff members who have medical need to know the identity of a student or
employee with a chronic infectious disease would include: (1) those who are
designated by the school to determine the fitness of the individual to attend
school or work in a school environment; (2) those who are responsible for
providing health care to the infected individual, such as the County Health
Nurse; and (3) those who are most likely to be in position to render first aid
to an infected individual in case of an accident or medical emergency.
**CSR=Code of State Regulations, Missouri Department of Health.
May 1990

Offering Envelopes
Teachers are expected to stress and model to their students that making
regular contributions and giving as God has prospered is a good
stewardship habit.
Religious Instruction
A. Religious instruction in St. Paul's School shall be presented from a
Scriptural and Lutheran Church Missouri Synod Confessions point of
view. All other school subjects are taught from the same Scriptural
and Lutheran Confessional stance. Christian faith and values shall
be dominant in all subjects taught.
B. No student enrolled in St. Paul's School shall be excused from or
denied religious instruction or participation.
C. Attendance by students at churches elsewhere than a LCMS church
shall be recorded when "Church Attendance" is taken.
D. Supplemental religious materials not fully reviewed and approved
by the LCMS shall be submitted to the principal and the pastor of
St. Paul's Church for review of doctrinal soundness and suitability
for helping develop a Christian lifestyle.
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E. Children's worship services are held in St. Paul's Church each
Wednesday morning during the school year, unless announced
otherwise. The pastor(s) and male teachers of the school conduct
the services. These services are not intended to take the place of
regular worship services, but are supplemental and intended to help
students develop good worship attitudes and habits.
School Bus Regulations
Rules issued by Concordia R-2 Schools conform to the Missouri State
Transportation Code and apply to all students riding school buses. The bus
driver has the right to remove riders who are unruly and do not conform to
the rules:
A. The driver is in charge of the bus and riders at all times and may
assign any seat to any student.
B. Students are expected to obey and respect the orders of the driver.
C. Loud and unnecessary noise, shouting and scuffling on the bus is
forbidden.
D. Students are to keep their arms and all other parts of their bodies
inside bus windows at all times.
E. Throwing items of any kind are prohibited.
F. Any damage to the bus is to be reported to the driver.
G. Students are never to stand in the roadway while awaiting a bus.
H. Students must be on time. The bus cannot wait for late students.
I. Electronics of all forms may be used only at the bus driver's
discretion. School authorities may prohibit using electronics.
Student Dismissal — End of School Day
A. Before dismissing students from classrooms, teachers are to see
that students:
1. Leave no items on their desktops or the floor around the desk.
2. Take coats, jackets, caps, etc. with them.
B. Teachers are to dismiss students in an orderly fashion, escorting
one group to the designated area.
C

Following school dismissal, students participating in after-school
functions must remain on school property until the activity
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begins. If the activity is not scheduled immediately after school,
students are to leave the premises and return at the appropriate
time. When the activity is finished, students are to leave
promptly. An adult will stay with the students until all students
have been picked up.
D Parents must send a note or call the school office if there is any
change in pick-up or destination.
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School-related Schedules
A. School-related activities, and other activities to be held at the
school, are to be scheduled through the principal. Regular afterschool extra-curricular activities are expected to keep to the set
schedule. Athletic coaches are to state their practice time schedules
in advance and adhere to the schedules so that parents may pick up
their children promptly following the practices. Proposed schedule
changes, including cancellations and postponements, are to be
discussed with the principal before announcing the schedule change.
B. School events should be scheduled far enough in advance, so that
adequate announcements can be made ahead of the events.
Regular school events should be scheduled more than a year in
advance.
C. When a conflict occurs between the sports and music schedules, it
should be resolved by the sports and music directors.

School Rules, Property Damage
A. Supervision for early arrival begins at 7:40. Students are
discouraged from coming to school before 7:50 a.m.
B. School and playground are closed for student use during non-school
hours.
C. Students are not to leave books, coats, musical instruments, and
other personal items at the entrance doors, in halls or on
staircases.
D. Students riding bicycles to and from school are to dismount before
entering and when leaving the school grounds and park bicycles in
the racks provided. Bikes are not visited during school hours.
Students who ride bicycles to school should walk their bicycles
along Main Street in front of the school and on the school parking
lots.
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F. Students are under supervision of their teacher or supervisor at all
times during school hours. Respect towards all adults is expected.
G. Calm, quiet voices are to be used within the hallways and
classrooms.
H. Teachers agree upon playground equipment use and rules prior to
the start of the school year. Playground equipment supervision is
under the direction of a teacher.
I. Students using athletic equipment are responsible for returning
same to storage areas.

J. Students may make phone calls or retrieve messages only with
teacher or principal approval.
K. Students leave their classrooms for another part of the building only
with their teacher's permission.
L. Students are expected to respect the property of the school,
congregation, teachers, and other students. Damage willfully done
to furniture, books, and other school items will be assessed for
restitution in whole or in part, depending on the degree of
destruction. When property is damaged, the entire cost will be
borne by the student. Property that can be repaired will allow an
assessment for cost of materials and time. Students who lose
textbooks or library books and/or willfully destroy or damage
property belonging to other students will be expected to make
restitution.
M.

Teachers instruct students on the correct use of swings, slides and
other playground equipment and students are expected to use
the equipment properly.
N.

Students are to leave personal toys, electronics and athletic
equipment at home or in their backpacks.
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Standardizing Testing
A. Standardized tests for monitoring student progress, determining
aptitude, and meeting requirements are administered at the
following times:
1. Annual achievement test, kindergarten through grade eight
2. Aptitude test, grades one, four and seven
The Otis–Lennon School Ability Test (OLSAT), published by the
successor of Harcourt Assessment — Pearson Education, Inc., a
subsidiary of Pearson PLC — is a test of abstract thinking and
reasoning ability of children pre-K to 18. This test measures
verbal, quantitative, and spatial reasoning ability. The test yields
verbal and nonverbal scores, from which a total score is
derived, called a School Ability Index (SAI). The SAI is a
normalized standard score with a mean of 100 and a standard
deviation of 16.
B. The principal is responsible for the overall administration of the
testing program and shall provide information on test procedures
and timing to the teachers, share test results, and evaluations with
the teachers, and offer suggestions for utilizing the results for the
benefit of the students and the school.
C. Teachers are expected to study the testing materials, follow the
procedures prescribed by the test makers, meet testing deadlines,
and return testing materials to the principal.
D. Test results are the property of the school and the students.
Individual student test scores are to be made a part of the
student's school records.
E. Achievement test results are shared with parents at the end of the
school year through reports generated. Note that we do not
receive a standardized intelligence quotient. However, the teachers
and/or principal may share achievement and school ability scores
with parents.
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Student Participation in Worship Services, at Nursing Home, etc.
A. All students are expected to participate when scheduled to sing in
church services. The Pastor, Principal and school music director are
responsible for such scheduling.
B. (A rotation schedule is provided by the principal at the faculty inservice meetings prior to the beginning of the school year.) Each
teacher signs up for the year to schedule the students, by classes,
to present monthly 15–20-minute programs at the Lutheran Good
Shepherd Home and the Concordia Senior Center.
C. Arrangements for school participation in other church and
community events are to be scheduled through the principal.

Textbooks, Workbooks
A. Students are issued textbooks and are to write their names at the
appropriate place in the books.
B. Teachers are to instruct and remind students not to write in the
textbooks and to take good general care of the books.
C. Teachers record the condition of textbooks. Students are held
responsible for damaged or lost books.
D. Student workbooks are included in enrollment fees and, when
completed, are to be turned in to the teacher.
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Appendix 8
Mileage Reimbursement Form (may be used in lieu of requisition
form)
Teacher Reimbursement for Miles Traveled
Name of person requesting funds:
Reason For Trip:
Date of Trip:
Faculty and / or Staff attending in this
vehicle
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Appendix 9

St. Paul’s Lutheran School
Athletic Guidelines

St. Paul’s Lutheran School provides the opportunity for any 5th – 8th grader to participate in athletic
activities. These activities include Soccer, Volleyball, Basketball, Cheerleading, and Track. These activities give
our students the opportunity to use their God-give abilities.
Academic and Behavioral Eligibility:
St. Paul’s exercise the option to declare a student ineligible as motivation

to improve academic or

behavioral performance in the classroom.
Students who miss a portion of the school day for illness are declared ineligible for the day (some
leniency may be allowed for scheduled appointments).
Participation:
▪

St. Paul’s Lutheran School allows all eligible students (full-time and in ‘good’ standing) who wish to
participate to do so. There are no try-outs. Students are not required to participate.

▪

All athletic participants must have a current physical

examination by a licensed physician on file

with the athletic director.
▪

In recognition of the differences in abilities, St. Paul’s does not set a minimum grade point average.
Participation in athletics is a privilege determined by parents and teachers – appropriate effort towards
academic standing and overall behavior are expected. At no time shall practices or games be a reason for
incomplete or missing academic work. St. Paul’s exercises the option to remove an athlete from
participation in an athletic event.

▪

Our athletic teams are set up for athletes to learn basic skills

and knowledge of the sport. Each

athlete will participate in each regular season game, assuming the guidelines have been followed.
▪

Students are expected to be at scheduled practices and games unless ill or excused by the coach for
valid reasons. Students who miss a portion of the school day (unless for approved scheduled
appointments) are not permitted to participate in practice or the contest that day.

▪

In a tournament setting, some athletes may not receive playtime in each game.
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▪

It is important to remember that the team is not made up of just those who play on the court or field.
To make a winning team, the players on the bench are to help, encourage, and support.

Coach Conduct:
Christian sportsmanship is learned. Coaches are models to officials, players and spectators. Their
actions, attire, and language will have a lasting effect on those who observe them.
Coaches will do their best to:
•

Accept and support the decisions of the officials

•

Contain their emotions and actions so as to witness their Lutheran faith.

•

Exercise patience, tolerance, and diplomacy in their relationships with all players, co-workers, parents,
officials, and spectators.

•

Teach the game for the benefit of all and coach according to the rules of the game.

•

Recognize that all grade levels are learning the nuances of the games.

•

Strive to have each member of the team participate during each portion (period, quarter, etc.) of the game.

•

Strive to not have a ‘run away’ score against any other team, rather to allow non-leaders to practice their
skills during lesser competitive games

Athlete and Spectator Conduct:
▪

Athletes and spectators are to model Christ-like attitudes, serve as Christian examples of fair play and
good sportsmanship, and emphasize the glory of God over the glory of self and school.

▪

Good sportsmanship is the rule at St. Paul’s Lutheran School.

▪

Respect yourself, your coaches, the officials, and the opponents.

▪

Exhibit positive behavior when we win and positive behavior when we lose.

▪

Show your appreciation of teammates, coaches, spectators and officials.
Win with dignity, lose with grace!

The below signed has read and agrees to follow the above.
_____________________________________________________________________
Signature
Date
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Appendix 10
National Lutheran School Accreditation Standards

Standards
And
Indicators of Success
For
Lutheran Elementary Schools
Revised November 2013

National Lutheran School Accreditation
NLSA encourages and recognizes schools that provide quality Christian education and engage in
continuous improvement. 11/13

Note: Each standard is followed in the list by the applicable indicators of success. Those indicators
marked with an * and in bold type are required to be met, without exception. For several standards
the indicators of success are separated from each other because in the self-study document there are
several sections for those particular standards.
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Appendix 11
Missouri Nonpublic Accrediting Association Standards

Standard I.

Mission and Philosophy

The mission statement is a clear, concise expression that references the identity and purpose of
the school, its commitment to a quality education, and unique elements and special features of
the school.
The philosophy is a statement of beliefs and values that provides direction for the entire
educational effort of the school.
Indicators for Membership
1A The school has a written mission statement that is a clear, concise expression which
reflects the shared understanding of the school community.
1B The policies, procedures and actions of the school community are consistent with the
written mission statement and philosophy of the school.
1C The mission statement and philosophy are consistent with sound educational and
psychological principles reflecting how children learn, grow and develop.
1D

The philosophy reflects family participation in educational planning for all students.

1E Formation and annual review of the mission statement and philosophy of the school
involve families, staff, school board members, other stakeholders, and when
appropriate
students.
1F Current staff and families are educated annually on the mission statement and
philosophy of the school.
Indicators for Improvement
1.1 The mission statement and philosophy of the school community are made evident to
students, families and staff in a variety of ways.
1.2 The school demonstrates that the mission statement and philosophy of the school
community are used to guide its program and activities.
1.3 The mission and philosophy of the school community reflect a commitment to meet
the needs of all students.
June 2012
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Standard II. Climate
The school maintains a climate that is productive, peaceful, respectful, safe, orderly, and
conducive to the processes of effective learning and teaching.
Indicators for Membership
2A The school provides programs that promote respect and tolerance for diversity.
2B The school has an established written discipline policy that positively reinforces
accepted behavior and promotes self-discipline.
2C The school handbook includes a statement that requires school personnel to report to the
Missouri Division of Family Services, if they have reasonable cause to suspect that a
child
known to them in their professional capacity may be abused or neglected.
2D Programs and activities are in place that encourage home-school relationships (i.e. home
and school organizations, family nights and newsletters).
2E The educational program enables students to take an active part in their learning process
by offering programs such as decision making, problem solving, and conflict
management.
2F

The school climate includes exploration, experimentation, movement, and activity.

2G School handbooks outline guidelines that facilitate communication and interaction among
members of the school community including directives for the use of social media.
2H

The school cooperates with other programs within the religious and civic communities.

2I
The school has implemented harassment/bullying prevention policies and programs
for students and personnel.

Indicators for Improvement
2.1 New students are given orientation into the educational program when they enroll in the
school, as they move from early childhood to the elementary school, and as
they move
from one grade to the next.
2.2 Information is available to families regarding educational alternatives when the present
educational program is completed or judged no longer appropriate for the student’s
needs.
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2.3 Opportunities are provided to instruct and encourage families in their role as the primary
educator of their children and on ways to build harmonious school-home relationships.
2.4 The administration fosters communication with the receiving school/class regarding the
needs of students transferring from their present school/class to another educational
program.
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Standard III. Leadership
The governing authority of the school provides leadership in setting policy. A qualified
administrator insures the successful functioning of the school in all phases of the program.

Indicators for Membership
3A The school has a local governing authority/board/committee that is responsible for
formulating the policies of the school.
3B Members of the local governing authority/board/committee are oriented to their roles
and responsibilities.
3C The local governing authority/board/committee operates out of written constitution /
guidelines.
3D

Written minutes are kept for meetings of the local governing authority/board/committee.

3E

The local governing authority/board/committee has a policy manual.

3F

A process is in place to evaluate the administrator at least every three years.

3G

The administrator is responsible for carrying out the day-to-day policies.

3H

The administrator possesses at least one of the following:
•
state certification in administration. or
•
a minimum of a Master’s Degree with at least twenty hours of graduate work
in educational administration/leadership.
or • a written plan that leads to completion of a degree/certification in educational
administration within five years.

3I
The administrator understands and is committed to the mission and philosophy of the
school.
3J

The necessary qualifications and the job description of the administrator are clearly stated.

3K The administrator is involved in the selection, assessment, evaluation, retention, and
dismissal of professional and support personnel for the school.
3L The administrator provides training for professional and support staff in regard to
laws pertaining to the reporting of child abuse.

Indicators for Improvement
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3.1 The local governing authority/board/committee annually evaluates the effectiveness
of its roles and responsibilities.

3.2 The administrator provides the spiritual (if appropriate), instructional, and managerial
leadership for an effective educational program.
3.3 The administrator has an ongoing personal plan for professional and spiritual (if
appropriate) development with evidence of a commitment to life-long learning.
3.4 The administrator is knowledgeable in the traditional heritage of the church or
institution as well as the current teachings, documents and direction.
3.5 The administrator has appropriate non-teaching time to carry out administrative
responsibilities (recommended 1/4 of the day per 50 students).
3.6

Administrator is a member of at least one professional organization.

3.7

Administrator participates in professional development annually.
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Standard IV. Personnel
Personnel are committed, qualified individuals who support the mission and philosophy of the
school. The staff is adequate in number and diversity to provide for the educational needs of all
students with focus on the whole child.

Indicators for Membership
4A

All full-time teachers have either:
•
a state teacher certificate. or
•
are working toward this certification. or
•
a written plan that leads to completion of a degree/certification.

4B

For sectarian schools, teachers of religion/theology fulfill the requirements and/or
certification, either:
•
as designated by the local authority or sponsoring agency. or
•
have a written plan in place as to how they will fulfill this requirement.

4C Background checks and child abuse and neglect screening are completed for all
personnel and volunteers who work with students. This screening is done upon initial
and periodically thereafter.

service

4D All personnel have current health records of medical examination and tuberculosis testing,
as required by the local health department.
4E

All teachers are evaluated regularly.

4F All teachers participate annually in ongoing professional development and in-service
opportunities which are developed in light of:
•
best practices in professional development.
•
staff identified needs.
•
needs of learners and the school.
4G

An orientation and mentoring program is in place for new teachers.

4H Each teacher has a written plan for ongoing professional development on file with the
administrator.
4I
Non-discriminatory practices in regard to race, ethnic background, or sex are used in
hiring of school personnel. In church-affiliated schools, preference may be given to
members of that faith.
4J

The school supports all teachers holding a Missouri State Teaching Certificate in the
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areas of mentoring, professional evaluation, and record keeping/reporting necessary for
teachers to maintain their certification.

4K Teachers have an understanding of, and are committed to, the mission, philosophy, and
goals of the school.

Indicators for Improvement
4.1 All teachers are aware of the traditional heritage of the church or institution as well as the
current teachings, documents, and directions.
4.2

Professional development opportunities are made available for all staff.

4.3

At least one staff member on duty has current certification in first aid and/or CPR.
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Standard V.

Curriculum

The school provides a research-based curriculum that includes all concepts, skills, and values
representative of identified student needs.

Indicators for Membership
5A A written curriculum guides and clearly defines the actions, assessment, and
educational goals of the school.
5B

The curriculum addresses the fundamental principles of student growth and development.

5C The curriculum includes, but is not limited to, the following: religion (where
applicable) science, mathematics, language arts, social studies, physical education,
and fine arts.
5D

health

A systematic standardized testing program is in place.

5E The curriculum addresses the spectrum of academic achievement and attends to
individual student learner needs through differentiated instruction.
5F

The curriculum is regularly evaluated and revised.

Indicators for Improvements
5.1

Multiple approaches are used to assess and guide student progress.

5.2 The systematic standardized testing program is utilized in diagnosis and prescription of
student learning as well as evaluation and revision of the curriculum.
5.3 The school system regularly offers staff development to support the staff in implementing
researched-based learning theories as related to curriculum.
5.4 The school has a process in place to report curricular growth to the appropriate
constituencies.
5.5 The stakeholders within the school have appropriate involvement with the
and implementation of the curriculum.
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Standard VI. Instruction
The school uses instructional methods that deliver the curriculum to facilitate student
achievement.

Indicators for Membership
6A

Instruction gives evidence of each of the following:
•
instructional objectives reflect curriculum goals.
•
effective direction and guidance are provided during learning activities.
•
varied types of instructional materials are selected and used.
•
methods and organization are adjusted to meet the needs of students as a
group and as individuals.
•
varied instruments and procedures are used in the evaluation of student
learning and the quality of instruction.

6B Instructional materials and equipment are adequate in quality and quantity to meet the
curricular goals and objectives of the school.
6C Instructional materials and equipment are evaluated, inventoried, classified, and
catalogued.
6D

Provisions are made for identifying and assisting students with diverse needs.

6E

The school fulfills state requirements for days and hours of instruction.

6F The school has a planned program for reporting the academic performance of
students.
6G

Technology is appropriately used in instruction.

Indicators for Improvement
6.1 Teaching strategies reflect the current understanding of best practices and are
appropriate for student age, interest, and achievement level.
6.2

Formative as well as summative assessments guide instructional goals.

6.3

Student use of technology is integral to the instructional process.

6.4 The school has a written plan to effectively integrate and connect technology with
classroom goals.
171

St. Paul's Lutheran School
Concordia, Missouri
Lutheran School Board Policies
6.5 Resources available outside the school community are utilized to enhance the
learning of students and support the educational objectives.
June 2012
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Standard VII. Services
The school provides a variety of quality services to meet the needs of the whole child.

Indicators for Membership
7A The school maintains and securely stores cumulative permanent academic records for
each student.
7B The school has a crisis management plan that is communicated, tested, and updated
annually.
7C Requirements for safety are met:
▪ fire, tornado, intruder, and other drills are conducted and recorded.
▪ a plan to deal with blood-borne pathogens.
▪ CPR and first aid training.
▪ training in administration of medication.
7D Initial and on-going child abuse and neglect screening is completed for volunteers who
work with students on a regular basis.
7E

Provisions are made for the safety of students when being transported by the school.

7F

Reasonable procedures are in place for children at arrival and dismissal.

7G The use of potentially hazardous materials and tools by students is supervised and in
compliance with state and federal regulations.
7H Supervision of students is provided during the school day and as appropriate at schoolsponsored activities.
7I
The school has a Wellness Plan that has been communicated to staff, students, and
families.
7J If a food program is provided, adequate and qualified personnel are available to plan
and serve a variety of well-balanced, wholesome meals in full accordance with local,
state
and federal regulations.
7K Technology “Acceptable Use” policies for students and staff have been developed,
communicated, and implemented.
7L

The school maintains up-to-date health records in a safe and secure location.

7M The school adheres to communicable disease, immunization, and screening requirements
from the state and local health departments.
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7N

The school follows established policies for the administration of medication.
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Standard VIII.

Facilities

The facilities are adequate and well-maintained to achieve the purposes of the school.

Indicators for Membership
8A The location, school grounds and physical plant support an adequate instructional
program that is consistent with the school’s mission, philosophy, purposes, and needs
students.

of the

8B Effective housekeeping provides a safe, sanitary, and attractive environment for
learning.
8C The physical plant and grounds are in good repair and meet the local and federal
regulations for heating, ventilation, illumination, room size and capacity, etc.
8D

The school is in compliance with asbestos regulations.

8E An adequate number of regularly inspected fire extinguishers are placed throughout
the building.
8F

Exit routes are described and copies posted in each room.

8G

An adequate warning system is maintained for fire, tornado, earthquake, etc.

8H

The school building is locked and access is controlled during the school day.

8I

The kitchen and dining areas used by the school meet health and safety regulations.

8J

The school is in compliance with insurance regulations.

8K Inspection of the physical plant and grounds to identify safety hazards is made
regularly, with the school taking steps to remedy any identified deficiencies.
8L The school has taken appropriate steps for the safety of students on playgrounds/athletic
fields.
8M Crossing guards, lanes and school pick-up and drop-off zones and dismissal procedures are
implemented.

Indicators for Improvement
8.1 A plan is in place to enhance the school facilities in order to meet emerging instructional
needs and the overall needs of the school community.
8.2 The school facilities plan is annually reviewed.
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8.3 Technological equipment, internet access, and appropriate bandwidth are made
available to teachers and students to meet the needs of the 21st century.
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Standard IX. Finance and Planning
The school employs effective financial management and accountability in the use of its
resources. Strategic planning is in place to insure the viability of the school.

Indicators for Membership
9A The school operates by means of a carefully planned and regularly monitored annual
budget.
9B The school’s mission, philosophy, and priorities are reviewed as a part of the budget
process.
9C The budget is planned through collaboration of boards/committees, principal, and pastor
(in sectarian schools).
9D Resources are available to implement a quality instructional program and maintain
financial viability.
9E The school engages in short-term and long-term planning as a part of the improvement
process.
9F

The annual plan for improvement is formulated and updated by appropriate constituencies.

9G

Annual funding is allocated for staff development activities/programs.

9H

The school has strategies and resources to assure its ongoing operation.

Indicators for Improvement
9.1 Development activities, marketing, and advancement activities are in place and
evaluated yearly.
9.2 A public relations program provides local and wider communities with information and
news about the school’s program, activities, and operations.
9.3

The school plans for future capital and technology needs.
June 2012
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Optional Program Standards
The following membership standards apply only to those schools that have:
▪ Early childhood programs.
▪ Before and after school care programs.
▪ Special education schools or programs.

Standard X. Early Childhood Program
An early childhood program as defined for MNSAA accreditation is an educational program for
three to five-year old children. The principal of the elementary school is administratively
responsible for the program.

Indicators for Membership
10A Supervisors must meet adult-child and group size ratios.
Adult-child ratio:
•
6 weeks-2 years, 1:4
•
2 years, 1:8
•
3 years-5 years, 1:10
Group size
•
6 weeks-2 years, 8 maximum
•
2 years, 16 maximum
•
3 years-5 years, 20 maximum
10B Background checks and child abuse and neglect screening are completed for all
personnel and volunteers who work with students. This screening is done upon initial
and, according to Missouri law, annually thereafter.

service

10C Non-instructional personnel meet the state minimum age requirements for carrying out their
assigned responsibility. All adults working children must be 18 years of age.
10D All teaching staff should have:
•
A minimum of an AA in Early Childhood
and
•
75% have a BA in Early Childhood, Child Development, Elementary Education
Early Childhood Special Education.
or
•
BA in other field with a minimum of 12 credits in Early Childhood or
•
Written plan for obtaining BA in 10 years
10E Early childhood assessment includes regular observations, anecdotal records,
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developmental checklists, and portfolios.
10F Well-defined areas are provided where children can freely move about without
interfering with one another’s activities.
10G A variety and quantity of materials is accessible, so that all children can make choices
independently.
1
0H State standards are met for classroom square footage (a minimum of 45sq for infants
and 35sq for all others is required).
10I A variety of learning materials is available in the following areas: science, drama,
housekeeping, construction, transportation, creative arts, language, library, manipulatives,
blocks, fine and gross motor, and music and movement.
10J Time and space are provided for children to work and play individually and in small
or large groups.
10K Toilets and sinks are appropriate for student use (added steps, lowered sinks, or childsized bathroom fixtures).
10L Furniture is child-sized and adequate for the number of children served.
10M Opportunities are provided to instruct and encourage families on their role as
primary educator of their children (and on ways to build harmonious school-home
relationships).
10N Teachers/aides and parents work together to build a reciprocal relationship for the care/
well being of every child.
10O Staff have current CPR/First Aid training.
10P Playground need a minimum of 75sq ft per child, have appropriate fall zones and
resilient surfaces. Resilient surfacing needs to be a minimum of 6” deep.
10Q Playground is inspected regularly and in good repair.
•
Playground safety inspection should be on file.
•
Playground is fully fenced.
10R Equipment and materials are regularly cleaned and sanitized.
10S Meals and snacks prepared by program meet USDA nutrition guidelines. Information is
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shared with parents on packing healthy lunches if hot lunches are not served.
June 2012

180

St. Paul's Lutheran School
Concordia, Missouri
Lutheran School Board Policies

Standard XI. Before and After School-care Programs
These programs provide the service of before and after school-care to school-age students. The
principal of the school is administratively responsible for the program.

Indicators for Membership
11A Policies and procedures are consistent with the philosophy of the school.
11B Adult-child ratios for supervision meet state standards.
11C The program insures at least two adults to be on the premises during hours of
program operation, one of whom must be a paid employee.
11D Background checks and child abuse and neglect screening are completed for all
personnel and volunteers who work with students. This screening is done upon initial
and is in compliance with requirements of the sponsoring agency.

service

11E Staff has pre-service and in-service training.
11F The program provides a variety of safe activities and experiences to meet the needs and
interests of students.
June 2012
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Standard XII. Exceptional Learning Needs
The school serves children with learning needs that require the services of teachers who have
specialized degrees in exceptional learning.

Indicators for Membership
12A Administrators are prepared to work with and support students with exceptional learning
needs.
12B Exceptional learning needs teachers are appropriately certified for the area in which
they teach, are working toward this certification, or have a written plan that leads to
completion of a degree/certification.
12C Teachers are trained in developing and implementing a service plan appropriate to the
needs of each student.
12D Service plans are available in each student’s file.
12E Curriculum is adapted to allow students to progress at their individual learning rate and to
facilitate transition from level to level.
12F Least-restrictive environment provisions are made to allow students to attend regular
classes as appropriate, and plans for transition are in place.
12G Exceptional needs teachers collaborate effectively with faculty and staff.
12H Interdisciplinary services (physical therapy, speech, occupational therapy, counseling,
etc.) are either provided or referral resources are communicated to the families.
12I Reasonable accommodations are made in the physical plant for accessibility.
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