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Vision: The vision of New Generation School is to reach the spiritual, educational and 
emotional needs of the diverse student population of Columbia and the surrounding 

counties. We will accomplish this by providing sound Biblical counsel, individualized 
education and emotional interventions in a caring and accepting environment. 

 

Foundational Scripture: “Every scripture is given by the inspiration of God, and is 

profitable for doctrine, for reproof, for correction, for instruction in righteousness, that 

the man of God may be complete, thoroughly equipped for every good work.” (2 

Timothy 3:16-17, NIV) 

 

Spiritual Life:  New Generation School is not affiliated with any church organization.  

Our staff are all Christian and attend various Bible believing churches.  We have chosen 

to refrain from any specific denominational teachings, but instead, we teach the basic 

tenants of the Old and New Testament.  As a part of our spiritual life, we have daily 

prayer time and reflections on the Proverbs.  In addition, the middle and high school 

students participate in chapel services weekly where pastors from a variety of churches 

are engaged to speak.   

 

Introduction to the Director:  Dr. Paula Gorman has spent the past 20 years working 

with youth.  Her first occupation was in mental health, where she provided in home 

services such as parenting classes, and case management.  Later she received her 

Masters in Special Education and worked as teacher and administrator in various 

educational settings, both public and private.  Dr. Gorman received her Doctorate in 

Educational Psychology in 2011.  In addition to Dr. Gorman's educational experience, 

she is also the mother of a student that had Aspergers Disorder.  Her son was always 

bright but needed different techniques to ensure that he succeeded.  After trying both 

public and private schools, Dr. Gorman decided to home-school her son.  When pulling 

him to be home-schooled, he was functioning at a 3rd and 4th grade level in his core 

subjects but was a 7th grader.  Under Dr. Gorman's tutelage, her son graduated high 

school and college with his A.A. at the same time. Many of the techniques used at New 

Generation came out of this experience, as well as her vast educational background. 

 

School information:   In 2004, Dr. Gorman founded New Generation, using the 

principals that she had discovered to be universally beneficial to students in the various 

settings of her experience. New Generation started as a small one room school house, 

with 12 students and one teacher.  Each year, thereafter, it has grown by one classroom 

(12 students).  The vision of New Generation to maintain the small school atmosphere in 

which the teachers can better know and therefore, better serve their students.  The 

school, therefore, maintains and average class size of 13 students. It is the belief of the 

school staff that by preserving the small class atmosphere, the student population is 

better served.  Students who are served in a smaller setting are better bonded to the 
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school staff, have increased accountability between teacher and parents and overall do 

better.   

 

Educational Philosophy:  Dr. Gorman believes that every student can and will succeed 

if offered the right educational environment.  There are several key elements that are 

essential to the New Generation Educational Philosophy.  The environment should be 

structured and demonstrate a care and concern for the student population.  Teachers do 

this by clearly articulating that the academic and behavioral expectations.  They also do 

this by creating an environment where the student know that the teacher is there to 

help them with educational, spiritual and emotional issues as well.  The New Generation 

Educational Philosophy also believes that each child is unique in their educational needs.   

Therefore students should be met at their individual levels and advanced through the 

core courses in a progressive manner.  A manner that builds upon earlier obtained 

information in small incremental steps.  We begin this process by assessing each child 

upon entry and placing the students into curriculum that meets the child at their 

individual levels and progresses them to the next level.  Always requiring that the 

student demonstrate an 80% mastery of the skill prior to progression. 

 

School hours: School starts at 8:10 and ends at 2:00.  The doors are open from 7:30 

and students are expected to be picked up no later than 2:30.  Any events, requiring 

alterations in this, should be approved through the Front Office.  Students are provided 

direct supervision during the hours of 7:30 to 2:30 and during club activities.   

Before teachers leave for the day, they are expected to have their lesson plan for the 

following day completed, classroom fully stocked (trash bags, paper towels, toilet paper, 

forks/spoons/plates, other teaching materials as needed), and classroom/bathroom is to 

be clean and presentable.  

 

Grading:  Student grades are sent home every nine weeks.  In addition, progress 

reports are sent home in the middle of the nine weeks during the first grading period, 

and thereafter, if the student is falling below a C in any class.  It is the policy of New 

Generation to communicate to the parent, if the student is falling below a C in any class 

in order to determine what interventions can be put in place both at the school and at 

home to help the student improve their learning performance. 

 

Grading scale is: 

90 - 100  A  Excellent 

80 - 89  B  Very Good 

70 - 79   C  Average 

60 - 69  D  Below Average 

0 -  59  F  Failed 

 

Curriculum:  All of the curriculum used in Math, Reading and Language Arts is research 
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based; research has been conducted on it to demonstrate that it is effective.  Science, 

Social Studies, and Electives are chosen based upon their agreement with Biblical 

foundations.  In the core subject areas, a score of 80% or higher is required prior to 

advancement in the curriculum.  This rule has been established as the research on brain 

development indicates that without meeting the 80% mastery requirement there is little 

retention of newer information.   

 

 

Communication to Parents:  See “Policy & Procedure Parent Communication” in 

addition to the following:  New Generation School realizes that parent communication is 

important.  Therefore, it is our policy to communicate with the parents at a minimum of 

twice per week.  The first communication is on the first day of the school week, to give 

the parent information about the curriculum plans for the week.  The second 

communication comes out on Thursday to inform the parent of student’s progress 

towards the curriculum goals for that week.  Both of these communications are done 

with planners provided at the beginning of the school year.  In addition, to these 

mandatory communications by teachers, it is also the policy of New Generation to inform 

the parent if the students’ grades drop below a C at any time during the grading period.  

The purpose of this contact is to elicit the parents’ support in remediating any barriers to 

the students’ success.  It is the parents’ responsibility to check the planners nightly, as 

well as to contact the school and/or teacher if there are any concerns being noted.  New 

Generation is committed to the success of the student, but needs full cooperation from 

the parents as well.   

 

Student Homework Policy:  New Generation’s homework policy has been developed 

with cognitive process in mind.  We are well aware that, frequently, homework sent 

home may not be something with which the parents are familiar and/or with which the 

student has already reached mastery.  Therefore, homework is often seen as a task 

thrust on parents that often has little to no real benefit to the student.  As a result, New 

Generation has limited its homework expectation to that which requires only 

memorization of facts, writing Spelling words, silent reading, and or study for a test.   

 

Student Discipline and Uniform Policy:  New Generation does not have a school 

uniform, but does adhere to a school dress code.  We believe that uniforms are not, in 

most cases, the expectation later in life and, therefore, should not be the expectation 

now.  We instead have a dress code that is functional to our setting.  We expect our 

students to come dressed comfortable and moderately.  Girls’ outfits should be no 

shorter than fingertip length, no midriffs nor cleavage should be exposed.  Boys should 

wear their pants fitted at the waist. Graphics on the shirts should be appropriate to the 

school environment (no emblems and/or words promoting nudity, drugs, alcohol, or 

tobacco).   
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Discipline is conducted in a manner that breeds respect for the student, staff, and 

educational environment.  Therefore, much of the discipline is done from the perspective 

of teaching.  We first teach the expectations and then teach the reasons for the 

expectation.  Later, if the student is not complying, teaching is done by offering minor 

consequences that reinforce the reasons for the rules.  Examples of consequences may 

include: cleaning of common areas, fixing broken items, apologizing, losing free time.  

Only if the infractions are major will the consequences include suspension.  Students can 

and will be expelled from New Generation for fighting, bringing contraband, or bullying 

to the school.   
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Policy and Procedures 

New Gen Staff Training 

 

Prior to starting their employment with New Generation Christian School, all staff members are to be 

trained in the following policies and procedures:  Standards of Ethical Conduct & Report Abuse, Time 

Off, Admissions, Confidentiality, Gossiping/Rumoring/Negativity, Advertising/P.R. Materials/Letters, 

Fire Safety. 

 

Prior to starting their employment with New Generation Christian School, all teachers & teacher’s 

aides are to be trained, in addition to the “all staff members’ training (listed above), in the following 

teaching training, policies and procedures:  CHAMPs Classroom Management, Harry K. Wong’s “The 

First Days of School:  How to be an Effective Teacher,” Richard Lavoie “How Difficult Can This Be?,” 

Field Trips & Special Events, Fundraising, and other training as developed and/or indicated.  

 

After receiving training, staff will sign the “New Generation Christian School’s Staff Policies & 

Procedures Sign-Off” form. 
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Policy & Procedure 

Employee Dress Code 

 
All New Generation Christian School staff members are to present themselves as role-models to the 

students.  We believe our staff should present to the students and their parents as professionals.  In 

accordance with these beliefs, staff are to dress in professional, business attire.  This may be what is 

considered "casual business" dress. Men should wear casual dress slacks such as Dockers; collared, 

button-down shirts or collared "golf" shirts and casual dress shoes with socks. Women should wear 

business type attire, slacks & blouse, suits, or dresses of appropriate length.   

 

Jeans and sneakers are not permitted except on designated dress-down days.  Fridays will be 

designated as dress down days, unless otherwise indicated by the administration.   

 

If a staff member is playing sports and/or on a field trip, casual attire is acceptable but must meet 

‘student dress code.’ 
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Policy and Procedures 

Standards of Ethical Conduct & Reporting Abuse 

(Adapted from ‘The Code of Ethics of the Education Profession in Florida’ and ‘Principles of 

Professional Conduct for the Education Profession in Florida’) 

 

1. New Generation Christian Ministries and School and its affiliates value the worth and dignity of 

every person, the pursuit of truth, dedication to excellence, devotion to a high Biblical Standard, 

acquisition of knowledge and the nurture of democratic republic citizenship. Essential to the 

achievement of these standards are the freedom to learn and to teach and the guarantee of equal 

opportunity for all. 

 

2. Our primary concern is the student and the development of the student’s potential. Employees will 

therefore strive for professional growth and will seek to exercise the best professional judgement and 

integrity. All employees are expected to reflect the understanding and compassion of Jesus Christ. 

(John 8:10-11) 

 

3. Concern for the student requires that our instructional personnel: 

 

a. Make reasonable effort to protect the student from conditions harmful to   learning 

and/or to the student’s mental and/or physical health and or safety. 

b. Not unreasonable restrain a student from independent action in pursuit of  learning. 

c. Not unreasonably deny a student access to diverse points of view. 

d. Not intentionally suppress or distort subject matter relevant to a student’s  academic 

program. 

e. Not intentionally expose a student to unnecessary embarrassment or 

 disparagement. 

f. Not intentionally deny or violate a student’s civil rights. 

g. Not harass or discriminate against any student on the basis of race, color, religion, sex, 

age, national or ethnic origin, political beliefs, marital status,  handicapping condition, 

sexual orientation, or social and family background and shall make reasonable effort to 

assure that each student is protected from harassment or discrimination. 

h. Not exploit a relationship with a student for personal gain or advantage. 

i. Keep in confidence personally identifiable information obtained in the course of 

professional service, unless disclosure serves professional purposes or is required by 

law. 

 

4. Aware of the importance of maintaining the respect and confidence of colleagues, of students, of 

parents, and of the community, employees of New Generation Christian Ministries and School must 

display the highest degree of ethical conduct. This commitment requires that our employees: 

a. Maintain adherence to high Biblical Standards 

b. Maintain honesty in all professional dealings. 

c. Shall not of the basis of race, color, religion, sex, age, national or ethnic origin, political 

beliefs, marital status, handicapping condition if otherwise qualified, or social and family 
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background deny to a colleague professional benefits or advantages or participation in 

any professional organization. 

d. Shall not interfere with a colleague’s exercise of political or civil rights and 

responsibilities. 

e. Shall not engage in harassment or discriminatory conduct which unreasonably 

interferes with an individual’s performance of professional or work responsibilities or 

with the orderly processes of education or which creates a hostile, intimidating, abusive, 

offensive, or oppressive environment; and, further, shall make reasonable effort to 

assure that each individual is protected from such harassment or discrimination. 

f. Shall not make malicious or intentionally false statements about a colleague. 

g. In accordance with section 1001.42(6), Florida Statutes, neither the school nor any 

employee of the school may provide instructional personnel or school administrators 

with employment references or discuss their performance with prospective employers 

from another educational setting without also disclosing the personnel’s or 

administrator’s misconduct. 

            

In accordance with section 768.095, Florida Statutes, an employer who discloses information 

about a former or current employee to a prospective employer of the former or current 

employee upon request of the prospective employer or of the former or current employee is 

immune from civil liability for such disclosure or its consequences unless it is shown by clear 

and  convincing evidence that the information disclosed by the former or current employer was 

knowingly false or violated any civil right of the former or current employee protected under 

chapter 760, Florida Statutes. 

 

5. Immediately report known or suspected child abuse or neglect to the Florida 

Department of Children and Families Toll-Free Hotline (1-800-96-ABUSE) 

In accordance with section 39.201, Florida Statutes, any person who knows, or has 

reasonable cause to suspect, that a child is abused, abandoned, or neglected by a parent, legal 

custodian, caregiver, or other person responsible for the child's welfare, or that a child is in need of 

supervision and care and has no parent, legal custodian, or responsible adult relative immediately 

known and available to provide supervision and care shall report such knowledge or suspicion to the 

Department of Children and Families (DCF) Central Abuse Hotline at 1-800-96-ABUSE. 

 

Instructional personnel and school administrators may report such information to DCF in unison, but 

reporting to another school employee does not fulfill the legal obligation to report to DCF. 

 

In accordance with section 39.203, Florida Statutes, any person who reports in good faith any 

instance of child abuse, abandonment, or neglect to the Department of Children and Families or any 

law enforcement agency, shall be immune from any civil or criminal liability which might otherwise 

result by reason of such action. 

 

Reporting Procedures:  Any New Generation staff who has knowledge of or reason to suspect child 

abuse in any form shall immediately inform the Administrator. In the absence of the Administrator, the 
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Asst. Administrator shall be notified. Following review of the situation with the administration, an 

abuse report shall be filed either jointly with the Administrator or independently. If for any reason 

Administration is not available, either in person or by phone, the staff shall file abuse report and notify 

Administration as soon as possible after the call is made. 

Training Requirements 

All instructional personnel and administrators are required as a condition of employment to complete 

training on these standards of ethical conduct. 

I have participated in Ethical Standard Training and fully understand the ethical expectations of New 

Generation Christian Ministries, New Generation Christian School, and Kingdom Academy. 

 

 

Name:_______________________________ 

 

Signature:____________________________ 

 

Date:_____________ 
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Policy & Procedure 
Fire Safety 

 

 In order to assure the continuing safety of New Generation students and staff, 

New Generation School has implemented the following fire policy and procedure. 
 

   New Generation is equipped with an approved fire alarm system with pull stations 

at each exit. All staff will be trained in fire safety. A fire drill will be held on a monthly 
basis and a log of the drill will be maintained at the facility. 

 

In the event that a staff member becomes aware of a fire, he/she will: 
 

1. Initiate the fire alarm at the nearest pull station - simultaneously giving verbal 
instruction to any students at his/her location to begin exiting the building. 

2. If the fire appears controllable with an extinguisher, the staff member will 
attempt to extinguish the fire being certain that he/she has easy access to an 

exit should the fire not go out. 
a. Any staff member using a fire extinguisher should always ascertain that 

his/her location is between the fire and a fire exit. If the staff member is 
unable to position him/herself in such a way as to have clear and easy 

access to a fire exit, he/she should not attempt to extinguish the fire. 
3. Should the staff be unable to extinguish the fire he/she should proceed with 

Teacher responsibilities as outline below 

 

Teacher Responsibility: 

 

●  An "Emergency" student roster will be kept in each classroom by the fire exit 
door for that classroom. 

●  Upon hearing the fire alarm, the teacher will escort his/her students from 
the classroom via the indicated fire exit for that classroom. 

●  As students exit the classroom the teacher will take a head-count to assure 
that all students for that class are accounted for. 

●  Upon exiting the classroom, the teacher will escort his/her students to the 
pre-arranged gathering location 

●  When the class has arrived at the gathering location the teacher will take roll 
by name and record some on the "Emergency student roster". 

●  The teacher will then monitor his/her class at the staging area until the "all 
clear" is given or until other instructions are given by the director and/or a fire 

official. 

●  If the students return to the classroom after the "all-clear', the teacher will 
re-take the roll to assure that all student have returned to the class. 

●  If the students are picked up by parents from the staging area, the teacher 
will indicate on the "emergency roster" when each student is picked up and by 

whom. 
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Director/Principal Responsibility: 

 

● Upon hearing the fire alarm sound, the Director shall proceed to the control 

panel to ascertain the location of the pull station used. 
● If possible, the Director should attempt to determine whether or not the alarm is 

a false alarm. 
● If the alarm is determined to be false, the Director will: 

○   Contact the fire department and inform them of same. 
○  The Director will then wait for the fire departments verification team 

to inspect the building. 

○  After the fire department has cleared the building, the Director will 
give the "all-clear" to the staff. 

●  If the alarm is determined to be accurate, the Director will proceed to the 
staging area. 

● Upon reaching the staging area the director will verify with the teachers that all 
students are accounted for. 

● The director will then wait with the staff and student population for the fire dept 
and to receive further instruction from fire officials. 
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Policy and Procedure 

EMERGENCY EVACUATION PLAN 

 

PURPOSE: 

Establish a systematic method of a safe, orderly evacuation of the entire building during an emergency. 

 

APPLICATION: 

All orders of evacuation and drills requiring complete evacuation of the buildings.  See “Fire Policy & 

Procedure” for Evacuation Plan relating to fires. 

 

PROCESS: 

All students and staff are to exit from their designated or alternative emergency exit proceeding to their 

predetermined assembly area.  Predetermined areas are to be at least 500 feet from the building.  In the 

assembly area, roll call will be taken to ensure all personnel are accounted for. 

Do NOT leave this area until instructed to do so. 

Note:  If readily available, take your purse and keys with you before leaving the building, as you may 

not be permitted to re-enter the building for an extended period of time. 

 

 

EMERGENCY EVACUATION AND CLOSURE PROCEDURES 

This procedure applies to *all evacuations and emergency closures of the New Generation School.  *For Fire 

Drill procedures, see document, “Fire Policy & Procedure.” 

 

Responsibilities of all staff: 

A. Immediately activate the building’s fire alarm system using the nearest manual fire alarm pull station. 

B. Alert all students and staff in your assigned area that there has been an emergency and they are to 

immediately evacuate via the nearest exit. 

C. Secure your area (if time permits). 

a. Turn off all equipment. 

b. Close all windows and doors (do not lock doors). 

D. Leave the building via the nearest, safe exit.  Leave in an orderly manner - do NOT run. 

E. Use pre-planned evacuation routes. 

F. Assist the disabled in exiting or to an area of refuge. 

G. Proceed to your designated, assembly area. 

H. Report to your director or their designee for roll-call and further instructions. 

I. Do NOT attempt to re-enter the building unless instructed by your director. 
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EMERGENCY PROCEDURES:  Bomb Threats, Suspected Mail, or Package Bomb 

 

Telephone Procedures:  Individual receiving a BOMB THREAT via telephone, should: 

● Remain calm. 

● Engage phone tape recorder (if available) OR signal for another person to listen in on an extension (if 

applicable). 

● Get all information as is possible using Telephone Bomb Threat Check List. 

● Take every threat seriously, treat as real until proven otherwise. 

● Keep the caller on the phone as long as possible.  Ask called to repeat the message. 

● Inform the caller that the building is occupied and that a detonation of a bomb could result in death or 

injury to many, innocent people. 

● Call 911. 

 

Bomb Threat via a Note:  Individual discovering or receiving a BOMB THREAT note should: 

● Remain calm. 

● Do NOT handle the note with your hands any more than necessary (This note is evidence of a criminal 

act and may assist in the investigation.). 

● Call 911; Re-write the note as it exactly reads on a separate piece of paper including: 

○ Exact location of where it was found 

○ Exact time and date it was found 

○ Include any other pertinent information 

● If note is handed to you by an individual, make a mental note of: 

○ Physical characteristics (clothing description, male/female, height, weight, color of hair, etc.) 

○ Location of individual at the time receiving the note. 

○ Current location of individual.   

● Do NOT fold, crumple, tear, or mark this in any way.  If possible, place in an over-sized envelope or 

folder to be handed directly to law enforcement. 

● Contact 911. 

 

Suspected Mail or Package Bomb:  If a suspicious letter or parcel arrives: 

● Do NOT open it. 

● Leave the letter or package. 

● Notify all in area to evacuate. 

● Call 911. 

○ Providing location in building. 

○ Providing location in room (indicating relationship to other packages). 
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○ Size of envelope or package. 

○ Return address, if available. 

○ Noise or other suspicious characteristics of package. 

○ Unusual markings. 

● Evacuate entire building. 

 

  

Suspected White Powder (Letter or Package):  If a suspicious letter or parcel arrives and meetings the 

characteristics of suspicious packages and letters: 

● If the package or letter is unopened: 

○ Do NOT OPEN IT. 

○ Place the envelope or package in a plastic bag or some type of container. 

○ If you do NOT have a container, then COVER the envelope or package with anything (clothing, 

paper, trash can, etc.) and do NOT remove this cover. 

○ Leave the room and close the door or section off to prevent others entering. 

○ Wash your hands with soap and water (to prevent spreading any powder to your face, eyes, or 

respiratory tract). 

○ List all the people who were in the room or area when the suspicious package was recognized.  

Give this list to public health authorities and law enforcement officials upon their arrival. 

● If the package is opened and contains a powdery substance and powder spills out: 

○ Do NOT try to clean up the powder.  Cover the contents immediately with anything (clothing, 

paper, trash can, etc.) and do NOT remove this cover!!! 

○ Wash your hands with soap and water. 

○ Remove heavily contaminated clothing as soon as possible and place in a plastic bag, or some 

other container, that can be sealed.  This clothing bag should be given to the emergency 

responders for proper handling. 

○ Shower with soap and water as soon as possible.  Do not use bleach or other disinfection on 

your skin. 

○ List all people who were in the room or area, especially those who had actual contact with the 

powder.  Give this list to public health authorities and law enforcement officials upon their 

arrival. 
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Suspicious Letters’ or Packages’ Characteristics 

● Excess postage 

● Mailed from a foreign country 

● Lopsided or protruding item 

● Handwritten or poorly typed addresses 

● Incorrect titles 

● Title, but no name 

● Misspellings of common words 

● Oily stains, discolorations, or color 

● No return address 

● Excessive weight 

● Lopsided or uneven envelope 

● Protruding wires or aluminum foil 

● Excessive security material, such as masking tape, string, etc. 

● Visual distractions 

● Ticking sounds 

● Marked with restrictive endorsements, such as “Personal” or “Confidential” 

● Shows a city or state in the postmark that does not match the return address 
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Policy & Procedure 

Crisis Intervention Plan 

  

In the event of an active shooter the following steps should be taken: 

  

1. Promptly lock both doors. 

2. Press the “Police Shield” button on alarm pad.   Alarm pad is located on the wall by the door. The 

“police shield” button is located on the bottom left side.  

3. Contact front office by pressing “0” and inform office of event. Provide as much detail as possible.  

Details would include the location of the shooter/shooters, color of clothing, the age, height, weight, 

race, and name of the shooter/shooters if possible.  The type and amount of weapons is beneficial 

information. 

4. Contact Department Head by telephone of the event. Classroom phone numbers must be displayed by 

the telephone. 

5. Department Head will notify their staff by telephone if possible. 

6. Children will be ushered to the middle of the portable.  Children and staff will lie flat and desks will be 

placed on their sides and used as a shield. 

7. Students and Staff should remain silent. 

8. Do not MOVE until the police have secured the scene.  Police will not know who is perpetrating the 

crime scene and any movement WILL endanger your life. 

9. Staff are allowed to answer questions from law enforcement.  Staff will not speak with the media.  

Details of the incident should not be discussed with anyone outside of the crime area in order to prevent 

evidence contamination.  Dr. Gorman will appoint herself or one other person to speak the media. 

  

The children and staff will leave the scene as directed by first-responders.  
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POLICY & PROCEDURE 
EMPLOYEE TIME OFF 

 

         The New Generation School Academic Schedule allows for 15 weeks off throughout 
the school year. As such, New Generation does not have a specific "time off and 

vacation" policy. New Generation considers its staff to be responsible professionals and 
expects them to treat their employment here accordingly. We ask that normally 

scheduled personal business, such as doctors’ appointments, be arranged during breaks 
and after school hours. New Generation also understands that there are those occasions 

where one's is just too sick to work or other emergencies occur. With this in mind New 
Generation allows for 5 "sick" days per academic year, this includes time off for 

bereavement and similar circumstances. Unusual circumstances will be considered on an 
individual basis. 

  
Hourly employees are given 10 paid days off a year, outside of national holidays.  These 

days can be used for either sick time and or personal reasons. Personal days off that are 

planned should be scheduled in advance and approved by department heads.  Should 
the need to call off arise please attempt to contact administration 12 hours (or a 

minimum of two hours) in advance of your scheduled time to work. 
 

In making your decision to call off, please remember that New Generation does 
not have access to substitute teachers as does the public school system and calling off is 

a burden to all other staff. So, if at all possible, please come to work. 
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Policy & Procedure 

Student Admissions  
 

It is the policy of New Generation Christian School to only take students that are consistent with the overall 

vision of New Generation and that can be successful in meeting our criteria for graduation with a standard high 

school diploma.  Once admitted to the school, it is the policy of New Generation to assist every child in 

achieving the maximum potential in a timely manner. 

Therefore, the following procedures will be followed: 

 

1. Prior to admissions, office staff will gather the following information to assess if student is a candidate: 

a. application, transcripts, discipline record, IEP, and psychological if indicated. 

 

2. Director or Principal will review all information and determine if interview is indicated. 

 

3. If interview is indicated, the child and parent will meet with director or principal and program policies, 

goal and objectives will be discussed. 

 

4. If interviewer determines child is appropriate, an initial plan of care will be developed, which address 

the student/parents’ goals and best methods for achieving these goals. 

 

5. Parents of the child will be given appropriate forms to be filled out for enrollment, which includes: 

emergency contact form, authorization to treat, policy and procedures notarization form. 

 

6. Child will be placed on the roll and/or on a waiting list. 

 

7. This plan of care will then be given to the department head and the department head will staff it at the 

next department meeting.  All other documentation, including IEP and psychological evaluations, will 

also be reviewed.   
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Policy and Procedure 

STUDENT EDUCATION PLAN 

 
In a concerted effort to meet the needs and goals of our students, it is the policy of New Generation 

Christian School to complete a Student Education Plan upon the admittance of a new student. 

 

In order to properly execute the completion of a Student Education Plan, New Gen staff must follow 

the Student Education Plan Workflow.  Additionally, the Student Education Plan is included in the 

P&P.
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Giving a hope and a future through Christ 

 

Student Education Plan 

 
Student Name ___________________________________   Date _____________________ 

 

Student desires to 

________________________________________________________________________________________

______________________ when they graduate from high school.   

 

Student failed or was retained in grade(s): 

________________________________________________________________________________________

________________________________________________________________________________________ 

 

Current projected graduation date_______________________ 

(Graduation by) Birthdate______________________________ 

Circle one:  Vocational Diploma (3 elective credits) / Career Diploma (6 elective credits) 

Student has _____IEP  ______504  _____Psych Eval 

 

High School Credit Review 

Math - 4 credits 

    

    

    

    

 

English - 4 credits 

Eng I  Eng I  

Eng II  Eng II  

Eng III  Eng III  

Eng IV  Eng IV  
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Science - 3 credits 

    

    

    

 

 

Social Studies - 3 credits 

Am History    

World History    

Economics  Am Government  

 

 

Electives - 3 or 6 credits (depending on diploma choice) 

Hope Credit  Hope Credit  

    

    

    

    

    

 
 

Completed by Principal or Admin on:  ____________________________________________ 

 

Staffed & Reviewed on _______________________ 

 

Staffed & Reviewed by _______________________________________________________ 

 

__________________________________________________________________________ 

 

__________________________________________________________________________ 

 

__________________________________________________________________________ 

 

 



23 

 

Policy and Procedure 

Assessments 

 

It is the policy of New Generation School to monitor students’ progress through the curriculum and 

academic standards regularly.  The purpose of this purpose of this policy is to ensure that all students 

are making academic gains and the curriculum and instructional methods are beneficial.  Therefore 

the following procedures will be used: 

 

At the beginning of the school year the core content teachers: math, reading and language arts, will 

assess all students using a nationally normed test.  In addition, all curriculum that have internal 

assessments such as Saxon math and or PACE English will be used to determine where the student 

places within that curriculum. 

 

Spreadsheets will be created by the department heads and or office manager for the Nationally 

Normed tests and the grade level equivalencies (GLE) will be inputted.  All instructional staff and 

administration will have access to these spreadsheets and will be required to review it to make 

educational decisions. 

 

All curriculum tests will be used to actually place the student in the curriculum that the child is already 

demonstrating mastery. 

 

Throughout the year educational course corrections will be made based upon a student failing to 

demonstrate mastery in the area, 80% or higher on a unit exam.  If this occurs staff will ask the 

student to repeat the work to ensure mastery.  No reproach should be made on the student.   

 

At the middle of the year, testing will again take place to determine if the student is demonstrating 

measurable growth.  Each teacher of a core content area will evaluate their standings by ensuring 

that 80% or more of the students are making progress.  If a teacher determines 80% of the students 

are not, they must then evaluate the weakness to create a plan of intervention for the entire class.   

 

At the end of the school year a final test will be given and the results of the beginning of the school 

years test will be contrasted to the end of school years test.  These forms will be sent home to 

parents in June. 
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Policy & Procedure 

Lesson Plans 

 

It is the policy of New Generation Christian School that staff are prepared to teach their students by creating 

weekly lesson plans, which are due the Friday prior to the week of lessons to be taught. 

 

It is the responsibility of every teacher to ensure that every Friday, lesson plans are accurately created and 

shared via Google Drive with the teacher’s department head, Principal, and Director. 

 

It is also the responsibility of the teacher to ensure their lesson plans contain the following for each class (and 

group of students) they teach:  (1) Objective, (2) Process, (3) Materials, and 

(4) Assessment.   

● For examples of each department’s lesson plans, please see the Google Drive documents, “Lesson 

Plans Sample Elem,” “Lesson Plans Sample MS Math,” “Lesson Plans Sample HS English.” 
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Policy & Procedure 

Parent Communication 

 
 
It is the policy of New Generation Christian School that we regularly communicate with the parents of our 

students in order to better facilitate parents’ involvement in their child’s education, as well as to ensure parents 

are apprised of their child’s academic and behavioral standing.  As such, the following communications must 

be made:   

 
Student’s Grade Drops to “C” or Lower Procedure:  Teacher of the subject in which the student’s grade 

has dropped, must make contact with the student’s parent/guardian with a minimum of two weeks prior to the 

next issued report card.  The teacher must offer the student, and communicate to the parent what has been 

offered to their child, a minimum of two redemptive assignments.  The redemptive assignments must be 

substantial enough in weight to raise the student’s overall grade to a minimum of one, whole letter grade, and 

include a due date, of which the parents must also be made aware. 

 
 
Progress Reports:  It is the policy of New Generation Christian School to facilitate communication with our 

students’ parents by implementing quarterly Progress Reports.  It is the responsibility of each teacher to 

complete their portion of their students’ Progress Report in a timely manner, which is in accordance to the 

deadlines indicated on the New Gen calendar (deadlines may be adjust to be earlier than indicated on the New 

Gen calendar by the Department Head).  Upon completion, teachers are to return their students’ Progress 

Reports to their Department Head.  The Department Head will then review the Progress Reports, determine a 

plan of distribution of the Progress Reports, and ensure said plan is communicated to their department’s 

teachers, and properly executed.    

 
 
Report Cards:  It is the policy of New Generation Christian School to facilitate communication with our 

students’ parents by completing quarterly Report Cards.  It is the responsibility of each teacher to complete 

their portion of their students’ Report Card in a timely manner, which is in accordance to the deadlines 

indicated on the New Gen calendar (deadlines may be adjust to be earlier than indicated on the New Gen 

calendar by the Department Head).  It is also the responsibility of the teacher to include on students’ reports 

comments, which are both positive and may offer appropriate, constructive feedback.  Upon completion, 

teachers are to return their students’ Report Cards to their Department Head.  It is the responsibility of the 

Department Head to then review the grades as well the teachers’ comments on the Report Cards, and ensure 

the distribution of the report cards is in accordance with administration and properly executed.    
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Policy & Procedure 

Confidentiality & HIPPA Compliance 
 

     New Generation is more than just a school. New Generation is also a therapeutic environment 
that focuses on the students’ emotional well-being in addition to his spiritual and educational well-
being. In keeping with the therapeutic concept New Generation maintains a level of confidentiality 
similar to a mental health program. In order to maintain this level of confidentiality, no New 
Generation staff may discuss any student with anyone other than school employees in the context of 
that students needs at the school. Should any outside agency need information about a student, the 
information must be provided by or with the permission of administration. Most sharing of student 
information will require the express written permission of the parent or legal guardian. Any New 
Generation employee found discussing student information with persons other than New Gen staff i.e. 
other students, other parents or individuals other than New Gen staff may be subject to discipline 
including possible termination of employment. 
 As with any mental health program there are a few definitive exceptions to this procedure; they 
are: 1) The student expresses suicidal ideation or other self-injurious thoughts. All such verbalizations 
are to be considered serious. No staff member should ever decide that the student was "just seeking 
attention" or "just fooling around". Any such verbalizations must be reported to administration 
immediately. 2) The student expresses an intent to do serious physical harm to another individual, 
either another student or an individual outside the school setting. 3) The student discloses that he/she 
is being abused either physically or sexually. 4) The student discloses that they have abused a child 
or elderly individual. 
 All of the above noted situations should always be staffed with administration. 
 All New Generation staff are considered "mandated reporters" and as such all the above 
situations should be reported to the appropriate authorities following staffing with administration. 
 Likewise, same exceptions as above, information of a personal nature shared by another 
member of the New Generation Staff should be considered confidential as well unless such 
information could impact the school in any way. 
 
HIPPA (Health Insurance Portability and Accountability Act) Compliance:   Additionally, it is 
each employee’s responsibility to ensure that he/she does not breach student confidentiality as per 
HIPAA policies.  Examples include, but are not limited to:  

A. Take extreme care to ensure that no one can overhear discussion of student information 
other than the authorized person(s) to whom you are relaying this information (both in face-to-face 
and telephone conversations).  

B. In School Office where the public may come in, take precautions to ensure that charts and 
other written information are not seen by visitors.  

C. When copying forms that contain multiple names, always blacken out the names that are 
not pertinent.   
*School Health Staff will not give out their computer passwords unless needed for continuity of care 
or further School Office services. 
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Policy and Procedure 

Staff Meetings 

 
In order to ensure New Generation Christian School is continuously improving, it is the policy of New Gen and 

the responsibility of the Director, Principal, and Department Heads to hold regularly scheduled staff meetings 

(minimally bi-weekly).   

 

 

Responsibility of Director and/or Principal:  At a minimum bi-weekly “All Staff Meetings” are conducted in 

which school news is shared, instructional and student behavioral trainings are given, staff recognitions given, 

staff collaborations take place, and other topics (at the discretion of the Director and/or Principal) are 

collaborated upon/discussed.  All New Gen staff are to be in attendance.  Meeting Agenda/Notes are to be 

recorded and shared with all staff members via Google Drive. 

 

 

Responsibility of Director and/or Principal:  At a minimum bi-weekly “Department Head Meetings” are 

conducted in which Director and/or Principal and Department Heads collaborate regarding:  program updates, 

curriculum adjustments or changes, instructional and student behavioral trouble-shooting, staff recognitions, 

other topics at the discretion of the Director and/or Principal.  Director and/or Principal and Department Heads 

are to be in attendance.  Meeting Agenda/Notes are to be recorded and shared with Director, Principal, and all 

Department Heads via Google Drive. 

 

 

Responsibility of Department Head:  At a minimum bi-weekly “Department Meetings” are to be scheduled on 

the New Gen calendar and then conducted in which teachers within that department are collaborated with and 

updated regarding:  school news, instructional strategies, student behavioral strategies, students’ grades, 

parent conferences, best use of technology, curriculum enhancements/adjustments/suggestions, and other 

topics at the discretion of the Department Head.  Meeting Agenda/Notes are to be recorded by the Department 

Head and shared with Director, Principal, and departmental teachers via Google Drive. 

 

Responsibility of Staff:  It is the responsibility of every staff member to attend all meetings, as indicated by 

the Director, Principal, and/or Department Head.  For reasons only related to a true emergency may an 

employee make a spontaneous, “last minute” decision to not attend a meeting.  Regardless of the reason, it is 

the employee’s responsibility to see their immediate supervisor to be informed as to the content of and 

decisions made during the meeting.   
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Policy & Procedure 

Field Trips and Special Events 
 

 

 Field trips are an excellent adjunct to the daily educational experience. It is the policy of New 

Generation that all field trips, whether for educational or recreational purposes, for a single class or an entire 

department, must be requested and approved by administration. 

 

 In requesting a field trip, the following must be provided: 

 1. Class or Department requesting the trip 

 2. Destination of the trip, ie zoo, water park, etc. 

 3. Estimate number of students to go on trip 

 4. Estimated number of adults going as chaperones. 

 5. Date and times of trip. 

 6. Cost per child of trip 

 7. Other information as requested by administration. 

  

 Similarly Special Events must also be requested of Department Head and Administration with the 

inclusion of as much of the above as is applicable. Individual teachers should not plan special activities, such 

as class parties and other class events with approval from their Department Head or, in the case of 

departmental events, Administration. Individual class events should also be included on teachers’ lesson plan. 

 

 In all cases the front office is to be informed of the trip or event with pertinent information and cost. The 

front office will manage all monies collected for any trip or event. 
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Policy & Procedure 

Fundraising 
 

 

Fund raising not done as a whole-school event should be kept to a minimum. However, there may be 

times when an individual department may want to do fundraising to pay for a special need or special 

event. In such cases the following procedure should be followed. 

● The Department Head should inform Administration of type of fundraising requested and the 

purpose for said fundraising. 

● Once fundraising event is approved by administration, the dept head will notify in writing (email 

preferred) all department heads and the front office of the details of the fund raising. 

● All monies collected will be processed through the Office Manager (Ms. Brenda) and will be 

turned in to her daily. 

● Money collected by teachers and students must be turned in daily. No monies shall remain in 

possession of teachers or students overnight, either at home or in the classroom. 
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Policy & Procedure 

Classroom Cleanliness 
  

Maintaining a nurturing and positive educational environment is of the utmost importance for classroom 

management and excellence in learning. With this in mind it is the policy of New Generation Christian Schools that all 

classrooms be maintained in a clean condition. It is incumbent upon each teacher to maintain the cleanliness of his or her 

classroom. It is NOT the responsibility of maintenance staff to clean classrooms, however, maintenance staff may be 

requested, through the use of a work order, to assist with unusual situations that may be beyond the scope of normal daily 

cleaning. The following cleaning practices should be part of, but not limited to, the normal daily/weekly cleaning performed 

by teachers. 

 

1. Have trash bags in all trash cans. Trash cans without trash bags or liners are unsanitary and are not permitted. 

Maintenance staff will remove trash from each and every classroom daily during or immediately following last 

block. Under no circumstance will any teacher leave trash, especially food, in their classroom over the weekend 

or any break. 

 

2. Desks and chairs should be cleaned weekly with a disinfectant cleaner such as Clorox Clean-Up. 

 

3. Bathroom should be cleaned weekly with an appropriate cleaner.  This includes: toilets, sinks and floors. 

 

4. Floors should be vacuumed twice a week or more as conditions indicate. Industrial vacuums are expensive items 

to replace and should only be used by teachers. It is not appropriate to have students vacuum classrooms and 

students should not be permitted to use vacuums under any circumstances. 

 

5. Teacher desks should be organized and free from excessive clutter. 

 

6. Floors should be free of clutter and items that are used daily should be picked up at the end of day and placed on 

shelves. 

 

7. Prior to any break longer than a weekend, refrigerators should be emptied of any food, clean with an appropriate 

cleaning product, unplugged and left with the door open to allow airing out. 

 

Teacher duties may not be limited to the above items and individual department heads may require additional or more 

frequent tasks. 

 

Individual Department Heads will periodically inspect classrooms to assure the above procedures are being followed. 
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Policy & Procedure 

Gossiping, Rumoring, Negativity 
 

The most destructive behaviors that occur in any workplace are gossiping, rumoring and negativity. Nothing can destroy a 

company or team as thoroughly as these enemies of unity. New Generation has developed a very strict policy against 

these activities. For clarification these activities are defined: 

 

Gossip: noun: Rumor or talk of a personal, sensational, or intimate nature. A person who habitually spreads intimate or 

private rumors or facts. The act of perpetuating such information 

Gossip is also described as: discussing something negative with anyone who can’t help solve the problem. 

 

Rumor:  A story or report of uncertain or doubtful truth. 

     The act of perpetuating a rumor 

 

Negativity: Negative or derogatory statements or words. The act of making negative or derogatory statements about a 

person, place or thing. 

 

Note that “gossip may or may not be true or factual and a “rumor” is of doubtful truth and, in fact, may be an outright lie. 

 

• Gossip always involves a person who is not present. 

• Unwelcome and negative gossip involved criticizing another person 

• Gossip often is about conjecture that can injure another person’s credibility, reputation. 

 

Matthew 12:36-37 

"But I tell you that every careless word that people speak, they shall give an accounting for it in the day of judgment.  "For 

by your words you will be justified, and by your words you will be condemned." 

 

Proverbs 20:19 

Verse Concepts 

He who goes about as a slanderer reveals secrets, Therefore do not associate with a gossip. 

 

We, at New Gen expect the entire operation to function as a team, each member serving the other as needed and utilizing 

the unique talents of each member of the team. Each one of us has our own unique talents and abilities as well as our 

own unique needs and desires. Each staff member will be treated accordingly by the administration and fellow staff 

members. Therefore, no one at New Gen should compare himself/herself to another staff member. 

Galatians 6:4 ESV 

 

But let each one test his own work, and then his reason to boast will be in himself alone and not in his neighbor. 

Philippians 2:3 ESV / 25  

Do nothing from rivalry or conceit, but in humility count others more significant than yourselves.  New Generation 

Administration maintains an open door policy and should any staff member, at any time have a concern about any aspect 

of the operation or policies of New Gen, that employee should, as soon as possible, meet with the appropriate 

administrator to discuss the concern. If the concern is with another staff member it is recommended that you take the 

concern to that staff member, when appropriate, as the Bible instructs us to do. (Matthew 18:15) At no time should any 

employee discuss such concerns with other staff.To assure that New Generation maintains a professional, unified, gossip 

free team all employees of New Generation will: 

 

1. Not speak or insinuate another person’s name when that person is not present unless it is to compliment or 

reference regarding work matters. 

2. Refuse to participate when another mentions a person who is not present in a negative light. 

http://www.biblegateway.com/passage/?search=Galatians+6%3A4&version=ESV
http://www.biblegateway.com/passage/?search=Galatians+6%3A4&version=ESV
http://www.biblegateway.com/passage/?search=Philippians+2%3A3&version=ESV
http://www.biblegateway.com/passage/?search=Philippians+2%3A3&version=ESV
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3. Choose not to respond to negative email or use email to pass on private or derogatory information about any 

person in the company. 

4. While off the job, speak to another co-worker about people at work in a derogatory light. We all, sometimes, have 

negative feeling on the job. New Gen employees should talk about these feeling with as trusted non-New Gen 

person, such as a spouse. 

5. If another person in the department does something unethical, incorrect, against procedures, or disruptive a New 

Gen employee will use the proper channels to report this to the person in authority to take corrective action. 

6. Every New Gen employee should mind his/her own business, do good work, be a professional adult and expect 

the same from others. 

 

Participation of any employee in gossiping, rumoring or negativity will be subject to disciplinary action up to and 

including immediate termination. 

 

If you see this going on and or someone approaches you regarding something that you feel is the heart of this policy 

you should let the individual know this and ask them to refrain from such behavior. 
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Policy & Procedure 

Appropriateness of Movies in the Classroom 
 

 

Movies and Videos are excellent supplements to the educational process. The best educational 

experience for the students is a multi-faceted one and movies are certainly an integral part of that 

experience. However, New Generation is, first and foremost, a Christian school and our classrooms 

must always reflect our Christian Values. As such, everything our students see and experience in the 

classroom must not only be appropriate for their age but, also, appropriate to our Christian Values. 

We also must keep in mind many of our parents are very strict regarding what their children are 

exposed to and expect us to maintain those standards. 

 

We each practice our Christian Faith according to our denomination, the way we were raised or the 

teaching we have been exposed to along the way; what is seen as inappropriate for one may be seen 

as perfectly fine for another. Therefore, to maintain consistency throughout the school New Gen has 

developed the following policy. 

 

In general, movies, videos, computer games, and internet websites must be age appropriate. That is: 

For Movies & Videos: 

● Elementary = G 

● Middle = PG 

● High = PG13 

 For computer games and some websites: 

● Elementary EC or E with teacher preview 

● E10+ or T with teacher preview 

● T or below 

 

Movies rated R or games rated M may not be shown. 

 

Exceptions to that above may be considered under the following guidelines: 

 1. The activity must have significant educational value. 

 2. The teacher requesting the exception must have previewed the movie etc and get approval 

from administration. 

 3. A letter must be sent home to the parent explaining the educational purpose of the movie 

and the exact content of the movie that might be considered questionable. 

 4. Parent must return the letter signed, giving permission to view the movie. 

 

In addition to assuring that these items are age appropriate, they must also be “Christian appropriate” 

. This may be a finer line to adhere to. In general movies, videos, etc. must not have: 

● Excessive violence 

● Use of foul or coarse language 

● Sexual content 

● Nudity of any type - a man’s butt is still nudity 

● No images or portrayal of demonic beings or spirits especially when shown in a “good” light ie 
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“Twilight” 

● No use of magic (black or “white”), spells or other ways of controlling others. 

● No wizards, warlocks, witches, etc., i.e. Harry Potter. 

 

In rare cases some movies may include some of the above but they are shown in a light in which the 

forces of good triumph over them. For instance “Lord of the Rings” 

LOTR is a Christian Allegory, a classic portrayal of Good vs Evil, Light (good) prevails over Darkness 

(evil) in the end. 

 

Even so, when such exceptions are sought, the above procedure must be followed and parental 

permission received. 

 

Movies should not be shown for merely entertainment purposes with the possible exception of once 

or twice a year when a class has earned a special privilege. 
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Policy & Procedure 

Written Materials 

(Advertising, P.R. Materials and Letters) 

 
In that it is imperative that New Generation present a consistent, uniform and positive image to the 

community, it is necessary for all Advertising and P.R. written material be uniform in message, style 

and in keeping with the New Gen Vision. 

 

With this in mind, all such written material (including letters to parents) must be approved by either 

the Exec Director, Asst Director or Principal prior to submission for publication or, in the case of 

letters, distribution.  This may be done via email. 
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Policy & Procedure 

Student Accident & Incident 

 

As New Generation Christian School takes the safety of our students very seriously, all New Gen staff 

are expected to abide by the following policy and procedures, should a New Gen student be involved 

in an accident (with or without another student’s involvement) or a health-related incident (with or 

without another student’s involvement). 

 

Health-related incidents that require minor first aid: 

1. Send student to the office to receive minor first aid (band aid, ice-pack, alcohol swab, etc.) 

a. Kindergarten:  must be escorted to the main office by teacher/paraprofessional. 

b. Grades 1-5:   must be escorted to the main office by “buddy system (other student)” or 

teacher/paraprofessional. 

c. Grades 6-12:  At the discretion of the current teacher, may or may not be escorted to 

the office by another individual. 

 

*Health-related Incidents that may require additional care (beyond that of a bandaid, or the like), 

such as (but not limited to): an injury potentially require stitches, possible broken bone, etc., 

1. Teacher/paraprofessional takes student to main office to receive first aid care. 

2. Teacher/paraprofessional is to debrief an office staff member regarding the incident. 

3. Teacher/paraprofessional must complete New Gen’s “Student Incident Report.” 

a. New Gen’s “Student Incident Report” is located online via Google Docs and in the 

main office (see office staff for form). 

4. *For serious health-related incidents, which may need immediate care beyond that of which 

the school’s main office’s first aid kit can provide, see and follow New Gen’s “911 Policy & 

Procedures.”   

 

Health-related Incidents involving TWO or more students:  If incident is of a more serious nature 

(example, student hitting another student) and has seemingly occurred between two or more 

students: 

1. Separate the two (or more) students immediately. 

a. Ensure other students are being watched by a New Gen approved adult. 

2. Take injured student to the main office to receive minor first aid (band aid, ice-pack, alcohol 

swab, etc.) 

3. Teacher/paraprofessional must debrief office staff member.   

4. If additional care of injured student is required, office staff is to call student’s parent, explain 
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incident, and tell parent to pick up their child (child awaits pick-up in main office). 

5. Teacher/paraprofessional must fill out New Gen’s form, “Student Incident Report.”   

6. Teacher/paraprofessional must give an office staff member the “Student Incident Report” to 

keep on file in the main office. 

7. Teacher/paraprofessional is to follow-up with both students’ parents via conversation. 

8. Teacher/paraprofessional is to email Principal and Director a brief description of incident and 

information regarding the conversations had with students’ parents. 

 

 

911 Procedures: 

In the event a New Gen staff member feels emergency services/911 need to be provided to a New Gen 

student, staff will follow the following procedure: 

 

● Who assesses calling 911? 

○ Call is determined/made in the order of (based on whom is present):                       

■ Administrator → Principal → Dept. Head → Teacher → Office Staff → Maintenance Staff 

 

● Staff is to tell & direct ALL students to stay away from scene (pray from a distance). 

 

● Two adults stay with and tend to injured student: 

○ Administrator → Principal → Dept. Heads → Teacher (plus Principal and/or Administrator 

present) 

○ If two nurses/professionals are on scene, teachers/staff back off - let professionals tend student 

(Administrator/Principal stays on scene). 

 

● First staff member, to arrive at scene of incident (or saw the incident take place) fills out New Gen’s 

“Student Incident Report.” 

○ See Google docs or the school’s main office for this form. 

○ Hand form to an office staff member 

● Office staff member files “Student Incident Report” in student’s file folder (to be kept in main office). 
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Policy & Procedure 

Student Point Sheet 
 

Point Sheets - used to encourage positive behavior and to quietly discourage negative behavior from students who need 

additional behavioral interventions. 

 

1. Talk to your Department Head about wanting to implement a point sheet for your student.  Receive approval 

from your Dept. Head. 

2. Create approximately of five specific behavioral expectations that will be applicable for each class subject.  

These expectations should be areas in which the student is currently struggling and needs improvement. 

i. For example:  No talking to others during class time; Complete classwork; Stay in seat unless permission 

given by teacher; Raise hand (don’t call out); Kind attitude (no eye-rolling, noise-making, arguing) 

3. Must have rewards 

i. Create 3 school rewards a child will receive when they are at school (based on accruing X-number of 

points on their sheet). 

ii. Example:  10 mins. computer time @ end of day, piece of candy/gum, teacher’s assistant (doesn’t have 

to be whole day) 

iii. Ask the student what kind of reasonable rewards they would like for good behavior.  You do not need to 

explain why you are asking them, although if you feel it would help the conversation you may. 

1. A reward may be weekly - If ___ # of points achieved, student may sit next to friend during last 

hour of class on Friday. 

4. Must have consequences 

i. Create no more than 3 consequences a child will receive if below 80% of points are achieved per 

subject/block. 

1. One of the consequences may be weekly (for example:  Weekly point sheet averaged less than 

80%, therefore, student will lost 30 minutes of Fun Friday time and have a writing assignment 

(writing should help the student think about their misbehavior or impulsiveness and what they 

will do differently in the future regarding this behavior.) 

5. At top of point sheet, listed how many points = reward; how many points = consequence 

6. Review rough draft of point sheet with your Dept. Head.  Ask for feedback. 

7. Prior to implementing a point sheet, but after you have created one, inform parent that you will be using a point 

sheet for their child and explain why and how you feel this will help their child.  Ask the parent to think of some 

rewards they may be able to give their child for successful days/week (per point sheet, which they should be 

checking daily) - Money does not necessarily need to be spent to reward their child.  Giving a child special 

attention without interruptions from other children/adults is very meaningful - such as painting daughter’s nails, 

playing a videogame with child, 30-minute later bedtime, etc. 

i. Your 3 classroom rewards must be separate from any rewards a parent may or may not follow through 

with at home. 

8. Prior to implementing point, but after you have created and fine-tuned one, privately/quietly explain how using 

this point sheet will help the student to work on some of their behaviors.  Go over what each behavior listed on 

the point sheet means and how that behavior done well would look to you.  Explain what each of the 

consequences are how one will be given if the student scores ______ points.  Explain the rewards the student 

can earn and how many points they will need to earn that reward.  Tell the student how much you believe in 

them to do well with this point sheet, how everyone has things they should work on, and you believe they will 

be able to improve. 
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SAMPLE POINT SHEET: 

 

 
 

Week of: ______________________________________________ 

Monday 

Block and Teacher →→ 
Expectation  ↓↓ 

1st Block 
Teacher               

2nd Block 
Teacher               

3rd Block 
Teacher               

4th Block 
Teacher               

5th Block 
Teacher              

Stayed in Seat (Completely)      

Complete Assignment      

Not talking out      

Raise Hand for help      

Follow instructions & class expectations      

Speaks Respectfully to teacher/students      

 

Teacher’s Comments:_______________________________________________________ 
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Policy & Procedure 

Professional Development Plan 

 

It is important that, as professionals, we are always seeking to improve ourselves both personally as well as 

professionally.  Therefore, New Generation is implementing a process of assessing ourselves; as well as 

planning for ways to improve ourselves.  The areas that should be assessed should align with the overall 

mission of New Generation Christian School.   

 

Supervisors will perform impromptu classroom observations two times per year; for new staff members, 

classroom observations will be performed three times per year.  Supervisors will record their observations 

within New Gen’s “Teacher Observation” form.  After each observation, the supervisor will meet the teacher to 

provide constructive feedback. 

 

The mission of New Generation School is to reach the spiritual, educational and emotional needs of the 

diverse students in Columbia County. We will accomplish this by providing sound Biblical counsel, as well as 

individualized education and emotional interventions, in a caring and accepting environment. 

 

Since the objectives of New Generation are more than just educational, you will need to assess more than just 

whether or not your students are progressing educationally.  You will need to assess what type of environment 

you are creating in your classroom, and how you are meeting the children’s emotional and spiritual needs.  

Remember New Generation is more than a job it is a ministry and a passion to ensure that we are meeting the 

triune of: body, spirit and soul.  Attached you will find some questions that might direct you in your assessment 

of these areas, as well as forms that should be used to develop your plan of action and possible ideas of 

interventions. 

 

 

Process:   

 

1.  Using the attached assessment evaluate yourself 

2.  Seek input with your supervisor 

3.  Looking at the assessment find two of the four areas (professional, educational, emotional, spiritual) that 

you are weak in.  Then find two specific areas, within that core area, that you will be addressing in the 

upcoming year. 

4.  Use the professional development assessment to identify areas to be address.  Based on this, develop 

goals, then plan of how you are going to achieve these goals.   The form includes a section of resources.  

Resources includes: books, websites, workshops, and other instructional materials.  It could also be observing 

in another teachers classroom who you feel is exceptionally good at whatever you are trying to achieve.   
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Professional Assessment 

 

 

Professional ethics: 

 

Strong Work Ethic:  Employers value employees who understand and possess a willingness to work hard. 

 

1  2  3  4  5 

 

Dependability and Responsibility: Employers value employees who come to work on time, are there when 

they are supposed to be, and are responsible for their actions and behavior. 

 

1  2  3  4  5 

 

Possessing a Positive Attitude: Employers values staff that see the best in all circumstances.  This does not 

mean we deny problems or concerns but can see how the outcomes can be turned for the good.  Staff should 

refrain from participation in negative conversations, gossip and escalates concerns to the proper authority. 

 

1  2  3  4  5 

 

Adaptability: Employers seek employees who are adaptable and maintain flexibility in completing tasks in 

an ever changing workplace. 

 

1  2  3  4  5 

 

Honesty and Integrity: Employers value employees who maintain a sense of honesty and integrity above all 

else. Good relationships are built on trust. 

 

1  2  3  4  5 

 

Staff supports all management and department decision in words and deeds. 

 

1  2  3  4  5 

 

 

 

 

Educationally: 

 

The teacher has a knowledge of subject matter.   
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1  2  3  4  5 

 

The teacher has a knowledge of students’ needs. 

 

1  2  3  4  5 

 

The teacher seeks to improve knowledge area in ____________ area.   

 

1  2  3  4  5 

 

The teacher has a knowledge of instructional methods 

 

1  2  3  4  5 

 

The teachers creates a safe and orderly environment for students 

 

1  2  3  4  5 

 

Teacher keeps classroom clean 

 

1  2  3  4  5 

 

The teacher communicates clearly and accurately 

 

1  2  3  4  5 

 

The teacher develops questions that encourage student to think 

 

1  2  3  4  5 

 

The teacher affirms student success 

 

1  2  3  4  5 

 

 

Educationally Cont. 

The teacher modifies and adapts curriculum for students 

 

1  2  3  4  5 
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The teacher creatively problem solves daily issues by reflecting on teaching and behavioral techniques 

 

1  2  3  4  5 

 

The teacher maintains and keeps accurate records 

 

1  2  3  4  5 

 

The teacher communicates with stakeholders (parents and administration) 

 

1  2  3  4  5 

 

 

 

Emotionally: 

 

The teacher manages physical space to allow student to feel comfortable and safe. 

 

1  2  3  4  5 

 

The teacher creates an environment of respect and rapport. 

 

1  2  3  4  5 

 

The teacher establish routines and procedure and regularly enforce these. 

 

1  2  3  4  5 

 

The teacher speaks in a positive manner to students and in front of students. 

 

1  2  3  4  5 

 

 

Emotionally Cont. 

The teacher refrains from sarcasm. 

 

1  2  3  4  5 

 

The teacher refrains from disciplining students in front of others. 
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1  2  3  4  5 

 

The teacher has a knowledge base of the different learning problems and assists the students in these area. 

 

1  2  3  4  5 

 

The teacher creates a classroom environment where students know that picking on others is not tolerated. 

 

1  2  3  4  5 

 

The teacher enforce rules consistently. 

 

1  2  3  4  5 

 

The teacher allows additional time for students that are currently struggling with emotional difficulties. 

 

1  2  3  4  5 

 

 

Spiritually: 

 

The teacher encourages Biblical conversation. 

 

1  2  3  4  5 

 

Teacher has a structured Bible time daily. 

 

1  2  3  4  5 

 

 

The teacher prays for or with their students. 

 

1  2  3  4  5 

 

The teacher offers Biblical counsel. 

 

1  2  3  4  5 

 

The teacher assists students in finding additional support for their spiritual needs 
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(ie. Bible studies, Christian music, youth groups or sports programs.   

 

1  2  3  4  5   

 

 

 

 

 

Staff’s average score: 

 

4 or higher earns a 3% increase in salary each year, providing budget allows. 

 

Length of employment:  2 years .5%,  5 years 1%, and 10 or greater 1.5% 

 

Each additional item increases the pay raise by .5% 

 

Takes on other duties willingly: 

 

Student Survey 

 

Parent Survey 

 

Academic Achievement:  For staff that are teaching core areas, math, reading and language arts.  Core area 

increase of an average of 2 years for students.   
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Individual Professional Development Plan 

 

Employee Name:          

Supervisor:   Date approved 

New Generation mission objective:   

Staff objective and or area of increased emphasis: 

 

Specific measurable goal:   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Action Steps 

 

Step Resources needed 
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Policy & Procedure 

Program’s Continuous Improvement Plan 

 

It is the policy of New Generation Christian School to seek to provide quality services to 

the parents and students that we serve.  As part of this policy New Generation seeks to 

continuously improve the program offerings and services provided by getting regular 

feedback from all key persons.  Therefore the following process will be instituted and 

followed. 

 

Every year at the end of year parent surveys will be sent out with renewal applications.  

These surveys will inquire from the parents on all areas that are key to the New 

Generation vision. 

 

Every year students will be surveyed for each teacher that they are served by. These 

surveys will inquire from the students on all areas that are key to the New Generation 

vision. 

 

Each year staff will be surveyed as well to determine if there is any recommendations 

that they have regarding working conditions and job satisfaction. 

 

The findings will be tabulated and discussed during department head meetings.  The 

findings will guide and direct the program development for the following years as well as 

can influence the pay raises given to staff. 

 

Based on the findings and the meeting with department heads a school improvement 

plan will be written.   

 

The program improvements and pay increases will be taken to the board of directors for 

final approval. 

 

Any program enhancements/changes that directly affect the student will be 

communicated with parents and student in the open house letter sent out in July.   
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New Generation Christian School 
608 SW Marvin Burnett Rd 

Lake City, FL  32025 
(386) 758-4710 

 

 
STUDENT ATTENDANCE POLICY & PROCEDURE 

 
It is New Generation policy to educate all students to their fullest potential.  As such, attendance is an 
important aspect to ensure that all students achieve as much as possible. Therefore, New Generation has 
a policy, which states that a child can have only nine unexcused absences in a semester.  Unexcused 
absences are considered absences that are not accompanied by a doctor’s note.  It is also noted that 
many of the students come to New Generation with a varied life situation and that the overall picture of the 
child’s circumstances are taken into account.  Therefore, the following policy will be followed regard 
attendance: 
 
Elementary department  
 

All elementary teachers will take and keep attendance for their class. 
 

Individual teachers will communicate with the parents and administration when attendance is exceeding 
the 9 days unexcused. 
 
Middle and High School 
 

First block teachers will take attendance daily. 
 
Office staff will follow up on any child that has more than three unexcused absences in a month, 
 

If any child is in danger of exceeding the absence policy the following will be followed: 
 

Meeting will be held with administration (department head, principal or designee) to determine the cause 
and possible cures for the concerns: 
 

Examples 
Car broke down:  can we offer bus, how long will it be out of service, possible to arrange another ride with 
neighboring student 
 

Prolonged illness of family member or student:  can work be made up at home, doctors note validating 
concerns. 
 

If there is a verifiable, unavoidable cause staff will assist in ensuring that child's educational needs are 
met. 
 

If is it determined that the absences are due to failure on family and/or student to value their education, a 
meeting will be arranged with the student/parent that indicates they are in violation of attendance policy 
and a contract will be established that clearly articulates the attendance expectations and consequences 
for not adhering to them.   

 

 


