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Introduction 
 

Webster defines manual as ―a handy book of facts, instructions, for use as a guide.‖  Although not 

as exciting as your favorite author, this information is essential to effective communication with 

other faculty members, the Board, our students and their parents. 

 

The ECA Director has been given the responsibility to make sure that these policies and procedures 

are carried out for the benefit of the entire population at ECA.  The success of the complete program 

at ECA is dependent upon each staff member knowing the procedures and policies and cooperating 

with other members in their implementation.  Because it takes a team effort, your cooperation is 

imperative. 

 

Thanks for being a part of our ECA Staff this year!  We are grateful that the Lord has brought you 

here!  The ECA Board will be praying that your service to the families and to each student will 

honor Him as well as be a rich, positive experience for you as a teacher.  As we dedicate ourselves 

together both to the Lord and to the teaching task before us, we look forward to seeing Him do great 

things in our midst. 

 

While reading this document in Word, you can click on any line in the index and it will take you to 

that section. 

I. Job Descriptions and Responsibilities 

A. Board 

Selection of the Board 

1. Board Member Nomination Process 

a. The School Board shall be composed of five to seven English speaking evangelical 

Christians with children at ECA. 

b. The School Board shall be a self-perpetuating body. 

c. No more than two members of the School Board shall be members of any particular 

mission agency or church affiliation. 

d. Spouses may not serve on the Board at the same time. 

e. The maximum term of office for members of the Board shall be five years.  A Board 

member who has completed a maximum term will not be eligible for the Board until 

he has sat out one year. 

2. Qualifications of Board Members 

a. New members of the School Board must have had children at El Camino Academy 

for at least one school year. 

b. Each board member will actively participate in a local church and give evidence of 

spiritual maturity. 

c. Every board member must sign a statement that they have read and are in agreement 

with the school vision, mission and doctrinal statements, and the school’s 

philosophy of education. 
 

Removal of Board Members 

1. Failure to meet board member qualifications. 

2. If any Board member is absent from three Board meetings during a school year, the 

Board may consider a recommendation regarding his removal. 
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3. Exhibiting a continual divisive attitude which affects the board’s ability to come to 
consensus would give cause for consideration of removal. 

 

Officers 

1. The Board in the May meeting shall internally select its officers for the coming school 

year.  The Board may assign other responsibilities to Board members in the same 

meeting or at any time throughout the year.  The officers shall be as follows: 

2. The President 

a. Shall set the agenda for and preside at Board meetings. 

b. Shall assure that the Board is functioning according to established policy. 

c. Shall be responsible for security decisions, for activating the phone tree or closing 

the school. 

d. Shall be the Director’s contact with the Board between Board meetings. 

3. The Vice-president 

a. Shall assume the responsibilities and rights of the President in the event that he is 

absent from a meeting or unable to fulfill his duties. 

b. Shall be responsible for insuring that Board action does not conflict with the Board 

Manual or the by-laws and shall advise the Board when revisions are needed to 

bring the Board manual or by-laws into conformity with Board action or vice versa 

c. Shall serve the school as its legal representative 

4. The Secretary 

a. Shall be responsible for keeping, filing, and distributing the Board minutes. 

b. Shall be responsible for non-financial correspondence. 

c. Shall be responsible for preparing a rough draft of the Colombian ACTA for the 

Board meeting. 

5. The Treasurer 

a. Shall be chairman of the budget committee and shall present a tentative budget by 

July 1st. 

b. Shall present a financial report to the Board quarterly. 

c. Shall represent the Board in negotiating with families with delinquent accounts on 

cases that require Board intervention. 
 

Board Meetings 

1. The Board shall meet monthly for regular meetings, or at least ten a year. 

2. In the minutes, decisions made will be considered as actions of the entire Board and 

should be conveyed with objectivity. 

3. All Board members shall exercise strict confidentiality concerning all sensitive, 

disciplinary, financial and labor issues. 

4. The Director will attend all regularly scheduled Board meetings and will have a voice but 

not vote. 

5. Each Board member is expected to attend all regularly and specially called meetings, and 

meetings of committees to which he is named.  If a Board member is unable to attend a 

meeting, he should inform the chairman of the meeting as soon as possible, giving reason 

for his absence. 

6. Other individuals may be invited to attend Board meetings as the Board deems fit, and 

will have voice, but not vote. 
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7. Quorum and Voting Procedures:  Board decisions will be made on a consensus basis with 

quorum present, and discussion will be carried out in line with Christian standards of 

conduct. 
 

Duties and Responsibilities of the Board:  Vision and Guidance 

1. The Board shall operate as the highest earthly authority of the school. 

2. The Board shall be ultimately responsible for the establishment and monitoring of school 

policy.  It shall be responsible for the quality of curriculum and instruction, and set 

standards for student character and discipline. 

3. The Board shall be responsible for the establishment of long-range goals and the 

implementation of strategies designed to achieve those goals. 

4. The Board shall receive and review administrative reports regarding the school’s 
performance, program development, external factors and issues 

5. The Board shall be ultimately responsible for the spiritual tone of the school.  This 

includes the providing of supplemental pastoral care to missionary personnel to 

complement the primary care supplied by the missionary's sponsoring organization 

 

Legal 
The Board shall be the legal entity before the government of Colombia and shall monitor the operation 

of the school within the bylaws of the association. 

 

Administrative 

1. The Board shall appoint and supervise the Director, and evaluate his/her performance in 

its March meeting. 

2. The Board will approve the hiring of all teachers and staff. 

3. The Board will appoint a United States representative who will be directly responsible to 

the Director, to represent the school in its relations, promotions, purchasing, recruiting 

and legal matters in the United States, as the Board deems necessary. 
 

Internal governance 

1. The Board shall evaluate the performance of its own members and shall determine 

whether or not Board policies and assigned tasks are being carried out toward the desired 

goals of the Board. 

2. The Board shall appoint committees and/or commissions as needed. 

 

Finances 

1. The Board shall approve the annual budget, any deviations from it throughout the year, 

and capital expenditures not in the budget. 

2. The Board shall critically review proposed major expenditures and contracts. 

3. The Board shall hold in trust all moneys and other assets of the Association, with the 

power to purchase, lease, lend, encumber, and dispose of the same. 

a. The Board shall annually appoint a budget review committee comprised of the 

Treasurer (chairman), the President, the Director, the Business Administrator and 

other persons, as it deems prudent. 

b. The Board will approve all loans to employees. 

4. The Board will approve any payment plans proposed by families. 

5. The Board will determine at what point to write off a bad debt. 
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6. The Board will approve registration, tuition, and transportation fee structures before the 

beginning of each year. 

7. The Board will appoint the members authorized to sign checks.  Any additional 

signatories on ECA accounts will be subject to Board approval. 

8. For any families paying school fees in dollars, the Board will set an exchange rate for the 

conversion of dollars before the beginning of the school year. 

9. In March of each year, the Board will receive and approve the report from the statutory 

auditor (revisor fiscal) for the previous fiscal year. 
 

Admissions 
The Board shall evaluate all student/family applications to ECA and will be responsible for accepting 

or rejecting each one. 

 

Disciplinary Actions and Dismissal 

1. In the case of a serious accusation involving a violation of the code of conduct or purity 

policy by teachers or staff, the Director will present it to the President of the Board, who 

will either put it on the agenda for the next Board meeting, or call an emergency meeting 

to address the issue. 

2. If the accusation involves missionary personnel, the Board will acknowledge the primary 

role of the person's missionary organization to address serious issues, but nevertheless 

will be available to assist the mission in seeking a speedy and healthy resolution to the 

problem. 

3. If sufficient opportunity to correct an unacceptable practice and satisfactory improvement 

has not been obtained, the Director may make written recommendation for dismissal to 

the School Board.  The Director will notify the person in writing of this recommendation. 

4. The School Board will carefully review each recommendation for dismissal and the 

documentation that accompanies it.  The Board will give opportunity to the person in 

question to have a hearing with the full Board or a commission appointed by it. 

5. When the Board is convinced to dismiss or not to dismiss, the person in question will be 

notified in writing of the Board's decision, and at least two Board members will meet 

with the person. 
 

Attendance and Participation at Special Events 
It is highly encouraged that Board Members attend and participate at the following events:  Teacher 

Orientation, September Staff/Board Retreat, Christmas party, January Staff retreat, Teacher 

Appreciation Day and Staff Appreciation Day. 

 

B. Academic Heads 

Art, Bible, Computers, English, Mathematics, 
Physical Education (P.E.), Science, Social Studies, Spanish 

 

1. Coordinate spending of "Teaching Materials" funds. 

2. Coordinate book ordering or purchasing of materials for subject area. 

3. Mentor any new teachers. 

4. Communicate ideas to teachers in given subject area as needed. 

5. Coordinate appropriate field trips or special events (science fair, poetry contest, etc.) 

6. Look for professional development opportunities and/or materials. 
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C. Athletic Director 

Responsibilities 

1. Maintain a biweekly (once every 2 weeks) eligibility list. 

2. Procure, orient, mentor and supervise coaches for each team 

3. Inform each coach of a current sport of the ineligibility of any team member 

4. Act as Chair of each Disciplinary Commission 

5. Schedule the use of facilities and equipment. 

6. Supervise the purchase and care of uniforms and equipment and keep an inventory. 

7. Schedule all games, and schedule officials for home games.  If these conflict with classes, 

the principal must give approval. 

8. Organize transportation for teams. 

9. Approve any post-season team celebration (e.g. banquet, party) 

10. Develop and administer the annual sports budget. 

11. Assure that sports news is regularly communicated to the ECA community. 

12. Assure that all students have the appropriate permissions on file. 

13. Assure that parents have adequate communication regarding all sport events. 

14. Represent ECA at any league-related sports meetings or functions. 

15. Take initiative to build positive relations with other coaches or PE teachers in the 

neighborhood or leagues, and look for ways of sharing Christ through those contacts or 

sporting events. 

 

Schedule  

1. Every effort shall be taken to maintain scholastic priority through care in scheduling. 

 

Procedures for Coaches 

1. Check with athletic director about the practice and game schedule, grades participating, 

logistics feasibility, costs, transportation, etc. 

2. Read the information about extracurricular sports and be ready to enforce guidelines. 

3. Put an announcement in the weekly bulletin about the possible sports within the first 

couple weeks of the school year or semester, and make announcements to the students in 

PE classes. 

4. Make a list of interested students and have an informational meeting. 

5. Explain the eligibility expectations and the practice regulations as stated in ECA Code of 

Extracurricular Activities.  Have the participating students sign and return the Code.   

Have parents sign permission slips. 

6. Hand out sports practice/transportation notice form and the potential game schedule. 

7. Turn into the office a formalized list with signed sports practice/transportation forms 

attached.  The office will make sure the gate guards receive the team list and practice 

days schedule. 

8. Make sure the Physical Plant Coordinator has the home game schedule as much as 

known to coordinate the use of field or court. 

9. Make sure that all grade level teachers receive a team list and schedule of practices and 

games, especially if they will interfere with the normal class schedule. 

10. Send out game notices to parents by e-mail a minimum of 2 days before event if possible. 

11. Sign out uniforms clearly and make sure all are returned clean and ready for storage. 

12. Make sure all games are published in the weekly bulletin, posted on the white board and 

written in the teacher announcement book.  Do not forget to put in the book who is 
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covering for the teachers involved in the sport if necessary to miss class.  If you are not 

regularly at school, work closely with the athletic director to communicate games and 

practices. 

13. Check with the person assigned to post eligibility to make sure your players can 

participate. 

14. Make sure you get a first aid kit and cell phone from the office for off-campus games. 

15. If you need referees, communicate this with the athletic director and/or contact them with 

plenty of time. 

D. Classroom Teacher 

Invitation 

The ECA Board, upon the recommendation of the Director, for an indefinite period, invites 

each teacher.  The principal and/or Director will evaluate the performance of the teacher 

regularly and will annually recommend to the Board whether the teacher should continue in 

his/her teaching position. 

 

Requirements 

Teachers should be college graduates, and preferably trained and certified teachers.  All 

should be ACSI certified or working toward ACSI certification.  All should feel called of God 

to Colombia and the teaching profession.  All teachers must be ACSI certified within 2 years 

of beginning at ECA.  He/she shall be a person who demonstrates spiritual maturity with 

academic and leadership abilities that will allow him/her to "train up a child in the way he 

should go." All teachers will be in a professional mentoring relationship as well as in a 

praying / spiritual mentoring relationship with someone from the church community.  For a 

description of the professional mentoring program clink this link.  ProfessionalMentor  

 

Responsibilities ï General Teaching Expectations 

The teacher has the major responsibility of instruction in the assigned curriculum area.  In the 

implementation of this responsibility, he is expected to: 

1. Teach classes as assigned on the master schedule. 

2. Be informed as to the academic, spiritual and social development of each student. 

3. Employ those instructional aids, methods and materials that will provide for creative 

teaching. 

4. Follow the prescribed curriculum. 

5. Update, fill in and continually polish curriculum guides. 

6. Model and enforce the guidelines in the student handbook.  Strive for keeping 

professional and high standards throughout the school. 

7. Maintain regular communication with parents regarding each student's academic progress 

(progress reports, quarterly report cards, scheduled parent-teacher conferences and other 

parent- or teacher-initiated contacts), and take initiative to communicate with parents 

regarding concerns. 

8. Post homework and grades at least weekly on RenWeb. 

 

Specific Teaching Tasks 

1. Prepare adequately to accomplish objectives established for the classes assigned. 

2. Plan broadly through the use of semester plans and objectives and more concretely 

through the use of daily lesson plans. 
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3. Maintain adequate and accurate records of attendance, grades, resources, and other 

pertinent information to meet the requirements of ACSI, the school administration, and 

the teacher's own need for a knowledge of student progress. 

4. Make homework assignments for drill, review or enrichment in ways that promote 

student responsibility and the development of self-study skills and which stay within 

ECA standards. 

5. Request from department chairperson additional instructional aids and materials for 

classroom use as needed. 

6. Use field trips, guest lectures, and other media as well as varied activities for creative and 

interesting teaching. 

7. Maintain proper discipline in the classroom and on school premises to promote a positive 

teaching environment and good interpersonal relations. 

8. Consult with resource people and available specialists to meet special needs of students 

who are gifted, have a learning disability or have ESL/ELL needs. 

 

Non-Teaching Tasks 

1. Attend and participate in scheduled department meetings, general faculty meetings, 

committee meetings, Board/faculty activities, PTF meetings, faculty prayer times or 

devotions, and other functions of the school when related to the teacher's area of 

responsibility.  Advise the Director or principal if it is necessary to miss a scheduled 

meeting. 

2. Accompany your grade level on all field trips planned for them unless otherwise clarified. 

3. Administer Stanford Test during April in grades 3, 5, 7, 8, and other standardized tests 

when needed. 

4. Take advantage of opportunities for professional development by continuing to read both 

within and outside one's own area of teaching, attending workshops and conferences, and 

by taking graduate courses of study when possible. 

5. Supervise student activities as assigned. 

6. Communicate all teaching concerns to the department chairperson, principal, or Director. 

7. For pre-arranged absences the teacher is responsible (with help from the office and/or 

principal) for finding a substitute.  Approved reasons include school or professional 

activities, necessary legal, health, bank appointments, or mission obligations.  Substitute 

plans must be left with the principal and the substitute noted in the notebook. 

8. In the case of emergency absences (illnesses, accidents or other urgent occurrences), 

notify the principal, Director or office and they will find a replacement. 

9. Try to plan trips, mission activities, errands etc. outside of scheduled school times and 

days.  Keep absences to a maximum of 5 days total per year if possible.  Teachers may 

take 1 personal day each semester. 

10. Fulfill office deadlines for turning in grades, forms, and communicating fines, etc. 

 

Personal Responsibilities 

1. Attendance   

Since ECA believes that attendance is very important for a good education, we need to 

model this behavior to the students.  Full-time teachers should make it a priority to be at 

school on time for the full day.  Even though it seems like all responsibilities are covered, 

absences cause disruptions for students and make more work for fellow teachers.  

Normally we assume teachers will schedule personal responsibilities such as paying bills, 
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medical appointments, etc. outside the school day.  Likewise, mission responsibilities 

should be scheduled outside school hours whenever possible.  The guideline of no more 

than one personal day per semester should be followed. 
 

However there are times when absences cannot be avoided.  In these cases be sure to: 

 Communicate with principal as early as possible. 

 Arrangements should be written in book with coverage noted. 

 Leave significant work for the substitute.  It is harder to babysit than teach. 

2. Professional dress is expected.  In this culture that implies that blue jeans, T-shirts and 

shorts should be avoided in most occasions.  Be careful about the use of tennis shoes.  

This culture puts a lot of emphasis on general appearance including shoes, hair and nails. 

Monthly a casual dress day will be announced for teachers, staff and students.  Teachers 

should not individually initiate their own.  See Professional Dress on page 70. 

3. Teachers are expected to use professional speech and to use words that edify and lift up 

others.  Controversial words (such as crap and sucks) should be avoided because of the 

position and modeling role we have in and out of the classroom, or in hearing of students.  

ESL/ELL students do not need to learn controversial words from the teachers 

4. Physical touch guidelines 

Recognizing that physical touch is a love language for some people and that we are in a 

physical culture, teachers are encouraged to use touch in a positive way.  Positive touch 

and culturally appropriate greetings are acceptable (touch on the shoulder, arm around 

hug, handshake), but be careful of giving inappropriate messages especially with staff or 

older students.  However, we need to avoid inappropriate touch: 

 Teachers should never touch a student when they are angry.  We normally 

underestimate the impact of that touch.  This includes touching a student’s possessions 

in a way that may not express respect or value. 

 Teachers should avoid backrubs, massages, sitting on laps, caressing, fondling, or 

other gentle expressions of affection that could be misinterpreted. 

 If you are tutoring or counseling a student of the opposite sex, you should make every 

effort to do so in a way that is somewhat public, i.e., keep your door open, do so in the 

patio, etc. to avoid any accusations / perceptions of inappropriate touch or relationship. 

Obviously, discipleship is one on one many times, but teachers need to be careful of the 

impressions that the student or others may receive. 

5. See appendix for the ―teacher norms‖ document. 

 

Responsible to 

1. The teacher is directly responsible to the principal, and ultimately to the Director. 

2. If there are grievances that cannot be worked out between the Director and the teacher, the 

teacher can write a letter to the president of the Board explaining the situation and ask for 

a meeting. 

3. Uphold by modeling and enforcing the guidelines in the school handbook. 

E. Director 

The Director is appointed and supervised by the School Board.  His/her performance will be 

evaluated by the Board in its March meeting. 
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Responsibilities 

1. Execute established policy and be directly responsible to the Board. 

2. Creatively develop the program of the school within the policy, budget, and the 

guidelines set by the Board. 

3. Exercise academic and spiritual leadership resulting in the effective and efficient 

operation of the school. 

4. Assess the program and personnel on an ongoing basis and make regular reports of 

observations in Board meetings 

5. Supervise directly or indirectly all ECA personnel 

6. Assist the treasurer in preparing an annual budget 

7. Be an ―ex-officio‖ member of all committees. 

8. Perform, or delegate with Board approval, the functions of the principals, the personnel 

director and the business administrator when those positions are not filled. 

F. Discovery Therapy 

Discovery Coordinator  

1. See that each therapist is proficient in test administration, evaluation and write-up. 

2. Administer initial testing batteries to incoming students. 

3. Collect annual testing summaries for yearly reports. 

4. Report to the administration any changes in student numbers when they occur.  Assure 

that the financial office has correct information for charging. 

5. Inform parents of Discovery policies. 

6. Maintain files on each student involved in Discovery. 

7. Schedule each therapy session in coordination with the administration and the teachers 

involved. 

8. Educate the school faculty about the Discovery program and offer in-service training. 

9. Plan parent informational meetings at least twice a year. 

10. Maintain the necessary supplies and place orders for needed materials. 

11. Submit projected needs of the program to the administration. 

12. Schedule required on-site visits with NILD in cooperation with the administration. 

 

Discovery Therapist 

1. Teach regularly scheduled therapy sessions assigned on the master schedule. 

2. Be informed of the diagnostic testing results as written in the educational evaluation of 

each student. 

3. Employ those instructional aids, methods and materials that will provide effective 

individual therapy of the student. 

4. Train the parents of each student in appropriate methods of assisting the student with 

his/her homework.  Invite parents to observe a therapy session of their child on a regular 

basis. 

5. Maintain adequate records to meet the legal standards of a state-side program, the 

requests of administration, the needs of the parents and one's own need for sufficient 

knowledge of the student's progress. 

6. Make homework assignments based on each individual student's needs. 

7. Consult with classroom teacher on a regular basis and make periodic observations of the 

student in the classroom. 
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8. Participate in regular classroom teacher's parent conference, when it involves a therapy 

student. 

9. Maintain proper discipline in therapy. 

G. Supervision Coordinator 

Responsibilities 

1. Participate in the administrative team meetings when appropriate to give input on issues 

that affect safety, security or efficiency. 

2. Coordinate supervision of students whenever they are not in class, including breaks, 

lunch, passing times, before and after school.  Facilitate students being in the correct 

classes at the correct time. 

3. Coordinate consequences and punishments for lunch and Saturday detentions.  Make sure 

the records are accurate. 

4. Confront and counsel students who display inappropriate attitudes or behavior. 

5. Be proactive to help avoid any possibly dangerous or undesirable situations. 

6. Create an atmosphere of order, justice, and respect. 

7. Encourage good stewardship of the grounds during lunch and break and appropriate clean 

up of said area. 

8. Support classroom teachers with immediate classroom situations. 

9. Support substitute teachers.  Be aware of who the sub is, and make sure they have what 

they need. 

10. Supervise outside from 7:00-8:00am 

a. If the vans are late, let the office and teachers know 

b. Make the call on what time to start school when late 

c. Roam and coordinate supervision of students playing and arriving 

d. Make sure PE equipment is put away by 7:40 a.m. 

e. Remind students to pick up any trash 

11. Supervise outside from 3:00-4:30 p.m. (or when all students have left) 

a. Make sure all students get on the vans in a timely manner and support the 

transportation coordinator to dismiss vans on time  

b. Be aware of the store opening/closing 

c. Make sure all PE equipment is put away 

d. Make sure that all students leave in the appropriate way  

e. Any students still on campus after 3:30 need to leave unless they are teachers’ kids 

or involved in a supervised activity  

12. Coordinate computer supervision before and after school with administrative team 

13. Help librarian pass out library notices and make sure no students with fines or due books 

use the store 

14. Coordinate lost and found 

a. Continually improve the lost and found system 

b. Periodically donate or sell all items 

c. Collect appropriate fines and apply them to student council and/or benefit funds 
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15. Take initiative on student concerns and parent communication 

16. Make regular rounds outside of classrooms to check that all is going smoothly 

17. Be familiar with all the rules in the handbook and help interpret them with the 

administrative team 

18. Take initiative regarding any supervision or discipline situations which come up and help 

maintain an environment of respect between students and teachers 

19. Secondary  
a. Be out at morning break and during lunch  

b. Be aware of the store / lines 

c. Be roving between each class  

Á Be aware of student tardies and encourage teachers to respond appropriately 

Á Be aware if a teacher is not in a classroom at the bell and work with the 

secondary principal to find a sub 

d. Preventative discipline – be present 

e. Participate in discipline issues when appropriate 

f. Coordinate detentions with secondary principal 

Á Tuesday, Thursday during lunch 

Á Make sure paperwork is in order 

Á Saturdays once or twice a month (administrators) 

g. Dress code  

Á give detentions for any student out of uniform 

Á if needed, clarify and explain any violation to rules (a female administrator can 

help with the girls) 

h. check that lockers are shut with lock 

i. Coordinate study halls with secondary principal 

j. Emergency sub 

20. Elementary  

a. Coordinate supervision and discipline during morning breaks and lunch 

b. Work with elementary principal to help train and supervise volunteers 

c. Work with elementary principal to cover homework completion during lunch time 

d. Work with elementary principal on discipline issues when appropriate 



Page 15 of 73 Revised January 2009 

 

H. Librarian 

Responsibilities  

1. Purchase new books, resource materials, videos and supplies for the library. 

2. Select materials from donations which are to be included in the library. 

3. Process new and donated books, resource materials and videos. 

4. Log data entry about each book into computer. 

5. Maintain order and neatness in library. 

6. Supervise all check-out, check-in and shelving of books. 

7. Send out overdue notices and collect fines. 

8. Assist teachers and students in finding books and materials 

9. Teach students how to use the library and library skills. 

10. Establish times for use of the library by elementary classes; read to students in grades 

Pre-K – 5 during their weekly library period. 

11. Repair books, discard books, coordinate donations or book sales. 

12. Supervise and train volunteers. 

13. Encourage the use of the library via bulletin boards, contests, book talks, etc. 

14. Orientate teachers to resources and policies of the library. 

I. Nurse  

Responsibilities 

1. Care for students and staff with first-aid or illness needs. 

2. Equip each elementary classroom and the science lab with a basic first-aid kit; also 

supply first-aid kits for field trips, athletic events and retreats as needed. 

3. Keep adequate stock of first-aid equipment, materials and medicines in infirmary. 

4. Act as triage person in case of accident or medical emergency. 

5. Communicate/update medical information to parents. 

6. Update student immunization, allergy and emergency cards for the current year. 

7. Coordinate the yearly eye and ear tests. 

8. Coordinate dental check ups. 

9. Handle lice cases. 

J. Principal:  Elementary Principal Pre-K ð 4 

Responsibilities 

1. Meet regularly with administration and other principal(s) to plan teachers' meetings and 

take care of concerns and decisions that affect the whole school. 

2. Direct elementary part of teachers' meeting agenda. 

3. Be directly responsible to the Director for students in pre-kindergarten to 4
th
 grades. 

4. Supervise the instruction in all phases of the pre-kindergarten to 4
th
 academic program. 

5. Supervise and regularly evaluate all elementary staff. 

6. Help facilitate communication between the elementary teachers and the administration 

7. Coordinate chapel and Spiritual Emphasis and/or Missions Week. 

8. Coordinate special elementary themes and activities including Christian Character Day, 

Thanksgiving Celebration, Christmas Program, Spelling Bee, speech meets, science fair, 

library contests, Field Day, End of the Year Program and Award Ceremonies. 

9. Be responsible to find substitutes for non-planned absences for Pre-K – 4
th
 teachers, 

including specialists.  This includes emergency absences that occur during the school 

day. 
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10. Make administrative decisions (change of schedule, safety/security measures, etc.) which 

affect Pre-K – 4
th
. 

11. Handle and document discipline cases. 

12. Manage elementary supply fees/funds as well as order all necessary books and supplies 

for elementary 

13. Communicate parental/peer concerns to specific teachers. 

14. Observe each class, at least once per semester. 

15. Coordinate volunteer aides for elementary. 

16. Help coordinate school supervision. 

17. Communicate with PTF representatives when necessary. 

18. Promote teacher mentoring and professional growth.  Coordinate new teacher orientation. 

19. Orientate teachers to their curriculum and hold them accountable for following it. 

20. Coordinate maintenance projects and needs for elementary. 

21. Coordinate the testing and orientation of new elementary students. 

22. Coordinate the report card process and PT Conference, including translation when 

needed. 

23. Coordinate elementary extracurricular activities – sports, chess, etc. 

24. Coordinate elementary student council. 

25. Communicate elementary events in the weekly bulletin, daily announcement book and 

white board. 

K. Principal:  Secondary Principal 5th -12th  

Responsibilities 

1. Meet regularly with administration and other principal(s) to plan teachers' meetings and 

take care of concerns and decisions that affect the whole school. 

2. Direct secondary part of teachers' meeting agenda. 

3. Shall be directly responsible to the Director for students in 5th-12th grades. 

4. Supervise the instruction in all phases of the 5th - 12th academic program. 

5. Supervise and regularly evaluate all secondary staff. 

6. Create the master class schedule for secondary with the Director each semester and place 

individual students in classes.  Coordinate any individual changes (adding or dropping 

classes). 

7. Supervise maintenance of academic school records (report cards and transcripts) 

8. Coordinate chapel and Spiritual Emphasis and/or Missions Week and any special 

activities. 

9. Coordinate special secondary themes, activities and/or planned schedule changes. 

10. Maintain student discipline during school hours and suspend from classes or recommend 

expulsion from school in extreme cases. 

11. Facilitate communication between the secondary teachers and the administration. 

12. Make administrative decisions (change of schedule, safety/security measures, etc.) which 

affect 5th – 12th. 

13. Coordinate homeroom, study halls, and detentions 

14. Be responsible to find substitutes for non-planned absences for 5th – 12th teachers, 

including specialists.  This includes emergency absences that occur during the school 

day. 

15. Help orientate new or substitute teachers 

16. Coordinate college testing programs with guidance counselor. 
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17. Coordinate the report card process and PT Conference, including translation when 

needed. 

18. Coordinate secondary extracurricular activities – sports, chess, drama, etc. 

19. Coordinate student council. 

20. Communicate secondary events in the weekly bulletin, daily announcement book and 

white board. 

L. Colombian Academic Coordinator 

Responsibilities 

1. Responsible for completing requirements and forms with the Ministry of Education to 

obtain and keep the functioning license and official recognition. 

2. Responsible for completing all legal requirements in respect to curriculum, projects, 

academics, and administration, and to advise the Director, regarding any law or decree 

that affects the functioning of the school.  Coordinate with the academic secretary the 

maintenance of the official books of the school.  Coordinate with the Director and the 

administration official reporting of education costs. 

3. Coordinate the social service program. 

4. Work with the Spanish department head to improve the Spanish program.  Participate in 

the preparation and performance of the Día del Idioma program.  Be available to 

substitute. 

5. Coordinate together with the Director the Consejo Directivo and Consejo Academico 

meetings and maintain the minutes of the meetings.  Coordinate the Consejo Consultivo 

and the Convivencia Committee. 

6. Assist in the translation of the handbook and other necessary texts. 

7. Coordinate the logistics of some field trips. 

8. Coordinate flag raising ceremonies. 

9. Participate in the Curriculum Committee and any other necessary committee. 

10. Collaborate with the Director in the annual evaluation including appropriate surveys of 

the school. 

11. Lead the planning, programming, performing and evaluating of the academic part in 

relation to the Colombian Ministry of Education in the areas of philosophy, curriculum 

goals, objectives, and rules of the school. 

12. Coordinate the interaction between the academic information and the administration of 

the students and teachers. 

13. Give periodical reports to the Director on the academic activities under his/her 

responsibility. 

14. Design, elaborate and improve the necessary instruments for the development of the 

academic activities under his/her control. 

15. Respond for the adequate use, maintenance, and security of the equipment and materials 

used in the position. 

16. Represent the Director in certain situations if the Director is absent. 

M. Chaplain 

Student Spiritual Life Coordinator 

1. Coordinate chapels for 5
th
 - 12

th
 grade 

a. Oversee worship team 

b. Contact, confirm, orient, introduce, evaluate, and thank speakers 
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c. Assure appropriate physical set up 

d. Coordinate announcements or special interventions 

e. Coordinate small group logistics 

2. Coordinate discipleship/small groups 

a. Decide how to form groups 

b. Choose and train leaders 

c. Evaluate and make necessary adjustments 

d. coordinate Bible studies 

3. Be available for counseling (student initiative, personal initiative based on observations 

or referrals from staff or parents) 

4. Meet with (or assure that a delegate meets with) all new students at least 3 times the first 

quarter 

5. Coordinate optional outreaches in secondary 

a. At least 2 monthly 

b. Annual trips 

i. Thanksgiving 

ii. Easter 

iii. Summer? 

6. Coordinate leadership development 

7. Take initiative to deal with issues that affect spiritual life of student body 

8.  Head up a Spiritual Life Committee made up of various staff members 

9. Work with student council retreat coordinator to help plan program part of retreat 

10. Work with elementary principal on Bible curriculum and chapel coordination or other 

events like Spiritual Emphasis Week, Missions Emphasis Week, etc. 

 

Staff Spiritual Life Coordinator 

1. Be available for counseling or to refer needs to appropriate people 

2. Coordinate staff devotions 

3. Organize at least 2 CEU’s in Bible annually 

4. Coordinate staff prayer partners and assure accountability 

5. Help coordinate staff-board mentoring program and assure accountability 

6. Help coordinate ministry/service opportunities 

7. Work with designated board member for spiritual element in any board-staff events, 

including fall and winter retreats 

 

Bible Department Head 

1. Orient new Bible teachers to the curriculum and available materials 

2. Observe Bible classes regularly and give input on teaching methods, styles, evaluating, 

classroom dynamics, etc. 

3. Manage the Bible department budget 

4. Update curriculum (with teachers) 

5. Sub for any missing Bible teacher 

6. Teach Bible when appropriate 
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N. Stanford Achievement Tests Coordinator 

Responsibilities 

1. Read over the Handbook for Test Coordinators from previous years in November. 

2. ASCI should send out an order form before December.  If it has not been received, 

contact them to ask for it. 

3. Recount the number of tests booklets and answer sheets available for each grade level. 

4. Write up the order and have it confirmed and approved by the administration.  Send the 

order to ASCI before December 15. 

5. When the order arrives, check the invoice against the contents to see that everything 

required came.  (It will be at least a month for delivery.) 

6. Two weeks before the set date (check school calendar, usually the first or second week in 

April) for testing, publish the testing schedule, checking with the head elementary teacher 

and the middle school head teacher before doing so. 

7. A week before the tests, place an announcement in the bulletin, asking parents to make 

sure their children eat properly and have enough rest so they will be ready for the tests. 

8. The week before the testing, hand out the tests with answers sheets to the respective 

teachers and include an extra set for the teacher to have as an example.  Be sure to 

include the Directions booklets for teachers, both for the practice tests and the Battery test 

booklets.  Make sure each teacher has a reliable timing device/clock. 

9. Confirm with the teachers about any makeup tests that need to be done and arrange for 

the tests to be completed. 

10. At the end of the testing, collect all tests and answer sheets.  Following the guidelines, 

prepare the answer sheets and third grade booklets to be mailed to Harcourt, Brace 

Educational Measurement Scoring Service. 

11. Count and note the number of answer sheets and third grade booklets that are left before 

storing for next year. 

12. If the results are returned in mid-April to the States, then ACSI can usually return the 

scores before the end of the school year.  Send the results with the report cards along with 

the booklets for parents to be able to understand or interpret the results. 

O. Chaperones 

1. There should be a responsible, Christian adult chaperone for at least every eight students. 

2. Unless special permission is given, chaperones should be at least 21 years old.  For junior 

high events, up to two high schoolers may help chaperone with the approval of the 

advisor. 

3. The student council must have administrative approval of all chaperones. 

4. Usually the student council advisor will be the head chaperone unless the student council, 

retreat coordinator and the administration make another agreement. 

5. The head chaperone is responsible for enforcing the rules and the schedule, and keeping 

the objectives of the event.  The student council advisor and student coordinator should 

send a written memo (for minor events) or call a meeting (for retreats) with all the 

chaperones a week before the event to go over the schedule, rules, responsibilities and 

logistics.  The head chaperone should bring extra cash from Student Council for 

emergencies and should make sure all safety measures are observed.  The head chaperone 

has veto power during the event on any student council decision and must approve any 

changes in the published schedule.  All other adult chaperones and student leaders must 
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support and work together with the head chaperone.  The speaker should not be a 

chaperone. 

6. Chaperones should meet each morning with the student activity or retreat coordinator to 

evaluate, make any needed adjustments, pray and communicate. 

7. Chaperones should not pay their own expenses.  They may anonymously donate to the 

general fund.  If extra chaperones want to come, they can be asked to pay their expenses. 

8. The head chaperone is in charge of taking a functioning cell phone and ensuring the 

Director has the number before leaving campus. 

9. If the event is outside city limits, transportation must be available for emergencies. 

10. The head chaperone is responsible for having a first aid kit available. 

11. The chaperones coordinate among themselves so that an adult is present from the 

beginning of the activity to the time the last student leaves or is picked up. 

12. The chaperones make sure that a Christian atmosphere and testimony is kept.  There 

should not be any use of drugs or alcohol at any time. Smoking is not allowed. Social 

dancing is not permitted at ECA events. Music must be in good taste and preferably 

Christian.  Videos may not be shown without prior permission. 

13. Chaperones will model, disciple, encourage and interact with the students. 

14. The head chaperone is responsible to contact the parents of a rebellious, non-cooperative 

student and has the authority to send him/her home. 

15. Chaperones will help the student leadership evaluate or debrief after the activity or 

retreat. 

P. Student Aides 

General Requirements  Student Aides should:   

1. Keep a daily journal on class days of how they helped the teacher(s) - e.g., reading 

stories, conducting drills, correcting work, helping one-on-one, etc.  The supervising 

teacher should read this every 2 weeks. 

2. Read three articles each quarter approved by the supervising teacher related to 

children's characteristics, the learning/teaching process, or another approved topic.  

Turn in a paragraph summary of each article to the supervising teacher. 

3. Write a short report each quarter about their experience as an aide including what they 

learned about that age level/class:  characteristics, abilities, interests, struggles, etc.  

This should be turned in to the supervising teacher 1 week before the quarter is over. 

In addition, for PE: 

4. Read about a certain sports activity and write a short report about it. 

5. Make several lesson plans for the unit that was investigated. 

6. Make a short quiz, of at least 10 points, regarding the unit studied. 

7. Teach or lead parts of at least five PE classes.  (e.g., lead warm-ups, teach part of a skill 

lesson, referee a game, etc.) 

Q. Teacher Committees 

TEACHER COMMITTEE CHART 

Barnabas 

3-5 teachers 

Coordinate birthday 

special celebrations 

 

School Steering Cmte 

Administrative 

Team 

head teachers 

Prepare agenda for 

Consejo Directivo 

2 teachers 

Assists in legal 

decisions 

monthly 

Conviviencia 

1 teacher  

Discusses discipline 

cases and policies 

every 2 months 
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teachers’ meetings, 

functions of school 

weekly 

Curriculum / 

Textbook 

Head teacher + 

teacher 

Assess, review, 

purchase textbooks 

 

 

Evaluation / 

Promotion  
principal + teacher 

Consider names of 

students with 

academic or 

behavior problems 

twice  each quarter 

Orientation 

2-3 teachers 

Assist new teachers 

Parent/Teacher 

Fellowship (PTF) 

1-2 teachers 

teacher liaison for 

events with parents 

monthly 

Professional 

Development 

2 teachers 

administrative team 

Plan courses for 

CEU  

 

Technology 

3-5 teachers & 

technology director 

Guide computer use 

Consejo Consultivo 

1 teacher 

Liaison between 

school and labor 

force 

once each semester 

Benevolent 

Committee 

1-2 teachers, 1 staff 

Channels financial 

assistance to ECA 

staff in need 

Barnabas Committee 

Three to five teacher volunteers coordinate birthday celebrations and gifts for the teachers.  

They help coordinate Board-Staff social events at the beginning of the year and at Christmas.  

They also initiate at least one optional staff gathering, outing, or party each semester.  They 

are creative in helping teachers know and appreciate each other through special gatherings 

such as farewells, wedding and baby showers, etc. 

 

Aim:  To promote a loving and caring atmosphere among faculty and staff at ECA.  Everyone 

is expected to notify a committee member of any faculty or staff concern that arises as stated 

in 1 Thessalonians 5:11 ―Encourage one another and build each other up.‖ 

 

Responsible for: 

1. Planning wedding and baby showers when necessary 

2. Collecting money for flowers or a gift when we are notified of a death in a family 

3. Collecting money when we are informed of a need in our community 

4. Planning a get-together for Día de Amor y Amistad   

5. Making a card for each teacher or staff birthday to be signed by the teachers 

6. Giving input regarding the staff-board Christmas party 

 

The committee is open during the year to suggestions that assist in their goals. 

 

Benevolent Committee 

Three people who will be aware of financial needs within the ECA staff and families.  The 

purpose is to provide financial assistance to a staff member who is judged to have such a need. 

 

Process of collection:  A staff member, parent, financial partner, or friend of ECA may deposit 

cash into the fund at any time. 
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1. Potential beneficiary:  Faculty member or support staff member.  A member may make 

written request for himself or another member. 

2. Governance:  Written request shall be submitted to the Director; the same shall state the 

reason for and amount of the request.  This information shall be recorded in the fund 

notebook.  The Benevolence Committee shall determine, by majority vote, if a gift shall 

be granted, and its amount.  The committee shall consist of at least three (3) members, 

chosen by the Director.  Committee members shall be elected by the combined staff to 

serve from the beginning to the end of each academic year.  A staff member may serve 

on the committee in consecutive years.  The beneficiary shall sign a dated receipt of the 

amount and purpose of the gift.  This amount and its purpose shall be recorded in the 

fund notebook.  The Director shall make a written annual report of the fund balance in 

the month of May. 

 

Consejo Académico 

One monthly teachers’ meeting where certain Colombian issues are resolved and recorded 

 

Consejo Directivo 

The Director, a Board representative, two parents, two teachers, one student and an alumnus, 

meet to discuss issues regarding the functioning of the school once a month. 

 

Consejo Consultivo 

The Director and one teacher who help establish connections between the school and the work 

force. 

 

Convivencia 

The Director, one Board member and one teacher, who collaborate in policy making and 

discussing discipline cases.  It meets every two months. 

 

Curriculum/Textbook 

A committee of the principal and the teacher who is interested in changing texts conduct a 

preliminary screening (search through catalogs).  The selected text will then be presented to all 

teachers concerned for their critique.  The proposed text should strengthen the scope and 

sequence and Biblical integration of the curriculum.  Below is a chart with the curriculum 

review cycle. 

Proposed K-12 Curriculum Review Cycle 
 

 2006-07 07-08 08-09 09-10 10-11 11-12 12-13 13-14 14-15 
Prepare for 

next year’s 

review:  order 

journals or 

identify 

sources of 

research, 

appoint team, 

plan for 

assessments to 

inform the 

team 

Complete the 

filling of 

holes 

identified by 

ACSI visiting 

team:  Bible, 

PE, IT, Fine 

Arts, LA, , 

initiate 

benchmarks 

model. 

Prepare for 

next year’s 

Social 

Studies 

 

 

Science  Math Bible Prepare 

for next 

year’s 

ACSI 

Self 

Study 

Fine Arts 

PE 

IT 

Language 

Arts 

 

Library 

skills 

Social 

Studies 

Order textbook Language Social Science Math Bible ACSI Self Fine Arts Language 

Arts 
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samples early 

in the year. 

Review the 

curriculum, 

establish 

benchmarks, 

then order 

textbooks, 

write unit 

plans 

full LA 

review 

Arts 

 

Library 

skills 

Studies 

 

 

Study—no 

curriculum 

review 

PE 

IT 

 

Library 

skills 

Implement the 

new 

curriculum 

 Language 

Arts 

 

Library 

Skills 

 

Social 

Studies 

Bible Math Science No new 

curriculum 

this year 

Fine Arts 

PE 

IT 

 

Spanish is on a separate 3-year cycle consistent with Colombian textbook reviews. 

 

Evaluation and Promotion Committee 

The committees are formed by September 1 by grade levels and should be comprised of a 

diverse group of people:  the principal, teachers who have longevity at the school, teachers 

with years of teaching experience, parents, a counselor or pastor, ESL/ELL specialist, 

Discovery therapists, etc.  Each committee considers the names of students who reflect 

academic or behaviors concerns or are retention candidates.  Each classroom teacher meets at 

least twice a quarter with the committee. 

 

Orientation Committee 

One board member, 2-3 teachers, and 1-2 parents work together to better orientate teachers.   

This committee is responsible for the following:  1) a packet of orientation reading; 2) 

required orientation meetings throughout the first year; 3) communicating with each new 

teacher's mission to make sure roles are understood; 4) being alert to special needs of teachers 

as far as transportation, furniture, repairs, medical support, financial help or need to earn extra 

money. 

 

Parent Teacher Fellowship / PTF 

One or two teachers meet monthly with the PTF steering committee to plan events and be a 

teacher liaison. 

 

Professional Administration Team 

1. The Director, Colombian Academic Coordinator, principals, and supervision director, 

meet weekly to coordinate functions of the school and prepare the agenda for the 

teachers’ meeting. 

2. Be responsible for planning at least 3 CEU credits for teachers during the year.  This will 

include some sessions yearly regarding classroom management, discipline, etc.  They 

channel information to teachers regarding grad programs and ACSI accreditation 

requirements and procedures.  This committee looks for ways to maximize participation 

in the ICEC conventions and is responsible for making sure professional publications and 

resources are readily available. 
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Supporter Relations Committee 

This committee is responsible for developing a mini-seminar based on the book Friendraising 

by Betty Barnett or another similar resource.  They also explore possibilities like 1) a system 

for sharing prayer letters, 2) accountability with sending out regular prayer letters, 3) ECA 

helping provide labels, 4) ECA paying for postage, 5) ECA acquiring postcards, pictures, or 

gifts in bulk or 6) ECA creating a group Christmas card with a staff picture.  This committee 

also looks for ways to best handle e-mail and snail mail to encourage good communication as 

well as also makes available a third party letter for pastors, supporting churches, friends and/or 

supporters to any teacher. 

 

Technology Committee 

Three to five staff members set and enforce computer use guidelines.  They encourage teacher 

training, especially tied to use of computer in curriculum.  They oversee student use of 

computers, including classroom computer use. 

 

II. Procedures 

A. Legal Paperwork 

1. Each foreigner living in Colombia on any kind of visa other than a tourist visa is 

responsible for each of the following: 

a. Registration with the embassy of your home country.  This should be done as soon 

as possible after arriving in Colombia.  Your mission or the office can often help you 

with this.  Usually it can be done online. 

b. Registration with DAS, the Colombian security agency responsible for foreign 

citizens living in Colombia.  Normally this must be done within 2-3 days after your 

initial arrival in Colombia.  You must report your address and telephone number of 

your place of residence.  You will also need to submit pictures and other paperwork 

necessary for your cédula (Colombian I.D. card) at this time. 

c. Registration with DAS of any change-of-address within 15 days of moving.  There 

is an automatic fine if you fail to do this. 

d. If you need to renew your visa during your time of service at ECA, you may need 

what is called a buena conducta or a police clearance from the Colombian 

government.  These must be applied for at DAS.  Make sure you do this at least 3 

weeks before your visa expires. 

2. You are also responsible to keep the following items on file in your personal folder in the 

school office. 

a. A Staff Application duly filled out 

b. A photocopy of your teaching certificate(s) 

c. A photocopy of your passport and visa 

d. A photocopy of your identification card(cédula de extranjería (C.E.) or cédula de 

ciudadanía (C.C.)) 

e. Signed Liability Release form, Norms for Teachers and Doctrinal statement 

 

B. Financial Responsibilities 

1. Each teacher at ECA is responsible financially for his personal support needs, unless 

special arrangements are made with the Director or ECA Board.  This includes all costs 
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related to housing, utilities, household set-up (furniture and appliance purchases, etc.), 

local transportation, food, clothing and personal expenses, medical and dental fees, travel 

expenses and Spanish courses.  The staff member is also responsible to pay for all fees 

related to visas, cédulas, paz y salvos, etc. unless otherwise arranged.  Each missionary 

teacher may request a $300/month stipend or scholarships for his/her children. 

2. The ECA office will facilitate the payment of utility bills for a minimum charge.  The bill 

with the money and the appropriate form should be given to the ECA financial office at 

least 2 days before the bill is due.  If given after the due date, the teacher will be charged 

extra. 

3. If you make a long-distance telephone call, ask the receptionist to place it.  It is your 

responsibility to fill out the Long Distance Call sheet that is in a folder in the school 

office and pay for the call when the bill comes. 

C. Internal Communication 

1. The Daily Announcement Book on the office counter is used to communicate the daily 

changes and other information which teachers need to know.  Teachers are expected to 

read the book daily.  They should write pertinent communication in the book. 

2. All teachers are expected to check their ECA e-mail daily or have it forwarded to another 

e-mail account which is checked daily. 

3. A Weekly Bulletin is published with information and announcements to be given to the 

families.  Teachers also receive a copy.  Teachers should place announcements in the 

bulletin several weeks ahead of the events if the parents need to be informed about the 

class activities, such as a field trip or a special day.  Classified advertisements can also be 

placed by any ECA community member in the bulletin.  Ads will be run one week unless 

special instructions are given.  Include the name and number of the sponsor.  There is a 

folder in teacher share named ―Bulletin‖ for any communication for the bulletin. 

4. Teachers are to use the Director's appointment sheet on the office counter when they wish 

to talk with the Director. 

5. The school calendar is in the planner.  Upcoming events are announced in the Weekly 

Bulletin and teacher memo or the teacher meeting agenda.  A master calendar is in 

Outlook and all school related events, such as field trips, fund raisers, sports events and 

others should be noted there through the appointed office assistant. 

6. If something is to be posted at ECA, the office will give approval, and then it will be 

stamped ―This announcement is sponsored by…‖ along with the date, so it can be posted 

on a bulletin board.  The announcement will be posted for a maximum of one month.  

There should always be approval to publish and distribute any document among the ECA 

community. 

7. All teachers should use RenWeb to record all pertinent parent contact (phone, e-mail or 

face-to-face) as well as any behavioral or academic concerns or incidents.  When serious, 

copies should be sent to the principal. 

D. Detentions 

1. Procedures for Secondary Students  

a. If a student deserves a detention, the teacher fills out the detention form and gives it 

to the Supervision Coordinator, who then gives copies to the student and parents.  

This procedure may soon change as we use RenWeb more. 

b. The supervision Coordinator places a copy in the detention book and marks the 
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detention on the list in the book. 

c. If a high school student receives his/her fourth detention, or a middle school student 

receives his/her fifth detention, the Supervision Coordinator will assign a Saturday 

detention.  This list is kept by the Supervision Coordinator. 

d. The detention monitor needs to initial and date the forms of those who serve 

detention and make sure that a parent and the student have signed the form. 

e. The detention monitor is responsible for filing detention forms that are completed. 

2. Lunch Detention Guidelines 

a. Warning bell rings nine minutes after the lunch bell. 

b. Detention begins 10 minutes after the lunch bell  

c. Students can eat, read, study alone, draw or sit quietly.  At times they may have a 

short work assignment. 

d. Students cannot leave for bathroom or nurse or anything unless it is a true 

emergency. 

e. Students cannot talk, work in groups, play games or sleep. 

f. The room must be cleaned up before anyone can leave. 

g. Teachers should fill out a new detention for any no-shows and give them to the 

Supervision Coordinator to talk to the students. 

3. Saturday Detention and Category B Detention Procedures 

a. The detention monitor needs to make sure the principal has signed a Category B 

detention slip. 

b. The detention monitor needs to initial and date the forms of those who serve 

detention and make sure that a parent and the student have signed the form. 

c. The detention monitor is responsible for filing detention forms that are completed. 

4. Elementary Time-Out Guidelines 

a. If a student deserves a time-out to correct behavior, the student will serve this time-

out during break or lunch recess, whether in the classroom, or sitting next to an aide 

outside. 

b. During this time-out, the teacher may counsel the student about their behavior.  The 

child may or may not be asked to write a letter to the parents or other affected 

persons. 

c. If a student serves a time-out, communication with parents is required.  The teacher 

will contact the parents.  Any forms or letters sent home must be signed by the 

parents and returned the next day. 

E. Emergency 

Drills 

1. An emergency drill will be scheduled at least once per semester.  Each teacher should 

carefully instruct students regarding the procedures for this drill during the first week of 

school.  There are two types of drills:  one which calls for evacuation and one for being in 

the safest place inside the building. 

2. All windows and doors should be closed.  Lights should be turned off.  Teachers should 

bring grade books.  Students should file out to their assigned places silently in single file 

by classes. 

3. The exit pattern is as follows: 

a. Each elementary class (including Pre-K) goes out the outside door and then walks to 

the soccer field for instructions. 
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b. All classes on the 2
nd

 floor of the new building exit through the main door and go to 

the soccer field. 

c. All classes in the dining area or the old building, except Pre-K, go t othe basketball 

court for instructions. 

4. On field, line up in single file going north-south in the following way: 

a. Secondary on grass with 12
th

 closest to the south and 5
th
 closest to basketball court 

b. Fifth through kindergarten line up on basketball court, kinder closest to sidewalk 

5. Attendance should be taken by the homeroom teacher in elementary and by the head 

teachers or their delegates in secondary.  Other unassigned adults should try to control 

and extinguish the fire.  The office is responsible for calling the appropriate authorities. 

Extinguishers 

1. The green extinguishers should be used only for small type A fires that originate from 

paper or textile combustion.  The other two types of extinguishers can be used for any 

type of small fire including chemical and electrical fires. 

2. All of the school’s personnel (students, teachers, offices workers and general staff) will 
receive instruction once a year. 

3. The fire extinguishers should not be used except in the case of an emergency.  The areas 

where they are located should be kept free of any obstacles so that they may be easily 

reached in an emergency. 

F. Phone Chain 

If you have original information, call the Board president or the Director.  As soon as you 

receive information from your up-line source, make your calls.  You will receive a detailed 

phone chain each semester. 

 

Board President   Director   Elementary Principal  Elementary teachers  

          

      Middle school Principal           MS teachers 

 

Board Members     Secondary Principal    Secondary teachers 

       

       Spanish Coordinator              Spanish teachers 

     Families  

    Director of Operations    Transportation  Drivers 

               Director  

       

           Physical Plant            Workers 

            Manager 

 

        Financial Manager 

 

          Director’s Secretary       Office staff 
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G. Security 

Preventative Measures 

1. Keep important phone numbers near the telephone. 

2. Be familiar with the Emergency Plan and read any security bulletins from the Director or 

embassy. 

3. Threats of any nature to the school, staff or students should be taken seriously regardless 

of how improbable they may sound. 

4. Treat comments from neighbors or other contacts seriously. 

5. Be aware of any surveillance.  If someone has been inquiring about school personnel 

(When are they returning?, Where are they?, etc.), contact the Director. 

6. Caution is necessary in receiving suspicious mail or packages. 

7. Special care should be taken on certain days like general strikes (paros), elections, 

significant dates like April 19, promised guerrilla activity, or embassy problems. 

8. Whenever possible, avoid going to ATM machines alone. 

 

Supervision Policies 

1. Students will be supervised at all times, especially when they are outside. 

2. Parents are responsible to pick up their children promptly when school is dismissed in the 

afternoon.  Parents may be charged if students are not picked up within 30 minutes of 

dismissal. 

3. Staff members will share supervision responsibilities. 

 

Traveling to and from home, work, shopping, etc. 

1. Use of personal vehicles, taxis and buses are all possible in certain situations. 

2. The single most important factor is to avoid developing a predictable routine.  If you 

travel by personal vehicle, vary your departure times (up to 15 minutes either way, for a 

30 minute "window").  Drive a slightly different route (both coming from and going to 

home and work). 

3. Taxis are generally safe.  If you call a taxi to come pick you up, make sure you get the 

taxicab number from the dispatcher and verify that is in fact the number of the taxi that 

arrives.  If you hail a taxi on the street, make sure that you select the taxi - never accept 

an offer from a driver who approaches you or from a parked cab nearby.  Avoid taxis 

with more than one driver. 

4. If you use a bus, select a pickup location where lots of people are present.  If you use a 

bus regularly to commute, as often as possible go to different locations (even a block 

away) to get on the bus as often as possible. 

5. Stay alert on a bus or taxi.  Avoid using headphones or sleeping. 

6. On a bus, choose a seat where someone safe-looking is already sitting, usually near the 

driver.  Avoid the first seat near the door. 

 

Walking 

1. Many people walk for exercise, to the store, or to take public transportation.  This is when 

you are most vulnerable to surveillance - surveillance that may identify you, other 

members of your family, or other members of the missionary community as "soft 

targets". 

2. The first key to protecting yourself and other missionaries while walking is to avoid any 

kind of predictable routine, both in times and in routes. 
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3. The second most important factor is to not walk alone where you are perceived as 

vulnerable. 

4. Always stay alert.  Avoid using headphones. 

5. If you are going to walk a short distance to a store, a bus stop, to hail a taxi, etc., and the 

route you will travel has substantial pedestrian traffic, remain alert. 

6. If you want to walk for exercise in a park, and there are a number of people present, you 

can do so safely as long as you remain alert. 

7. If you want to walk in other situations, where substantial numbers of people are not 

present, you must arrange to walk with someone else 

H. Computer Use 

Do not touch the main computer and do not bring food or drink into the lab. 
 

Goals include 

1. Hardware permitting, students will have as many opportunities as staff to learn to use 

computers and technology. 

2. Students will discern wise use of computer time based on Christian principles and 

available resources. 

3. Students will desire to grow in computer usage skills and use them in practical situations. 

 

Games 

1. Rationale for games at ECA is that they should be helpful to teach computer and/or 

thinking skills.  They can be beneficial for review and simulations.  Since students often 

have access to this medium, it is our desire to minimize the use of entertainment-focused 

games in the computer classroom. 

2. Games are not played by students or teachers during the school day (defined as 7:30-

3:30) unless they are a specific part of the class and related to the curriculum.  Exception 

could be monthly or quarterly rewards. 

Practicalities 

1. Avoid personal e-mails and chatting during the school day. 

2. Classes have priority for computer use in the lab.  When a class does not use all of the 

computers, students and teachers are welcome to use them.  It is important to respect the 

teacher and class by working without talking.  If discussions are necessary, they should 

take place outside the computer room. 

3. Students sign an ―Internet use agreement‖ during registration. 

4. When electricity goes off, ALL COMPUTERS MUST BE IMMEDIATELY SHUT 

DOWN.  Follow the posted procedures. 

5. No students are allowed in the lab without a responsible adult present. 

I. Parent Communication 

Secondary Syllabus 

1. The teacher shall generate a one to two page outline of the course to be given to each 

student at the beginning of each course.  The secondary principal should have a copy on 

file.  Each teacher must verify that parents have seen the syllabus (signature, note in 

agenda, email, etc.) 

2. This should include:  

a. Teacher communication data 

b. Classroom/Lab rules  
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c. Grading policy   

d. Homework expectations 

e. Materials required 

f. Basic units or course content 

 

Elementary letter 

Elementary teachers including Spanish teachers should send at least one parent letter per 

quarter (preferably weekly in lower grades and monthly in upper grades) with information 

about what units or topics are being covered.  The elementary principal should receive a copy. 

 

Parent Teacher Communication 

1. Teachers are encouraged to communicate any student concerns with parents so as to 

work together as a team for the growth of our students. 

2. If you want to communicate with a parent who serves at ECA, please plan a meeting just 

as you would with any other parent. 

3. Teachers should document communication with parents regarding student concerns in 

RenWeb. 

J. Field Trips 

Purpose  

To provide age-appropriate educational experiences not possible in the classroom which will 

be used to stimulate interest in an upcoming unit of study, give closure to a unit, enrich a 

topic, give closure to the year through ―Fun Day‖, or give service opportunities. 

 

Protocol 

1. Teachers must fill out the ―Notice to Director‖; the ―Field Trip Check off‖ sheet, and the 
―Transportation Request‖ sheet as needed  

2. Although parents sign an annual permission field trip form during registration, specific 

written notice of each field trip needs to be sent home in addition to the announcement in 

the weekly bulletin.  Ample time for any parental inquiry needs to be provided prior to 

the trip.  Teachers need to inform the parents the date and time, the purpose, the 

destination and the transportation arrangements for the field trip not less than one week 

prior to the trip. 

 

Funding 

1. A designated amount per student is budgeted for this purpose. 

2. The teacher budgets the total allotment to cover the year-end Fun Day and all desired 

trips during the year.  Cost of a particular trip may include entry fees, parking, 

transportation etc.  Plan ahead! Spanish and other special teachers must plan field trips in 

conjunction with homeroom teachers. 

3. Fun Day costs should not exceed 25% of the total beginning class budget. 
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K. Classroom  

1. The teacher is provided a lesson plan book, grade book, and an example of the report 

card.  Plan your grade book to match the report card. 

2. Daily rules and routines should be written and given to the principal. 

3. All teachers should have a week of lesson plans in their lesson plan book or in RenWeb.  

Include the topic, text pages and a short description of each activity planned.  If audio-

visual equipment is to be used, list the title and where it comes from. 

4. In the case of an emergency, contact the principal as soon as possible and have sub plans 

ready. 

5. The semester plan or syllabus for grades 7-12 shall be placed in the front cover with daily 

plans completed for the next week prior to leaving school on Friday. 

6. Each teacher is responsible to keep a record of attendance and to maintain grade books in 

up-to-date order.  When grades are turned in or recorded on report cards, 100 is the 

highest possible grade.  There should be a minimum of eight grades averaged for each 

subject by the end of the quarter for an everyday class and a minimum of five grades for 

an alternating day class.  Grade books or computer printouts of grades are to be turned 

into the office at the end of the year. 

 

Elementary schedule guidelines - the classroom minimums (30-45 minutes) for teaching in 

grades 1-5 are as follows: 

 Reading   5 times a week 

 Language Arts 5 times a week 

 Science  3-5 times a week 

 Math  5 times a week 

 Spanish  5 times a week 

 Social Studies 3-5 times a week 

 Bible  3-4 times a week excluding devotions (short time for prayer and/or  

   praise) and chapel 

 Art/Music Once a week 

 P.E.  3 times a week 

 Computer Once a week 

 

Before the start of the year, turn in your class weekly schedule to the Elementary Principal. 



Page 32 of 73 Revised January 2009 

 

L. Progress Reports and Report Cards 

1. Students in elementary may be placed on an adjusted grading scale with administrative 

approval if it is appropriately marked on the report card. 

2. Use the school calendar, the monthly teacher calendar and any memos to meet the 

published deadlines for progress reports and report cards.  Report cards go out at the end 

of each quarter and progress reports are a mid-quarter, unofficial assessment.  Teachers 

must remember to be as positive and encouraging as possible:  speak the truth in love.  

Teachers are responsible for having parents confirm the receipt of progress reports. 

3. Student records are available to teachers, but requests should be made to the school 

secretary who will pull the records from the academic file.  All report cards, progress 

reports, conference reports, etc. will be maintained in the office file by the school 

secretary. 

M. Homework Procedure 

Rationale 

1. To establish the habits of studying at home and responsibilities connected with taking a 

school assignment home and bringing it back to class completed. 

2. To practice and apply some of the skills being learned in the classroom. 

3. To acquaint the parent with work his child is doing. 

4. To provide for a wise use of leisure time. 

5. To participate in activities that further challenge the abilities of the pupil 

6. To prepare for independent study. 

 

Guidelines for homework at each class level 

1. Kindergarten – a desirable project is one that involves the parent and child. 

a. Suggested time is between 5-15 minutes a night. 

b. It is also suggested that parents read to their children each day. 

2. Grades 1 & 2 Homework should consist of informal assignments for individuals or 

groups.  They should be short, well-defined, easily understood, and executed. 

a. Suggested time is 15-20 minutes a night. 

b. Also all students in grades 1 and 2 should read or be read to orally each night. 

3. Grades 3 & 4 The same philosophy applies as grades 1 and 2 with the time 

increasing at the end of the year to a maximum of 40 minutes. 

4. Grades 5 & 6  50-60 minutes per day. 

5. The times above include approximately 5-10 minutes per day for a Spanish assignment. 

6. Grades 7 & 8  Assignments of about 15 minutes per day per subject may be given.   

Long-range assignments or projects may be in addition to daily work.  Suggested time is 

between 45 and 90 minutes per day. 

7. Grades 9 - 12 Assignments of 30 minutes per day per subject may be given.  Long-

range assignments or projects may be in addition to daily work.  Suggested time is 

between 1 and 2.5 hours per day. 

 

Turnaround Time 

Teachers should attempt to record and return all projects, tests, and assignments within a 

week.  If students are missing a major assignment, this should be communicated before the 

makeup deadline. 
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Suggested Homework Assignments 

1. Complete work begun but not finished at school.  Make sure assignments are not too 

long.  If this type of homework is consistent, perhaps the daily assignments for school are 

too long. 

2. Reading:  current reading, other readers, recreational reading such as library books, book 

reports. 

3. Spelling and word study  

4. Math drill and practice:  short and to the point.  Avoid sending home math assignments 

that have not been carefully introduced in the classroom. 

5. Written assignments in the various school subjects such as language, science, and social 

studies. 

6. Research that can be done at home. 

7. Science experiments using simple, on-hand materials. 

8. Creative writing or keeping a journal 

9. Preparation of collections, exhibits, posters, models 

10. Math used around the home - marketing, figuring quantities or materials used in home 

projects, materials in sewing, cooking, how parents use math in their lives. 

11. Evaluation of radio and television programs.  Care must be taken here as to the time of 

the program and the type of program watched. 

12. Bible memory work 

13. Interviewing persons 

 

Special Materials 

Any time any teacher wants students to bring something from home for a special activity or 

project, please send a written note home, or make sure a note is in the planner, explaining 

what needs to be brought, when and for what.  Parents need at least a week's notice if it is an 

item that has to be specially bought or found.  If it is a common household item, two days 

notice is sufficient. 

Group Projects 

Although many students enjoy out of school group projects, remember that they are usually 

very difficult for parents to arrange due to transportation difficulties and distances between our 

students.  Please be very careful about assigning group projects that require out-of-school 

gatherings.  Make sure that the project has plenty of advance written notice to the parents and 

that it is a very worthy cause so you don't invoke our parents' frustration.  Also, make sure you 

have thought through your evaluation procedure since group projects can misrepresent 

individual learning and effort. 

 

Standards for Homework 

1. Homework should be directly related to class work. 

2. Assignments should be interesting and stimulating. 

3. It should not take TOO much time and effort on the part of parents. 

4. It should be sufficiently discussed so that the pupil understands what is expected of him. 

5. It should not be busy work or rote punishment  

N. All School Reading 

In an effort to demonstrate to the students that reading is important and pleasurable, and that it is 



Page 34 of 73 Revised January 2009 

 

valuable and worthwhile to form the habit of reading, it is the practice of El Camino Academy 

to take regular time to read school-wide.  Some years we dedicate 15 minutes a week and other 

times a period a month (kindergarten and first grade may use less time).  Students, teachers, and 

staff should choose their reading material (books, magazines, Bible, etc.) before the reading 

time begins, and all adults should plan to participate.  Textbooks should not be read, but novels 

(even if assigned for class work) can be read.  Preferably reading choices will be for pleasure. 

 

O. Grade Advancement 

If a parent or a teacher requests the possibility of a student advancing or skipping a grade, the 

following conditions should be met: 

1. The student must be the minimum appropriate age for a grade requested, according to 

ECA norms and display the social and emotional maturity for the grade level for which 

they are applying. 

2. The student should have been on academic honor roll all four quarters or very close to a 

90% average.  All grades should have been 80% or above. 

3. The teacher may give a written recommendation to the administration any time during 

second semester based on class participation, engagement in class activities, homework 

habits (minimal missing or late assignments) and overall effort. 

4. The teacher must attest to the student’s ability to perform at or above grade level in 
reading comprehension, oral communication and writing skills. 

5. The student will demonstrate the ability to comprehend grade level reading. 

6. The student will produce a grade-level appropriate writing assignment without help to be 

attached to the teacher recommendation. 

 

In Late July or Early August 

1. The student must pass a content based exam or turn in a comprehensive project covering 

selected units or requirements in math (usually chapter or end of the year test), science, 

social studies and Spanish. 

2. The student must produce a grade-level appropriate writing assignment without help and 

the student will demonstrate the ability to comprehend grade level reading of the 

projected grade, usually by doing at least two assigned book reports. 

 

During the Year in a New Grade 

The parents must be willing to give outside-of-school help, if required. 

 

If conditions 1-6 are met by May 20, a student may be recommended and a study plan will be 

created to be fulfilled during June and July.  All tests and work should be completed by the 

day of registration when the teaching team will evaluate the work and give a final decision 

before the first day of school.  The recommendation will be in writing and must be approved 

by the Promotion and Evaluation Committee. 

 

The first progress report will be used to measure if the student is capable of maintaining the 

standards of the new grade.  If the progress report from first quarter has any failing grades, a 

parent-teacher conference will be held and appropriate measures taken.  If there are still any 

failing grades at the first quarter, the student may be recommended to return to the previous 

grade. 
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P. Schedules  

Chapel and Bible 

A devotional time is to be scheduled at the beginning of the school day.  All Bible reading and 

memory work is to be taken from the New International Version (NIV) of the Bible unless 

special arrangements are made with the Administration.  All students (third-twelfth) are to 

have a copy of the NIV Bible for use at school.  One day a week the devotional period is used 

for chapel time.  Parents and other special speakers are scheduled or classes or teachers 

prepare special programs. 

 

Clocks 

Use the office clock to set room clocks and watches.  Official school time will go by the 

computer and/or office clock.  Begin and end classes on time.  Others depend on your 

punctuality to function smoothly.  Bells will ring for class changes for secondary only.  

 

Homeroom 

In pre-kindergarten through 4
th
 grade, the homeroom teacher is the main classroom teacher.  

In 5
th
 through 12

th
 grade, four minutes are used daily in the first period classroom for 

homeroom.  This is a time for taking attendance, making announcements, and having a short 

devotional and/or prayer time. 

 

Morning break & lunch supervision 

1. Elementary students have a 15-minute break in mid-morning.  The snack shop is open 

for upper elementary students.  Aides supervise the classes.  Secondary students have a 

14-minute break mid-morning and the snack shop is open. 

2. Pre-kindergarten through 4
th

 grade students eat lunch in the patio or the dining area.  The 

teacher aides are responsible to supervise their students during this time.  A minimum of 

20 minutes will be allowed for eating.  Elementary students should take home anything 

from their lunchbox that is uneaten.  After that time, the students will be allowed to go 

out to the playground for a 20-minute recess.  The Supervision Coordinator and aides 

will be responsible for playground duty during that time. 

3. In 5
th
 through 12

th
 grade, students may eat in the patio, the dining area, or in a designated 

classroom.  They may be in the front yard area and may buy food at the snack shop. 

 

Flag Raising  

1. The Colombian Academic Coordinator and the principals are in charge of the ceremony; 

however, the teachers choose the students to hold the flag during the ceremony. 

2. It is not an obligation, but a privilege to elect one or two students from each grade to pass 

in front and be recognized by their fellow students.  The reason for being honored may 

change each month, including friendship, organization in class or homework, 

advancement/progress in studies, etc.  A goal is that each student in the class participate 

sometime during the year. 

3. The Colombian and United States’ national anthems are on a CD for use in the ceremony.  

The principal may choose to salute a flag from a different country as well.  The words to 

the anthem are on an overhead sheet or video beam to use to assist the students in 

singing.  We also have the Korean anthem music and text translated to English on 

overhead sheets. 

4. We have the flags from the different countries represented in the school at the ceremony.  
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You may choose to take time to salute the flag of the different home countries in silence 

or take turns saluting the different flags while the rest of the students listen.  Some of the 

different pledges are written on overhead sheets. 

 

Teaching hours 

The normal schedule for full-time teachers is from 7:15 a.m. to 3:30 p.m., Monday through 

Thursday.  Friday teacher meetings are scheduled between 6:45 and 8:10 a.m.  If it is 

necessary to arrive late or leave early, the staff member must make arrangements with the 

Principal or Director in advance.  Please give plenty of advance notice for pre-arranged 

absences and remember that staff absences affect students.  Please try to miss as little school 

as possible.  Each missionary teacher may take up to 5 personal days each year, preferably 

before the last 3 weeks of the semester.  These days include mission obligations, vacations, 

etc.  There may be consequences as far as the stipend, so these days must be arranged with the 

Director and any clarifications made as far as financial consequences.  Paid teachers must 

work out arrangements with the Director as far as making up the time or taking leave without 

pay.  The hours for half-time or part-time staff will be arranged in consultation with the 

Director. 

Q. Textbook selection 

Textbooks shall be considered according to the Rotation Schedule set by the designated 

committee.  A committee of the Principal and at least one material-related teacher should 

conduct preliminary screening, and more teachers may be selected by the Administrative team 

(Director or Principal).  The selected text will then be presented to all teachers concerned for 

their critique. 

R. Funding 

Approval for purchase 

A list of items in the office supply room is available.  If you need something that is not on this 

list, either buy it and bring the receipt, or fill out the errand request form and give it to the 

office after receiving the appropriate signatures.  Use the errand request forms which are 

available in the office.  If supplies are on hand, your order will be completed by 8 a.m. the 

next day and the materials will be in your box if they fit or above the mailboxes in the office.   

Plan on 2-3 days if the supplies must be specifically bought. 

 

Consumable Materials 

Because of the difficulty in getting all of the books and materials needed into the country each 

year, you may be instructed not to consume some workbooks that normally would be 

consumable. 

 

Reimbursement 

Fill out the appropriate form to be reimbursed and turn it in with the attached receipts by 8:00 

a.m. Wednesday to pick up your money on Friday afternoon at the cashier’s window. 

 

Receipt Requirements for Purchases or Reimbursements 

1. Because of Colombian laws, we prefer you do business ONLY with companies who give 

official receipts. 

2. A legal receipt is required for purchases and for services.  The following is what must 
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appear on each receipt in order for it to comply with Colombian law: 

a. Name of company or individual pre-printed on the receipt. 

b. NIT number (if company) or cédula number (if an individual) pre-printed on the 

receipt. 

c. The words "factura de venta" with the number of the receipt pre-printed on the 

receipt.  (e.g. "Factura de Venta No. 9893). 

d. NOTE:  When we say that everything should be pre-printed, it means that it should 

have been printed on the receipt by the printer making the receipts or by the cash 

register machine and is not written or stamped on the receipt.  Some receipts have 

the name of the company, etc. stamped on it after the transaction is completed.  

These are NOT valid. 

e. Other Acceptable Receipts: 

i. A cash register receipt is also valid but should include the company name, NIT 

number, receipt number (NRO) and date. 

ii. An electronic receipt is a receipt printed from a computer/printer.  These 

receipts must be stamped with a Resolution number from DIAN stating 

approval of the number sequence of receipts. 

iii. If you are purchasing things in the U.S., please bring a written receipt.  If 

possible, only include items that are going to be reimbursed by the school on 

the receipt. 

3.  If, for some reason, you cannot turn in a receipt that fits the above description, talk to the 

finance office to create acceptable paperwork to support your expenditure. 

 

Tuition and Other Fees 

Tuition and other fees cover most teaching materials and classroom supplies such as paper, 

glue, etc., for in-school activities.  Students provide some basic personal supplies like their 

own pens and pencils, erasers and notebooks according to a list which all parents receive.   

Teacher and classroom supplies are ordered through the principals with teacher input.  The 

teaching material (materiales didácticas) funds purchase enrichment materials which will 

stimulate student interest.  Field trip transportation and entrance fees are covered by what 

students pay. 

 

Book Fee 

Students pay a fee for textbook use.  Usually books are ordered the spring before the school 

year, but there is a limited amount of money saved for the fall to buy needed texts or 

supplements.  This money must be approved by the Director. 

 

Miscellaneous Funds 

There are various limited funds (like art, music, programs, professional enrichment, etc.) that 

can be used at times.  Talk to the Director if you need funds for a project or special activity 

and you are not sure what money might be available. 
 

Library Funds 

The library staff is always open to teacher suggestions for using their funds so if you have 

book, magazine or video suggestions, talk to the library staff. 

S. Keys, lockers 

Keys to your homeroom or office are issued by the Physical Plant Coordinator.  Please protect 
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them.  This is for the security of all involved.  You are responsible to replace them if they are 

lost. 

T. Physical Plant 

Community Use of Facilities 

If a person or group within the ECA community wishes to use the campus during non school 

hours, ask the office for a ―ECA Physical Plant Use Request‖ form.  The Physical Plant 

Coordinator will review all the Physical Plant Use Requests and, after consulting the Athletic 

Administrator, inform the person in charge of the group whether the request is approved.  

There will be a minimal charge for the use of the outdoor playing fields and basketball court.  

This also includes limited bathroom use.  There will be a charge for use of rooms in the school 

without kitchen privileges, and another with kitchen use.  The business manager, or person 

designated, will collect payment, make sure that the date is put on the calendar and notify the 

staff.  The Physical Plant Director will be responsible for notifying the guards and arranging 

for the maids to clean after the building is vacated. 

 

Custodial & Maintenance Assistance/Repair of Teaching Equipment  

Immediate custodial assistance is to be procured by notifying the office.  Maintenance 

assistance is procured by submitting a ―Work Order‖ to the Physical Plant Director. 

 

Conservation and Recycling 

Students are to be taught by the teacher to conserve paper, tissue, paper towels and water.  

Students also need to learn to keep their work and play stations litter-free by using the proper 

receptacles.  Teachers should train the students to use the recycle bins.  Contrary to the belief 

of some, the custodial staff is not here to pick up after the students.  Lights are to be turned off 

at the end of your work day. 

 

Off-Hour Procedure (6:00 p.m. ï 6:00 a.m. on school days, weekends and holidays) 

1. Any teacher is allowed at ECA at any time provided s/he signs in and out with the gate 

guard and the basic security procedures are followed (no one should be alone at school 

after dark, if you are leaving by bus, you must leave by 7:00 p.m., etc.) 

2. Any teacher may bring his/her immediate family with him/her without prior permission. 

3. Any teacher can supervise a small group (under 10) of ECA students or ECA parents to 

work on a specific project or to use the athletic facilities if the teacher gives prior 

communication in the daily announcement book and to the Physical Plant Coordinator so 

the guard is alerted.  The teacher must be present with the group.  The teacher is 

responsible for proper use and clean-up of any areas used.  All staff and visitors should 

sign in.  No equipment should be used without proper permission and supervision 

(computers, sports equipment, art materials, etc.) 

4. The only bathrooms to be used during off hours are the ones next to the admissions 

office, unless other arrangements are made. 

5. Any other non-rental ECA use during off hours should be approved by the Director. 

6. Any rental use of ECA must go through the proper paperwork in the financial office. 

7. The last person in the school is responsible to turn on the alarm. 

 

Room Care 

Please use tape carefully on the walls.  In the old building, use push pins or staples in the 
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classrooms and halls whenever possible.  Please remove staples and pins when you take down 

materials.  Windows, doors, and teacher's desks should be closed and locked at the end of the 

day.  Please turn off all lights when you are not using your room.  Maintenance needs should 

be reported promptly to the school office by using the work request form available in the 

office. 

U. Teacher Absences 

Request for Absence of 2 Days or More 

1. Requests for mandatory mission meetings or other pre-arranged absences of more than a 

day are to be submitted in writing not less than ten (10) working days prior to the date of 

the proposed absence, to the attention of the principal.  Such requests can be submitted on 

the form or include: 

a. The reason for the proposed absence; 

b. The proposed date(s) of absence; 

c. The teacher’s location during the proposed absence (with phone number/e-mail if 

available); 

d. The name of the substitute(s).  The teacher is responsible for finding a sub and 

organizing classes during these absences. 

2. The principal will make a reply not later than five (5) days prior to the requested first day 

of absence. 

3. Absences due to death or serious illness in one’s immediate family (parent, child, sibling) 

will be granted.  Communicate with the principal. 

4. All absences and subs must be recorded in the book the day before 

 

Request for Absence of 1 Day 

1. Communicate and obtain approval for plans with the principal. 

2. Procure substitute 

3. Write your basic sub information in the daily book in the office. 

4. Keep absences to less than five (5) in the year. 

 

Absence Due to I llness 

The teacher is to notify the principal no later than 6:00 a.m. on the date of absence.  

Administration will then procure the substitute. 

 

V. Extracurricular Activities  

Student Participation in Groups: 

1. Middle School Student Council 

2. High School Student Council (including Social Committee, Retreat Committee, etc.) 

3. Drama 

4. Yearbook Staff (which is also a curricular unit) 

5. Newspaper staff 

6. Grade level classes (7-12) 

7. Interscholastic teams (e.g. athletics, etc.) 

8. Other groups may be formed. 
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Governance 

All activities are subject to the approval of the group’s Advisor and the Administration. 

 

Qualification 

Each participant, whether elected by his/her peers or appointed, or representing the school on 

an interscholastic team, must maintain at least a 70 average in each course in order to serve in 

an extracurricular capacity.  If this is not the case, a special plan should be created. 

 

Elections 

1. Middle School students (grades 7 and 8) shall select a council of not less than 4 and not 

more than six students.  This election shall occur within the first month of school. 

2. Senior high school students (grades 9-12): 

a. Shall elect the following officers to the Council:  president, vice president, secretary, 

treasurer, retreat coordinator, social coordinator, and spiritual life coordinator. 

b. Each class, grades 9-12, may elect one representative to the Council according to 

class sizes:  1-10, one representative; 11-20, two representatives, etc. 

c. The Council chairs shall appoint the following committees from outside the Council:  

Retreat Committee, Activities Committee, Fundraising Committee (Treasurer). 

d. A student may serve on not more than one (1) committee.  Each committee chair 

shall report to the full council as directed by the presiding officer. 

Fundraising 

1. Each Student Council (middle school, high school) shall fund: 

a. Retreat(s).  Not less than 80% of total income shall be designated for these purposes. 

b. Benevolence.  This may be a gift to the school and/or an outreach into the 

community.  Not less than 10% of total income shall be designated for this purpose.  

A gift to the school may be accumulated over a two-year period if the cost is greater 

than the income from a single year.  A gift to the school shall be selected by the 

student body by ballot. 

c. Social events.  Not more than 10% of its income shall be designated for these 

purposes.  Each council is limited to one (1) fund raiser per month.  Each council 

shall submit a budget to its Advisor for the year’s needs not later than the fifth 

Monday of the school year.  All council funds shall be submitted to the Fundraising 

committee for recording and deposit. 

2. Each class, grades 7 through 12, may conduct one (1) fundraiser per quarter for the 

purpose of funding a senior class year (end) activity. 

3. Proposals for fundraisers by a Council, a class or the yearbook or newspaper must by 

submitted to the Advisor at least 2 weeks before the event. 

4. An interscholastic team may conduct one (1) fundraiser during its season.  It must submit 

its proposal to its Coach at least 2 weeks before the event. 

5. Not more than one (1) fundraiser shall be conducted per week. 

6. All other ECA-sanction ed events shall be funded by the students’ personal funds. 

7. All events, fund-raisers, etc. must be on the master calendar and in the bulletin before 

beginning. 
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W. Mentors  

A Mentor is Responsible to Cover the Following: 

1. Grade level curriculum expectations (teaching ideas, lesson plans, curriculum guide, etc.) 

 Read curriculum guide 

 Check that quarterly curriculum objectives have been met 

 Curriculum guide suggestions added 

 Check weekly lesson plans 

 Share one lesson idea per week 

 Homework policy /amount, type, how graded, etc. 

 School-wide goals 

 Pleasure reading 

 Writing (program) 

 Bible verse memory 

2. Classroom management ideas (discipline, visible rules, class jobs, centers, etc.) 

 Posted discipline plan for class with clear consequences 

 Explain routines (turning in work, starting class, returning work, interruptions, not 

having supplies, presentation of work, class care, food, transitions, group/individual 

work, questions, test taking, homework recording, class jobs, what to do when 

finished, free time use, etc.). 

 Book care 

 Shared elementary/secondary rules 

3. Grading and reporting to parents: 

 What is graded, how checked, percentages, letters, parent signatures, sending work 

home, categories vs. total points, weighted grades, using the computer, grade book 

transparency, frequency of communicating, number of grades, subjectivity vs. 

objectivity, extra credit, make up, retakes, etc. 

4. ECA routine/procedure/policy (handbook, teacher manual, supplies available, resources 

available, key people at ECA, responsibilities, using money available, extra-curricular, 

supervision, etc.) 

5. Be available to be a prayer partner - support person 

6. Answer questions (the new teacher should keep a question log) 

X. Orientation  

Climate 

Colombia is near the equator, so there are no seasons other than rainy and dry.  Temperature 

depends on the altitude:  most of the country is hot, yet the population centers are located in 

the Andes Mountains where it is cooler.  Bogotá, the capital city, is at 2,600 meters (8700 

feet) elevation:  temperatures can range from occasional freezing at night to an average of 6
 o
 

C. (42
 o
 F.) on a rainy day to warm when the sun pokes through the clouds.  "Hot country" is a 

2-hour drive down the mountain from Bogotá. 

 

Clothing 

Bring "peelable" clothes.  The weather will change radically within a day, so be prepared to 

wear a sweater in general, with a heavy jacket and umbrella at times.  Bring warm PJ’s since 

no houses are heated.  Women often wear slacks. 
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Culture and Language 

1. Bogotá has been called the "Athens of South America" in the past.  It is a bustling city of 

about eight million people ranging from millionaires to the poorest of poor.  Skyscrapers, 

symphony orchestras, traffic jams, pollution, and slums are all part of the capital.  Upper 

class professional people often understand and may even speak English.  But many 

people have a second or third grade educational level and many are illiterate. 

2. The language of Colombia is Spanish.  You will be highly appreciated if you at least 

attempt a few greetings or even a testimony in Spanish.  You can participate in Spanish 

classes at ECA.  Month-long intensive Spanish courses (four hours a day) are available; 

no previous transcripts are required to register unless you want university credit. 

3. Cultural differences will be more easily adjusted to if the foreigner will accept and adapt 

to Colombia rather than expect Colombia to adapt to him.  Be prepared to eat food that is 

new to you, and to be flexible rather than set in your ways.  When you arrive you will be 

oriented on safety precautions and finding your way around Bogotá. 

 

Food 

1. The typical diet of the "Bogotano" begins with a breakfast of coffee or hot chocolate with 

bread or arepa (a thick hominy pancake).  Lunch and dinner could include vegetable 

soup, rice, potatoes and pasta or manioc (a starchy root), a fried banana and a small piece 

of meat or chicken.  It is generally not spicy.  It is in no way similar to Mexican food. 

2. Almost all types of foods are available.  Tropical fruits are common; other fruit such as 

pears, apples, grapes are imported.  Fresh bread is common, as is fresh meat.  Staples are 

available at Western prices or slightly lower.  Canned and frozen foods are expensive. 

 

Housing 

1. Housing ranges from a small 2-3 bedroom apartment for between US $400-$600 

monthly.  Utilities are approximately US $60 a month and there are no heating systems.  

Telephone service is about $15 a month with long distance calls costing extra. 

2. Setting up house:  Furniture is slightly less expensive than Western prices.  Mattresses are 

higher than in the Western World, unless simple cotton stuffed mattresses or foam 

mattresses are used. 

3. Appliances and electrical goods are relatively expensive.  Some people from North 

America, especially families, will appreciate bringing into the country an electric skillet, 

a mixer, a toaster, a coffeemaker, a blender, a microwave, etc., which are generally more 

expensive here.  (Electricity is 110-120 volts, 60 volts, 60 cycles just like in the USA.) 

4. Families and individuals with a non-tourist visa have a one-time opportunity to bring in 

"household" goods.  If you are willing to crate your appliances, clothing, toys, tools, etc. 

you may bring everything except a car.  You will pay a small tax and may spend several 

frustrating weeks in the government bureaucracy getting it out of customs. 

 

Transportation 

Most people travel by bus.  You can go almost anywhere in the city in two busses, each 

costing about 60¢.  Transport in taxis can get you most places for under US $5. 

 

Health Care 

1. There are good general doctors and specialists.  There are several modern hospitals in 

Bogotá, and care there is generally good.  Costs are about 50%-75% lower than in the 
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western world. 

2. Some medication may not be available.  If you consistently need medication, please ask 

us to look into its availability here. 

3. Medical insurance is required and can be purchased here with a local company that offers 

an extensive cover for individuals or family.  Cost is approximately US $30 per person a 

month. 

Y. VISITORS 

Instructors 

The principal is to be consulted as far in advance as possible concerning the use of special 

speakers and guest instructors. 

 

Students 

Students may visit for 1 day upon approval of the principal. 

 

Z. YEAR-END ROUTINES 

Awards 

Awards are given at the end of the year to the students.  See Handbook for information about 

the types of awards. 

 

Curriculum  

Curriculum guides should be updated. 

 

Check-out 

Check-out sheets are completed in preparation for next year’s staff.  Teachers will receive the 

forms in early May. 

 

III. Policies 

A. Child Protection Policy 

Introduction 

El Camino Academy values boys and girls of all ages and race.  The Bible teaches that 

children are gifts from the Lord and that all adults have the solemn God-given responsibility 

to care for them properly.  Scripture calls for the highest standard of moral behavior and 

relationships in the presence of children.  Their emotional and physical vulnerability should 

never be violated.  They are to be lovingly trained within the context of proper parental 

authority in order to help them develop maturity in their relationship with both God and 

others. 

 

ECA believes that children have the right to protection from harm and abuse within the limits 

of the school’s jurisdiction.  The purpose of this policy is to highlight this right and to enable 

those in positions of responsibility to take appropriate corrective action when necessary. 

 

ECA expects proper moral and ethical conduct toward all children.  All personnel are required 

to adhere to the standards and procedures prescribed in this child protection policy.  The 
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policy outlines behavioral standards as well as guidelines for the proper flow of information 

and action in the event of an offense. 

 

Definitions 

Normal, healthy human relationships between adults and children include expressions of 

proper care and affection.  Adults working with children are encouraged to provide a warm 

supportive nurturing environment.  In their physical contact with children, adults will seek to 

meet the child’s normal physical and emotional needs.  Supportive nurture is always to be 

guided by biblical standards of morality, ethics and prudence. 

 

Child abuse is a general term to describe inappropriate, immoral, and/or unethical behavior by 

an adult toward a minor under 18 years of age, or of one child toward another child where 

there is a difference in power based on age or physical, intellectual or emotional capacity.  

Child abuse is recognized under four categories:  Physical Abuse, Emotional Abuse, Sexual 

Abuse and Neglect.  Child abuse can be perpetrated with or without the consent of the victim.  

It can occur in a one-on-one encounter or in a group setting. 

 

 Physical Abuse:  The inflicting of physical trauma either by direct contact or indirect 

contact, such as through the use of an instrument, with the conscious or subconscious 

intention of hurting, controlling, or subduing a person(s) for purposes other than 

prescribed medical needs or commonly accepted social discipline. 

 Emotional Abuse:  The use of threats, intimidation, acts of injustice or indignity by 

verbal and/or physical means (contact or non-contact) against a person(s). 

 Sexual Abuse:  The employment of physical and/or emotional sexual stimuli or acts in 

the presence (visual, auditory, or physical) of an individual or upon an individual, with 

or without consent, when that person is considered to be outside the limits of normal 

sexual rapport.  There are two categories of sexual abuse:  touching and non-touching. 

 Touching offenses include repeated touching; fondling; oral, genital or anal stimulation; 

violent and nonviolent intercourse; incest; rape; assault. 

 Non-touching offenses include verbal sexual stimulation; indecent exposure; peeping; 

causing or allowing a child to witness adult sexual relations; reading or showing explicit 

pornographic material. 

 Neglect:  The failure, refusal, or inability of a parent, guardian, legal custodian, or 

another person exercising temporary or permanent control over a child, for reasons other 

than poverty or war, to provide care, instruction, food, clothing, basic medical service, 

and shelter so as to seriously endanger the well-being of the individual. 

 

Procedures for Policy Implementation  

All ECA adults are responsible not only to adhere personally to the standards of this policy, 

but also to protect potential and actual victims from abuse.  All ECA administered ministries 

and personnel are responsible to follow these procedures for the discovery and reporting of 

violations. 

 

Prevention    

All personnel will read and sign a copy of this policy as part of the application process. 

1. ECA will conduct background checks using personal references, mission screening 

and/or legal channels. 



Page 45 of 73 Revised January 2009 

 

2. Leaders will regularly give information and instruction about child abuse to ECA 

personnel (both adults and children). 

3. All leaders in all ECA-related ministries will foster a climate of ―belief‖ (i.e., it is 

possible that child abuse could take place) and ―freedom to tell‖. 

 

Discovery 

1. Any adult receiving a report, witnessing, or having reason to suspect child abuse must 

report it to an administrator without delay (see ―Reporting‖ below).  If the immediate 

teacher or administrator is implicated, or if the case warrants special handling, the report 

should go to a Board member. 

2. Anyone who receives a report or allegation of child abuse by a child or an adult must 

treat the reporter with an attitude of ―respect and belief.‖ 

3. Even if there is reason to doubt a report, the person receiving the report must 

communicate the information accurately, completely, and immediately to his/her 

supervisor. 

 

Reporting 

 

1. All reports of allegations or discovery of abuse must be made to the Director within 24 

hours and documented in writing.  The Director must communicate with the Board 

President. 

2. Reports should include the following information: 

 Name of person reporting 

 Alleged victim’s name and parent’s name(s) 

 Alleged perpetrator’s name 

 How the information was obtained 

 Details of what was reported or suspected (dates, times, places, specifics of what 

happened).  Quote exactly the spoken words (as much as possible). 

 Date 

 Who has been contacted and when 

 During this reporting process, care must be exercised to protect both the victim 

and the alleged perpetrator by restricting information access to those who need and 

have the authority to know. 

 

Investigation 

1. The Board President will appoint an investigation team that may include a teacher, a 

parent and a Board member to assure an objective inquiry.  The team should include at 

least one man and one woman. 

2. The investigation team will immediately look into all allegations, reports, acts, and/or 

suspicions in consultation with the Director. 

3. The investigation team will submit its findings to the Director. 

4. The Director, in consultation with legal counsel, and the ECA Board, will decide what 

information needs to be submitted to appropriate authorities. 

 

Remedial Action 

The Director in cooperation with the investigation team and in consultation with the ECA 

Board will: 
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1. Possibly suspend the ministry activities or involvement with children of any person who 

is the subject of an allegation of child abuse. 

2. Immediately protect the victim(s) and reporting persons. 

3. Notify the victim’s parents as soon as possible about the allegations and the investigation 

process. 

4. Work with the Board to provide appropriate public information to the mission and/or 

home church regarding the allegations, investigation, and results. 

5. See that programs of counseling and care are provided for victims, ―near victims,‖ and 

the perpetrator. 

6. Decide on appropriate action or discipline. 

 

Action Steps to Prevent Child Abuse 

1. The ECA Board will require background checks on all personnel applying to serve with 

ECA.  They will also see that all new personnel sign this policy. 

2. The Director is responsible for the implementation of the Child Protection Policy. 

3. ECA Board will see that the policy is regularly reviewed by the personnel. 

 

Action Steps When Child Abuse is Reported 

Action Steps for Everyone: 

1. Report the allegations as soon as possible after hearing them to the most appropriate and 

objective supervisor.  Do not attempt to handle the case by yourself. 

2. Document all allegations, reports, or discovery of child abuse.  Document all 

investigation procedure:  date, location(s), names of reporting or discovered persons, 

description of the circumstances, factual report of the allegation, report or discovery.   It 

is not advisable to act alone in receiving a report.   Ask the child to select a person of his 

or her choosing to witness the story jointly. 

3. Protect the person and reputation of the victim and the accused offender (particularly 

when working with allegations only).  A victim should be removed from a dangerous or 

questionable situation as soon as possible by the person receiving the report in 

collaboration with the Director. 

 

Action Steps for ECA staff: 

1. Contact the Director for guidance in investigating the case.  The Director will work with 

the Board in setting up an investigation team. 

2. Inform the accused person of the allegations or report.  Tell the reported facts as 

accurately as possible to the accused without belying confidences of who reported.  This 

should be done by a person in leadership with authority over the accused person. 

3. Remove the alleged offender from contact with children while confidential investigation 

proceeds. 

4. Notify parents or guardians of the allegations and the investigation process. 

 

 Actions Steps with the Victim 

1. Listen Don’t panic or overreact to a story of abuse.  Give the child permission to talk 

about the circumstances of the abuse.  Listen carefully to every detail and note the child’s 

behavior.  Don’t fill in words.  Don’t ask leading questions. 
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2. Believe Never criticize the child or claim that the child has misunderstood what 

happened.  Support the child for disclosing.  It is not your responsibility to determine 

whether the allegations are true.  Children seldom lie about abuse. 

3. Protect Take the child to a location where freedom to talk is felt.  If possible, ask the 

child for permission to involve another adult of the child’s choice to hear the story.   

Avoid repeated questions during the disclosure.  Do not promise what you will or will not 

do as a result of listening but reassure the child that you will do all you can to make 

things right.  Make sure the child is removed from an abusive situation. 

4. Affirm Accept and understand the child’s feelings.  Praise him or her for courage and 

honesty.  Emphasize that the child is not to blame for what has happened.  Avoid telling 

the child how he or she ―should feel.‖  Children who are victimized may feel sad, angry, 

fearful, anxious, and depressed.  Assure the child that you will do all in your power to 

resolve this problem.  Do not promise what might or might not happen to the offender. 

 

Actions Steps with the Accused 

1. Confront with the allegation—This should be done only with a trained counselor and 

ECA Director and/or Board President present.  Speed is of essence for the victim, the 

alleged perpetrator, and the mission community.  The same leaders should inform the 

accused person’s spouse (if applicable) of the allegations and provide emotional support 

and information about the investigation process. 

2. Present the facts Present the allegation to the accused with as many details as you 

have and ask directly if they are true.  Document this meeting. 

3. Admission of fault If he or she admits to the allegation (they may also admit to part of 

the allegation): 

 Listen carefully to what the person says happened. 

 Clarify the details from the person’s perspective. 

 Inform the person that he or she may be immediately relieved of duty and returned 

to the homeland or be released from his/her contract with ECA. 

4. Denial of fault - If he or she denies the allegation (An alleged perpetrator may 

acknowledge what was done, but deny it was child abuse): 

 Inform the person that there will be a confidential investigation. 

 Relieve the person of his or her duties with pay while the investigation is going on. 

 Inform the person of the outcome of the investigation. 

 

Action Steps When Child Abuse is Proven/Confessed 

With the Victim:  In consultation with the ECA Board, the Director will  

1. Inform the victim and his or her family of the outcome of the investigation/confession 

2. Help find the resources necessary for a healing process for the victim and family.  

(This may include a return to the homeland and a counseling program.) 

With the Perpetrator:  In consultation with the ECA Board, the Director will 

1. Inform the perpetrator of the procedure for moral failure. 

2. Inform the perpetrator’s spouse (if applicable) of the investigation results and 
resulting discipline. 

3. Report the outcome of the investigation to the person’s home church and/or mission 
and work with the church/mission to provide an appropriate care/counseling/ 

restoration program for the perpetrator and his family. 
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4. Discreetly but honestly inform the ECA community of the outcome of the 

investigation and confession.  With qualified staff, begin a healing process for all 

concerned. 

 

Action Steps if Child Abuse is Not Confirmed 

1. If, during the investigation, it is found that the accusation was false or that the accused is 

not guilty, the Director, in consultation with the ECA Board, will discreetly and honestly 

communicate this information to all those who know of the allegations and investigation. 

2. In consultation with the ECA Board, the Director will see that appropriate action is taken 

to provide healing and support for the wrongly accused.  Help (and possibly discipline) 

will also be provided for the person making false accusation. 

 

Addendum:  (from the Illinois code) 

-  "'Child' means any person under the age of 18 years, unless legally emancipated by reason 

of marriage or entry into a branch of the United States armed services. 

-  'Abused child' means a child whose parent or immediate family member, or any person 

responsible for the child's welfare, or any individual residing in the same home as the 

child, or a paramour of the child's parent: 

a. inflicts, causes to be inflicted, or allows to be inflicted upon such child physical injury, 

by other than accidental means, which causes death, disfigurement, impairment of 

physical or emotional health, or loss or impairment of any bodily function; 

b. creates a substantial risk of physical injury to such child by other than accidental 

means which would be likely to cause death, disfigurement, impairment of physical or 

emotional health, or loss or impairment of any bodily function; 

c. commits or allows to be committed any sex offense against such child, as such sex 

offenses are defined in the Criminal Code of 1961, as amended [720 ILCS 5/1-1 et. 

seq.], and extending those definitions of sex offenses to include children under 18 

years of age; 

d. commits or allows to be committed an act or acts of torture upon such child; or 

e. inflicts excessive corporal punishment." 

 

Based on information at f:\user\jw\forms\brown\childprotection.doc 5/2/00
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Implementation of the Child Protection Policy 

 

  

 

 

 

 

  

B. 

V Background checks on new applicants 
V Regular training and education about child abuse 
V Creation of a climate of ñfreedom to tellò 

 

REPORT IMMEDIATELY 
to the Director, who 

REPORTS IMMEDIATELY 
to the ECA Board 

(all to be reported WITHIN 24  HOURS) 
 

Child Abuse  

Observed 
Suspected 

Reported 

PROTECT & INFORM 
 Remove child from dangerous/ 

questionable situation 

 Inform parents of victim   
 

FORM INVESTIGATION TEAM  
 ECA Board President sets up 

objective investigation team 

 Investigation begins   

ACCUSED IS NOTIFIED 
 Director notifies accused of allegation 

 Accused is removed from responsibilities 
 

ACCUSED DENIES GUILT 
 Investigation conducted  

 If guilty, proceed with process 
outlined 

 If innocent, inform community,  
home church 

 Provide for healing, help 

 Deal with false accusation (if 
appropriate) 

ACCUSED CONFESSES GUILT 
 Moral Conduct Policy implemented 

by the Director and the ECA Board 

 Inform victim and victimôs family 

 Provide help for victimôs healing 

 Report to home church of victim and 
perpetrator 

 Inform mission community and help 
with community healing    
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Emergency Plan 

 

Introduction 

Experience has demonstrated the possibility of situations resulting from human or natural 

causes that threaten life, health and property.  When such situations affect El Camino 

Academy, prompt and effective coordination must occur between the administration and 

staff, depending on the potential risks faced. 

 

Objective  

Prepare the staff and improve the capacity to respond to any situation in order to reduce 

injuries and/or damage to school or community property. 

 

Reach  

The Emergency Plan is activated when there are: 

 School accidents  

 Working accidents  

 Natural disasters (earthquakes, fires, floods, etc.) 

 Civil disturbance, sabotage or attempts against students, staff, ECA families or 

property 

 

Activation and Termination 

The Emergency Plan will be activated or suspended when the Administration or those 

designed decide it is necessary. 

 

Priorities 

1. Protect human life 

2. Prevent and minimize student and personnel injuries or illness 

3. Reduce property damage 

4. Control damage 

5. Renew activities as soon as possible 

 

Emergency Committee  

The Emergency Committee will include: 

a. School Board President or his representative 

b. School Director 

c. Any others they choose 

 

Responsibilities and Functions of the Emergency Committee 

1. Determine the vulnerability of personnel, students, property, records and other ECA 

interests. 

2. Obtain, verify and analyze information that can help establish the magnitude of a possible 

threat or emergency. 

3. Develop specific plans that include strategies and options in order to protect students and 

personnel. 

4. Communicate content of plans to personnel, students and parents. 

5. Test the plans periodically to assure feasibility and effectiveness. 
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6. Maintain an up-to-date telephone list of government, private and embassy organizations 

that may be consulted or used before or after an emergency. 

7. Suggest purchase of necessary equipment related to safety. 

 

Actions to be Taken During an Emergency 

1. Convoke the Emergency Committee 

2. Analyze the situation, including prediction of possible events. 

3. Determine options and objectives in order to respond adequately. 

4. Delegate duties to personnel to carry out. 

5. Notify authorities (when appropriate). 

6. Establish an adequate communication system. 

7. Set up an Emergency Control Center (when necessary) and make its telephone and 

address known to all. 

8. Initiate an investigation in order to determine causes, consequences, conclusions and 

recommendations. 

9. Make recommendations and/or give orders to the ECA community based on the situation 

and the information on hand. 

10. Record general information and facts related to the emergency. 

11. Maintain general records including: 

a. Photocopies of cédulas de ciudadanía, cédulas de extranjería, tarjetas ISS, visas, 

passports, and any medical documents of students and personnel that are considered 

necessary. 

b. Telephones and addresses of students, parents, staff, and any key family members. 

c. Names, telephones and addresses of close relatives in and out of Colombia. 

d. Blood types of students and personnel. 

 

What to Do in Emergencies 

1. In case of a Health Emergency: 

a. Make a quick survey of condition or injury. 

i. Evaluate:  breathing, circulation (pulse), bleeding, and broken bones. 

ii. Administer appropriate first aid measures. 

1) CPR - Cardiac Pulmonary Resuscitation 

2) Control of bleeding thru pressure over site 

3) Broken bones - appropriate splinting or if a possible spine fracture, use 

of a backboard. 

b. Transportation will be found by the office staff to take child and an adult staff 

member (usually the school nurse) to the nearest clinic.  The adult should take the 

child's emergency card and any other health information available.  Adults with cars 

are available at the school full-time. 

-  Clínica Shaio Ave. 54 No 104-50 271-0600 

-  Clinica del Norte Akirsa 274-5619  Autopista Norte (Ave.) #139-24 

-  Clínica El Bosque, Calle 134 #12-55 

-  Fundación Santafé, 214-6611, Calle 116 #9-33 

c. The office staff will call the parents to inform them of the situation and to work out 

logistics to accompany their child. 

d. The office will find someone to cover the adult(s) that leave campus.  
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e. The adult witness or the one who first arrived on the scene should fill out the ECA 

accident report ASAP. 

f. If a student is injured, but the case is not clearly serious, all possible efforts should 

be made to contact the parents.  The office staff should contact the parents and 

follow their instructions.  If the parents cannot be contacted, the school nurse should 

be consulted along with the adult who saw the accident and the classroom teacher 

(or other adult who knows the child well).  If two adults and the student feel that an 

emergency hospital visit is wise and more than an hour has passed without making 

contact with the parents, the student may be taken to the hospital.  Preferably, the 

parents should make this decision. 

2. Fires 

a. Call the fire department (#119). 

b. Evacuate the building to the front yard. 

c. Point the fire extinguisher towards the base of the flame without putting yourself in 

danger. 

d. If the fire is not controlled, try to evacuate any type of flammable material (solids or 

liquids). 

e. Close windows and doors. 

f. Open faucets and water sources. 

g. Shut off gas and turn off electrical sources. 

3. Earthquakes 

a. Do not run because balance can be lost easily. 

b. Be aware of furniture, equipment, and other materials affected by the seismic 

movement that can be harmful. 

c. Move into the center of the patio or into the yards ASAP. 

d. If you cannot get out of the building easily, look for shelter under desks or similar 

furniture or under door frames. 

e. Stay away from windows due to the fact that glass can easily fracture.  In a building, 

the windows may cause optic disturbance that can affect balance and nerves. 

f. If outside, look for an open area away from buildings, trees, and electrical cables. 

4. Transportation Accidents  

a. Immediately inform the following 

 ECA Emergency Committee. 

 DATT (Transportation Police) 

b. Collect as much information as possible and pass it on to Red Cross, Civil Defense 

or whatever entity that is assisting the injured. 

c. Apply immediate first-aid as necessary. 

d. Prepare victims for transfer according to importance of injuries. 

e. Protect the perimeter from strangers and take control of the event. 

f. Be calm and help others remain the same. 

5. Surveillance of School Van 

a. Each van should have communication equipment.  In times of high risk, they should 

also have a camera and noise making device (siren). 

b. Make four right or left turns in succession.  If that is not possible due to being on the 

autopista, pull off into a populated place (shopping center or well known/well used 

store). 
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c. Note details about the suspected person/and or vehicle following. 

d. Complete the route.  Get the kids to a safe place - inside the school, inside a home, 

etc. 

e. Report the incident to the transportation director. 

f. The transportation director will report the incident to the Security Board member. 

g. Parents should be notified after the second time that surveillance occurs within a 

close time frame. 

h. After a surveillance incident, the vans should be switched. 

i. If surveillance can be confirmed, after two sightings, the school schedule and van 

routes may be changed. 

6. Surveillance of the School Site 

a. Note any details of the person surveilling the school. 

b. Let the watcher know that you are aware of him.  Write down details where he can 

see you.  Take a photo of him. 

c. Don't take any of these actions alone.  Several people should be together when 

writing or taking photos in the sight of the person. 

d. Call the police to come and assist. 

e. Note all details of the incident in the security log. 

7. Kidnapping 

a. Preventative considerations include:  keep a low profile and be aware of 

surveillance. 

b. In the event of a kidnapping, call school security personnel. 

c. Confirm facts. 

d. Contact family and give information. 

e. Victim's family contacts their mission. 

8. Civil Disturbances/Security Incidents 

a. Follow instructions depending on circumstance.  Contact the Director or a board 

member for security related concerns.  Keep ECA emergency phone tree easily 

available. 

b. Communicate any information to the Bogotá Liaison Committee. 

c. Keep a low profile.  Avoid known controversial areas (near public universities, 

government offices and US-related business establishments). 

9. Attacks with explosives 

a. If there is a threat, try to find out who, when, where and why. 

b. Inform Head of Emergency Committee who should inform authorities. 

c. Give the appropriate alarm and inform personnel. 

d. Look for shelter at a safe distance. 

e. Open windows and doors if explosives are thought to be in the building. 

f. Observe and memorize details for further investigation and report them to 

Emergency Committee. 

g. Information must be passed on to the authorities only by the Emergency Committee. 

10. In case of a break-in at the school 

a. The office staff will call the correct authorities. 

b. If it is your area, make a list of stolen items. 
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C. English Use Policy 

Since ECA’s goal is to have students who manage both English and Spanish with ease, to 

have English as the primary language and Spanish as a strong emphasis and to be based on 

a US curriculum with the goal of receiving a US high school diploma.  By far the majority 

of ECA interactions (both classes and meetings) should be in English. 

There are a few exceptions where it is appropriate to use Spanish at ECA, besides Spanish 

classes. 

1. A class with a special Spanish speaker that has 100% of the students capable of 

listening to the talk in Spanish.  For example, during professional talks when different 

Colombian speakers come to share about their professions, some are in English and 

some are in Spanish.  If students do not have the Spanish level to understand the talk, 

then there should be translation. 

2. A special chapel with a Spanish speaker.  This is rare since most all of our chapels are 

in English, but there are a couple times during the year when we have invited someone 

for a special topic or theme and allowed them to use Spanish.  If this occurs, 

translation will be provided for non-Spanish speakers by an English speaking teacher 

or aide. 

3. A class when God has not provided a qualified teacher in English, for example, music 

and art.  If this occurs, we will continue to actively recruit an English-speaking teacher 

and there will be translation for any non-Spanish speakers. 

4. In HS, an elective may be taught in Spanish.  Electives are optional and students can 

choose to take another elective in English. 

5. In some sports, ECA has Spanish-speaking coaches.  When God has not provided a 

qualified English-speaking coach, ECA has hired others to coach soccer and volleyball. 

6. In meetings when all members speak fluent Spanish, those meetings may be held in 

Spanish for the sake of clarity and time.  Consejo Directivo meetings are held in 

Spanish as well as most PTF Coordinating Committee meetings.  As long as the 

parents who are offering to be involved in these voluntary committees are all Spanish-

speakers or foreigners who are basically fluent in Spanish and some members don’t 

speak English, the meeting can be in Spanish.  Meetings with the parents who 

supervise lunch and break can be in Spanish since several do not speak English.  

Spanish may be used in small induction/admissions meetings when all the parents 

speak Spanish better than English.  When English-speakers are present who did not 

have a good grasp on Spanish, then there will be translation. 

7. Some grade-level prayer meetings are held in Spanish.  Others are in ―Spanglish‖ with 

lots of informal translating going on.  Others may be held all in English.  The language 

is determined by who is present.  If all present are comfortable in Spanish and some of 

those present do not manage English, it makes for better communication to choose 

Spanish as the language to share it.  If there is someone who does not speak Spanish 

well, obviously then English should be used or at least translation provided by other 

parents.  Parents tend to pray in their most comfortable language, but we have seen 

parents helping each other to make the communication work for all that are in 
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attendance, either by translating for each other, switching languages depending on who 

is present at the time, etc. 

8. Parent/Teacher conferences will be in Spanish if both teacher and parent prefer it.  

Otherwise, translation will be used. 

9. If a letter is sent home in Spanish by the PTF, a Spanish teacher, or any other school 

office, class or organization, an English translation will accompany the letter. 

D. Copyright Laws 

YOU MAY: 

1. For yourself as a teacher, make a single copy of a  

a. book chapter,   

b. an article from a newspaper or periodical,   

c. an essay, or short story, or   

d. a chart, graph, diagram, cartoon, drawing, or picture from book, newspaper, or 

periodical 

2. For classroom use be sure your copies meet the 3 tests: 

a. Brevity – *poetry - max length 250 words, and not more than 2 pages. 

i. *prose -  you MAY copy any complete story, essay or article under 2,500 

words or excerpts of not more than 1,000 words or 10% of the total work, 

whichever is LESS. 

ii. *illustrations, pictures, etc.- not more than 1 per book or periodical 

b. Spontaneity –  inspiration to use the material must occur so suddenly that there is 

not time to write and request permission, and must be copied at request of 

teacher NOT an administrator or higher authority  (meaning that you can't reuse 

it for the next time, since by then you'll have had time to write for permission) 

c. Cumulative Effect – generally, only 1 copy of a short poem, article, story or 

essay can be made.  NO MORE than 3 items may be from the same collective 

work or periodical during one class term and NO MORE than 9 instances per 

class term. 

 

YOU MAY NOT: 

1. Copy to avoid purchasing books 

2. Create your own anthology, compilation or collective works from copied material 

3. Charge students for more than the cost of copying materials 

4. Duplicate the same items term after term. 

E. Computers and Software 

YOU MAY: 

Make a backup copy for your own files, in case the master is damaged or destroyed, and use 

the backup ONLY UNTIL another copy is purchased. 

 

YOU MAY NOT: 

Boot up a dozen microcomputers with one master copy of an instructional program thereby 

depriving the copyright owner of profits from the sale of the extra copies.  The theory that 

someone may buy the program after seeing it used is not guaranteed; it is still against the law, 

UNLESS you obtain permission from the copyright holder FIRST! 
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Libraries 

Libraries MAY make one back-up copy of software and/or videos, but the right to duplicate 

ends with the back-up copy, and copies of back-up copies MAY NOT be made.  If the master 

is damaged, another one must be purchased and the back-up copy may be used only UNTIL 

the new master copy arrives. 

 

Libraries MAY duplicate materials that are damaged, deteriorating, lost or stolen IF a 

reasonable effort uncovers no possible replacement at fair value.  They MAY copy small 

excerpts for research purposes.  Before copying substantial excerpts or entire works, personnel 

must conduct a reasonable search to determine whether or not the materials can otherwise be 

obtained at a fair price.  As long as the library prominently posts the required copyright 

infringement warning, library employees are immune from charges of infringement of 

copyright violations by users of UNSUPERVISED machines. 

 

Videos 

Videotaped recordings MAY NOT be kept for more than 45 calendar days after the recording 

date, at which time they must be erased.  They may be shown to students only within the first 

10 school days of the 45-day retention period, and may be shown no more than 2 times within 

that 10 day period.  School libraries MAY NOT build library collections of videotapes of TV 

programs. 

F. Controversial Topics 

If you plan any topic, movie, book or activity that could cause students or parents to be 

offended, the administration should be forewarned and a note should be sent home to the 

parents for their information.  This includes teaching on sexual topics, new age or occult 

themes, dance activities, or other potentially explosive issues. 

G. Video Policy 

All videos (including clips) shown at ECA must be part of the curriculum.  Before showing a 

video to a group, it must be previewed by a teacher.  Even G-rated movies must be 

previewed.  R-rated movies, including clips, will NOT be considered for viewing at ECA 

unless there is special permission granted by the administration and parents when necessary.  

After viewing or previewing a video, the viewer should evaluate its content and appropriate 

use for the classroom setting and only show videos that are for educational purposes.  This 

applies to educational and entertainment videos.  An evaluation form may be filled out after 

previewing the video.  Return the form to the librarian to be filed in the ECA library. 

 

Questions to Ask: 

1. What useful purpose does this video serve in my curriculum? 

2. Is the amount of class time needed to show the video really worth it? 

3. Does it have anything, which may offend parents or students in it? 

4. Do I need to have parental permission?  

a. For a PG movie in elementary 

b. For a PG-13 movie for those under 13 

c. For an R movie for any group of students 
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Content Criteria to be Evaluated While Previewing: 

 Å   appropriate age level   Å   life philosophy (New Age, etc.) 

 Å   humor     Å   language (vulgar, offensive) 

 Å   level of violence and gore   Å   consequences of behavior 

 Å   distinction between right and wrong 

 Å   attitudes of respect    Å   wholesome family relationships 

 

During the Video, the Teacher Should: 

1. Be with the students during the entire showing. 

2. Direct educational activity and follow-up.  Ask questions to promote thinking skills 

before, during and/or after the video. 

3. Be aware of children who might be uncomfortable with the video.  Give them an 

alternate activity or process their feelings/reactions afterwards. 

4. Recommendations: 

a. Videos should be teaching tools. 

b. Only oral Spanish videos are to be shown in Spanish classes - no sub-titles. 

c. Educational videos should be shown conservatively. 

d. Spanish teachers must coordinate with classroom teachers about the number of 

videos in the class. 

e. If the video is based on a book, it usually should be required that the book be read, 

as a class or individually, before viewing the video or have a way to connect the 

video with a book that has been read. 
 

Make sure that you sign up for the equipment with sufficient time. 

H. Legal Guidelines per ACSI Magazine: 

A home video may be shown in the classroom only if a teacher is present and has an 

educational goal with follow-up planned.  Home videos are illegally shown if for 

entertainment purposes.  This includes "lock-ins", classroom "rewards", birthday parties, etc.  

An umbrella license may be granted for about $150/yr to permit movies produced by 

member studios to be viewed in the ECA library.  None is available for showing such videos 

in the classroom. 

I. Policy for Sports Eligibility for 2nd thru 5th  

Qualifications for Participation. 

1. Academic Qualifications for Participation Each student in a group should maintain a 70% 

average in each subject, turn in homework completed, and score above 60% on all tests.  

If any one of the previous conditions is not met, the teacher should fill out a sports 

eligibility warning slip stating the student’s infraction.  A copy of the sports eligibility 

warning slip should be given to the student and the athletic director.  The student’s copy 

should be signed by his/her parents and returned to the teacher.  The athletic director, or 

athletic director’s delegate, and the student should meet daily for a period of 5 days to 

review the following items in order to aid the student’s academic progress:  1) 

Assignment pad:  Does the student use his/her assignment pad well? 2) Daily work:  

Did the student do to the best of his/her ability all assigned daily work? 3) Homework:  

Did the student turn in all homework? Is the student prepared to complete homework, 
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which is due for the next day? If a student gets a second sports eligibility warning slip 

within any two-week period, a meeting will be held between a committee of the student’s 

head teacher, the activity director and the coach (if applicable).  The committee will meet 

with the student and the student’s teacher with the purpose of arranging a contract to 

which the student must comply in order to continue participating in the given activity. 

2. Behavior/Attitude Qualification for Participation Each student is expected to maintain a 

high standard of personal conduct.  If a student is consistently displaying poor conduct 

and is not responding to his/her teacher’s efforts of discipline, the teacher should fill out a 

sports eligibility warning slip stating the student’s infraction.  A copy of the sports 

eligibility warning slip should be given to the student and the athletic director.  The 

student’s copy should be signed by his/her parents and returned to the teacher.  The 

athletic director, or athletic director’s delegate, and the student should meet daily for a 

period of 5 days to review the student’s conduct progress.  If a student gets a second 

sports eligibility warning slip regarding the students attitude or conduct within any two-

week period, a meeting will be held between a committee of the student’s head teacher, 

the activity director and the coach (if applicable).  The committee will meet with the 

student and the student’s teacher with the purpose of arranging a contract to which the 

student must comply in order to continue participating in the given activity. 

3. Contracts used for academic or behavior/attitude problems will be valid for a maximum 

duration of one semester after which they are issued. 

J. Policy for Eligibility of Sports for 5th through 12th 

Qualifications for Participation 

1. Academic Qualifications for Participation Each student in a group should maintain a 70% 

average in each class.  If the student’s grade drops below 70% in any class during a two-

week eligibility period, the student must attend a lunch study hall in order to continue 

participating in the given activity.  The student must continue to attend lunch study halls 

until their class grade rises above 70% or until the given teacher approves of the student’s 

dismissal from the required lunch study hall.  If the student’s grade continues dropping 

and falls below 60% in any class, a meeting will be held between a committee of the 

student’s head teacher/principal, the activity director and the advisor/coach.  The 

committee will meet with the student and the student’s teacher with the purpose of 

arranging a contract to which the student must comply in order to continue participating 

in the given activity. 

2. Behavior/Attitude Qualification for Participation Any student who receives two type B 

(disobedience, disrespect, meanness, inappropriate speech, vandalism/graffiti, repeated 

having to leave class, etc.) detentions in a given semester must meet with the committee 

consisting of the student’s head teacher/principal, the activity director and the 

advisor/coach to arrange a contract to which the student must comply in order to continue 

participating in the given activity. 

3. Contracts used for academic or behavior/attitude problems will be valid for the duration 

of the semester in which they are issued. 
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IV. RESOURCES 

A. Counseling 

Helps Regarding Depression, Grief, Sexual Abuse, Suicide Risk 
It is probable that each year someone in the ECA extended circle will die:  a distant relative of a 

student, a friend, a close family member, a staff member or even a student.  As teachers, we must be 

prepared to provide support.  The following is designed to help us prepare for death's effect on the 

ECA community. 

 

The degree to which children are affected by loss is determined by a number of factors:  degree of 

closeness to the deceased, their perception of death in general and of this death in particular, whether 

they witnessed the death, and the level of support they receive following the death. 

 

Children commonly experience feelings of guilt, anger, fear, disbelief, blame and confusion following 

a death.  In the event of a traumatic death, they may lose trust in themselves, others and God.  They 

may fear more losses, and are apt to be anxious, have nightmares, disturbed sleep and irregular eating 

habits.  They may be unable to concentrate and may withdraw from social activities.  These are 

normal reactions and should pass within a few weeks. 

 

Quite often, the emotional experience of grieving children is disjointed and confused.  They may talk 

little of the loss, but their behavior changes.  Parents may not immediately recognize behaviors such 

as angry outbursts, aggression, falling grades, substance abuse, rebellion or other problems as 

attempts to cope with the pain of loss in the months following a death.  Children, like all people, will 

go through a process of grief and will experience different emotions and reactions at different times.   

To support the grieving child, do the following: 

 

Listen:  Establish yourself as someone with whom the child can talk.  Accept his/her feelings without 

judgment or argument.  Encourage expression.  Talking and crying provide relief to a grieving child.   

Do not give in to the temptation to "fix" the situation.  Do not offer clichés such as "I know how you 

feel." 

 

Be Flexible:  Maintain normal routine and rules, but be flexible on unnecessary chores or activities.  

Work with the child on how to best structure time. 

 

Check In:  Ask the child periodically about his/her thoughts and feelings about the death.  Remember 

that grief is a process that can take years and reactions will change over time. 

 

Observe:  If the child is showing signs of extreme disturbance or of serious depression, consult the 

parent.  If the death the child is grieving was by suicide, watch for these warning signs:  Statements of 

hopelessness (It will never get any better." "I'll never be any good."); Statements of helplessness ("I 

can't take it anymore."); giving away prized possessions and warning statements ("I won't be around 

much longer.") 

 

Educate: Help the child learn effective, healthy ways to cope with pain.  Share your experiences with 

loss and how you coped.  Help him or her find ways to help the living.  Young children often believe 

that death is reversible, that the deceased will return; help them to accept the finality of death. 

 

Be Patient:  The child is struggling to cope.  He or she will need lots of reassurance, support and care. 

 



Page 60 of 73 Revised January 2009 

 

Symptoms of Major Depression In Children 
1. Eating disturbance and unusual weight gain or loss. 

2. Sleep disturbance - insomnia or hypersomnia (sleeps too much). 

3. Psycho-motor retardation or agitation (slow or fast). 

4. Diminished interest in usual activities. 

5. Fatigue. 

6. Negative self-statements. 

7. Excessive guilt. 

8. Difficulty concentrating. 

9. Recurrent thoughts of suicide or death. 

 

For a diagnosis of major depression four or more of these symptoms need to be present nearly daily for 

a period of at least 2 weeks. 

From Stark, Kevin, Childhood Depression, The Guilford Press, 1990. 

 

Assessment of Suicide Risk 
Explore the student's thoughts about death, suicide, self-harm.  If positive, use the following guide to 

develop follow up questions. 

1. Actual plan 

2. Actual intent or past attempts 

3. Available means 

4. Potential restraining factors (religious beliefs, relationships) 

5. Seriousness and nature of past attempts 

6. Self control or lack of it 

7. History of suicide/attempts in family history 

 

Possible Signs and Symptoms of Sexual Abuse in Children (Preschool, School-Age, Teenagers) 

1. Nightmares  

2. Withdrawal 

3. Pseudo-maturity 

4. Violent play 

5. Low self-esteem 

6. Fear of undressing 

7. Stomach pain/headaches 

8. Running away for home 

9. Outbursts of anger 

10. Early sexual promiscuity 

11. Fear of being alone  

12. Unprovoked crying spells 

13. Sexually transmitted disease 

14. Pregnancy or fear of pregnancy 

15. Clinging to significant adult 

16. Excessive bathing or brushing of teeth 

17. Loss of appetite/increase in appetite 

18. Refusal to go to school/to leave school 

19. Fear of specific person(s), situation(s) or stranger(s) 

20. Vaginal discharge/unusual odor in genital area 

21. Seductive or sexual behavior with peers or adults 

22. Bleeding, bruises or problems walking or sitting 

23. Pain, itching, redness on genitalia, vaginal and anal area 
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24. Increase in activity level/decrease in attention span 

25. Behavior problems at school/change in school performance 

 

B. Classroom Management Suggestions for Students 
with Learning Difficulties 

Classroom modifications and accommodations are often essential to the success of children with 

learning disabilities.  They should be considered as temporary adjustments that allow the student to 

succeed in the classroom until the skills necessary for independent functioning have been developed.   

The classroom teacher and educational therapist should work together to develop and monitor all 

adjustments.  The following list of ideas may be of benefit for children with learning disabilities in the 

regular classroom and should be relatively simple for classroom teachers to initiate. 

 

1. Permit the child to use ―learning aids‖ without penalty until he is able to function without them. 

a. Reading –allow student to use his finger, a marker or a reading window to help keep his 

place. 

b. Math – allow use of manipulatives to help student understand concept and to focus attention.  

Allow use of carrying and borrowing marks to help student remember. 

2. Recognize individual rates of learning and development 

a. Allow extra time for mental processing – students with learning disabilities tend to process 

mental information slower.  Teachers can help by speaking clearly, slowing down their own 

rate of speech, using shorter sentences, and building in time for students to process their 

ideas before having to answer a question. 

b. Make sure directions are clearly understood – understanding and/or remembering classroom 

instructions is often difficult for students with learning disabilities.  Students with 

processing, memory or attention difficulties may not hear or retain the information.  Students 

with weak comprehension skills may not understand what they are being asked to do.  

Teachers can help by presenting instructions clearly and deliberately, making sure they have 

eye contact with students who are having difficulty.  It is helpful to give instructions more 

than once and both visually and auditorily when possible. 

c. Recognize that the time tables for acquiring the concepts of time, money and other 

measurements are especially slow in students with learning disabilities. 

d. Search for Student’s strengths which can be appreciated and affirmed. 

3. Establish predictable organization and procedure in the classroom. 

a. Minimize distractions by desk placement near the front and away from other distractions. 

b. Help students stay focused by frequent monitoring of his progress – a hand on the desk to 

call his attention back, or other sign set between the two of you. 

c. Help student organize his study space so materials are in order and available for use yet not 

in the way. 

d. Break student’s work into short segments, give more frequent breaks, place a paper over 
distracting pictures, etc. 

e. Emphasize elements to be learned through vocal inflections, color coding, illustration, 

demonstration, etc. 

4. Provide opportunities for success 

a. Reading – develop a library of high interest, low vocabulary reading resources in various 

subjects to encourage students with reading difficulties.  Encourage families to find a 

volunteer reader to help student read essential grade-level material.  This person could read 

to the student or make tapes of his books and lessons so that he can replay them himself at 

his convenience and read along silently with the tape. 
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b. Grading – develop a modified grading plan to allow student to experience academic success 

at his present level of achievement according to the school’s rules.  Develop a grading 

system that allows for separate evaluation of content and mechanics.  Allow student credit 

for ideas and concepts without undue penalty for weak spelling, punctuation, neatness, etc., 

unless they are the primary focus of the assignment. 

c. Testing – consider oral examinations for students with significant visual-motor or written 

expression difficulties.  This provides a fair appraisal of the student’s knowledge of the 

subject.  A trustworthy student, volunteer or aide could be used to write as the student 

dictates or answers could be put on tape.  Give extra time for completion of tests and quizzes 

to students with significant writing, processing or attention difficulties.  Require only certain 

questions to be completed that will demonstrate the student’s knowledge of the subject 

without the repetition of multiple examples.  Allow student to use outline or point form 

instead of writing essays. 

 

C. Cultural Understanding 

It is important for everyone to realize that there are fundamental differences between U.S. and 

Colombian teaching methodology, ways of showing respect to a teacher, class discipline, grading, and 

the view of the authority of the teacher.  Because of these differences, there is far greater potential for 

misunderstanding, miscommunication and damaged relationships than is the case between a teacher 

and student from the same culture.  Communication with and respect for the Spanish teachers is a high 

priority. 

 

D. Cultural Lessons for Foreigners 

Because El Camino Academy involves people from two main cultures, the following ―lessons‖ are 

general suggestions to be considered in dealings with Colombians. 

 

1. Greet, greet, greet!  Ask how the person is.  This includes phone etiquette.  Don't say, "Can I 

speak with 'so and so'?‖ before greeting and asking how the person is who answered the phone. 

2. Greeting is the area that everyone finds the most offensive if it is forgotten.  Greet everyone in the 

room, not with one overall 'hi'.  Same with good-bye. 

3. Don't toss things on desks or in the copy bin.  Place things in or on it in an orderly way. 

4. Don't throw things or put things on the floor if you can put them on a chair or on something else. 

5. Remember that you may often be told what you want to hear (whether the request can be 

completed on time or not). 

6. Don't be offended if you are told that you are gaining weight.  Being well-fed is a sign of good 

health. 

7. When eating, chew with your mouth closed and calmly.  Never speak with food in your mouth. 

8. Give "detalles," that is, little gifts or notes, to specific people for certain events or for 

encouragement. 

9. Be willing to share with others whatever food you open in their presence. 

10. Be careful with your conversation – don't ask about personal things until you have more trust. 

11. Don't write notes on little pieces of ragged paper.  Presentation is very important. 

12. Close car doors gently - a normal North American firm shutting of car doors is seen as rude. 

13. Ask for favors.  "¿Puedes hacerme las copias?"  "¿Será posible que me hagas una cosa?"  "¿Me 

haces un favor?"  "Qué pena, pero..."  "¿Serás tan amable de...?"  "Por favor, ¿me ayudas 

con...?"  "¿Sabes si es posible...?" 

14. After receiving the favor, you can say "Gracias."  "Muchas gracias."  "Muchísimas gracias."  

"Muy amable."  "Muy gentil." "Muy agradecido/a."   "Muy formal."  etc. 
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15. Don't interrupt a conversation.  If you have to do so, say "Perdón, pero" or "Que pena, pero". 

16. Remember, the person is more important than the task! 

17. Be careful about lending objects or money.  Colombians sometimes consider them gifts.  If you 

lend, be sure that you give them a returning date or be willing to forego its return. 

18. In stores, clerks will approach you saying, "A la orden."  Unless you are looking for something 

specific that you can describe or you want their help, answering simply, "Gracias" and continuing 

to browse is fine.  When they ask "¿Cómo le puedo servir?" or say ―A la orden,‖ it is okay to 

answer, "Solo estoy mirando."  They will probably stick close to be ready to help you.  They need 

to be vigilant for shoplifters and are used to people pulling many things off the shelf and then 

choosing not to buy anything.  Don't let them scare you away. 

 

E. Lección Cultural Para Colombianos 

Como ECA tiene personas de dos culturas principales, las ñleccionesò siguientes son  sugerencias que 

deben considerar cuando estén tratando con los de América del norte. 

 

1. Espacio personal ï cuando se está hablando o conduciendo, necesitan suficiente espacio. 

2. Llegar a tiempo. Ser puntuales es muy importante. 

3. Ir al grano de la conversación para no malgastar el tiempo. 

4. Cuando están trabajando, el tiempo vale más que averiguar acerca de detalles de la vida de la 

persona. Después de trabajo, habrá tiempo para charlar. 

5. Hablen más directo en las conversaciones y no solo dicen lo que el otro quiere oír. 

6. No muestran afecto tan abiertamente, pero eso no significa que no estimen a las personas. 

7. Durante una reunión informal es común hacer manualidades  para utilizar el tiempo eficazmente. 

Los colombianos prefieren concentrarse en la reunión. En la iglesia la concentración es total. 

8. La forma de vestirse en ocasiones especiales es culturalmente diferente en cuanto a formalidad e 

informalidad 

9. Son más programados y planifican con bastante anticipación y les molesta que otras personas no 

piensen más allá del día. 

10. No les molesta hablar del trabajo durante el almuerzo ya que es generalmente una comida 

sencilla, no la principal. 

11. Si se cruzan en el corredor con otra persona y no les saludan, es porque están pensando en algo, 

es decir, están concentrados en sus pensamientos; y cuando se llegue en la mañana, no es 

necesario hablarse / saludarse personalmente. 

12. No les gusta que les diga nada que tenga que ver con el peso corporal, a menos que sea sobre la 

perdida de peso que generalmente es un cumplido. 

13. Quieren usar muchas notas ï muchas formas de comunicación sólida ï los Colombianos no 

piensan que es necesario contestar a las notas con algo escrito, pero ellos prefieran que sí 

responden por escrito. 

14. Esperen que las personas sean sensibles a que un préstamo es un préstamo y no un regalo, y hay 

que devolverlo. Si se necesita otra vez, puede volver a pedirlo prestado. 

 

F. Traditions and Celebrations 

General / All School 
1. Family picnic - The first day of school is a half-day and in the afternoon there is a picnic, which 

includes all the families and faculty. 

2. Día de Amor y Amistad and Valentine's Day - in September and then in February, flowers, 

chocolates or cards are sold. 
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3. Fall Festival - usually the last Friday of October.  Various people and classes participate with food 

and activity booths.  Outsiders may sign up for a booth and use proceeds for activities outside of 

El Camino Academy. 

4. Christmas program – mostly elementary, but some all school participation (singing, plays, etc.) 

often off school grounds with refreshments. 

5. Secretary's Day in April is to show appreciation for the non-academic staff.  Each class makes a 

card, buys flowers, makes cookies, etc. 

6. Día del Idioma in Spring (Cultural Celebration) One day set aside for the Spanish classes to 

celebrate Colombia's people and culture to the parents and other students.  Students showcase 

their Spanish class achievements. 

7. Talent Show - may happen in the spring as a fundraiser; various people perform music numbers, 

skits, etc. according to their talents. 

8. Testing - in April, Stanford achievement tests for 3rd, 5th, 7th and 8th grades.  In the fall, PSAT 

and SAT are given for 10-12th grades.  In May, AP tests for seniors and juniors who are prepared. 

9. All-School Reading – regular time is dedicated to silent reading for all students and staff. 

10. Teachers’ Day in May is a half day.  The school board sponsors a lunch for the teachers. 

11. Elementary Fun Day - Next-to-last day of school is a time to say goodbye by grade levels.  

Usually classes go off campus for a picnic, outing or other memorable event. 

12. Awards Day – Pre-K – 11, in early June, is academic closure to school year.  Parents are invited.   

Each child in elementary receives an award selected by their teacher especially for them.  

Elementary sometimes prepares a short program done by grade levels. 

13. Chapel is once a week.  Duration:  elementary - one half-hour; middle school and high school - 

one class period.  It is a time of worship and instruction in Christian living.  Elementary usually 

has a theme for each semester and each teacher participates in leadership.  Parents and other 

speakers are invited for the secondary chapels. 

14. Spiritual Emphasis Week - Elementary devotes a half-hour each day of the chosen week to a 

specific theme.  For missions in middle school and high school, there is usually one week in the 

fall or one in the spring instead of Bible classes in which a specific theme is treated. 

15. Field Trips - every grade level should do at least one field trip each semester.  There is an account 

for this purpose. 

16. Parent/Teacher Fellowship - Parents elect a coordinating committee.  The goal is to encourage 

parent-teacher interaction and have input on topics of interest.  

17. International Night – PTF sponsored dessert bar with program highlighting the different cultural 

heritages of the ECA family. 

18. Parent Educational Workshops – PTF sponsored workshop for parents on pertinent issues.  

Teachers are often invited to be guest lecturers.  Usually held on a Saturday morning near the 

beginning of 2
nd

 semester. 

 

Elementary Only 
1. Christian Character Day is an alternative to Halloween.  Students dress up as Bible characters or 

famous Christian characters. 

a. Teachers may teach characters beforehand 

b. Guessing game of characters - Parade  

2. Thanksgiving - All grades plan a presentation to share with parents and then there is a field day 

(Pilgrims vs. Indians) in the afternoon. 

3. Reading Buddies - older elementary children are paired up with younger elementary children 

(Pre-K–5
th
 grade).  For 15-30 minutes, older student reads to younger student.  Activities other 

than reading can be done together as appropriate.  For example, they can take field trips together 

having chaperones for each younger student. 
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Secondary Only 
1. Yearbook is open to high school students – involves layout and editing. 

2. Retreats - once or twice a year.  Student Council does the majority of the planning. 

3. Outreach Teams - 7-12th students are trained by a teacher in drama/music and go out to ministry 

in various places outside the school or in chapels. 

4. Student Council - members are elected by fellow students to represent the students as well as plan 

and carry out different activities during the school year. 

5. Service Days - Each semester students are involved in various ministry or service projects. 

6. Worship Team - students who lead worship in chapel. 

7. Graduation - is at the beginning of June off campus. 

 

G. Teacher Resource Room 

Be sure to familiarize yourself with the teaching materials on the shelf in the resource room.  Return 

pictures, books, magazines, handouts and other materials to their correct places.  There are also 

supplies to be used like bulletin board borders, flashcards, educational games, ESL/ELL resources, etc. 

 

V. SERVICES 

A. Counseling 

There is a trained psychologist available for weekly counseling.  Teachers may refer students to the 

counselor with parent permission.  Permission forms are available in the office.  Teachers may also 

request time with the counselor. 

 

B. Health Service 

Health services consist of preventative and corrective measures, offered with kindness and gentleness, 

thus providing opportunity for the caregiver to exemplify God's grace.  These services, together with 

their rationale, are as follows: 

1. First aid 

The injured child/staff member will be treated according to standards outlined in the National 

Safety Council First Aid Handbook and in the Emergency Plan in the Teacher Manual.  

Treatment will be administered according to the ability of the staff member. 

a. Elementary teachers will be issued a simple/basic first aid kit. 

b. The school nurse will take action commensurate with his training. 

c. Injuries requiring the services of a clinic/emergency room will be treated according to the 

Emergency Card signed by the parents at registration. 

2. Infirmary 

The school infirmary will be supplied with materials, limited medicines and equipment for 

performing first aid.  A list of materials, medicines and equipment shall be maintained in the 

infirmary. 

3. Immunization 

Prior to the student's admission to school, the requirements outlined in "Centers For Disease 

Control and Prevention" will be satisfied. 

4. Health record and current instructions 

a. The parent will sign and submit the Emergency Card received at registration. 

b. An annual physical exam is required upon initiation of the school year. 

c. The teacher shall fill out the Accident Report form whenever an accident occurs during their 

supervision.  Teachers should send a note when they send a student to the infirmary. 
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d. The parent shall be notified by phone or in writing of any action taken by school personnel 

pertinent to injury, illness, allergic reaction or poison.  Such action shall be recorded on the 

Infirmary record sheet. 

5. Services 

a. Optional eye and ear examinations are provided by professional technicians on a fee basis. 

b. A dentist provides instruction regarding dental care. 

c. A physical exam is provided during registration for a fee, if parents desire. 

6. Illness requiring absence from school 

Following illness due to communicable disease, the ill person (student or staff) will be kept out of 

school for the period prescribed in the Table of Common Communicable Diseases posted in the 

infirmary. 

7. Extra curricular activities 

The school nurse will provide the coaches and supervisors with a first-aid kit and copies of 

student emergency cards for after school extracurricular activities. 

 

C. Discovery Program 

Discovery International program from National Institute for Learning Disabilities is based in 

Norfolk, Virginia. 

 

Philosophy 

The Discovery program is designed to meet the needs of students with identifiable learning 

disabilities.  Rather than teaching students primarily to compensate for weaknesses, this 

program focuses on strengthening deficit areas through a variety of academic techniques, 

stimulating these areas towards more efficient functioning.  The goal of educational therapy is 

to equip students to succeed in the classroom and in life as independent learners. 
 

Referral 

Either classroom teachers or parents can ask for a child to be tested for possible Discovery 

therapy support.  To be considered, a student must have a WISC test done by a psychologist 

and there must be teacher and parent observation forms filled out. 

 

Course Description 
Trained therapists, parents and teachers team together to positively affect the student’s education.   

Therapists use on-on-one individualized, non-tutorial techniques with students during 2 intense, 80-

minute sessions twice a week for 2 – 3 years.  These techniques stimulate new brain pathways, 

minimizing deficits in perception.  Therapists integrate perceptual, motor, and cognitive skills in a 

Discovery session.  Therapists do not teach compensating skills.  Parents partner with therapists by 

providing structure and supervision of ongoing stimulation beyond therapy time.  Therapists urge 

students to apply techniques practiced in Discovery to their classroom assignments.  Teachers are 

encouraged to adapt teaching methods to enable student success in their classrooms.  Therapists 

communicate with teachers through in-services and conferences on individual students to find ways for 

the students to succeed in the classroom. 

 

Specific Objectives 
1. Organize information in brain into productive thinking patterns 

2. Facilitate classroom performance 

3. Develop skills necessary for learning independently 
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4. Develop perceptual and cognitive skills within the context of reading, writing, spelling and math 

 

Course Outline ï Activities:  Core Techniques 
1. Rhythmic writing:  visual/auditory/motor task, which offers practice of simple motifs on the 

chalkboard and a mat. 

2. Blue Book:  direct and multi-sensory approach to the study of phonics. 

3. Dictation and copy:  exercise of dictation, restatement and writing a portion of paragraph, 

sentence or phase. 

4. Mental math:  strategies for increasing speed in computations. 

5. Buzzer:  auditory memory exercise strengthening spelling skills. 

 

Other techniques are determined by the student’s deficits:  puzzles, moveable alphabet, map, etc. 

Length of techniques is determined by the student’s strengthening skills. 

 

Materials 
1. Workbooks and manipulatives are specific to the techniques. 

2. SUPPLEMENTAL MATERIALS:  videos, tapes, texts, testing materials are available at all times 

for therapists. 

3. TRAINING FOR THERAPISTS:  applications are available. 

4. EVALUATION:  parent observations, teacher observations, initial testing, annual testing, 

therapist’s analysis 

 

Also available are a typical schedule of therapy session, Discovery Center general policies and other 

helpful information and forms. 

 

D. Library Procedures as They Relate to Teachers 

1. Tours – A tour of the library will be scheduled during orientation.  If you have any additional 

questions, please, ask a library staff member to acquaint you with more specific resources 

available. 

2. Student Orientation – Schedule an introduction to the library for your class (English classes in 7
th
 

through 12
th
 grade) with a library staff member near the beginning of the year. 

3. Story Hour/Check-Out – Elementary teachers should schedule a regular time (usually 30 – 40 

minutes) each week for your class to visit the library, listen to a story, or have a library activity to 

work on library skills.  Students will have time to select and check out books.  Materials may be 

returned to the Return Box at any time.  Secondary teachers are responsible for organizing library 

time or activities with the librarian.  Secondary teachers are expected to be with their classes 

while in the library. 

4. Checkout Procedure – If you or your students want to check out materials when no library staff 

member is on duty, you are the one responsible to do it properly.  Please do not send students to 

the library alone unless a librarian is present.  Make sure the Athena program is in Circ Desk and 

Check Out.  The students should find their names, (last name first) on the computer list, colored 

blue.  They will read the bar code with the laser gun and enter or click Check Out to note the 

book(s).  When they are finished, they will click done.  Then have the students stamp the due date 

slip in the book.  Check out period is 2 weeks.  Overdue fines are $200 per book per school day 

overdue.  Teachers may check out materials for up to 2 months for classroom use. 

5. Overdues – Please help the library staff members by reminding your students that they need to 

return materials on time, and remind them when they have overdue books.  You will receive a list 

of their names each week. 
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6. Lost Books or videos – If a student loses a book or magazine, he/she will be charged what it will 

cost ECA to replace the book or videos.  This will be taken care of by the ECA financial office. 

7. Reference Books – Reference books are allowed to be removed from the library overnight (one 

night only) or the weekend.  If a student has a reference book in class, please check that it is 

properly checked out.  Overdue fines are $1.000 per school day overdue. 

8. Magazines - To check out magazines, use the computer just like you would with books.  Once 

students have their names selected, type in the magazine number and date.  This could be written 

on the label of the magazine; if not, look at sheet by computer.  Stamp date due on the slip in the 

magazine.  Check out time and overdue fines are the same as for books (2 weeks). 

9. Videos – Videos/CD's/DVD’s are kept in a locked cabinet under the control of the library.  

Parents or teachers may check them out but students may only check them out with a note from 

their parents sent at the beginning of the school year. 

10. Library Staffing – Trained parents keep our library going.  Please help us by being alert to parents 

who might be interested in helping on a regular basis. 

11. Book Ideas – If you have suggestions for books or materials you would like to see in the library, 

please turn them in to a library staff member in writing. 

12. Library Use – The library is available for classes on a sign-up basis.  The librarian keeps the sign-

up sheet for library use.  Please do not use the library if others are trying to hold classes there and 

please do not hold classes there if you have not first signed up. 

13. Suggestions – the librarians are here to enhance your teaching and serve you and your students.   

Suggestions are always welcome!   

E. Helps 

1. Bill payment – If you turn in your phone, water or light bill (before the due date) to the financial 

office with a check or the exact amount of cash, the messenger will pay it for you.  If he has to 

make a special trip, the teacher will be charged for his services.  Fill out the errand request form in 

the office. 

2. Doctor’s appointments – When you need a medical appointment, you can ask the school office to 

make the appointment for you.  Please allow enough time to make the arrangements. 

3. Embassy registration – It is very important to be registered with your embassy.  If you need help, 

ask in the office. 

4. Electronic mail – All teachers will have an ECA email account with the address firstnamelast 

name@eca.edu. co.  Contact the system administrator for assistance and explanations. 

5. Family sponsors – If a teacher would like to be ―adopted‖ by an ECA family that is willing to 

have an open home/open phone policy, let the Director know. 

6. Regular mail – If you use the ECA mailbox (El Camino Academy, Apartado Aéreo 101241, 

Bogotá 10, Colombia, S.A.) the messenger will pick up your mail regularly and it will be placed 

in your box.  If you receive a package, he can usually pick it up with your cédula, the 

appropriately signed form, and any required payment mentioned on the form.  It is best to include 

El Camino Academy in the address.  If you want him to mail letters for you, give the stamped 

letters to the office before 8:30 a.m.  You may buy U.S. stamps from the school office.  It is your 

responsibility to put the right amount of stamps on your letter.  If you want to send personal letters 

by U.S. mail, give your stamped letters with a U.S. return address to the office, and it will be 

taken by the next willing traveler to the States. 

7. Travel arrangements – When you need national or international ticket reservations or travel 

arrangements, you can ask the school office to make them for you through the school's travel 

agency.  Please do this with enough time before your trip. 

 

mailto:firstnamelast%20name@eca.edu.%20co
mailto:firstnamelast%20name@eca.edu.%20co
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F. Photocopies 

The school office will do any photocopying you need for your classroom.  Materials to be 

photocopied should be clearly marked using the appropriate form, which is available in the 

office.  They must be turned in to the office not later than the day before you need them.  

Usually copies will be in your box before 8:00 a.m. the following day, but large orders may 

take several days.  Please do not ask for a rush job.  If you need to send a student to get 

photocopies, please send a note explaining your need.  Personal photocopies will be done on a 

limited basis as time allows and you should pay the office the stated charge per copy. 

 

Staff may use the teacher photocopier to make copies.  Personal copies should be paid for 

directly in the office. 

G. Staff and Student Records 

Records may not be taken from the office without special permission.  Student records are available for 

viewing by the child’s parents, his/her teacher(s) and Administration.  A teacher’s portfolio may be 

viewed only by the teacher and by an administrator. 

 

Kitchen 
The lounge/kitchen and teacher offices are considered off-limits to students from 7:00 a.m. to 4:00 p.m.  

Coffee and hot water are available for faculty use.  Also available are microwaves, refrigerator and 

dishes.  It is the responsibility of each staff member to clean up after himself/herself, and personal 

items should be clearly marked and stored. 

 

Financial aid/loan 
Salaried faculty members may apply for an employee loan for health, education or family crisis 

reasons.  Conditions of that loan are outlined in the employment agreement.  All faculty members may 

apply for a Benevolence Fund gift. 

 

Van Use 
Teachers may ride the vans to and/or from school provided that the priority of student use is satisfied.  

Such transportation may not interfere with teaching requirements stated in the Teacher’s Contract.   

Regular use may require payment. 
 

VI. Philosophy of Evaluation at ECA 
 

Philosophy of Evaluation at ECA 

We believe that . . . . 
 

1. Every student should be placed so that success is an option. 

a. Academic adjustments can be made based on capability.  This may include such 

things as modified homework expectations and testing procedures. 

b. Laziness or lack of effort will not be a reason for academic adjustments. 

c. Extra curricular activities [sports, drama, etc] and non-academic classes are important 

and the policy is to use them as incentive but to avoid denying student participation in 

these for low grades.  The athletic director and coaches will work with athletes who 
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are struggling academically to formulate plans for improvement and only in extreme 

cases will students be asked to not play on teams for academic reasons. 

d. Our goal as teachers is to encourage, motivate, stimulate and push our students to 

grow 

2. The ESL/ELL grade will be a major indicator of the ability of a student to function 

successfully at ECA. 

3. Written communication is an important skill.  Therefore, all major tests except math will 

generally have at least one grade-appropriate essay question or writing portion. 

4. Teachers should communicate their expectations to students regarding content and 

presentation for tests, projects and assignments.  Students have a right to know how their 

work will be evaluated and how their grade is determined.  Rubrics will usually be used for 

projects and writing assignments. 

5. Not only are we evaluating students on content, but on their academic habits so there are 

consequences for late assignments and poor quality of presentation.  Teachers can expect 

students to do daily assignments after the due date, but no grade should be given higher than 

59% unless there are special circumstances.  A percentage of the points (around 10-15%) 

can be given on any assignment for presentation. 

6. There should be a variety of evaluation  types  

a. Projects 

b. Tests  [should include a variety of question types] 

c. Quizzes 

d. Homework 

e. Classwork  

7. There should be a variety of modalities and should allow for a variety of learning styles 

a. Written 

b. Oral 

c. Visual [posters, charts, maps etc] 

8. There should be a sufficient number of points 

a. no one assignment should ever be more than 25% of the grade. 

b. all major assignments should be divided into measurable steps that are evaluated. 

c. approximately every 3-5 classes periods should have a measurable grade. 

9. Students need relevant feedback so work should be graded and returned within a week.  

Also teachers use a computer program to calculate grades easily and frequently so there is 

no question how a student is doing. 

10. Teachers have the option of giving extra credit to students who are working hard and need 

reinforcement.  This extra credit normally should not be more than 5% and in no cases 

should exceed 10% of the total of any test or any project or of the total grade.  Extra credit is 

normally given in cases where the normal work has been attempted. 

11. Teachers have the option of dropping the lowest grade or assignment in a quarter, of giving 

points for correcting work, or allowing students to take a retest in certain cases, but these 

measures should be used carefully and not be means of encouraging poor performance or 

little effort.  When a retest is given, often the two tests would be averaged instead of just 

taking the higher grade. 

12. Parents are part of the educational process.  We look for a variety of ways to communicate 

regularly so that parents can help students evaluate their progress. 
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a. In secondary classes a syllabus will be sent home to be signed which includes grading 

guidelines, classroom expectations, and major curriculum covered. 

b. In elementary a letter will be sent home at least monthly with classroom news and 

ideas for parent interaction at home. 

c. Progress reports are sent home at the midpoint of each quarter and must be returned 

signed within a week. 

d. Teachers are encouraged to send home tests and major assignments to be signed  

e. In some classes (especially elementary) all work may be sent home regularly (often in 

packets) 

f. Parents will be notified of quarter grades below 60% before the end of the quarter.  

We try to prevent surprises. 

g. Parents will be notified by the beginning of the second semester if their student is not 

meeting academic or behavior expectations thus jeopardizing their placement the 

following year. 

13. Include regular forms of student self-evaluation which may or may not be included in the 

student’s grade.  These may include such things as: 

a. Before a test 

b. Note taking 

c. Reading text and other sources 

d. Test performances 

e. Thoroughness of reading/studying 

f. Effort grade in group projects 

14. There is the possibility to group or move students [higher or lower] so evaluations can be 

made according to their ability. 

a. This adjustment should be evident on the official report card. 

b. Parents should be involved in a decision to move a child up or down from the normal 

grade level expectations. 

c. The administration must be consulted and the implications for the future must be 

considered. 

15. When a grade is given at the end of a quarter and is entered into the office system, it cannot 

be changed without administration approval.  It is considered final except in unusual 

circumstances. 

16. All grades each quarter that result in failing grades (below 60 or I) need to have some type 

of ―recuperación‖ or some type of make-up work, according to Colombian law.  These 

expectations or projects or tests must be recorded on the appropriate form in the ECA office. 
 

VII. Dress Guidelines 

PROFESSIONAL IMAGE:  GUIDELINES FOR DRESS 

Why are dress code and general appearance always so controversial? 
 

Because everyone has personal preferences, especially about clothing!  
Oneôs generation, culture, and family upbringing often influence oneôs 
opinions about style. 
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There are no clear biblical guidelines about style.  Clothing has evolved 
over the centuries, and what is considered appropriate is the result of 
popular fashion and societal norms for that particular place and time 
period. 

 
What are biblical guidelines for ñclean, neat, and modestò? 
 
V Do nothing that will cause others to stumble. 

V Submit to the authorities placed over you. 

V Become continually more like Christ. 

V Let go of what you perceive as your rights. 

 
What does it mean to dress professionally? 
 

According to the profession!  These general school norms are established 
. . . but every school creates its own subculture with its own expectations. 

 
What about social events or retreats to hot country? 
 

Though many of the professional dress guidelines donôt apply (it is OK to 
wear sweats, modest shorts, sleeveless shirts, athletic shoes, flip-flops, 
etc.), we still want to be examples of modesty, so we do ask our teachers 
to not wear bikinis at ECA events. 
 

What is the most appropriate policy for teacher dress at ECA?  How can teachers 
hold each other accountable in terms of how they dress? 
 

1. Teachers will follow the established rules and not re-interpret them without 
first bringing it before the administration.  Teachers will understand that the 
dress code is not biblical law, but rather a set of norms adhered to by this 
particular educational community. 

 
2. ECA does not currently have a position for fashion police.  The body of 

Christ is the best means for mutual accountability.  Faculty will not analyze 
othersô clothing just to spot rule infractions, but rather will daily walk in the 
Spirit and speak as the Spirit leads. 

 
3. Men will hold other men accountable for dress, and women will hold other 

women accountable for dress.  This is not just the job of administration, but 
rather of the entire body. 

 
4. Administration always has the final say on what clothing is acceptable for 

school and what is not.  Remember that if you cannot accept their authority, 
then your problem is not with the dress code ï it is with submission to 
authority! 
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5. Teachers will choose to follow the rules on their own and not wait to be 

corrected.  If they are confronted about a questionable article of clothing, 
they will respect the administrationôs decision on the matter.  Those who 
confront will do so out of love, those who are confronted will receive the input 
with an open spirit. 

 

DRESS FOR THE PROFESSION 

No matter the occupation, a worker must learn what is appropriate.  The expectations 
for dress code go with the position. 
 

What is considered ñprofessionalò for teachers?  A lot.  Itôs easier to discuss what is not 
professional. 
 

So, what is considered unprofessional for classroom teachers at ECA? 
 

1. Blue jeans, or any color pants made of denim. 

2. Athletic shoes, unless the class involves athletics. 

3. Sweatshirts and sweatpants, unless the class involves athletics. 

4. T-shirts, shorts, beach-style flip-flops, bedroom slippers. . . 

5. Any head coverings while indoors, unless a doctrinal belief requires them. 

6. Excessive jewelry on women, and any piercings on men. 

7. Any clothing that reveals belly, back, or chest . . . men or women. 

8. Tanktops or sleeveless shirts or blouses. 

9. Skirts or dresses higher than the knees 

10. Any excessively tight or transparent clothing. 

11. Any clothing that is wrinkled, dirty, or torn. 

12. Ungroomed hair or nails.  This includes menô facial hair. 
 

Find where you can comfortably enjoy your own style within these norms, filtered 
through the previously mentioned spiritual guidelines. 
 
 


