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Welcome to 
LAKEWOOD CHRISTIAN SCHOOLS 

 
 

We are pleased that you have chosen to work with us in the very important area of your child’s education.   
We trust that Jesus Christ will be honored in all that we do as we work with you during the coming year. 

 

For more nearly 40 years our schools have stood for academic and spiritual excellence. 
Founded as a ministry of Arbor Road Church (formerly First Baptist Church of Lakewood (1BL)), our preschool was 

established in 1977 and later the elementary school in 1978.  Our middle school was added in 2003. 
 
 

We are a Christian School. Everything we say and everything we do we do is for Jesus. We are an evangelical school. That 
means we will accept students into our program who still need to learn about our Savior, Jesus Christ. We expect that all 

students (and their families) regardless of their personal beliefs, respect our statement of faith and the beliefs of this school 
and church while attending LCS. Specifically, we expect conduct to be exemplary and that our students not participate in 
behavior contrary to the Bible’s teachings including, but not limited to, the use of illegal substances, sex outside of legal 
marriage, bisexuality, homosexuality, gang membership, or the public support of these or any other behaviors not clearly 

affirmed by Scripture. 
 
 

PURPOSE 
The purpose of Lakewood Christian Schools is to assist parents in the maturing of  

their children by providing a Christ-centered education emphasizing academic excellence that prepares students to stand 
firm in their faith in Jesus Christ, and be productive, responsible citizens at home, at church and in our community. 

 
Our purpose is not to produce a finished product, but to lay a foundation in young lives that will encourage and help them to  

“press toward the mark for the prize of the high calling of God in Christ Jesus.” 
 

Expected Student Outcomes 
Our school provides an academic, spiritual, and social foundation for students so that upon 8th grade graduation they will be 

well prepared for high school.  Balance is sought by providing a loving, caring, and developmental atmosphere. 
 

Lakewood Christian Schools will commit to produce students who have: 
  Academic Excellence 

1. Students will learn to read, write, think, and compute as measured by the standards for each grade and subject. 
2. Students will understand a Biblical Worldview and how it fits into each subject area. 
3. Students will use technology, as appropriate, to enhance and facilitate learning. 
4. Students will participate in music, art, and other performing art to enrich learning and creativity. 
5. Students will steadily progress towards each grade level, and ultimately 8th grade graduation, to excel in the 

high school program of their choosing. 
 Spiritual Development 

1. Students will regularly hear the Gospel and be given the choice to accept Jesus Christ as their personal Savior. 
2. Students will commit to learning the Word of God by studying the Bible and memorizing scripture at their level. 
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3. Students will be given opportunities to demonstrate their love for God through service projects, missions, and 
worship. 

4. Students will write a personal belief statement by the end of 8th grade, demonstrating what they believe about 
their Christian faith and why. 

 Responsible Citizenship 
1. Students will learn preparedness and organizational skills. 
2. Students will be encouraged to show leadership in the classroom, as well as school-wide, in order to practice 
honesty and integrity. 
3. Students will have the opportunity to develop their character and discipline through participation in various 
community events. 

 

SCHOOL VERSE 
“Everything you say and everything you do should be done for Jesus your Lord.”  Colossians 3:17 

 
 

LCS NOTICE OF NONDISCRIMINATORY POLICY AS TO STUDENTS 
LCS admit students of any race, color, national and ethnic origin to all the rights, privileges, programs, and activities 
generally accorded or made available to students of the school.  They do not discriminate on the basis of race, color, 
national and ethnic origin in administration of their educational policies, admissions policies, scholarship and loan programs, 
or athletic and other school-administered programs. 
 
ACSI MEMBERSHIP 
LCS is a continuing member of the Association of Christian Schools International. 
 
ACCREDITATION 
LCS is accredited by both Association of Christian Schools International (ACSI) and the Western Association of Schools 
and Colleges (WASC). 
 
PHILOSOPHY OF EDUCATION 
The educational philosophy of LCS is based upon a biblical worldview.  This view states that the Bible is inspired by God, 
and is the only infallible, authoritative word of God.  This Bible tells us that God existed before anything else.  He always 
existed, as did Christ.  He made this world and all of creation.  Because man is a sinner by nature and by choice, however, 
he does not know or glorify God.  To do this, he must accept Jesus Christ (God’s son) and the free gift of salvation He offers 
to all who will believe, accept and confess Him. 
 
Our aim then is to provide this Christian perspective to all students and families who become part of our school family.  We 
intend to teach truth biblically, not relatively.  LCS does not believe that truth is relative.  The bible teaches proper conduct, 
thought ethics, logic, morals, character and behavior.  It is our aim to communicate and teach all subjects through this 
biblical grid – thus teaching our students both academic content and a biblical life style so that each has the opportunity to 
be a light in a world of much darkness. 
 
Our focus should always be student oriented, from an eternal perspective, rather than just concentrating on content or 
program.  This philosophy allows us to establish the following goals: 
 
LCS GOALS FOR STUDENTS 

• To teach that the Bible is the inspired and the only infallible authoritative Word of God, thus developing attitudes of 
love and respect toward it.  (II Timothy 3:15-17; II Peter 1:20-21) 

• To provide opportunities for all students to accept Christ as Savior and Lord.  (Romans 10:9-10) 
• To teach the students to know and obey the will of God as revealed in the Bible, thus equipping the student to carry 
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out God’s will daily.  (Romans 12:1-2; II Timothy 2:15; Deuteronomy 26:16-17) 
• To teach Biblical character qualities and provide opportunities for the student to demonstrate these qualities.  

 (I Samuel 16:7;  Gal. 5:22-23) 
• To encourage the student to develop self-discipline and responsibility.  (I Timothy 4:7; I Corinthians 9:24-27) 
• To teach the student the respect for and submission to authority. 

 (Romans 13:1-7; Hebrews 13:17; Ephesians 6:1-3) 
• To help the student develop a Christian world view by integrating life, and all studies, with the Bible. (II Peter 1:3)   
• To teach the student to hide God’s Word in his heart through memorization.  (Psalms 119:11;  Psalms 1:1-3) 
• To teach the student to treat everyone with love and respect as unique individuals created in God’s image.  

(Philippians 2:1-4;  Ephesians 5:21) 
• To teach the student how to become a contributing member of his society by realizing his need to serve other.  

(Galatians 5:13;  Romans 12:10) 
• To teach the student Biblical attitudes toward material things and his responsibility for using them to God’s glory.   

(I Timothy 6:17-19;  Matthew 6:19-20; I Corinthians 10:31) 
• To teach the student an appreciation of the Fine Arts. 
• To teach the student to understand and use the fundamental processes in communicating and dealing with others 

(such as reading, writing, speaking, listening, and mathematics).  (II Corinthians 5:20) 
• To teach and encourage the student to use good study skills and habits. (II Timothy  2:2-7) 
• To teach the student creative and critical thinking. (II Timothy 3:14-17) 
• To teach the student good citizenship through an understanding and appreciation of our Christian and American 

heritages (home, church, nation).  (I Corinthians 10:11; Romans 13:1-7) 
• To teach the student an understanding of and an appreciation for God’s world, developing an awareness of man’s 

role in his environment and his God-given responsibility to subdue, use and preserve it properly.   
(Psalms 8:6; Hebrews 2:6-8) 

 
LCS GOALS FOR PARENTS 

• To bring those whom we find are not Christians to the saving knowledge of Jesus Christ.   
(II Peter 3:9; I Timothy 2:4) 

• To aid families in Christian growth and to help them develop Christ-centered homes.   
(Ephesians 5:22-33; II Peter 3:18) 

• To cooperate closely as servants to the parents in every phase of the student’s development, especially as it relates 
to the school program.  (Mark 10:45) 

• To help the parents to understand the school’s purpose and program. 
• To encourage parents to realize and shoulder their responsibility for the spiritual, moral and social education of their 

children.  (Deuteronomy 6:4-7; Proverbs 22:6) 
 
LCS GOALS FOR TEACHERS 

• Insure that every staff member is a growing, mature Christian who models and clearly teaches God’s truth as 
defined by I Timothy 2. 

• Provide a salary structure and benefits that would allow and encourage staff members to commit their total working 
attention to their job at LCS and allow them to remain for many years. 

• Provide disability, health and retirement benefits for full time staff that would meet their needs. 
• Assist teachers in providing a classroom environment that is enjoyable for teachers and students. 
• Encourage continual formal and informal spiritual and professional development of teachers. 
• Develop a close personal, professional and spiritual bond between the staff members so they can unitedly serve 

students and parents. 
• Encourage teachers to provide for the ongoing evaluation and development of the spiritual, academic, social, and 

physical programs of the school. 
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LCS STATEMENT OF FAITH 
 
THE WORD OF GOD 
We believe that the Bible is the Word of God, fully inspired and without error in the original manuscripts, written under the inspiration of the Holy 
Spirit, and that it has supreme authority in all matters of faith and conduct. 
 
THE TRINITY 
We believe that there is one living and true God, eternally existing in three persons; that these are equal in every divine perfection, and that they 
execute distinct but harmonious offices in the work of creation, providence and redemption. 
 
GOD THE FATHER 
We believe in God the Father, an infinite, personal spirit, perfect in holiness, wisdom, power, and love.  We believe that He concerns Himself 
mercifully in the affairs of men, that He hears and answers prayer, and that He saves from sin and death all who come to Him through Jesus Christ. 
 
JESUS CHRIST 
We believe in Jesus Christ, God’s only begotten Son, conceived by the Holy Spirit.  We believe in His virgin birth, sinless life, miracles and 
teachings.  We believe in His substitutionary atoning death, bodily resurrection, ascension into heaven, perpetual intercession for His people, and 
personal visible return to earth. 
 
THE HOLY SPIRIT 
We believe in the Holy Spirit who came forth from the Father and Son to convict the world of sin, righteousness, and judgment and to regenerate, 
sanctify, and empower all who believe in Jesus Christ.  We believe that the Holy Spirit indwells every believer in Christ and that He is an abiding 
helper, teacher and guide. 
 
REGENERATION 
We believe that all men are sinners by nature and by choice and are, therefore, under condemnation.  We believe that those who repent of their sins 
and trust in Jesus Christ as Savior are regenerated by the Holy Spirit. 
 
THE CHURCH 
We believe in the universal church, a living spiritual body of which Christ is the head and all regenerated persons are members.  We believe in the 
local church, consisting of a company of believers in Jesus Christ, baptized on a credible profession of faith, and associated for worship, work and 
fellowship.  We believe that God has laid upon the members of the local church the primary task of giving the Gospel of Jesus Christ to the lost 
world. 
 
CHRISTIAN CONDUCT 
We believe that a Christian should live for the glory of God and well being of his fellow men; that his conduct should be blameless before the world; 
that he should be a faithful steward of his possessions; and that he should seek to realize for himself and others the full stature of maturity in Christ. 
 
THE ORDINANCES 
We believe that the Lord Jesus Christ has committed two ordinances to the local church, baptism and the Lord’s Supper.  We believe that the 
Christian baptism is the immersion of a believer in water into the name of the triune God.  We believe that the Lord’s Supper was instituted by Christ 
for commemoration of His death.  We believe that these two ordinances should be observed and administered until the return of the Lord Jesus 
Christ. 
 
RELIGIOUS LIBERTY 
We believe that every human being has direct relations with God, and is responsible to God alone in all matters of faith; that each church is 
independent and must be free from interference by any ecclesiastical or political authority; and that therefore Church and State must be kept 
separate as having different functions, each fulfilling its duties free from dictation or patronage of the other. 
 
CHURCH COOPERATION 
We believe that local churches can best promote the cause of Jesus Christ by cooperating with one another in a denominational organization.  Such 
an organization, whether a regional or district conference, exists and functions by the will of churches.  Cooperation in a conference is voluntary and 
may be terminated at any time.  Churches may likewise cooperate with inter-denominational fellowships on a voluntary independent basis. 
 
THE LAST THINGS 
We believe in the personal and visible return of the Lord Jesus Christ to earth and the establishment of His Kingdom.  We believe in the resurrection 
of the body, the final judgment, the eternal felicity of the righteous, and the endless suffering of the wicked. 
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OFFICE HOURS 
During the school year, the main first floor school office is open from 7:30 am to 3:30 pm Monday-Friday. 
 
 
SCHOOL HOURS 
Middle School classes begin at 8:00 am and end at 3:05 pm.  Students are not permitted in the Middle School Hallways until 
7:45 am.  Some Middle School activities will continue beyond regular hours; these occasions will be announced. 
 
Elementary School classes begin at 8:30 am.  Kindergarten-2nd grade is dismissed at 2:50 pm and 3rd-5th grade is dismissed 
at 3:00 pm.  Elementary students are not permitted in the hallways before 8:25 am or after 3:00 pm unless accompanied by 
an adult.  
 
ADMISSION 
Lakewood Christian Schools admit students of any race, color, national or ethnic origin.  All students are tested prior to 
admission; this testing is done for placement purposes only. 
 
Other admission requirements include but are not limited to: 
1. Completing all necessary forms, applications, and other paperwork. 
2. Payment of all fees including tuition, registration, and testing. 
3. At least one parent meeting with the school administrator prior to enrollment. 
4.  Supplying copies of all requested student records including report cards and achievement tests 

as well as proof of satisfactory completion of the current and/or prior grade level. 
5.  Complying with all federal, state, local and school health requirements including supplying  

immunization and physical records. 
 
New students in grades one through eight will be considered to be temporary students for the first complete quarter 
following admission.  This will allow both the school and the parents of the student(s) time to evaluate this new, very 
important relationship.  In the absence of a discussion and decisions to the contrary, the temporary student status will 
automatically be lifted at the beginning of the second full quarter of attendance at Lakewood Christian Schools. 
 
Admission and enrollment of students at Lakewood Christian Schools is a privilege, not a right.  Parents must understand 
that continued enrollment and re-enrollment of their children is dependent on their support of the school, its policies, and its 
staff. 
 
STUDENT’S AGE TO ENTER SCHOOL 
Students entering kindergarten must be five years old prior to September 1st of the year in which they are to be enrolled. 
 
FINANCIAL AID 
The Bill Teunissen endowment fund has been established “to provide scholarships so that financially needy students may 
attend Lakewood Christian Schools”.  All students of LCS are eligible to apply for financial assistance.  Guidelines and 
applications are available in the school office. 
 
STUDENT FILES / CUMULATIVE RECORDS 
The school shall maintain a file for each student.  This file shall include cumulative academic records (report cards, 
standardized test scores, etc.), health records (birth certificate, immunization records, etc.), legal records, and other 
necessary information.  Student files are confidential and are handled by school personnel only.  A parent wishing to view 
their own student’s file may do so with an appointment with the school administrator.  Proper ID and signature will be 
required to document the review. 
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RE-ADMISSION 
In the absence of one of the following factors, students of Lakewood Christian Schools will have the opportunity to re-enroll 
prior to registration being opened up to others.  This early admission period will be limited in time and readmission could be 
denied. 
 

REASONS FOR DENIAL OF READMISSION 
1. Tuition and/or other school fees are not current. 
2. In the opinion of the teacher and school administrator, the student is unwilling or unable to make satisfactory 

academic progress to allow for success at Lakewood Christian Schools. 
3. The attendance record of the student is such that sufficient academic progress is not possible. 
4. The citizenship of the student is such that, in the opinion of both the teacher and school administrator, the student is 

a hindrance to the progress of the other students in class. 
5. Parents possess an uncooperative spirit or a divergent philosophy from the school. 

 
If factors two through four are such that re-enrollment may be denied, parents will be notified prior to the early enrollment 
period so that possible corrections can be made. 
 

TUITION 
Tuition may be paid in total or divided into ten or eleven monthly payments for convenience.    
If monthly payments are chosen, the first is due in July with payments 2–11 due in August through May respectively.  
Please mark “School Tuition” on the outside of the envelope and/or payment to be sure it reaches the school office. 
Payments for tuition may be made: 

1. In person at the school office during business hours.  Please DO NOT send cash with your child. 
2. In the mail slot next to the elevator after business hours. 
3. Through the mail (5336 Arbor Road, Long Beach, CA  90808).  Please DO NOT send cash via mail.   
4. Online through Gradelink.com with a credit card or e-check. 
5. Electronic Bank Transfer 

 

OTHER FACTS TO REMEMBER WHEN MAKING PAYMENTS 
1. Tuition is due on the first of each month and is delinquent if received after the 10th.   

All delinquent accounts will be assessed a 10% late fee. 
2. LCS is run solely on tuition revenue and timely payments are necessary to pay teachers and expenses for school 

operations.  Tuition is due on the 1st and late after the 10th of each month.  Failure to pay tuition by the final day of 
the month, without arrangement by the school administrator, may result in a student not being allowed to attend 
school the following month.  The balance of all annual tuition money is due by May 10 of the current school year.  
Severe delinquency may result in a student not taking final exams, participating in year-end school events, 
graduation, yearbook signing, as well as not attending class. 

3. Accounts that are delinquent for 90 days or more may be sent to Collections.  Once the account is sent to 
Collections, all financially related communication with LCS will cease and must be directed to the agency. 

4. A $15.00 service charge will be levied for any check returned by the bank. 
5. After a second returned check, payments will be required in cash, money order, or cashier’s check. 
6. Write the student’s name on the check.  This is especially important if your last names are different. 
7. If payment is made by credit card, and a refund is due, the credit card will be refunded.  LCS may not refund by 

cash or check in this circumstance. 
8. Parents will be charged tuition for the month in which enrollment is terminated.  Ten percent of the annual tuition will 

be charged for each month, September through June, regardless of the number of days class is held or student 
attends. 

9. Withdrawing from LCS must be done in written form, either via written letter or email.  info@lcsbears.org 
ANY EXCEPTIONS MUST BE APPROVED BY THE SCHOOL ADMINISTRATOR IN ADVANCE. 
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PARENT/TEACHER FELLOWSHIP 
Parents are encouraged to take an active part in our PTF.  The following will help clarify the services and function of the 
organization. 
 

Purpose:  This Fellowship is a strong and supportive base of parent volunteers working together supporting teachers, 
students, parents, administrators, staff, and school board members.  Biblical principles allow us to seek His divine 
guidance for our children’s mental, physical, spiritual, and social growth.  The administration views the Parent Teacher 
Fellowship as an important source of counsel regarding the total school program.  
 

PTF recognizes the authority of the School Board and the administration in all things pertaining to the school and its 
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programs.  Membership of this organization is free and shall consist of parents and guardians of currently enrolled students, 
teachers, and administrators associated with LCS. 
 
If you would like to serve your school as a PTF Board Member or volunteer worker, please inform one of the PTF officers 
through the school office. 

The “Matthew 18 Principle” 
The process of using Biblical Guidelines for “Problem Solving and Conflict Resolution.” 

 
INTRODUCTION:  It is God’s will that we live and work together in harmony.  Jesus said, “A new command I give unto you; 
Love one another.  As I have loved you, so you must love one another.  By this all men will know that you are my disciples, 
if you love one another.”  John 13:34-35 “Love is forgiving and submitting to one to another.”  Ephesians 5:21  4:32 
There is a godly way to solve any and all problems between people in any community, even the Christian School or Church.  
This is a workable and successful process, given by the Lord Jesus Christ.  It is found in the Bible in Matthew 18, thus it is 
known as “the Matthew 18 Principle.” 
 
Matthew 18:15-17 says, “Moreover if a brother shall trespass against you, go and tell him his fault between you and him 
alone; if he will hear you, you have gained your brother.  But if he will not hear you, then take with you one or two more, that 
in the mouth of two or three witnesses every word may be established.  And if he will neglect to hear them, tell it unto the 
church; but if he neglects to hear the church, let him be unto you as a heathen man and a publican.” 
 
The application in a school setting is: 
Be sure the problem is serious enough.  It is important that the matter be taken to the person who can do 
something to resolve the matter, rather than bystanders who are not responsible for taking action to solve it. 

      Therefore, when a serious problem arises between people in the school (and this can be any combination of people such 
as: parent-teacher, parent-parent, parent-administrator, teacher-administrator, student-teacher, school board member-
administrator, etc.) the parties involved are to meet to seek the Lord’s solution in the matter.  This is a Matthew 18 meeting.  
Almost all problems can be resolved at this level.  (* See additional guidelines below that will facilitate this process.) 
The few problems which are not resolved at level one, move on to the next level, which includes another person, usually the 
principal who may be involved in a joint conference with the parties.  Beyond this level, the matter may be taken to the 
school’s governing board by the school administrator. 
 
If these procedures are followed with the right spirit, a matter of this type would rarely, if ever have to go before the School 
Board.  In practical terms, the applications of this principle become clearer when each person realizes that they GO 
ONLY TO THE PEOPLE INVOLVED when starting this procedure.  Persons in school authority will not accept complaints 
about school personnel if the complainer has not gone to the person according to Matthew 18, nor will the complainer speak 
critically of the other person to people within or without the school family prior to meeting to resolve the difference.  There is 
no by-pass of steps, or people, for issues are to be handled decently and in order—one step at a time—directly with and 
about the matter at hand in the application of these Biblical principles. 
 
Additional Guidelines for a “Matthew 18” Meeting are: 
 
     1.  Keep the matter confidential  5.  Be humble and submissive 
     2.  Keep the circle small   6.  Be quick to forgive 
     3.  Be sure you know all the facts  7.  Pray and work for a solution and resolution 
     4.  Be straightforward in love   8. “Love never fails.”  I Corinthians 13 
 
CHAIN OF COMMUNICATION 
During the course of the year questions about classroom procedures and school activities may arise.  Scripture and School 
Policy (see Matthew 18 Principle above) agree that the first person to contact with a question or concern is the teacher or 
staff person involved in the classroom or activity in question, rather than talking with other parents, teachers, office  
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personnel or principals.  The Principal is available for further help once this initial step has been taken. 
 
LCS’ staff and parents will not entertain discussion of situations or circumstances that:  Either directly do not involve them, 
or which they are not directly able to solve, correct, or handle themselves.  Staff and administration will not read, respond to, 
or take into consideration notes or emails that are sent anonymously or under false pretenses. 
 
Parent requests to meet with the school board (following a Matthew 18 process and a meeting with the principal) will result 
in being added to the next school board meeting agenda.  Failure to follow this chain of communication could result in your 
student’s dismissal from school. 
 
We all desire to work harmoniously together in our LCS community.  However, a student risks expulsion from the school not 
only as a result of his/her behavior but also as a result of the behavior of his/her parents that is contrary to the stated 
purposes/goals of the school.  Parent behavior that is determined to be contrary to school policy, guidelines and/or 
philosophy may result in the student’s dismissal. 
 
PARENT-TEACHER COMMUNICATION/CONFERENCES 
LCS believes that it is very important for parents and the school to work together.  In order to promote effective 
communication, the following guidelines have been set: 
 
1.  At least one parent is required to attend BACK TO SCHOOL NIGHT where classroom rules, curriculum and procedures 
are explained. 
 
2.  At least one Elementary School parent for each elementary student is required to attend a Parent-Teacher conference at 
the conclusion of the first quarter.  Student progress, behavior, and class participation will be discussed. Middle School 
Parent-Teacher conferences are as desired by the parents, unless a D or F grade is on the report card. 
 
3.  Teachers will use e-mail, notes, letters, phone calls and progress reports as needed to communicate with parents.  
 
4.  Parents should schedule additional phone conversations or “face to face” meetings as necessary to be informed of 
progress or problems. 
 
5.  Should other questions or actions be necessary, please follow the Matthew 18 Principle and Chain of Communication 
steps. 
 
CLASS SIZE 
The maximum class size shall be 26 students under most circumstances.  It is permissible to exceed 26 only by action of 
the school board.  Class sizes in the lower grades may be closer to a 22:1 ratio. 
 
BIRTHDAY PARTIES 
If you wish to pass out birthday party invitations at school, you MUST include ALL of the students in your child’s class.  If it 
is an all-girl or all-boy party, then just make sure that ALL of those kids are included.  If you choose to be more selective, 
you must mail out the invitations, and please be careful to not have your child announce the selectivity at school.  Not being  
invited to these parties and knowing it can be a very hurtful thing for the children. 
 
If a party begins after school and not all students in the class are invited, pick up must be very, VERY discreet.  No limos or 
other obvious events are allowed so that other student’s feelings are not hurt. 
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EXTENDED DAY CARE 
Extended Day Care is a service provided for students of LCS.  No others may enroll. 
Day Care Hours:  Mornings   6:30 am—8:00 am         Afternoons   2:50 pm—6:00 pm 
 
A registration fee is required to enroll in the Extended Day Care program.  An hourly rate is available for those who normally 
use this service before 8:00 AM and/or after 3:00 PM.  The total charge for this rate is determined by multiplying the total 
hours by the hourly rate.  This rate begins at 3:00 PM. 

 
Students not enrolled in Day Care, but who are not picked up within 15 minutes after school is dismissed, will be sent to 
Extended Day Care.  After the first time, these late pick-ups are charged a high late pick-up fee to encourage parents to pick 
up children on time.  This fee can be avoided by registering for Extended Day Care.  You will then be billed at the hourly 
rate. 

 
Students who stay after school for athletic events who are not with a parent will be signed into Day Care but not charged.  
Students not picked up after sports events end will be charged. 

 
** Please see the Day Care Handbook for complete guidelines and procedures. 
 
 

HOLIDAY DAY CARE 
Holiday Day Care is distinct from Extended Day Care in that it is a service provided on days when there are no classes at 
Lakewood Christian Schools.  Holiday Day Care is available for a flat daily rate only.  This fee is separate from tuition and 
any Extended Day rate used. 
 
Holiday Day Care is open as needed, but is not always available.  For example, on Christmas Day we are not open, but we 
will likely be open on Columbus Day because parents need the service.  On any day that less than a minimum number of 10 
students are enrolled in advance, we will likely close.  In such a case, parents will be notified so they may make other  
arrangements. 
 
WALKING HOME 
Any student who will be walking, biking, or skateboarding home alone after school MUST have a signed note from a parent 
or guardian giving permission to do so.  Notes are stored in the student’s file, and must be re-written yearly. 
 
INSURANCE 
The school carries student accident insurance for each of our students.  This coverage is intended to supplement your own 
health insurance and is only designed to cover accidents during “school time”.  Should you need to make a claim, please 
contact the school office. 
 
MEDICATION 
Please follow these guidelines if your child must take medicine during his/her time at school.  This includes: Tylenol, Advil, 
cough drops, allergy medications, asthma inhalers, cough syrups, etc. 
 
A brief note of explanation should be sent to the office about the medication and when it should be taken.  A signed 
DOCTOR’S NOTE must be included, even for non-prescription medications.  (A note faxed from your doctor is fine.) 

 
Send medication in the original bottle.  Some pharmacies will provide two bottles if you advise them that you will need one 
for school use. 
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Carefully instruct your child when he/she is to go to the office to take his/her medicine. 
 
The container must be clearly marked with: 
  A.  The child’s name 
  B.  The dosage prescribed 
       C.  Time(s) to be given 
 
Special problems should be discussed with office personnel. 
 
UNDER NO CIRCUMSTANCES WILL A CHILD BE PERMITTED TO KEEP HIS/HER OWN MEDICATION AT SCHOOL 
AND ADMINISTER IT HIMSELF.  This policy applies to Tylenol, Advil, allergy medications, cough drops and vitamins as 
well as prescription medicine. 
 
**CALIFORNIA EDUCATION CODE** 
Section 49423 
 
Any pupil who is required during the school day to take medication prescribed by a physician may be helped to do so by the 
school nurse or another authorized school employee if the school received: 
A written statement from the physician telling the purpose and name of the medication, and the method of taking. 
A written statement from the parent or guardian asking that the school give this assistance. 
 
MEDICATION MUST BE IN THE ORIGINAL BOTTLE, LABELED APPROPRIATELY. 
 
PARENT/GUARDIAN AUTHORIZATION & CONSENT TO TREATMENT OF MINORS 
Prior to admission, and continuously through enrollment, parent(s) or legal guardian(s) must sign a consent form authorizing 
medical treatment of each of their children enrolled at LCS.    This authorization is continuous until revoked as described. 
The form will be similar to this: 

Lakewood Christian Schools 
5336 Arbor Road, Long Beach, CA  90808 

(562) 425-3358 
 

Name of Child: ________________________________________________________ 
 
The undersigned, ____________________________, who is one of the parents or legal guardians of the above named child, a minor who 
resides at the address listed on the reverse side of this form, herein authorizes the adult sponsor of the Lakewood Christian Schools or any 
responsible adult person bearing this written authorization into whose care the above mentioned minor has been entrusted, to consent to 
any X-ray examination, anesthetic, medical or surgical diagnosis or treatment and hospital care to be rendered to said minor under the 
general or special supervision and upon the advice of a physician and/or surgeon licensed under the provision of the California Medical 
Practice Act, and to consent to a X-ray examination, anesthetic, dental or surgical diagnosis or treatment and hospital care to be rendered 
to said minor by a dentist licensed under the provision of the California Dental Practice Act.  It is understood that this authorization is given 
in advance of any specific diagnosis, treatment or hospital care being required.  This authorization shall remain effective until terminated in 
writing and delivered to an adult sponsor of Lakewood Christian Schools. 
 
Parent/Guardian Signature:  ______________________________________________ 
 
Date: _________________   Circle One:  Mother   Father         Legal Guardian 
 
Child’s Birthdate: ___________________ Last Tetanus Shot:   __________________ 
 
Use reverse side to list any special health instructions, special needs, special care requirements, emotional 
problems, medications, and/or allergies.  If any of this information changes, please contact the School Office and 
request a new form. 
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Consent form continued:  All information below relates to the parent/guardian.   
 
Name:  _______________________________________________________________  
Street Address:  ________________________________________________________ 
City & Zip Code:  ______________________________________________________ 
Home Phone:  (_____) ___________________ 
Work Phone:  (_____) ___________________ 
 
Medical Insurance Company:  _____________________________________________ 
Group Certification or ID Number:  _________________________________________ 
 

 
OTHER HEALTH CONCERNS 
The physical health and welfare of each student is of the highest priority at Lakewood Christian Schools.  We realize that 
our effectiveness in teaching spiritual, academic, or emotional truth is largely dependent on the physical well being of the 
child.  Please use these guidelines for your consideration: 
 
 1. Please take the initiative to keep your child at home when he/she is ill for the sake of the other children as well as 

your child. 
 2. Never send your child to school with a fever, even if he/she feels fine. 
 3. If your child is exposed to a communicable disease, you MUST inform the office immediately so that the incubation 

dates may be verified and the health of all the children can be protected. 
 4.   Please refer to the LCS attendance policies for more information. 
 
 
COMMUNICABLE DISEASES 
Upon having one of the following diseases, a child must have written consent to readmit to school from a physician or the 
health department: measles, mumps, whooping cough, scarlet fever, or conjunctivitis (pink eye). 
 
IMMUNIZATIONS AND PHYSICALS 
It is the responsibility of the parents of our Kindergarten students to make sure that their child has received all the necessary 
immunizations before the first day of school.  Also, the state of California requires a physical for all first graders.  This 
physical may take place within 18 months of entering first grade; it may take place no later than 3 months after the first day 
of school.  If the school does not receive verification at that time, the child must be excluded from school until the physical 
has been completed.  Additional booster shots and immunizations may be required for Middle School students.  Copies of 
these doctor’s forms should be on file in the school office before school begins in September. 
 
All students participating in after school sports will be required to have an annual sports physical prior to participating.  This 
form will be available during the summer months through Parent’s Web and additional copies will be available from the 
athletic director and in the school office. 
 
LICE 
Although rare, it seems that this pest can find its way to school age children.  The school will contact classes when an 
infestation has occurred in a certain class.  A child must be lice free to be allowed back into school.  Parents must bring 
children to the office for a scalp check before they are allowed back in class. 
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LCS DRESS CODE 
It is primarily the parent’s responsibility to monitor their student’s dress before leaving home and entering school.  The 
student and parent will be contacted regarding any violation. 
 
Applies to all students: 
All clothes should fit properly.  You may allow for growth, but baggy, “gang style” clothing will not be permitted, nor will 
clothes that are excessively tight.  Both are inappropriate for school. 
 
All clothing must be clean and neat, not frayed or torn. 
 
Pants-Must be navy or tan in color.  Navy (dark blue) jeans are acceptable, as are navy or tan pants of any other fabric.  
Pants may be long, ankle length, “capri” length or “walking” short styles.  If shorts are worn they must be no shorter than 6” 
from the floor while kneeling.  They must be hemmed.  Sweatpants are not permitted.  “Sagging” pants are inappropriate for 
school. 
 
Overalls-Long navy (dark blue) or tan overalls are acceptable, with a uniform shirt/top (see shirts/tops below.)  Overall bibs 
must be fastened at both shoulders.  Overall shorts or overall capri pants are not permitted.  No other pants will be allowed. 
 
Shoes-Must be conducive to the classroom and playground.  Sandals and dress shoes are inappropriate, as are any high 
heels, platform shoes, open toes, or open heels. Some type of socks or tights must be worn.  Tennis shoe soles must be 2” 
or less.  No “wheelies” permitted on campus.  Wheels must be removed for these shoes to be used as tennis shoes. 
 
Hat/Caps-Only the school logo baseball cap may be worn on the playground. No other hats or caps will be allowed.  Caps 
will not be worn inside the school buildings. 
 
Sweaters/Sweatshirts/Jackets/and other outer garments-Any solid color sweater, sweatshirt, jacket or other outer garment is 
acceptable.  It must be free of writing, pictures, etc.  The only permissible writing is a small manufacturer’s logo. (less than 
2” in diameter) Uniform tops/shirts must be worn beneath any sweaters, sweatshirts, jackets or other outer garment. 
 
Applies to Boys 
Hair – Should be clean and well groomed.  Hair longer than the collar or lower than the eyebrows is inappropriate.  “Tails,” 
“tracks,” “bic shaved” heads wild colors, or other “distracting styles are inappropriate.   Dyed hair must look natural for all 
boys.  No deep black hair dye. 
 
Shirts – Must be solid color polo style shirts (2, 3, or 4 buttons, with a collar).  They may be any solid color, long or short 
sleeve.  The only permissible writing or insignia is the small manufacturer’s logo.  Collars must be the same solid color as 
the shirt.  No stripes or pictures, letters, or words are allowed.  No other shirts may be worn. 
 
Jewelry – Any jewelry worn should be masculine and tasteful.  Earrings are inappropriate for boys at school.
 
 
Applies to Girls 
 
Hair – Should be clean and well groomed.  Styles should be simple and easy to care for.  Shaved heads (complete or 
partial), wild colors, or distracting styles are inappropriate.  Dyed hair must look natural.  No deep black hair dye. 
 
Make-up – Make-up is inappropriate for elementary school girls.  Middle School girls’ make-up should look natural and not 
be “noticeable.” 
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Shirts/Tops – Must be solid color polo style (2, 3 or 4 buttons, with a collar).  They may be any solid color long or short 
sleeves.  Sleeveless polo shirts are not allowed. The only permissible writing or insignia is the small manufacturer’s logo.  
Collars must be the same color as the polo shirt.  The collars may be lace trimmed if uniform in color.  Collars may be round 
or pointed at the ends.  Proper undergarments must be worn by older girls. 
 
Jewelry – Any jewelry worn must be tasteful.  The only permissible earrings are stud/post or small (<1”) hoops. 
 
Skirts/Skorts/Jumpers – Must be navy or tan in color.  They must be no shorter than 5” from the floor while kneeling.   
(Slits higher than 5” from the floor while kneeling are unacceptable.) 
 
Polo dresses must be navy or tan as to match the color required for pants/bottoms.   
 
Leggings are considered to be like tights and may not be worn alone. When worn under a skirt, like tights, they may have a 
print. 
 
DRESS CODE VIOLATIONS 
Parents bear the primary responsibility for dress code. 
 
First time violations will receive a note home indicating what the problem was.  This must be signed by a parent and 
returned the following day. 
 
Subsequent violations will result in the student being withheld from class until the proper attire is brought to school for the 
student to wear. 
 
Hair violations will be cause for the student’s removal from class until corrections or modifications can be made to comply 
with the dress code.  
 
 
PROHIBITED ITEMS 
Students may not possess the following items on school property or at school events without the explicit permission of a 
teacher or administrator.  Bringing these items to school are grounds for an infraction. 
 
Personal electronic items of distraction 
Gambling devices 
Drugs, alcoholic beverages, narcotics, cigarettes, inhalants, cigarette lighters, e-cigarettes, vapes, and look-a-likes 
Explosive devices, including firecrackers, fireballs, cherry bombs, stink bombs, etc. 
Gang paraphernalia, such as rags/bandanas, etc. 
Weapons, look-a-like weapons, guns, knives, screwdrivers and/or other items designed or easily used to cause physical 
harm or vandalism. 
Medications or pills (these are to be kept in the school office) 
Animals, pets, etc. 
Toys of any kind  
Perfume/cologne, air fresheners in lockers 
 
DOGS ON CAMPUS 
As much as we adore our four legged family members, it simply is not best practice to have dogs on our campus. We have 
kids (and adults) in our school that are allergic, as well as kids who are fearful of dogs. We have a newly updated and clean 
campus, and not every dog is well controlled. 
  
We recognize the joy a dog can bring to your child at the beginning or the end of a school day, so we ask that you keep your 
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dog in your well-ventilated car, and not by the yellow poles, in the breezeway, the classrooms, or anywhere on campus. 
  
We understand that some of the lower grade classrooms allow pets for Show-and-Tell. We ask that in these situations, 
arrangements are made well in advance, and that the pet remains on a leash and sits near the classroom doorway while 
being shared. This will keep shed hair and dander to a minimum. Once the pet has been shared, it needs to leave campus 
and return to the car immediately. 
  
We thank you for your consideration to all our school families and their children in this matter. We love our dogs, but we love 
our students more. Thank you!
 
CLASSROOM PARENT VOLUNTEERS 
Parents are welcome to assist in our classrooms.  We ask that you respect the confidential nature in terms of student’s 
grades or behaviors that you may encounter.  We ask that no siblings are brought into the classroom as it can be a 
distraction for some.  We thank you for your service. 
 
CHAPEL 
Students shall meet weekly for Chapel.  Parents are welcome to attend.  Elementary school chapels are typically held each 
Tuesday at 8:40 am in the church sanctuary.  Middle School Chapels are held each Tuesday at 8:00 am in room 202.  Each 
elementary (K-5) classroom takes a turn presenting a “class chapel” and additional chapel speakers are arranged by the 
administration.  Middle School chapels are student planned and run. 
 
AUDIENCE ETIQUETTE AT ASSEMBLIES 
Students are expected to be active participants through singing, listening, and at times leading various aspects of the chapel 
worship time.  We use chapel time to express our love and thanks to our Lord. 
 
In addition to chapels, there may be school assemblies during the school year.  It is very important that students behave in a 
manner that is respectful and supportive of those people presenting the chapel or assembly.  Therefore, students are 
requested to be considerate and treat the performers as you would like to be treated.  Please be an active and engaged 
listener.  Please do not whistle, shout out, whoop or talk.  Be on your best behavior; represent LCS well! 
 
STUDENT PHONE USE 
Students are not allowed to use classroom phones.  If a student is ill, or needs to call a parent for any reason, the student 
must come to the school office and call from the “student phone” at the office desk.  This will insure that when parents return 
a missed call, the call can be properly directed.  Student cell phones are never to be used while on campus.  This includes 
after school and at Day Care.  A student may use the office phones at any time, so they should never need to use their cell 
phone. 
 
CELL PHONES 
Cell phones are allowed at school as long as they are not seen or heard during school hours or while on campus or a day 
care.  This means that a student’s cell phone must be turned off and remain in a locker or a backpack during the school day.  
If your cell phone is seen or heard during school hours or while on campus or while you are at day care, your phone will be 
confiscated by the teacher and you will receive a lunch detention (MS) or appropriate classroom discipline note (ES). 
The school will assume no responsibility for lost or stolen cell phones. 
 
E-READERS 
Outside devices (i.e. Kindle or other brand tablets) for reading or other use are not permitted at LCS at this time.  
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SCHOOL RULES FOR STUDENT BEHAVIOR 
Respect and honor all teachers, adults and each other with your words and actions. 
Use proper language; no vulgarity, no using God’s name carelessly, and no disrespectful language should be used. 
Do not lie, cheat or steal. 
Respect all church and school property; take good care of books, buildings, equipment, and restrooms. 
Always walk (single file, on the right side) in the hallways, stairwells or the “chute.” 
All K-8 students are not permitted in the hallway during instructional time unless they have a hall pass. 
Obey classroom and playground rules. 
Gum chewing is not permitted due to the maintenance problem it causes 
No food or drinks (other than water) are allowed in the classrooms 
Handholding or any other boy/girl romantic physical contact is not appropriate in our school 
 
SOCIAL MEDIA 
Recognizing that social media such a Facebook, Twitter, and the like are a part of modern communication, LCS has the 
following policies.  We ask our parents and students: 
 

• To recognize that teachers may not “friend” students until they are graduates of our school. 
• To not use a social networking site to discuss students, employees or school issues. 
• To remember that online interactions between parents and school employees are to be no different than interacting 

with them face-to-face. 
• To use good judgment, sensitivity, and discretion when posting about others in the LCS community including photos 

and comments 
• To remember that once something is posted to a social networking site, it may remain available online even if you 

think it is removed, and it may be far-reaching. 
• To understand social media activity, whether in or outside of school, could have school consequences. 

Failure to comply with the above policy can result in further actions taken by school administration. 
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HARASSMENT POLICY 
This school is committed to maintaining an academic environment in which all individuals treat each other with dignity and 
respect and which is free from all forms of intimidation, exploitation and harassment.  The school is prepared to take action 
to prevent and correct any violations of this policy.  Anyone who violates this policy will be subject to discipline, up to and 
including suspension or expulsion. 
 
A charge of harassment shall not in and of itself create the presumption of wrongdoing.  Students found to have filed false 
or frivolous charges will also be subject to disciplinary action, up to and including suspension or expulsion.  Harassment 
occurs when an individual is subjected to treatment which is hostile or intimidating.  Harassment can occur any time during 
school or during school related activities. It includes, but is not limited to, any of the following: 
 
VERBAL HARASSMENT-Derogatory comments and jokes; threatening words spoken to another person. 
 
PHYSICAL HARASSMENT – Unwanted physical touching, contact, assault, deliberate impeding or blocking movements or 
any intimidating interference with normal work or movement. 
 
VISUAL HARASSMENT – Derogatory, demeaning or inflammatory posters, cartoons, written words, drawings, or gestures. 
 
SEXUAL HARASSMENT – Includes unwelcome sexual advances and other verbal or physical conduct of a sexual nature. 
 
To initiate a harassment investigation, the offended student should tell his/her teacher.  If the teacher is unable to 
satisfactorily resolve the harassment issue, the offended student or parent(s) of the offended student should file a written 
report with the school principal detailing the harassment allegations including the date, time, location, etc. of the alleged 
harassment.  The teacher and/or principal will be responsible to investigate and when appropriate discipline the offending 
student(s).  Those found guilty of harassment shall be subject to potential suspension and expulsion. 
 
ACADEMIC INTEGRITY 
Students are expected to be honest in all their actions and words.  Students should complete all assignments, papers, and 
tests from their own knowledge or, when appropriate, give credit to sources of information.  Academic dishonestly will result 
in a failing grade on the assignment or test.  Further action may be taken by the administration as warranted be the specific 
situation.  
 
CHEATING 
Cheating is wrong.  We believe it is a serious offense.  Students caught cheating will receive a zero and an infraction.  
Parents will be notified.  Repeated episodes will be dealt with by the principal using the student referral notification as 
discipline. 
 
LOCKER USE 
Lockers are school property.  Please treat your locker properly.  You will be assigned a lock to use during the school year.  
This is the only lock you may use.  You may use magnetized items to enhance your locker.  Stickers and adhesives, such 
as tape, are never permitted and grounds for an infraction.  All lockers are subject to routine inspection.  Inappropriate use 
or vandalism will result in an infraction, more serious consequences, or loss of the locker.  A lost lock will result in a $10 
replacement fee. 
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DISCIPLINE at LCS  
Train up a child in the way he should go: and when he is old, he will not depart from it.  Proverbs 22: 6  
 
Our goal is to prepare students to stand firm in their faith in Jesus Christ, to be academically sound, and to be productive, 
responsible citizens at home, church and in our community. In order to carry out this goal we have developed the following 
discipline policies for when a student chooses to misbehave. 
 
Each classroom will have a set of posted class rules students are expected to follow, and each teacher will communicate 
these rules along with the appropriate consequences and rewards.  Proper behavior is expected at all times during the 
school day and on every part of the school campus (i.e. classrooms, playground, lunchroom, etc.). 
 
Elementary School Discipline 
The phases of the discipline plan are followed throughout one semester. At the beginning of the second semester, each 
student has a fresh start. 
 
A gentle warning or reminder will be followed by a firm private reprimand.  If the misbehavior continues, an infraction will be 
given. The infraction notice is mailed home to the student’s parents/guardians and a copy kept in the student’s file.  
 
Playground Alerts, Infraction Notices, Student Referrals, and Suspensions are models of discipline used to inform parents of 
misbehavior and to encourage positive behavior change. 
 
Phases of Discipline 
Warning and Reprimand  
1st Infraction - Consequences at teacher’s discretion  
2nd Infraction - Consequences at teacher’s discretion  
3rd Infraction – Student meets with principal/assistant principal  
4th Offense - Referral to principal (parent/student/principal conference)  
5th Offense –Referral to principal and in-school suspension (parent notice)  
6th Offense - Referral to principal and at-home suspension (parent notice)  
7th (+) Offense – Meeting with parent, student, teacher, and principal to discuss likelihood of expulsion. 
 
Rewards 
Students will receive regular recognition and earn Zero Infraction Rewards for positive behavior.  
 
 
Middle School Discipline 
A lunch detention will be given if a student is tardy, not prepared for class, or broke the class rules.  Lunch detention is 
served on Tuesdays in the science classroom with Miss Norton.  A lunch detention is used as a training tool to improve 
organization and not for extreme behavior issues.  
 
After three lunch detentions a student receives an infraction. 
 
Infractions are given for extreme character issues: cheating, defiance, lack of respect, disobedience, and multiple smaller 
(lunch detention) issues.  The consequence for an infraction is after school detention on Thursdays with Miss Norton in her 
office.   
 
After three infractions a student receives a referral and a conference is scheduled with the parent. 
 
Repeated referrals can lead to in-school or at-home suspension, or expulsion. 
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Rewards 
Students will receive quarterly recognition for zero lunch detentions and infractions, with a certificate and a treat.  Lunch 
detentions only accumulate through one quarter, with each quarter having a fresh start.  Infractions and referrals 
accumulate throughout the school year. 
 
Students who earn zero infractions for the school year earn a reward party. 
 
 
LCS Code of Conduct: Aggressive Behavior 
It is the policy of Lakewood Christian Schools to maintain a safe learning and work environment that is free from aggressive 
behavior. As a Christian school, our goal for all behavior is that of I Peter 3:8: “Finally, all of you, be like-minded, be 
sympathetic, love one another, be compassionate and humble.”  Students, staff, and our school community are expected to 
conduct themselves in a respectful, Christian manner, and demonstrate a level of respect and dignity towards each other.  
We prohibit all forms of bullying or aggressive behavior. 
 
DEFINITION:  
Bullying or any kind of aggressive behavior is repeated, intentional harmful behavior initiated by one or more students and 
directed toward another student. For our purposes, it takes place in the school, on school property, or on school field trips. 
Examples are as follows: 
 
Verbal: name calling, put downs, racist remarks, teasing, threats, spreading rumors, sending inappropriate (violent, sexual, 
malicious, etc.) notes or pictures in any medium (drawings, magazine, over a cell phone or internet, etc.) 
 
Physical: pushing, hitting, shoving, biting, hair pulling, scratching, spitting, tripping, damaging or taking the victim’s property, 
locking a person in a room, making mean faces or rude gestures, initiating or forcing inappropriate touching, etc. 
 
Social: ostracism or exclusion, ignoring, being unfriendly, alienating, etc. 
 
Psychological: acts that instill a sense of fear or anxiety, etc. 
 
Any act that insults or demeans an individual in such a way as to cause distress, reluctance to attend school, a decline in 
work standards or problem behaviors. 
 
AWARENESS:  
All LCS staff will take the initiative in combating aggressive behavior, and encouraging Biblical behavior. They will be 
watchful for warning signs, supervising children on the playground, in the classrooms, hallways, etc. 
 
Teachers will conduct class discussions, role-playing, and activities to educate the students in seeking help from an adult, 
reporting incidents, speaking up and supporting the victim, expressing disapproval of aggressive behavior, responding 
assertively to the bully, walking away from inappropriate behavior, etc.  
 
At the beginning of the school year, and as needed, the school shall ensure that the student body is familiar with the 
conduct policy regarding aggressive behavior. School and class policies, rules and consequences will be posted in the 
classrooms. School policies will be written in the handbook. We expect everyone to tell an adult if they suspect bullying is 
happening.  
 
The school shall notify the parents/guardians that our Aggressive Behavior Awareness and Procedures are listed in the 
Student Handbook. The school shall also have parents/guardians sign the school’s “I Peter 3:8” Pledge acknowledging that 
they support the school’s efforts to have a safe school environment.
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REPORTING:  
Students are prohibited from knowingly falsely accusing another of bullying or poor behavior. Disciplinary action, up to, and 
including expulsion/suspension shall be taken if they knowingly make false reports. 
 
Any member of the school staff receiving a suspected bullying report (verbal or written) shall address the matter as soon as 
possible, prior to the end of the school day. The staff member shall assess the situation to determine if the aggressive 
behavior meets the criteria for bullying or if the behavior is an isolated incident that can be resolved within the classroom. 
(Not all conflict constitutes bullying.) 
 
If the behavior meets the criteria for bullying, the staff member must report this to the school principal immediately. The staff 
member is to immediately forward an Aggressive Behavior Incident Report to the principal for investigation. The staff 
member is to commend the victim/witness for bringing the matter to the attention of school staff, and they are to begin 
intervention strategies for the victim. 
 
The principal or designee will promptly and thoroughly address suspected reports of bullying. She will individually meet with 
the victim/witness and bully privately. If she determines that bullying has occurred, she will act appropriately within the 
discipline codes of the school and will take reasonable action to end the behavior. The message for the child who acts 
aggressively will be, “Your behavior is unacceptable and must be stopped.” She will inform the student that he/she will be 
closely monitored. She will also ensure the careful monitoring of the victim during this time, by enlisting the help of a class 
buddy. She shall ensure that prior to the end of the school day, notification of the incident has been given to the 
parents/guardians of both the victim and the offender, and that steps have been initiated to address and resolve the issue.  
Parental notification and the discipline taken shall be documented on the Aggressive Behavior Incident Report. If necessary 
or appropriate, the police may be contacted. 
 
Copies of the Aggressive Behavior Incident Report shall be given to the victim’s and offender’s teachers, be placed be in the 
victim’s and offender’s files in the school office, and be sent home to their parents. The report will serve as a reference for 
the school staff in determining whether or not a pattern of bullying behavior or abuse exists in regards to the offender or the 
victim. 

SUSPENSION 
Suspension from school is considered a severe mode of discipline at Lakewood Christian Schools.  It is employed at the 
discretion of the school administrator in situations of repeated violations of school rules or if a single offense is particularly 
serious.  Parents will be notified in writing and a written record will become part of the student’s file. 
Multiple suspensions could lead to expulsion from school. 
 
Reasons for suspension: 
 
· Possession of illegal substance. 
· Possession of a weapon of any kind (including a small pocket knife). 
· Severe physical altercation with another student. 
· Any physical altercation with teacher or staff. 
· Repeated disruptive behavior or use of inappropriate language. 
.     Sexual Harassment/inappropriate signs of affection 
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EXPULSION 
Expulsion from school is an action taken by the school board after review of all known facts.  Expulsion can be for the 
remainder of the school year or permanent.  Expulsion could be a consequence of a major event or multiple smaller events.  
The school administrator may recommend (or agree to) a parent withdrawing their student from enrollment at LCS to 
preclude an expulsion being recorded on a student’s cumulative file or in the welfare or interest of the student body at large. 
 
 
TEXTBOOKS 
Our textbooks are a valuable and expensive asset of our school.  Those books, which are taken home for study and/or 
homework, need to be covered by the student for protection.  If textbooks are lost or severely damaged, parents will be 
billed at the following rates: 
 
 1st or 2nd year of use  Full replacement cost 
 3rd or 4th year of use  75% of replacement cost 
 5th year or longer  50% of replacement cost 
 
Normal wear and deterioration of texts is expected and charges are only made when damage is discerned by the teacher to 
exceed the norm. 
 
PROPERTY DAMAGE 
Any damage to school or church property is the financial responsibility of the parents of the child causing the damage. 
 
 
HOMEWORK 
 

What is homework? 
 

Assignments started in class and completed at home. 
Assignments to be done entirely at home. 
Preparation for tests. 
 

What is the purpose of homework? 
 

To review and practice material being studied in class. 
To keep parents aware of the content of schoolwork. 
To develop students’ personal responsibility for assignments and use of time. 
To maintain students’ accountability to parents and teachers. 
 

How can parents help with homework? 
 

Emphasize that homework is the child’s responsibility. 
Check that all materials and the assignment sheet are brought home. 
Provide a quiet, appropriately lit place for homework, free from interruptions. 
Help your child develop and stick to a regular homework routine. 
Limit the number of outside activities they are involved in. 
Bring completed assignments back to school the next day. 
 

How long should it take the typical student to complete his/her homework? 
 

K – 2nd   10 – 20 minutes per day 
3rd – 4th   30 – 40 minutes per day 
5th    40 – 50 minutes per day 
6th – 8th  60 – 90 minutes per day 
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NOTE:  This time does not apply to make up work due to absence nor to complete unfinished class work.  If daily homework 
is consistently taking more than the allotted time, and the child has stayed on task the entire time, parents should contact 
the teacher. 
 
 
HOMEWORK ALERTS 
If a student does not turn in his homework on time, he/she will receive a homework alert.  All missing assignments from one 
day will be included on one alert.  The homework policy is per quarter.  Each quarter a student starts over with a clean slate.  
After 3 alerts, consequences will be given.  If the student receives additional alerts in that quarter, the following actions will 
be taken:  4th Homework Alert—a meeting with the student, parent, and teacher will be held to discuss a plan of action to 
prevent further alerts 
 
For Grades 4-5 (and 3rd Grade in the Second Semester) 
5th (+) Homework Alert—Detention on Wednesday after school 
 
Each alert (5 means the student will be required to stay after school for 15 minutes for a maximum time of 1 hour.  Detention 
will be held from 3:15-4:15 on Wednesdays. 
 
GRADING SCALES 
Kindergarten students will receive a detailed progress report for each quarter’s grading period. 
 
Grades 1st – 2nd   E – Excellent Progress 
    S – Satisfactory Progress 
    N – Progress Needs Improvement 
    U – Unsatisfactory Progress 
 
Grades 3rd – 8th    A – 90 - 100%  Excellent 
    B – 80 - 89%  Above Average 
    C – 70 - 79%  Average 
    D – 60 - 69%  Below Average 
    F – 0 - 59%  Unsatisfactory 
 
 
EXTRA CREDIT 
Extra credit is offered at the discretion of each teacher and is considered a privilege. 
 
GUIDELINES FOR SUCCESS IN SCHOOL 
 
Students should come to class prepared with all needed supplies and books. 
 
Students are expected to be quiet while a teacher or fellow student is talking.  They should listen to instructions and ask 
questions if the instructions are not clear. 
 
After work is completed in class, the students should have something constructive to do (read a book, work on other 
assignments). 
 
It is the student’s responsibility to get all work in on time.  Failure to comply with the above will result in a consequence, 
homework alert, infraction, or zero credit. 
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MAKE UP PROCEDURE 
When a student misses classes because of any tardy or absence, the student is also missing valuable classroom instruction 
and discussion that cannot be made up by normal homework assignments.  Teachers will hold students accountable for 
adequate makeup work to cover the missed instruction.  This work will be assigned by the student’s classroom teacher.  
Failure to complete the makeup assignments will reflect on the student’s academic grade. 
 
TARDINESS 
It is important that you always bring your child on time to school and to class.  Promptness demonstrates self-discipline and 
responsibility.  Self-discipline in this area is not only important for proper academic achievement, but it is essential for the 
development of good habits which are characteristic of success and good citizenship in every walk of life. 
 
Whenever a tardy student enters a class, the learning process of the class is either interrupted or delayed.  Parents and 
students need to work together to achieve progress. 
 
If your child is late to school, please bring them in at the office rather than going directly to the classroom.  This will also 
allow us to include your child in the “hot lunch count” if needed.  Your child should bring a note with a brief explanation for 
the tardy.   
 
Three unexcused “tardies” each quarter will result in a letter mailed home to parents from the principal.  This letter must be 
signed and returned to the school office and will be stored in the student’s permanent file. 
 
 
EARLY DISMISSAL 
Please notify the classroom teacher, IN THE MORNING, if you are planning to take your child off campus during the school 
day.  
 
If it is necessary to take your child out of school before scheduled dismissal time, it is MANDATORY that you sign out your 
child in the office.  If someone other than a parent is to pick up your child, please send a written note to that effect.   
DO NOT GO DIRECTLY TO YOUR CHILD’S CLASSROOM DURING SCHOOL HOURS! 
 
If your child returns to school after being checked out, be sure to sign him back in at the office. 
 
ACADEMIC PROBATION and RETENTION 
Students in Kindergarten through eighth grade may be retained in the same grade if both the classroom teacher and the 
school administrator believe that academic progress is not possible or not likely at the next grade level.  The reason may be 
lack of effort, lack of understanding, or excessive absence.  Parents will always be consulted prior to retention. 
 
ACADEMIC PROBATION 
 
Standard 
Recognizing the need for one to do his/her very best work (I Corinthians 10:31), LCS requires that a student work to his/her 
potential and maintain at least a “C” (2.0) average in his/her academic classes. 
 
Subjects not considered academic include:  penmanship and elective or enrichment classes.  Bible will be considered an 
academic class. 
 
Should a student not maintain a “C” average, he/she will be placed on Academic Probation the following quarter. 
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Procedure 
If a student is placed on Academic Probation, he/she must improve to a “C” average the following grading period.  While on 
Academic Probation the student will be monitored closely and will lose student privileges such as participation on a sports 
team, Leadership, etc. for a minimum of 5 weeks.  Once the student can demonstrate a sustained improvement in their 
grades (a “C” average for a minimum 5 week period) they may, with administrator/teacher approval, be able to resume prior 
activities, however, they will still be on Academic Probation status for the remainder of the quarter. 
 
Exclusion 
A student who has an identified learning disability. 
 
RETENTION/FAILURE 
 
Standard 
Students must pass each subject (achieving at least 60%) for three quarters in an academic year or he/she will fail that 
subject for the year. 
 
Procedure 
If a student fails (achieves below a 60%) for any two quarters in two or more academic subjects in a school year, he/she has 
not met the standards, will fail that grade and therefore will not be promoted. 
 
Academic subjects include:  reading, spelling, language, English, math, history, science, and Bible 
 
Exclusion 
A student who has an identified learning disability 
 
The administration may make additional demands on students whose grades are below  
standard in one or more subjects in order for them to be promoted to the next grade. 

GPA-Grade Point Average 
Academic GPA is determined by the core classes.  Total GPA includes all classes, including electives. 
 
A student will be placed on Academic Probation, resulting in no sports or other extra-curricular programs if the academic 
GPA falls below 2.0. 
 
 
MIDDLE SCHOOL Late Work Policy 
Our teachers are committed to student achievement and success for all students.  As a result, students are expected to do 
quality work and to do so responsibly by completing daily assignments and/or projects and turning in work on time.  To 
insure a smooth transition from elementary school and future academic success in high school, Lakewood Christian Middle 
School teachers and staff will implement the following late assignment policy: 
 
All assigned work is given for the purpose of increasing student learning and preparing students for tests as well as their 
future.  Therefore, the student will turn in all assigned work on time. Late work will not be accepted in middle school.  The 
due date for each assignment is specified by the teacher and should be written in the planner by the student when the 
assignment is given.  Late or missing work will result in a zero for the assignment. 
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There are several reasons why a strict policy is needed.  We want to teach our students responsibility and the importance of 
their education.  Many times, work is corrected in class.  Students who participate in this process are able to learn from their 
mistakes because questions about incorrect answers can be answered immediately.  It is also rewarding for students who 
worked hard on an assignment the previous day to immediately see how well they did. 
 
Long-term assignments need to come in on the assigned date because that is when the teacher has scheduled time for 
presentations.  Students who do not have their projects miss the opportunity to present them to the class, and their 
classmates lose the chance to hear about the science project, the history research, or the book their classmate read. 
 
By allowing students to turn in late work and receive credit for it, we have given the impression that deadlines are not 
important.  Deadlines are important in middle school, high school, and in the adult world. 
 
The one exception is students who are absent.  When students return from an absence, they must check with their teacher 
for due dates on all work they missed while absent. Work that was due on the first day of their absence, however, should be 
turned in the day they return to school. 
 
The great majority of our students do not have a problem turning in their work on time. We are very pleased with the work 
habits and level of responsibility exhibited by each of them. 
 
 
Ds, Fs, and FAILING A CLASS 
A student earning a D in a class is barely passing that class and an F is failing that class.  In the event that a student earns 
one of these grades it is recommended the parent, student, and teacher meet right away.   
 
If a student earns these grades two or more quarters, summer school in that subject matter is required. 
 
If a student fails a class, a meeting with the principal will be scheduled to discuss retention or transferring to a new school.  
Unfortunately at this time our school has no remedial classes. 
 
CLASS EXPECTATIONS 
Please refer to each class syllabus either on the school website or in your notebook. 
 
GRADELINK – Our Middle School Online Gradebook 
Our middle school offers an online grade book to allow students and their families to check progress in a class.  Please note 
this is a TOOL only.  Each student and their parents will receives a password via email so they may log on to 
www.gradelink.com. 
 
What Gradelink is: 

• A way to check overall progress. 
• A tool to review past class work, tests, and project grades. 
• A way to notice missing work – some teachers will mark an assignment “missing” and it will appear in a separate 

section, others will simply leave the box for that assignment blank, some may put in a zero.  It is the student’s 
responsibility to be aware of missing assignments and make up work (as outlined in the homework policy in this 
handbook and any individual class syllabus). 

• An email program to contact teachers for easy communication on quick issues. 
 
What Gradelink is not:

• Immediate feedback – it may a week or so before a grade is posted. 
• A report card – grades and averages will change often. 
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• A way to see future assignments  - we intentionally do not use the “Assignments” section.  This is what the student 
planner is for.  Our goal is for the majority of communication to go from teacher to student to parent.  Not teacher to 
parent. 

• To replace face to face communication – when there is a concern, or question, do not hope Gradelink will solve it.  
Please call or come by and ask the teacher. 

• A guarantee of a grade. 
Tips:  Please remember, “It ain’t over ‘til it’s over”.  Gradelink, like any grade book, is an averaging tool.  Just because you 
see an A or a D today, does not mean that is the grade you will see on the report card.  Pay attention to blank boxes, zeroes 
that can be made up, or teacher notes.  Don’t panic if the grade is lower than desired – just work harder. 
 
Do not “Rely” on Gradelink.  Rely on your student! 
Teachers are asked to update Gradelink once a week.  Some will do this on the weekend, some during the week.  Please 
be patient, realize a teacher may have a busy week, and may occasionally get behind. 
Most elective teachers share an account with a core teacher to save the school money.  If a teacher’s email is not listed in 
Gradelink, this is why. ALL teacher emails are in the student planner.
 
ATTENDANCE 
Regular and punctual attendance is essential for success as a student.  Tardiness and absences interrupt the smooth and 
complete process of learning.  We urge students to be absent only when absolutely necessary.  Tardies and absences will 
effect student’s grades.  Students missing more than 20 days in a grading period may earn a failing grade. 
 
When an absence occurs, the student is responsible to make up any missed class work or tests.  The teacher will work with 
the absentees in making each aware of all necessary assignments missed. 
 
ATTENDANCE AND TARDY POLICIES 
This policy is based on the premise that the student who attends school regularly, with an understanding of its importance, 
derives the maximum benefit from the instructional program. 
 
School Schedule: Middle School begins promptly at 8:00 a.m. and ends at 3:05 p.m. Monday through Friday.  
Elementary School begins promptly at 8:30 am and K-2 ends at 2:50 pm, 3-5 ends at 3:00 pm. 
Legal holidays are observed, and teacher inservices occur once per quarter. 
 
Parental Responsibility: Parents must monitor their child’s absences. All doctors appointments and family vacations should 
be made outside of school hours.  Absent students must be re-admitted with a parent’s note and/or a doctor’s note sent to 
the homeroom teacher. 
 
Student responsibility: Students are to bring the parent note to the homeroom teacher and ask all their teachers for makeup 
work and complete that work in a timely manner.  Not all work can be made up. 
 
Grading: A student with 20 or more absences in a quarter, excused or unexcused, in any class may earn a failing grade (F) 
for the quarter.  An appeal to the principal may be granted for special circumstances. 
 
Authorized School Activities:  A student who participates in a school sponsored activity will not be penalized for absences or 
tardies to class caused by those activities.  Students will be allowed to make up work missed within a time frame determined 
by the teacher.  School related absences are not considered absences. 
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EXCUSED ABSENCES 
Illness or injury: If absent for 5 or less days, the student must present a note signed by a parent or doctor. If absent for more 
than 5 days, the student must present a doctor’s note. 
 
Doctors appointment or medical treatment: Official documentation must be provided to excuse the absence. 
 
Funeral: A note from the parent is required. 
 
Absence with prior approval from the school and teachers (including family business): Communication from the parent is 
required as well as the student requesting classwork ahead of time, knowing that some work cannot be made up. 
 
UNEXCUSED ABSENCES 
Students with an unexcused absence will NOT be allowed to make up missed assignments.  All work (classwork, tests, 
quizzes, etc.) will be counted as zero credit for that day.  Examples of unexcused absences may include family vacations, 
babysitting, lack of transportation, truancy, suspensions, not coming to school on a reward day that was not earned, and 
any absences without excuse notes.  Unexcused absences will affect a student’s grade. 
 
TARDIES   
Daily punctuality is necessary to avoid classroom disruption, maximize student learning, and is a basic principle of 
responsibility and common courtesy.  Students coming and going throughout the day take away from teaching time and 
often interrupt the focus of the students in the classroom.  Our goal is to inspire daily punctuality, instilling it as a valuable 
life skill for our students.   Students arriving any time after the 8:00 bell must report to the main office to be signed in to 
school.  All students must have a note from a parent explaining the tardy which may be excused or unexcused.  All students 
will receive a “late arrival” slip to be initialed by the teachers whose classes were missed.  This slip is then returned to the 
homeroom teacher.  A lunch detention will be given for all unexcused tardies.  A tardy may be excused with a parent note 
for doctor appointments, for unforeseeable illness, or traffic accidents on the way to school.  All other tardies are counted as 
unexcused and will result in a lunch detention. 
 
MAKE UP ASSIGNMENTS 
Any missed work (from an absence or a tardy) is the student’s responsibility.  Work from an excused absence can be made 
up within the same number of days that the student missed after the student’s return to school. There will be many in-class 
assignments (including science labs) that cannot be made up.  Assignments for unexcused absences will result in a zero, 
however we recommend the work be done for instructional purposes. 
 
PARENT RESPONSIBILITIES: 
Encourage prompt and regular attendance.  Schedule doctor appointments and family vacations so that attendance at 
school is affected as little as possible. 
 

Prearranged absence – This results when a parent requires a student to be absent for family business.  If prior 
arrangements have been made with the teacher and the work assigned by the teacher has been satisfactorily completed, 
then this type of absence will be counted excused. 
 

Class work will not be recreated.  Instruction is missed, therefore grades may suffer from frequent absences. 
 
SCHOOL FIELD TRIP ATTENDANCE 
If for any reason a student does not attend a school field trip, parents are responsible for the supervision of their student at 
all times during the day in order to comply with state and local truancy laws.  This is especially true for overnight trips.  In 
addition, an assignment may be given for the student to complete at home that will cover similar material as the field trip. 
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PARENTS AND SIBLINGS ATTENDING FIELD TRIPS 
Some school field trips allow for a certain number of parents to attend.  Not all field trips can accommodate all the parents of 
a grade level.  Parents attending a school field trip will be required to sign a Chaperone Agreement form.  If they are driving 
students they must complete a background check.  Siblings may not attend field trips. 
 
DRIVERS FOR SCHOOL EVENTS 
At LCS we appreciate our parent volunteers who drive our students to and from school events (field trips, after school 
sports, ACSI events, music festivals, and the like).  In an effort to maintain the highest level of safety and security for the 
transportation of our students, LCS conducts a background check on all drivers of other students.  Volunteer drivers are 
asked to complete a Background Investigation Consent through the school administration office.  Forms are sent home at 
the beginning of the year and can be picked up in the main office.  Background checks must be renewed every two years. 
 
All drivers must have on file: 
 

• Verified Background Investigation 
• Copy of valid driver’s license 
• Copy of current auto insurance 

 
 
DRIVER SAFETY AND SECURITY AGREEMENT 

• A driver of a car must hold a valid, unrestricted driver’s license.  All vehicles must be properly licensed and in safe 
mechanical condition. 
 

• There must be a seat belt for each passenger in the car.  Due to CA state law there may not be more than nine 
passengers in one vehicle. 

 
• When transporting students on a school-related event, such as a field trip, drivers must go directly to and from 

school and event location and may NOT make any unrelated stops (personal errands, purchasing treats for 
students, etc.).  Emergency stops (for restroom or otherwise) must be reported to the teacher in charge as soon as 
possible. 
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MORNING DROP-OFF and AFTERNOON PICK-UP PROCEDURES 
Middle School begins at 8:00 am…classroom doors open at 7:45 am...students are tardy after 8:00 am. 
Elementary School begins at 8:30 am...classroom doors open at 8:25 am...students are tardy after 8:30 am. 
 
MORNING DROP-OFF for MIDDLE SCHOOL      
Prior to 7:45 am:   Middle School students must be checked in at Extended Day Care through the gate on Arbor Road. 
 
From 7:45 am to 8:00 am:  Middle School students must be dropped off near the yellow poles at the breezeway entrance.  
Middle School students may be in the Middle School hallways, classrooms or student lounge ONLY. 
 
MORNING DROP-OFF for ELEMENTARY SCHOOL 
Prior to 7:45 AM:  Elementary Students not enrolled in an 8:00 AM class (band) must be checked in at Extended Day Care 
through the gate on Arbor Road. 
 
From 7:45 am to 8:22 am:  Elementary students will go to the Playground through the breezeway and “chute”.  (Supervised 
care at no charge beginning at 8am.)  Unattended students MUST be on the playground during this time.  Students will line 
up and escorted to class at 8:22 am. 

 
From 8:10 am to 8:22 am…. parents have two drop-off options: 
Enter the “traffic circle” on the south end of the school parking lot, and proceed as directed by the parking cones/signs.  
Children will go through the breezeway and the “chute” to the playground. 

OR 
Park on the north end of the school parking lot, walk and wait with your child(ren) until classrooms are opened at 8:25 am. 
 
AFTERNOON PICK-UP 
There is no traffic circle during the afternoon pick-up time.  All parents must park in a legal location, walk to the designated 
pick-up area for their child(ren) and walk with the child(ren) to the car.    
Half-day Kindergarten students are to be picked up at noon outside their classroom.   
Full Day Kindergarten-First Grade students will be picked up from their classrooms.   
Second - Fifth Grade students will be met at the sidewalk by the East Parking Lot (near the yellow poles).   
Middle School students will be met outside on the Arbor Road side on the sanctuary stairs.   
 
For safety, younger siblings are NEVER allowed to “walk to where an older brother or sister is waiting” to be picked up. 
 
1st and 2nd grade pick-up time is 2:50-3:05 PM. 
3rd through 5th grade pick-up time is 3:00-3:15 PM. 
6th through 8th grade pick-up time is 3:05-3:15 PM. 
After these times, students will be checked into Extended Day Care. 
 
Parents are NEVER permitted to: 

Double Park on Arbor Road or Tanglewood 
Drop off from Arbor Road or Tanglewood 
Ask or require students to cross the street while the parent remains in the car at pick-up or drop off 

 
Violations of these rules could result in: 
 Tickets from the Police Department 
 Infractions/Referrals for students 
 Suspension from school 
 
Please, do not violate these rules . . . this a safety issue for all children! 
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Parking Lot Policies - PARTNERING FOR SAFETY 
Our parking lot entrance is off of Montair Avenue at our first driveway.   
 
Park & Walk: If you would like to park the car and walk your child in to class, veer to the right and park in the “Park and 
Walk” section on your map. This would be the first two rows of the parking lot near Arbor. It is important that when walking, 
you walk straight towards the building and not cut through the drop off loop where cars are dropping off. When leaving the 
“Park and Walk” area, you must exit onto Arbor at the stop sign. You may have to follow the arrows of the parking lot around 
one time, but this will keep the flow of traffic free of any jams. 
 
Drop off Loop: If you would like to drop your child in the “Drop Off Loop”, veer to your left when entering the lot and follow 
the cones to the drop off zone.  The drop off zone is the yellow striped area in front of the yellow poles. Please pull forward 
as much as possible, so others may follow. You may not drop off while IN the loop – away from the yellow zone – as this is 
not safe for your child. Once your child has safely exited the car, continue STRAIGHT, to the driveway exit on  
TANGLEWOOD.  
 
Restricted Parking: Please note that the farthest driveway at the corner of Tanglewood and Montair is NOT a part of our 
school drop off procedure, as it is for church and school staff parking only. Do not drop off in this section as you have no 
safe exit. We also ask you not park in the loop as to keep our kids safe. 
 
Exit Only: The driveways on Arbor and Tanglewood are for exit only. While it would be convenient for you to enter here, it 
will be going against drop off procedures and we ask that you set a good example for your child by following the rules.  
 
Street Parking: Whether on Arbor or Tanglewood, if you choose to park on the street, you must walk your child safely to 
the Breezeway or to the classroom door. Please do not have them dash in on their own. Neighborhood cars are going very 
fast and not watching for your kids. 
 
Safety First: We understand that you are in a hurry to get your child to class or get to the office to begin your day. However, 
we ask that you come a little earlier and drive a little slower to ensure the safety of all our precious children. 
 
 
Middle School PHYSICAL EDUCATION Policies 
 
Physical Education is an important part of the educational process. Each person is a divinely created creature “who is soul 
and body, inner man and outer man.” The body is a priceless possession. Students should learn how to use time 
appropriately and efficiently. The Bible teaches us that we are to bring honor and glory to God in all that we do. 
 
The task of physical education is to educate each student in the proper use of the body throughout life. The care of the 
physical body is a moral responsibility and part of our reasonable service to God. This care must be a daily process of 
meeting bodily needs as they continue and change throughout life. Physical Education practice must incorporate decisions 
and actions pertaining to health, fitness and Christian work and leisure. 
 
Through a carefully planned instructional program and continuous re-evaluation, students will gain a variety of skills and 
information. This will contribute to their health and physical well being. 
 
ATTENDANCE & TARDINESS 
All students are required to take Physical Education. Any students not in attendance will be marked absent. Those students 
who are tardy (late) will lose points off of their grade. Students will have ample time to change and be ready for activity. It is 
up to the student to be time efficient and be ready when class begins. 
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PARTICIPATION 
All students are required to participate. Failure to do so will result in loss of points from their grade. Students who cannot 
participate for injury or illness reasons will report and sign in to the main school office for a study hall period. Students will 
be given an assignment relating to Physical Education which may end up being homework if not done during the time 
allotted. All homework is due at the beginning of the next schedule class meeting. Any students who cannot participate 
must bring a note from home that is written by the parent or legal guardian and signed as well as dated. Students 
may not write their own note and then have it signed.  If a student is ill or injured more than (2) days, a doctor’s 
note is required.   

 
ATTIRE 
Students will have time to change into their P.E. clothes before class and have a chance to change back into their clothes at 
the end of the class period.  Students in the first period P.E. class may wear their P.E. clothes to school. However, they will 
change back into their school uniform attire at the end of the class period. At no time will any students be out of school 
uniform during the academic day. Any students choosing not to follow this dress code will receive a lunch detention. 
 
P.E. Clothes must be purchased through the school Physical Education and Athletic Department. The following items are 
allowed: 
 > A school issued shirt 
 > School issued shorts 
 > White socks must be worn. Ankle high socks are permitted. 
 > A laced up tennis shoe (No Slip on type shoes i.e. Vans) 
 
If students choose not to wear the school P.E. uniform then they must wear their school uniform. There will be no free dress 
during P.E. classes. 
 
GRADING / DISCIPLINE 
Grading procedures will be given prior to each school year by the physical education teacher. This procedure will be 
distributed to each student as part of the class syllabus. The grading scale will be the same as that of the academic 
classroom: 
 
 A – 90 -100%  Excellent 
 B – 80 – 89%  Above Average 
 C – 70 – 79%  Average 
 D – 60 – 69%  Below Average 
 F – 0 – 59%  Unsatisfactory 
 
Discipline procedures will be distributed to each student as part of the class syllabus. All discipline procedures will fall into 
line with the parent / student handbook. 
 
FITNESS 
 Students will be required to perform basic fitness activities. All students will be required to participate in the P.E. class’s 
running program which includes the mile and mile ½ runs which are recorded for time. Students will be monitored for 
specific times and will be required to make those times which are established. Students who cannot run for injury or illness 
issues will be required to make up the run at the next available time even if it is not on the specified running day. 
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LAKEWOOD CHRISTIAN SCHOOLS ATHLETIC PROGRAM 
 
The after school sports program at LCS offers the following sports: 

 Elementary Flag Football   (Boys)    Fall Season 
 Middle School Flag Football  (Boys)   Fall Season 
 Elementary Basketball     (Girls)   Fall Season 
 Middle School Volleyball  (Girls)   Fall Season 
 Elementary Basketball  (Boys)  Winter Season 
 Middle School Basketball  (Boys)  Winter Season 
 Elementary Volleyball  (Girls)  Winter Season 
 Middle School Basketball  (Girls)  Winter Season 

 
Students in the 5th, 6th, 7th and 8th grades are eligible to try out. Our school is a member of the Christian Athletic League 
(CAL) and plays other Christian school teams in the area. Parents must sign a registration/consent form for each sport 
authorizing their child’s participation in the practices and games. 
 
STUDENT QUALIFICATIONS 
In order to participate in the after school sports program, the student must meet the following criteria: 
Parent’s permission to participate and be committed to attending all after school practices and games. 
Submit the required fees as stated by the athletic department which includes the mandatory participation fees 

and all uniforms necessary for practices and games. Fees will be non-refundable after the first week of practice. 
Adhere to team guidelines, as set forth by the Administration and Athletic Department. 
Must be in agreement with the school’s objectives. 
Must have a physical, and be in good condition.  Must sign a medical form before each season. 
 
SPORTS PROGRAM OBJECTIVES 
 
PURPOSE: 
To provide a positive experience and competitive environment of athletic participation. 
To allow students to learn how to demonstrate Christ-like attributes and attitudes and to participate in organized sports. 
To provide athletics, if correctly conducted, as a wholesome learning environment. 
To provide a unique opportunity for teachers and coaches to interact with students beyond the classroom. 
To give experiences not otherwise provided in the academic curriculum that will help the student’s spiritual, mental, 

emotional and social area of their lives. 
To create an interscholastic athletic program that exists for the development of student athletes, Christian values 

      and team unity. 
To provide a program that prepares and develops the student athletes for the middle school and high school levels. 

 
PLAN: 
To provide an extension of learning from the classroom to the locker room. 
To supplement or reinforce academic curriculum with integration of fitness, teamwork, fellowship, self-discipline and self-

control. 
To encourage students to demonstrate values communicated to them in order to experience positive results. 
To demonstrate that through hard work, self-sacrifice and team work, the ultimate goal is to glorify God in all that we 

accomplish. 
To provide an environment that will create a bond of unity and cooperation between students, parents, teachers and 
coaches that will please the Lord and bring a sense of pride to Lakewood Christian Schools. 

 
DOCUMENTATION: 
All participants must have a registration/consent form with a signature from a parent or legal guardian. 
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LAKEWOOD CHRISTIAN SCHOOLS 
AFTER SCHOOL ATHLETIC PROGRAM 

 
PROCEDURE: 
Physical Exercise 
Conditioning: stretching / running 
Skill Drills: agility / various fundamentals 
Team Drills: offense / defense / scrimmage  

    
Mental Exercise 
Playbook:  study and diagram offense / defense 
Meetings:  review and discuss accountability 
Learning:  team discipline 

 
Spiritual 
Prayer: before and after practice 
Scripture: integration / biblical examples 
Fellowship: interaction between teams 
Bible Study: short teaching before games 
Encouragement:  sportsmanship / attitudes 

 
GRADES:  
All participants must maintain at least a 2.0 G.P.A. or better. 
Any players receiving a D or F will be temporarily suspended from the team, pending a review by the school administrator, 

coach and teacher. 
The athletic department will randomly check grades. 

 
TRYOUTS: 
Shall be conducted prior to each season. 
Evaluations will be done by the coach(s) and Athletic Director. 
Tryouts are based on Attitude, Commitment (on and off the court), Physical Ability and other areas as directed by the coach. 
 The roster spots available will be as follows: (16) players for football teams, (10) players for basketball teams and  

        (12) players for volleyball teams. 
Each player will be notified of their status at the conclusion of each tryout which will be two/three days. 

 
CONDUCT: 
Any player receiving an unsatisfactory conduct report will be subject to dismissal from the team pending a review by the 
school administrator, coach and teacher.  Any poor sportsmanship displayed on or off the field / court will not be tolerated.   
Student athletes are representing Lakewood Christian Schools. We are not looking for perfection but rather those who are 
seeking to have hearts for Christ.  Players are expected to play hard, practice hard and be Committed to Excellence! 
Profanity, taunting and negative criticism toward other team members will not be tolerated. 

 
ATTENDANCE: 
Players must report on time to practices and games.  Illness and injury are the only excuse for being absent. If a player is 
absent for any other reason, they will lose playing time which is up to the discretion of the coach. 

 
PARTICIPATION: 
The coach will decide the playing time for each player.  Playing time will be based on hard work, skill, and commitment to 

team guidelines and objectives.  There is no mandatory play rule. 
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DRESS:  
All players must wear the appropriate practice attire. This includes the school issued uniform, white socks and a laced up 
tennis shoe or cleats. Uniforms will be purchased through the school by each player. All sweatbands, head bands, must be 
authorized by the athletic director.  Neatness will be a priority! Shirts will be tucked in at all times. Players not in the proper 
attire will not be allowed to practice or play. 

 
“Do you not know that those who run in a race all run, but one receives the prize? Run in such a way that you may 
obtain it. And everyone who competes for the prize is temperate in all things. Now they do it to obtain a perishable 
crown, but we for an imperishable crown. Therefore I run thus: not with uncertainty. Thus I fight: not as one who beats 
the air. But I discipline my body and bring it into subjection, lest, when I have preached to others, I myself should 
become disqualified.”   1 Corinthians 9:24-27 

AFTER PRACTICE OR A GAME 
If parents are not at the field or court by the completion of a game or practice, students will be checked into daycare. 
 
TRANSPORTATION 
LCS does not use a bus service for transportation to and from away games.  All transportation is provided by parent 
volunteers.  All drivers have been screened and approved by our school administration.  If you as a parent are unable to 
attend or pick up your child (student athlete) they will travel to and from the game with a parent volunteer driver. 
 
DRIVERS FOR SCHOOL EVENTS 
At LCS we appreciate our parent volunteers who drive our students to and from school events (field trips, after school 
sports, ACSI events, music festivals, and the like).  In an effort to maintain the highest level of safety and security for the 
transportation of our students, LCS conducts a background check on all drivers.  Volunteer drivers are asked to complete a 
Background Investigation Consent through the school administration office.  Forms are sent home at the beginning of the 
year and can be picked up in the main office.  Background checks are valid for 2 years. 
 
All drivers must have on file: 
Verified Background Investigation 
Copy of valid driver’s license 
Copy of current auto insurance 
 
DRIVER SAFETY AND SECURITY AGREEMENT 
A driver of a car must hold a valid, unrestricted driver’s license.  All vehicles must be properly licensed and in safe 
mechanical condition. 
There must be a seat belt for each passenger in the car.  Due to CA state law there may not be more than nine passengers 
in one vehicle. 
When transporting students on a school-related event, such as a field trip, drivers must go directly to and from school and 
event location and may NOT make any unrelated stops (personal errands, purchasing treats for students, etc.).  Emergency 
stops (for restroom or otherwise) must be reported to the teacher in charge as soon as possible. 
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Day Care Policy and Procedures 
Day Care is provided for our students who need a safe reliable, “home away from home” and for our working parents who 
are unable to drop off or pick up their children at regular school hours.  Safety while playing on the playground, visiting with 
friends, even homework time, is all lovingly provided by qualified Day Care staff.  Snacks are also available at a nominal 
cost. 
 
Registration for Bear Club takes place through Gradelink enrollment each year.  You may also sign up in person with the 
Bear Club Director or Assistant Director.  All families who enroll in extended care will receive a Parent Handbook and must 
submit an acknowledgement form before the student’s first day at Bear Club. 
 
Parents must physically be present to check in students before school on a regular day, any time after 6:30 am.  Charges 
will be placed on the following month’s tuition billing for any hourly use.  There is a dollar per minute late fee for pick up after 
6:00 pm.  Siblings may not pick up students. 
 
There is a gate in the fence on Arbor Road adjacent to the Children’s Ministry Center (CMC) which has a “door bell,” with a 
video/audio monitor.  When the button is pushed, and the parent is identified, the Day Care staff will “buzz the gate” allowing 
it to be unlocked and pushed open.  This gate and fencing around our Day Care playground is provided for the safety of our 
students. 
 
When a whistle blows at recess or on the playground at Day Care, students should stop and listen.  
 
For safety, students should not climb posts above the normal landing at the top of the slides on the Big Toy.  Students are 
expected to listen and obey the staff just as they would the classroom teachers. 
 
In the event of poor behavior, Day Care Staff will follow our school discipline plan and issue playground alerts or infractions 
as needed. 
 

Day Care Policy and Procedures on Game Days - Elementary School 
 
K-5 students must observe regular Day Care procedures on “game days.”  Generally the elementary students who choose 
to do so, will watch the game from the picnic tables under the supervision of Day Care staff.  Others may be playing on the 
Big Toy under supervision.  Parents will sign out their students when they arrive to pick them up.  If families remain to watch 
the game we request that students remain with their parent. 
 
 

Day Care Policy and Procedures on Game Days - Middle School 
 
Middle School students who are not signed up for Day Care are encouraged to cheer for our school teams without being 
charged for Day Care.  However to alleviate confusion, we request that Middle School students sign-in first on the special 
GAME DAY sign in sheet at the table and then sit in the designated bleachers on the opposite side of the court from the 
picnic tables.  We respectfully request all regular school rules and procedures be followed.  Students should remain on the 
far side of the court in order to walk to and from the CMC drinking fountain or bathrooms. 

 
 



39 
 

 

 

 

 

 

 

 

 
 
 
 

LAKEWOOD CHRISTIAN SCHOOLS 
 

DISASTER 
PREPAREDNESS 

HANDBOOK 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



40 
 

INTRODUCTION 
Natural disasters, such as earthquakes and floods, and manmade disasters, which can result from chemical accidents, 
falling aircraft, fires, explosions, etc., are potential hazards for which we must be prepared. 
 
The objective of the Lakewood Christian Schools Disaster Preparedness Plan is to provide the maximum practical 
protection for students and school personnel in the event of a disaster. 
 
To meet this objective, we must instruct and prepare students and staff in the appropriate and safe procedures to follow in 
the event of a disaster.  The occurrence of a large-scale disaster will require the involvement of all school departments and 
their resources to overcome the effects of the emergency. 
 
Since no two emergencies will be the same in nature, scope, or magnitude, it is necessary for the school’s plan to be basic, 
flexible and subject to modification as the need arises.  However, in any emergency, these priorities shall apply: 
 

Life safety 
Property 
Prepare campus for extended stay 

 
Lakewood Christian Schools will monitor radio station KNX AM 1070 in the event of an emergency.  We monitor NOAH, and 
receive updates on nixle.com. 
 

 
DECLARATION OF EMERGENCY 
 When conditions exist which are, or are likely to become beyond the control of the normal services of city government, a 
local emergency can be declared.  Declaration of a local emergency will be in writing and will take effect immediately.  This 
will cause widespread publicity and notice to be given of such declaration throughout the city.  Whenever a local emergency 
is declared, the administrator of Lakewood Christian Schools will notify school personnel.  Not all emergencies will originate 
with the local declaration.  The administrator of Lakewood Christian Schools also has the authority to declare an emergency 
on campus. 
 
EMERGENCY OPERATIONS BOARD 
The Emergency Operations Board manages the affairs of the school during a declared local emergency.  They may appoint 
committees for the administration of their affairs. 
 
The Emergency Operations Board consists of the following members: 
 

1.  Principal 
2.  Assistant Principal 
3.  Pre-School Director 
4.  Administrative Assistant 

 
DISASTERS-GENERAL 
It is important during an emergency that all school personnel conduct themselves in a professional manner, and 
demonstrate through their actions that degree of expertise, which promotes confidence. 
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INITIAL RESPONSE 
No two emergencies will be identical, but there are guidelines appropriate for all potential situations.  The four primary tasks 
of personnel on the scene are: 

 
Observing 
Estimating the situation 
Communicating the situation estimate 
Establishing on-scene control and communication 
 
Generally, only if these four tasks have been completely and thoroughly executed should personnel become involved in 
actual control measures, rescues, or other related activities.     
                          
SITUATION ESTIMATE 
At the scene of an actual or potential emergency the gathering of information is one of the primary steps toward eventual 
control.  This compilation of facts as perceived by the person on the scene is termed a situation estimate.  In most cases 
there will be limited time for a detailed analysis; however, a perceptive estimate of the situation could be essential to a 
successful termination of the emergency.  Depending upon type and magnitude of the emergency, immediate control tactics 
may or may not be affected; nonetheless, the forwarding of a situation estimate to the Command Post should be foremost in 
the employee’s mind.  The situation estimate should include: 

 
Location of emergency 
Type of emergency 
Size of the involved area (both actual and potential) 
Number of casualties 
Type of structure(s) involved 
Weather conditions 
Assistance required (police, fire, etc.) 
 
COMMAND POST SELECTION 
In the event of an emergency, the Command post will be in the Tanglewood Building.  If the Tanglewood Building is deemed 
unsafe for use, the Command Post will be transferred to the West parking lot, north of the log cabin or to an area deemed 
safe at that time. 

 
ASSEMBLY AREAS 
Following an earthquake, and in case of fire, assemble in areas approved by local emergency service authorities.  Areas 
should be a safe distance from buildings, away from driveways, and with a safe exit route in case danger spreads. 

 
DISASTER-SPECIFIC 

 
FIRE 
Students and adults evacuate the building to designated areas according to the pre-arranged plans.  The teacher will be the 
last person to leave the classroom, taking the class record/roll sheet, emergency backpack, and keys with him/her and is to 
close the exterior doors. 
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EARTHQUAKE 
KEEP CALM - DO NOT RUN! 

 
If indoors: 

 
Drop to the floor beneath a desk, chair, table or bench with your back to any windows. 

 
In a bent and crouched over position, bury face in the crook of elbows, place other hand over the back of your neck. 

 
Cover your head with a coat, sweater, or notebook, if handy. 

 
After shaking is over, if evacuation signal is given, go to the assembly area. 

 
If outdoors: 

 
Get away from all buildings. 

 
Stay clear of walls, power poles, trees, loose wires, and metal fences.  Lie flat on the ground and bury face in the crook of 
one elbow, place the other hand over the back of your neck. 

 
If enroute to and/or from school: 

 
The safest place to be is in the open - STAY THERE! 

 
Move away from buildings, trees and exposed wires.  DO NOT RUN! 

 
After the earthquake, if on the way to school, continue to school.   
If on the way home, continue home. 

 
AIRCRAFT ACCIDENTS 
Unless an obvious action is indicated, the school administrator will determine the emergency action to be taken.  Whenever 
necessary, teachers will take immediate action to ensure the safety of students.  All persons must be kept at a safe distance 
from the aircraft because of the great danger of explosion.  The sound of the crash or explosion may be the only warning.  If 
an aircraft crashes on or near school buildings, teachers give the “DROP” command to protect students against blast, falling 
obstacles or materials.  Teachers then take immediate action to move children to assembly areas.  Members of the school 
staff perform necessary measures to help injured students. 
 
FLOOD 
The School Administrator will initiate any of the emergency actions considered necessary.  The action will depend on the 
severity of the situation as reported by emergency broadcasts of fire and/or police personnel. 

 
CONTAMINATION 
Warning of a chemical accident or contamination is usually received from the fire and/or police department when there is a 
threat to the safety of the school.  These accidents may include overturned tankers, broken fuel lines, and those related to 
the industrial use of chemicals.  Where the reported accident occurs, the following procedure is required: 

 
Determine whether students and staff should leave the school grounds. 
Move crosswind, never directly with or against the wind, if it is necessary to evacuate the area. 
Render first aid if necessary. 
Do not return to school until officials have declared the area safe. 
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CIVIL DISORDER/LOCK DOWN/TERRORIST THREAT 
State or local officials may declare emergency conditions or curfews. The school administrator, likewise, may determine a 
school site emergency due to localized unrest.  In either case, students shall remain indoors until declared safe to do 
otherwise.  Usually students would remain in their classrooms under supervision of the classroom teacher.  If the intercom 
system is working, information will be announced from the office.  Other action(s) will depend on the severity of the situation 
as reported by local officials and/or observed by the Emergency Operations Board. 
 
 
 
CODE PROTOCOL:  SHELTER-IN-PLACE 
When a matter arises that puts the school and/or church in a place of concern, a “shelter-in-place” code will put all staff on 
alert.  This is a non-emergency situation.  The protocol for a “shelter-in-place” is as follows: 
 
All children and adults must go into designated safe rooms in the Arbor or Tanglewood buildings.  Log Cabin, Woodshop, 
CMC, are not considered safe.  Doors must be locked. 
 
Windows that face the outside of a building should be covered, but lights may remain on. 
 
Passage to other classrooms, the lunch room or the bathroom is permitted but no one is to use outer doors (doors facing 
Arbor or Tanglewood).  Please use inside hallways and/or use breezeway as little as possible. 
 
Classroom noise should be kept at a minimum so that messages may be heard on the intercom, but normal routines are 
encouraged. 
 
Wait for further instructions from office. 
 
CODE PROTOCOL:  LOCKDOWN 
When there is an immediate threat to anyone or any part of our campus, the principal or pastor may put a “lockdown” code 
into effect.  This is an emergency situation when there is a recognized threat.  The protocol for a “lockdown” is as follows: 
 
All children and adults must go into designated safe rooms in the Arbor or Tanglewood buildings.  Log Cabin,Woodshop, 
CMC, are not considered safe. 
 
Doors must be locked. 
 
Windows must be covered.  Lights must be turned off. 
 
No one may leave a safe room unless given permission by a member of the Emergency Operations Board or a police 
officer. 
 
Communication will be maintained through intercom and/or cell phones. 
 
Emergency Operations Board (EOB) 
Principal and/ or Pastor 
Administrative Assistant (in charge of communication) 
Assistant Principal 
Main Office Personnel (in charge of intercom) 
Pre-School Director 
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Additional Instructions 
During “shelter-in-place” code, all classrooms are considered safe.    Any students outside must go to the Fellowship Hall 
immediately unless otherwise stated by EOB. 
 
During “lockdown” code, all students must move to a secure room.  Please see the map.  Any students outside must go to 
the Fellowship Hall immediately unless otherwise stated by EOB. 
 
If students are in an elective class that is in a secure room, they must stay in that room with the elective teacher until asked 
to move by the EOB 
 
During an emergency it’s important to keep lines of communication open.  Please wait to be contacted by a member of the 
EOB instead of trying to contact them unless you or a child in your care is facing imminent danger. 
 
To report any new and pertinent information regarding the code, please contact the Administrative Assistant. 
 
 
 
 
COMMITTEES 

 
HEADQUARTERS 
Oversees all other committees; establishes a messenger to each committee chairperson to evaluate needs and priorities; 
located in the Tanglewood Building or on the West parking lot, north of the Log Cabin, if buildings are unsafe.  Chairperson 
is the principal. 
 
COMMUNICATION 
Establishes communications with outside authorities and listens to and evaluates news on the radio (AM 980) for outside 
information; located in the Tanglewood Building or on the West parking lot, north of the Log Cabin.  Chairperson is the 
administrative assistant. 
 
SECURITY AND RELEASE 
Secures all students on campus and releases them to authorized persons; secures campus from outside intrusion.  
Chairpersons are the Middle School teachers assisted by the 4th grade teachers. 
 
SEARCH AND RESCUE 
Find anyone trapped in rooms; take injured to First Aid Station.  Chairpersons are the 5th grade teachers. 
 
FIRST AID 
Takes care of anyone injured; located adjacent to headquarters or command post.  Chairpersons are Kindergarten 
teachers, assisted by teacher’s aides. 
 
MASS CARE 
Distributes supplies to others as needed.  Chairpersons are 3rd grade teachers. 

 
SURROUNDING AREA 
Knows where hospitals are located in case we need them; evaluates the conditions around the school.  Chairpersons are 
the 1st grade teachers. 
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FOOD AND WATER 
Makes sure we have enough to eat and drink if we have to stay at school for an extended period of time.  Chairpersons are 
the 2nd grade teachers. 

 
BUILDING ANALYSIS, FIRE, SHELTER AND SANITATION 
Surveys entire school and determines which buildings are damaged and which are safe to use; puts out fires, builds 
temporary shelters as needed; sets up sanitation facilities as needed.  Committee is all available church ministerial staff and 
interns.  Chairpersons are Maintenance Engineer and Facilities Coordinator. 

 
 

RESPONSIBILITIES OF SCHOOL PERSONNEL 
 
PRINCIPAL 
The school administrator is Chairperson of the Emergency Operations Board.  She is responsible for declaring a local 
emergency and notifying school of such.  Her location at the time of an emergency will be the Tanglewood Building or the 
playground area north of the Log Cabin. 
 
TEACHERS 
Teachers are responsible for becoming familiar with the disaster preparedness plan in the school.  They will teach students 
facts, appropriate to their age level of understanding, about personal safety during an emergency.  They will orient students 
on disaster drill procedures and train them so they react automatically to emergency situations.  They will remain at school 
during an emergency situation unless assigned to other duties by the school administrator.  They will keep roll books or 
class lists in their possession during all drills, alerts, and/or actual emergencies, and be prepared to account for their 
students at all times. 
 
ADMINISTRATIVE ASSISTANT 
The administrative assistant will become familiar with the school disaster preparedness plan and under the direction of the 
principal will provide for the preservation of essential school records.  She will be a member of the Communication 
committee and will receive and send telephone messages and assist staff members as requested by the administrator. 
 
AIDES, SUPPORT STAFF and ALL OTHER PERSONNEL 
Unless otherwise assigned, all staff are to report to the main school office on the first floor of the Tanglewood Building.  
Please assist in keeping a calm atmosphere. 
 
PREPAREDNESS OF SCHOOL UNITS 
 
RETAINING STUDENTS DURING A DISASTER 
It shall be the policy to hold students, pre-school through 8th grade, at school until the Emergency Operations Board 
determines that it is safe to dismiss them, or until picked up by a parent, legal guardian or previously designated adult. 
 
According to Civil Defense authorities, school buildings, as a rule, represent more solid and safe constructions than most 
homes or other dwellings.  School grounds provide, next to our parks, the largest clear and unobstructed areas. 
 
RELEASE OF STUDENTS 
Students in grades pre-school through 8th grade will be released during the disaster, occurring during regular school day, 
only if their parents, legal guardian, or previously designated adult comes to the school personally to pick them up. 
 
The fact that parents will know where their children are, that they will be under supervision, and the precautions for their 
safety will be observed should help prevent panic and confusion. 
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PARTICIPATION IN DRILLS 
How one reacts in emergencies will depend largely upon how well one has been trained to react.  Therefore, frequent 
instruction and practice is important so that all involved react automatically to emergency signals and situations. 
 
The Education Code of the State of California provides that the system of drills in the area of Civil Defense Preparedness 
and Fires, once adopted by a Board of Education, becomes a requirement for all students. 
 
All occupants of the building, including teachers, administrators, classified employees, and other adults or children must 
leave the school building during a drill.  Students are to leave the building in an orderly manner. 


