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Truth of 
DƻŘΩǎ 
Word 

Making disciples Praying  Daily 

Worshipping   
Christ {ŜŜƛƴƎ DƻŘΩǎ tƭŀƴ 



 

 
 

 

 

 

 
Before you are able to develop a relationship with someone you 
need to spend some time with them. The same is true with your 
relationship with the Lord.  
 

Colossians 2:6, 7 are  our theme verse s for this year.  
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
May this 25 th  year of service at The Master ôs Academy be a year 

that God grants us opportunities to GROW  in service to HIM, and 

that our faith is strengthened as we remain grounded, rooted and 

bu ilt up in and for Him.  

 

 

 

Truth of 
DƻŘΩǎ 
Word 

Making disciples Praying  Daily 

Worshipping   
Christ {ŜŜƛƴƎ DƻŘΩǎ tƭŀƴ 

ñSo then, just as you received 

Christ Jesus as Lord, continue 
to live in H im, rooted and built 

up in himé  

Grounded  in the Truth -  This 

means spending time study ing  

God's Word .  

Reaching the Lost -  Jesus called 

His disciples ñto go and make 

disciples of all nationsò. (Matt 

28:18) This is called the Great 

Commission.  
Open to God's Plan -  We need to 

pray daily to God and be  open to 

seeing how He could answer our 

prayers .   

W orshiping Christ Alone -  We 

need to spend time worshiping the 

Lord by singing , praising Him , and 

worshiping with other believers . 

... strengthened in the faith as 

you were taught, and 

overflowing with thankf ulness. ò 
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BASIC CHARACTERISTICS OF A SECOND GRADER  
 
 

Every child grows and develops at his own rate.  There is really no typical second grade child!  Some seven-year-old children may 

act and  learn like six-year-old children while others act  more like children a year or more older. 
 

Children, like adults, thrive on success.  When children are given tasks to perform by adults, they need to feel successful and be 
trained in all aspects of completing them before being sent off on their own.  We must work to help children to develop a happy and 

well adjusted outlook on life.  Successful experiences and understanding and supportive adults are a great start. 
 

PHYSICAL GROWTH  
 1. Very active but easily fatigued 

 2. Growth slow and steady 

 3. Losing teeth       

 4. Improvement of eye-hand coordination 

 5. Better use of small muscles 
 6. Eyes not yet ready for much close work 
 

ACTIONS AND REACTIONS  
 1. Can be still for only a short time 

 2. Aggressive, yet sympathetic 

 3. Lengthening periods of calmness 

 4. Showing desire for freedom and a desire to grow away from adults 

 5. Emotional - particularly fearful of imaginary and improbable dangers 

 6. A boaster 

 7. Sensitive to ridicule, failure, loss of prestige 
 8. Interest in immediate environment 

 9. Boys' and girls' interests similar, yet beginning to diverge 

10. Interest in songs, rhythms, fairy tales, nature stories and television 

11. Usually a good listener 

12. Strong liking for anything that runs on wheels 

13. Beginning of manipulative skill 

14. Much enjoyment from using competitive spirit 

15. Little abstract thinking, yet learns best when actively involved 

16. Anxious to do things well; likes to use hands 

17. Talkative; exaggerates; may fight with words instead of blows 

18. Concerned about right and wrong, though sometimes prone to take small objects 
19. Beginning to understand time and money values 
 

SPECIAL NEEDS 
 1. Some independence and some encouraging support 

 2. Learning situations with concrete objects 

 3. Warmth and encouragement from adults 

 4.  Frequent periods of rest and relaxation 

 5. Proper medical care for usual children's distresses 

 6. Opportunities to be like his friends 

 7. Good food at regular intervals 
 8. Broadening experiences to satisfy his growing interests 

 9. School work geared to his ability level 

10. Assistance from adults concerning property rights 
 

HOW CAN ADULTS HELP  
 1. Provide opportunities for muscular activities - climbing, etc. 

 2. Give child the feeling that you are standing by 

 3. Set up regular habits for food and frequent rest period 

 4. Give child some economic independence through allowance or opportunities to earn money 

 5. Provide regular examinations by doctor and dentist 

 6. Set example as to habits of tidiness, posture, and thoughtfulness 

 7. Give child some parts of family planning and chores 

 8. Provide opportunities to develop moral and spiritual understanding 

 9. Give child activities in which he can use hands as well as larger muscles 

10. Provide opportunities to play with others his own age 

11. Give patient instruction concerning what is his and what is another's property 
 

 



 

 

 SECOND GRADE REALISTIC GOALS  

 

  BIBLE  

 1. Understand character traits that made Bible men and women heroes. 

 2. Memorize quarterly Bible passages. 

 3. Memorize the books of the Bible. 

 

READING  

 1. Apply all phonics rules to reading 

 2. Develop smoothness and accuracy in oral reading 

 3. Develop word attack skills        
4. Increase comprehension skills 

5. Oral and written book reports 

 

SPELLING  
Continue to increase use of phonics rules and develop knowledge of words in sight, sound, and meaning. 

 
LANGUAGE  
1. Increase ability to recognize and write complete sentences including declarative, interrogative, and exclamatory 

2. Apply capitalization rules, days of week, months, sentence beginnings, names, and special holidays 

3. Correctly punctuate sentence 

5. Continue to expand knowledge of prefixes and suffixes 

6. Divide words into syllables 
7. Alphabetize words 

 8. Recognize and work with compound words, rhyming words, antonyms and synonums, singular and  plural 

words, singular possessive words, & contractions 

 9. Realize that language is a gift from God and grow in ability to use language to His glory 

 

HANDWRITING  

1. Review manuscript and correct pencil grip. 

2. Learn letter formation for cursive writing. 

CREATIVE WRITING   
1. Learn and practice the writing process in creative writing 

 

MATH  
  1. Master addition and subtraction facts through eighteen family 

 2. Develop a speed and accuracy in calculation   

  3. Master recognizing and counting coins  

  4. Continue developing skill in place value of numbers (i.e.: ones, tens, hundreds, and thousands) 

   5. Understand and compute simple story problems 

  6. Master counting to one hundred by ones, twos, threes  fives, and tens in order and backwards. 

  7. Master telling time 

  8. Introduce addition and subtraction in hundreds and thousands place values. 

  9. Introduce addition with carrying and subtraction with borrowing 

 10. Continue on units of measurement (i.e.: cup, pint, quart, dozen, inches, foot, pound, ounces, etc.) 

 11. Continue to read and understand the meaning of a calendar. 
12.  Introduce multiplication and division and memorize through the 5ôs times table at a minimum. 

 
SCIENCE 
1. Scientific investigations 
2. Animals 

3. Solids, liquids and gases 

4. Position and motion 

5. Bones and muscles 

6. Health and safety 
 

HISTORY  
1.  Develop an understanding of what a community is and some elements that contribute to communities. 

2.  Discover what life was like in America from its founding through the Revolutionary War. 

 



 

 

GENERAL INFORMATION - SECOND GRADE  
 
 

SUPPLIES  
As your child runs out of supplies throughout the school year,, please replace them.  Not  having necessary supplies is a major 
classroom problem which can interfere with the overall learning process.  Please do not permit your child to bring toys, athletic 
equipment or electronic equipment without teacher permission.. 
 

Cover all workbooks with clear contact paper. 
 
BIBLE  
Weekly tests on memory verses. 
 

SPELLING  
Your child will be bringing home a spelling list.  Although we will drill the spelling words at school each day, your child will also 
need to study the words at home. Each week there will be a final test on Friday.  Please study the words with your child. 
 

PENMANSHIP 
Grade is based on correct formation of letters, slant, alignment, neatness and correct spelling.  Manuscript writing will be required 
first semester.  Cursive will be required on all work when we have completed instruction on all letters.  Penmanship is graded on an 
S, N and U scale. 
 

READING /PHONICS 
Grades are based on comprehension, vocabulary, oral reading skills, uarterly book reports, and weekly oral and written phonics tests. 
 

SCIENCE and HISTORY  
Both these subjects are one semester in length and grades are based on the  S, N, and U scale. 
 

MATH  
After completing math pages in the classroom and for homework, they may be sent home for you to continue any reinforcement 
necessary.   Although they do not need to be signed, it is important that you look through them, go over any problem areas and offer 
reinforcement.  Weekly tests are given as well as speed drills (which are timed). 
 

LATE WORK  
All work should be completed in a timely manner.  Should a teacher grant additional time, the grade will be lowered one letter grade 
per day.  All work should be turned in ï even if a ñ0ò grade is assigned to the work. 
 

WEEKLY TEST ENVELOPES  
Weekly tests will be given in each subject.  Tests will be put in a large envelope and sent home with your child.  You 

should look through the set of papers carefully, sign the paper, and send the envelope back to school.  It is important 
that you are prompt in returning the envelope.  Also, it is extremely important that you look at every test carefully.  

You should notice any mistakes your child made or any particular problems that he is having so that you may offer help 
and reinforcement at home.  This has proved to be an excellent source of feedback and communication. 

 

BIRTHDAYS  
Birthdays are special events in the lives of children.  If you will make arrangements in advance, you may bring a treat 
for the class in honor of your child on his birthday.  Please make sure the treats are individual ones - i.e. small cupcakes 
rather than a large cake, etc.  This classroom celebration means a great deal to a child as his classmates share in the 
excitement of his/her birthday.  Please send napkins (and spoons, if needed) with birthday goodies. 
 

SNACKS AND LUNCH  
              
Lunch is 30 minutes each day.  If you send a lunch, please try to send a good, well-balanced meal.  Second graders may use the 
microwave for heating items taking 1 minute or less.  You will also need to send a snack for your child to eat during the morning.  
Please do not send junk food or  sweets for your child's snack.  Send only fresh fruit, raisins, etc.  Please send napkins with snacks 
as needed.  Please do not send morning snacks that would require spoons or send a spoon.  There are none in the classrooms 
for snacks. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

GRADING SYSTEM GUIDE ð  

FIRST THROUGH FIFTH GRADE S 
 

ñAò  Consistently does more than is required. 

  Has wide vocabulary ï both written and oral.  

  Alert and takes active part in discussions. 

  Has unusual dependability. 

  Is prompt, neat, accurate, and thorough in all work. 

  Knows how to select books, tools, materials for projects and activities. 

Is a diligent worker.  

Has initiative and originality in attacking problems. 

Has ability to associate and rethink problems and can adapt to new and changing 

situations. 

Has enthusiasm for and interest in work. 

Has ability to apply ideas gained in study to every day life. 
 

ñBò  Frequently does more than required. 

  Has good vocabulary ï both written and oral. 

  Is careful complying with assignments. 

  Displays eagerness in attacking to new problems; profits from criticism.  

  Is prompt, neat, thorough, and usually accurate in all work. 

  Has the ability to apply general principles to course of study. 

 

ñCò  Does what is required. 

  Possesses a moderate vocabulary ï written and oral.  

  Willing to apply himself during class time. 

  Does daily preparation with comparative freedom from carelessness. 

  Attentive to assignments. 

  Has ability to retain the general principles of the subject. 

 

ñDò  Does less than is required. 

  Frequent tardies and absences may negatively impact academic success. 

  Unprepared often with supplies, books, and/or homework.   

  Frequently ñmisunderstandsò assignments. 

  Willing but slow in complying with instructions. 

  Careless in presentation of work. 

  Does not meet satisfactory standards. 
 

ñFò  Does not do what is required. 

  Listless and inattentive in class. 

Frequently unprepared with supplies, books, and/or homework for class. 

  Tardy with work.  

  Demonstrates no initiative and little responsibility for the matter presented. 

  Retains only fragments of the general principles of the subject. 

 

 

 

 

 

 



 

 

LOWER SCHOOL DISCIPL INE 

KINDERGARTEN THROUGH  5
TH

 GRADE 
 

The Administration reserves the right to make decisions regarding dismissal at any level of offense. 

 
 

 LEVEL  1:  CLASSROOM RULES = 1 DEMERI T FOR EACH VIOLATION  AND DAILY CLASSROOM 

CONSEQUENCE. AFTER 10 LEVEL 1 DEMERITS CONDUCT POI NTS IN K-5TH GRADES WILL DOUBLE .   
 

Classroom Rules 
1. Follow directions 

2. Raise hand to speak, wait to be called upon, and stand to speak. 
3. Leave seat only with permission. 

4. Name calling/teasing 

5. Keep hands, feet, and objects to oneself. 
6. Three dress code infractions  

7. Three after school green slips 

Daily Classroom Consequences 
Name on Board: Loss of points on conduct grade 

1 demerit:  Partial recess loss 
2 demerits:  Total recess loss and Behavior Log 

3 demerits:  Total recess loss, Behavior Log, and Lunch Detention 

4 demerits:   Sent to office and Lunch Detention 
 

 LEVEL  2:  UNACCEPTABLE BEHAVIORS   INCLUDE , BUT ARE NOT LIMITED TO THE FOLLOWING , AND WILL 

RESULT IN ONE ASD (AFTER SCHOOL DETENTION ):  
 

4 Demerits   6 Demerits   10 Demerits 

Horseplay    Disrespect to authority  Bullying 

Inappropriate chapel,     or peers   Direct Disobedience 
  assembly, or lunch   Profanity    

  behavior   Stealing 

Lying    Cheating       
Damaging Property   

Inappropriate jokes 

   gestures, language or 
   pictures 
 

 LEVEL  3:   SEVERE BEHAVIORS  MAY INCLUDE , BUT ARE NOT LIMITED TO THE FOLLOWING : SENT TO 

OFFICE, 20 DEMERITS , BEHAVIOR IMPLEMENTAT ION PLAN , POSSIBLE MEETING WIT H DISCIPLINE 

COMMITTEE , AND POSSIBLE SUSPENSION OR EXPULSION.  
Severe behaviors include being in possession of a weapon on campus, leaving school without permission, fighting, 

sexual harassment, sexual misconduct, possession of drugs, and other behaviors deemed severe by the administration 

which can constitute grounds for suspension and/or expulsion. 
 

CONSEQUENCES FOR ACCUMULATED DEMERITS FOR LEVELS 1-3 

Demerit consequences start over second semester; however the accumulation of demerits continues throughout the year.  

Students earning 60 or more demerits may be dismissed or not allowed to reenroll for the next school year. 

  

AWARDS 

Č M ONTHLY AWARD: Students with no demerits in a month will receive a casual day. 
Č CITIZENSHIP AWARD : this annual award is given to all students who have earned Aôs or Eôs  in conduct 

every quarter for the year, AND total demerits for the year do not exceed 10. 

 

 

 



 

 

LOWER SCHOOL COMPETITIONS  

 

Students qualify for various competitions throughout the school year.  Participants are 

determined by testing, grades, teacher selection, tryouts, and class placement   Students can 

compete in multiple activities.  Some activities/competitions necessitate fees not included in 

the activity fees.  Activities annually vary from year to year as we determine the distance and 

the relative importance of the activity. 

 
 

Activity  
 

Grade 
 

Selection 

 
ACSI Spelling 

 
1-4 

 
Top scorers per grade on an ACSI spelling 
pretest. 

 
ACSI Spelling 

 
5 

 
Highest class average per grade; test in case of 
ties. 

 
ACSI Math 

 
3-5 

 
Highest class average per grade; test in case of 
ties. 

 
ACSI Speech 

 
1-5 

 
Teacher selection.  

 
ACSI Creative Writing 

 
4-8 

 
Students submit writing; Teacher selection. 

 
ACSI Art 

 
3-5 

 
Teacher selection. 

 
ACSI Choral 

4-5  
Tryouts for lower school chorus. 

 
ACSI Band 

 
4-5 

 
Qualified band participants. 

 
Cheerleading 

 
4-5 

 
Tryouts. 

 
 
 

 
 
 
 
 

 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 



 

LOWER SCHOOL HOMEWORK  

 

¶ How much time is required on the lower school level?  
It has been our experience that the time expended on homework can vary greatly on any grade level depending 
on such factors as the maturity of the student and the environment given to studies.  The normal ñrule of thumbò 
is ten minutes times the grade level ï Kindergarten and first grade ï ten minutes; second grade ï twenty 
minutes; third grade ï thirty minutes; etc. 
 

¶ How do parents know what the homework is? 
Student homework journals contain daily assignments, weekly tests, special activities, discipline incidents, and 
other timely information for parents.  Parent signatures daily on homework journals indicate acknowledgement 
of, but not necessarily completion of homework assignments.  The journals provide a means of constant 
communication in our partnering process.  Weekly overviews from each class also help parents to be aware of 
homework assignments.  PLAN a time each day to go over the journal entries and to sign the journal. 
 

¶ How can homework be completed without ruining the family? 
!Homework should be done in a proper study area ï consider the location, the lighting, the distractions, and 
the available supplies. 
 

!Homework must be completed and turned in on time.  Schedule homework times rather than trying to 
complete homework when nothing else is happening.  Begin building good study habits early. 
 

!Children should do homework on their own.   The parent encourages a child to be responsible for his own 
work.  You are there to build confidence in your childôs ability to do the work, but the child needs to do the work.  
You can help by breaking an assignment down into smaller pieces, by asking questions, by drilling facts, by 
making suggestions.  Donôt yield to that temptation of doing the work, writing the answers, improving the project, 
etc. for your child.  Easier is rarely best. 
 

!Honest praise and encouragement build not only good study habits, but also self-esteem.  Avoid comparisons 
with other siblings, friendsô children, or what you may have done in school.  Be specific about what your child is 
doing correctly ï getting started on time, using time wisely, beginning without arguing, neatness, careful work, 
etc.  Abundant specific praise is especially important to elementary children.   
 

!If your child is NOT doing his homework, donôt nag.  It doesnôt work with adults, husband/wives, or children.  
Let your child know that you EXPECT homework to be done and the consequences for not doing.  Homework is 
not an option.  Communicate clearly, quietly, but firmly the boundaries. 
 

!Work with the teacher.  Donôt hesitate to write a note on the journal, call the office, or contact the teacher via 
email for a conference or suggestions.  Children respond more consistently and favorably when home and 
school are one team. 
 

¶ What is the value of homework? 
Homework is repetition, drill, remediation, review, and working on long and short range projects or reports.  It is 
an essential part of the educational process.  Homework affects achievement in school.  The most important 
thing parents must decide is ï How important is homework?  Homework ultimately should not compete with 
sports, music lessons, Scouts, dance, etc.  Yes, a child should be well rounded and participate in extracurricular 
activities, but not at the expense of homework.  Most students will not attend college based on their dance, 
sports, Scout, or other activities, but on their academic performance.   
 

You, the parent, are the key.  Take a daily interest in homework.  Donôt just send 
children to their room to do homework.  Help the family prioritize homework integrated 
with other family activities.  If homework is important to you, it will be to your child. 
 
 
 
 
 
 
 
 
 
 



 
 

BIBLE MEMORIZATION  

 

All students in kindergarten through the fifth grade memorize Bible passages on a quarterly 

basis.  During the fourth quarter students not only learn new verses but also recite the passages 

from the first three quarters in order to qualify for the annual Bible memorization award given 

at the end of the year.  Weekly verses may also be learned in the classroom. 

 

Tentative Passages for Each Quarter 
 

Quarter  K First  Second Third  Fourth  Fifth  

First  

ABCôs 

 

 

Of 

 

 

Scripture 

Ephesians 

6:1-8 
Ephesians 

6:11-18 

 

Proverbs. 2:1-

10 
1 Corinthians 

13:1-13 
John  

1:1-18 

Second Luke  
2:7-16 

Luke  
2:1-20 

Psalm 139 Psalm  
1:1-6 

Psalm 121 
 

1 Peter 
1:13-23 

 

Third Proverbs 3:1-

8 
Matthew 
5:1-16 

Matthew 7:1-

14 
Phil. 4:4-9 

1 John 3:16-20 
 

Psalm  
91:1-16 

 

Fourth Psalm 23 Psalm 100 

 

James  
1:1-12 

Matthew 28:1-

8 
 

Psalm 
51:1-19 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



  

 

 

Below are descriptions of various lower school projects or activities.  Activities from year to year may 

vary. 
 

1. Lower school activities are open to all TMA students as designated by the event requirements. 

2. Lower school activities are planned and coordinated by the lower school staff with assistance  
   from lower school parents. 

3. Lower school activities may be voluntary or mandatory depending upon the activity. 

4. Lower school activities should promote the building of positive character traits in young people. 

5. Lower school activities are designed to encourage spiritual, academic, social, and physical  
   growth. 

6. Lower school students are expected to exhibit the same discipline and dress standards as in the 

classroom. 
 

AWARDS ASSEMBLIES  
Who:  Kindergarten 5 - Fifth Grade 
When:  Last week of school 

What:   Time for K-5th grade students to receive awards recognizing their diligent efforts  

   throughout the year.   A partial list of awards presented may include: 

 
  Reading contests  Presidential Academic Fitness 

  Citizenship    Disney Dreamers and Doers  

  Perfect Attendance  Honor Rolls 
  Math SuperStars  Safety Patrol 

  Bible Memorization   Presidential Physical Fitness 

  ACSI competitions   
 

     BAND 
Who:  Fourth and Fifth Graders 

When:  During and/or after school 
 What:   Beginning band is taught to students who choose band as a musical enrichment   

    opportunity. Students learn, practice, and may perform at various programs during  

   the year. 
 

  CHORUS 

  Who:  Fourth and fifth graders who desire to participate in our performing    

    chorus.   
  When:  Weekly practice (normally after school) with the music teacher 

  What:   Students in grades 4 and 5 who desire more music opportunities.  Tryouts 

    are required. 
 

                        CHRISTMAS  
  Who:  Kindergarten 4 - Fifth Grade 

  When:  Christmas 
  What:   God so loved the world that He GAVE Jesus to the world at Christmas.  

    We are involved in activities where we can help others.  
 

 

   EXTRACURRICULAR SPORTS  
  Who:   Kindergarten 4 - Fifth grade 

  When:   Seasonal  

   What:              A varied extracurricular sports program is available to lower school students.          
 Fielding teams for the different sports varies from year to year depending on parent volunteer 

coaches, team moms, and student interest. 

 
 

 

 



 

 
 

 

 

   FUN DAY  
  Who:  All lower school grades 
  When:  Spring (generally late March or early April) 
  What:              A day for fun and games.  Much parent involvement is needed 
 

 

     MATH SUPERSTARS 
  Who:  First - Fifth Grade; Kindergarten second semester 

  When:  Weekly 
  What:   Parents lead in a special math lesson.  
 

 

     PATROLS 
  Who:  Fifth Graders 
  When:  All year 

  What:   Service opportunity to help others in various jobs at school. 
 

 

  SUPER SCIENCTIST 
  Who:  Kindergarten through fifth grade 

  When:  One or two times a month 

  What:   Parents lead in special science lessons for the classes 
 

     SPEECH MEET 
  Who:  Grades 1-5 

  When:  Timing and participation varies from year to year 

  What:   Students memorize selected material.  Classroom competitions  

    produce two students for recitation at a school assembly. 

 

 

 

 

 

 

 

VOLUNTEERS ARE 

NEEDED FOR MANY 

OF THESE ACTIVITIES 
 
 
 
 
 



 
 
 
 
 

PARENT INVOLVEMENT  

 
You are needed!  Some parents may feel that because they are "paying" TMA to educate their child, they, as 

parents, have involved themselves sufficiently in the educational process.  As in anything in life, your return is 

in proportion to your input (Luke 6:38).  Research has shown that the more a parent is actively involved in a 

childôs education, the greater the achievement by the student.  Therefore, if a parentôs involvement is only 

monetary in nature, then the child may only benefit marginally. 

 

How can you communicate to your child that you are actively interested in his education?  Two avenues are 

available at TMA.  One - you might consider volunteering in any of a variety of opportunities demonstrating 

an active interest and involvement in your childôs spiritual and academic activities and progress. A second 

way is home involvement ï not doing the work for a child, but consistent, deliberate interest in a childôs 

homework, ideas, and reading.  Regardless of the lower school grade, continue to read to your child.  Let your 

child see you read.  Actions speak louder than words.  Turn off the TV and electronic games and each month 

have a family ñreading and sharingò night! 

 

TMA values your input and availability.  In order to provide those "extras," YOU are needed.  The following 

pages describe a number of choices available.  Read them carefully and consider not only what TMA can do 

for your child, but what you can do for the children at TMA. 
 

 

 ôPLUSõ - VOLUNTEER PROCEDURES  
   
 

Volunteers are a PLUS - Parents Lending Us Support! 
 

1. Thank you for helping. 

2. Always park in the lower school parking on the west side of the buildings. 

3. Come to the office FIRST to: 

a. sign in  

b. pick up visitor and/or name tag 

c. leave purse and personal belongings in office if desired 

d. receive any special instructions or schedule changes. 

4. Please return to the office and sign out before leaving campus. 

5. Volunteers working directly with students should consider attending the substitute workshop in 

September. 

6. When unable to be present on your volunteer day, please notify the office or teacher as much in 

advance as possible so schedules can be adjusted. 

7. Creativity and initiative are encouraged, but always check with the appropriate staff 

member before implementing ideas/suggestions. 

 
 

 

 

 

 

 
 

 

 


