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Preface

Welcome 

Welcome to Dakar Academy, commonly known as “DA”. This staff handbook has been prepared to help you understand our expectations and guidelines. At Dakar Academy we desire to work closely together to give children the best possible education, care, love and development possible. If there is something you do not find in here but want to know please ask.
Vision

Dakar Academy exists to partner in the advancement of the Kingdom of God through serving missionary families by providing educational services for their children. 

Mission

To provide for missionary children and other children as space permits, quality primary and secondary education from an evangelical Christian perspective utilizing curriculum compatible with American school systems, and boarding for missionary children. 

Nondiscrimination

The Academy does not discriminate on the grounds of race, gender, color, creed, national or ethnic origin, age, disability or other legally protected characteristics. Because Dakar Academy is operated by evangelical Christian mission organizations, admission to Dakar Academy may be available to any student who meets the academic and character requirements of the Academy and who expresses willingness to cooperate with its policies. However, no particular religious commitment is required for admission. 

History

Dakar Academy (DA) was begun in 1961 by United World Mission (UWM) for the education of missionary children and others, as space permits.  Now it is jointly owned and operated by UWM, Assemblies of God, and WorldVenture (formerly CBInternational). DA provides an American Education from a Biblical Christian perspective. 

Dakar Academy is located on a six-acre campus in the middle of a neighborhood outside the downtown Dakar area. Dakar is the largest city in Senegal with approximately 2.5 million residents. The country is over 90 percent Muslim yet there exists freedom of religion and an evident Catholic element.

We have approximately 250 students enrolled in grades K-12, with the majority being children of missionaries. We have boarding homes on and near the campus that provide a home away from home for over 50 students. 

Statement of Faith

The United World Mission, Assemblies of God, WorldVenture, and the International Missions Board, SBC, share the doctrines we consider necessary to harmoniously labor together in the love of our Lord at Dakar Academy.

1.
We believe that the Bible is God's Word, written by men divinely inspired, and that it is absolutely trustworthy and has supreme authority in all matters of faith and conduct.

2.
We believe in one God, eternally existent in three persons: God the Father, God the Son, and God the Holy Spirit.

3.
We believe in God the Father, Creator of heaven and earth, perfect in holiness, infinite in wisdom, measureless in power. We rejoice that He concerns Himself mercifully in the affairs of men and women, that He hears and answers prayer, and that He saves from sin and death all who come to Him through Jesus Christ.

4.
We believe in Jesus Christ, God's only begotten Son; conceived of the Holy Spirit, born of the Virgin Mary, sinless in His life, making atonement for the sin of the world by His death on the cross. We believe in His bodily resurrection, His ascension into heaven, His high priestly intercession for His people, and His personal, visible return to the world according to His promise.

5.
We believe in the Holy Spirit, who came forth from God to convince the world of sin, of righteousness, and judgment and to regenerate, indwell, sanctify, and comfort all who believe in Jesus Christ.

6.
We believe that all men and women by nature and by choice are sinners, but those who accept Christ as their Lord and Savior will rejoice forever in God's presence, and those who refuse to accept Christ as Lord and Savior will be forever separated from God. Each human being is responsible to God alone in all matters of faith.

7.
We believe in the church as a living, spiritual body of which Christ is the Head and of which all regenerated people are members. We believe that a visible church is a company of believers in Jesus Christ, buried with Him in baptism and associated for worship, work, and fellowship. We believe that to these visible churches were committed the ordinances of baptism and the Lord's Supper, and that God has laid upon these churches the task of persuading a lost world to accept Jesus Christ as Savior and to enthrone Him as Lord and Master.

Staff Covenant Statement

Having been called by God to serve, we covenant to honor Jesus Christ as we personally minister to the spiritual, social, physical, educational and emotional needs of those in our community. All expatriate staff members must have signed a staff covenant to partner with us at Dakar Academy.
Philosophy of Education

Dakar Academy is committed to providing a Christian education, following an American curriculum. A Christian education is one based upon a God-centered life view as revealed in the Bible.

Our view of reality is centered in God not humans. Therefore, our system of education is not based on the philosophies of humanism, materialism, or secularism; but rather on the reality of God Himself.

The purpose of education is to bring children to an understanding of their need of regeneration by God's spirit. Learning then must first be directed "God-ward" and only second "human-ward." True education must deal honestly and sincerely with reality, humans, truth, and value. The power for such education comes from God alone, the process being dependent upon the dynamic of Christian teachers.

The child has been given to the parents by God. The parents are responsible for the child's nurture and education. The parents delegate to the school the responsibility for providing an education for their child.

The teacher is responsible to provide a Christian education for the student both by example and instruction.

The student is of inestimable value because God has given him or her value. The school seeks the development of the student to his or her full potential - spiritually, intellectually, socially, and physically.

Educational Objectives

Our educational objectives are grouped into the following four categories: (a) spiritual and moral growth, (b)  personal and social development, (c) academic advancement, and (d) partnering with the family.

a. Spiritual and Moral Growth

1. For the spiritual and moral growth of the student, the school seeks to teach the Bible as God’s inspired Word and to develop attitudes of love and respect toward it. 

2. To teach the basic doctrines of the Bible. 

3. To give the pupil every opportunity to make a decision of accepting Jesus Christ as Savior and Lord.

4. To develop a desire to know and obey the will of God daily as revealed in the Scriptures and to stimulate the student’s involvement in worldwide witnessing, evangelizing, and disciplining. 

5. To develop the mind of Christ toward godliness and sin and to teach the student how to overcome sin.

b. Personal and Social Development

1. For the student’s personal and social development, the school aims to help the student develop his/her personality based on a proper understanding and acceptance of him/herself as a unique individual created in the image of God and on the fullest possible development of his/her own capabilities. 

2. To teach the student to treat everyone with love and respect since they, t oo, are made in God’s image. 
3. To help the student become a contributing member of his/her society, realizing his/her dependence on others, their dependence on him/her, and the need to serve them. 
4. To promote an understanding of time as a God-given commodity and the individual responsibility for effective use of time. 
5. To show a realistic and Biblical view of life and work, and to provide skills for personal relationships and future endeavors. 
6. To develop both good and proper attitudes toward marriage and the family and also the understanding and skills needed to establish God-honoring homes. 
7. To impart Biblical attitudes toward material things and to encourage individual responsibility of using them for God’s glory.

c. Academic Advancement

1. Academically, the school endeavors to promote high academic standards within the potential of the individual as uniquely created by God and to help the student realize his/her full academic potential.

2. To help each student gain a thorough comprehension and command of the fundamental processes used in communicating and dealing with others, such as reading, writing, speaking, listening, and mathematics.

3. To teach and encourage the use of good study habits.

4. To teach the student how to do independent research in areas of personal interest and to reason logically.
5. To develop creative and critical thinking skills and proper use of Biblical criteria for evaluation.

6. To promote good citizenship and self-discipline through developing the understanding and appreciation of our Christian heritage of responsible freedom, human dignity, acceptance of authority, and submission to God.

d. Partnering With The Family

1. Working with the home from which the student comes, the school desires to cooperate closely with the parents in every phase of the student’s development, especially as it relates to the school program.
2. To help the parents to understand the school’s purpose and program.

Attendance

Importance

Poor attendance defeats the purpose and mission of Dakar Academy and therefore it is necessary to maintain a policy that promotes good attendance. After a staff returns from being tardy/absent they must fill out a Staff Absence Report and return it to the office staff. Excessive tardies/absences  may impact staffing decisions. 

Tardiness/Absences

Tardiness/absences should be reported in advance. Staff should contact the assistant director or director if they expect to be tardy/absent. If a staff member is not able to contact one of these staff they should contact another staff member to have their tardy/absence reported. A staff member missing more than ten days during any school year may be asked to reimburse the school for their absences. Pre-arranged absences (including personal leave) must be request in writing and approved by the director prior to their being taken. Staff members are to notify the office manager or director if they are leaving campus during the work day in case of emergency. 

Personal Leave Days (BGP 2.3.5)

1. Expatriate contract, direct hire and local mission hire staff receive one day (first year) or two days (subsequent years) annually for personal leave. Personal leave days do not accumulate. 

2. Staff members holding career status with a mission may be granted additional days off to attend required mission meetings. 

3. Staff who are allowed more personal days must reimburse the school $50 for each day taken above the allotment. 
Professional Ethics

Each staff member should:

1. Uphold other teachers, administrators, and staff

2. Respect each person/student as an individual

3. Avoid making unkind or harsh remarks to or about students or staff

4. Make no derogatory remarks about this country, its people, or the community

5. Respect all religious and cultural backgrounds

6. Seek to inspire patriotism and love of one's own country

7. Not gossip, criticize, or disclose personality traits of other members of the staff or administration

8. Support the policies of the school even though (s)he may not agree with them
9. Use proper channels for handling any problems
10. Not argue religious doctrines

11. Provide parents with honest but tactful evaluations

12. Treat controversial measures with objectivity

13. Not speak critically of children to other members in the community

14. Exhibit consideration and respect for one another’s viewpoints

15. Be ethical and fair to the Academy in expressing his/her intentions for the following year

Dress Code (See the student dress code)
The purpose of the dress code is to help us create an atmosphere at Dakar Academy that will distinctly promote learning and the development of Christian character. We seek to cultivate a desire to be attractive and respected because of who we are rather than because of what we wear. Clothing that is offensive, inappropriate or immodest detracts from these goals. During the school day and while attending school events, we expect staff will wear clothing that will reflect purity in thought and action. 

Staff members are to dress professionally in keeping with their position in the school. Staff members must dress in a manner that is above reproach in terms of neatness and modesty so as to provide a good example for the students and maintain a respectable reputation in the community. Staff members (with the exception of Phys. Ed. teachers and maintenance staff) may not wear shorts or blue jeans during the normal school day. When shorts are worn, they must be dressy rather than casual. Casual clothing may be worn on special days or during school events as appropriate.

Procedure for handling dress code violations

All staff members are responsible for enforcing the dress code. Staff members on outside and morning duty should be particularly vigilant so that violations can be taken care of early in the day.

Any student violating the dress code should be sent to the office with a brief note indicating the problem (e.g. “Shirt,” “Shorts,” “Skirt,” etc.). The purpose of sending a student to the office is for him/her to be assisted to change into appropriate clothing, not to get a second opinion. A staff member who is uncertain about the clothing of a particular student should ask an administrator to discreetly observe the student and give a second opinion prior to confronting the student.  Students will correct their clothing violations before returning to classes.
Public Display of Affection

Out of courtesy and in consideration for all, there will be no romantic expression of affection on campus or during school events that would include hugging, kissing, embracing, holding hands and the like. This applies to both students and single staff members. Married staff members are to use discretion when publicly displaying affection for their spouse.

Daily Schedule
Preparation for School

Prepare a general instructional plan for the year. Prepare textbooks and workbooks for distribution. Prepare bulletin boards and displays. Review student records to become familiar with your students. Prepare for open house the evening of the first day of classes.
School Day

Our school day begins at 8:00 am and ends at 3:00 pm. Teachers should lock their room when not in attendance.
Before School

The workday begins at 7:20 am. All staff members are required to be at work by then unless they have been excused by the director. Attendance at devotins is mandatory. Supervision on the playground begins at 7:30 a.m. Teachers have before-school supervision (7:30-7:55 a.m.). Classrooms should be open by 7:50 a.m. 

After School
Teachers have after-school supervision (3:00-3:30 p.m.). Staff members are expected to remain after school as necessary to meet the needs of students, parents, and other staff members. Students are to leave campus by 3:30 p.m. unless they are staying for supervised after-school activities. Elementary students must have a parent/guardian present.

Office Hours

The main office is open Monday through Friday from 7:50 a.m. to 3:30 p.m.  The office phone number is 832.0682.  The business office hours are posted.  

Daily Schedule of Classes

Elementary

	Staff Devotions
	7:20 - 7:4 a.m.

	Entrance Bell
	7:55

	Classes Begin
	8:00 - 8:45

	Recess/French (Gr 2-5)
	10:00 - 11:00

	Lunch (M, T, Th, F)
	12:40 - 1:10 p.m.

	Lunch (Wednesday)
	11:55 - 12:25

	Chapel (Wednesday)
	2:30 - 3:00

	Dismissal Bell
	3:00


Middle School/High School

	Monday, Tuesday, Thursday, Friday
	
	Wednesday/Chapel Schedule

	Staff Devotions
	7:20 - 7:40
	
	Staff Devotions
	7:20 – 7:40

	Entrance Bell
	7:55
	
	Entrance Bell
	7:55

	1st Period
	8:00 - 8:45
	
	1st Period
	8:00 – 8:40

	2nd Period
	8:50 - 9:35
	
	2nd Period
	8:45 – 9:25

	3rd Period
	9:40 - 10:25
	
	3rd Period
	9:30 – 10:10

	4th Period
	10:30 - 11:15
	
	4th Period
	10:15 – 10:55

	5th Period
	11:20 - 12:05
	
	5th Period
	11:00 – 11:40

	
	
	
	Chapel
	11:45 – 12:25

	Lunch
	12:05 - 12:35
	
	Lunch
	12:25 – 12:50

	6th Period
	12:35 - 1:20
	
	6th Period
	12:55 – 1:35

	7th Period
	1:25 - 2:10
	
	7th Period
	1:40 – 2:20

	8th Period
	2:15 - 3:00
	
	8th Period
	2:25 – 3:00


Miscellaneous Procedures
Lesson Plans

A lesson plan book is provided for each teacher. Each teacher should plan ahead for a minimum of one week, outlining the activities for the class on a daily basis. Each teacher must post a copy of his/her daily schedule of classes on the inside of the front cover of the lesson plan book. The plan book should either remain at school (in an easily accessible location) or be given to someone else to bring to school in case of the teacher's absence. It should be complete and clear enough so a substitute teacher can use the plans and locate the materials needed with a minimum of uncertainty. Also, the normal daily routine should be clearly indicated. Teachers are to submit to their supervisor at the beginning of each semester, projected semester course plans for each subject area (K-6) or course (7-12) to be taught.  

Homework

Homework should be constructive and not excessive. A guideline for teachers is: 10 minutes times the grade level equals average time a student should spend on homework (e.g. a third grader should get 10 x 3 minutes worth of homework on the average). All homework should be evaluated and checked for completion. Parents should be notified if homework is consistently incomplete or below standard in neatness or quality. All tests and homework shall be returned to the student within one week.
Textbooks

Textbooks, workbooks, and similar supplies are difficult and expensive to secure here. Therefore, it is important to keep an accurate record of book distribution each year. The “textbook assignments” sheet is to be filled in when books are signed out and returned. This sheet is turned in to the office at the end of the year.

If a textbook is lost or extensively damaged due to negligence, the student must pay an amount proportional to the condition of the book when issued. If a workbook is lost, payment for a second copy and handling fees are required. The teacher is to report lost or damaged books to the business manager, as well as to the parent. Supplemental books and books used in special tutoring that go home with a student should also be accounted for accurately. Basic texts taken for tutoring require a deposit of 5000 CFA per book. Workbooks are not to be consumed in tutoring of students not enrolled at the Academy.

If a book is borrowed from the school by anyone other than students being tutored, the replacement cost including shipping must be deposited. The deposit will be refunded when the book is returned.

Curriculum Development

The following five-year rotational plan is in effect for curriculum development. In the year that a particular subject area is due for review, teachers are to upgrade the curriculum guides for that subject and determine if new textbooks or resource materials are needed. The administration will order textbook samples and national standards to facilitate this process. Forms listing criteria to be considered in textbook evaluation will be distributed with the samples. The director or assistant director must approve the final decision on any curricular or textbook changes. Orders for new materials are to be included on the annual purchase order and resource lists attached to the curriculum guides must be revised to reflect any changes or additions. 

	Grades K-5
	05-06
	06-07
	07-08
	08-09
	09-10

	Math
	X
	
	
	
	

	Science
	
	
	
	
	X

	Social Studies
	
	X
	
	
	

	Language Arts
	
	
	
	X
	

	Bible
	
	
	X
	
	

	French (Grades 1-5)
	
	
	
	X
	

	
	
	
	
	
	

	Grades 6-12
	
	
	
	
	

	Math
	
	
	
	X
	

	Science
	
	
	
	
	X

	Social Studies
	X (HS)
	
	X (MS)
	
	

	Soc. St. Electives
	
	X
	
	
	

	English
	
	
	
	X
	

	Bible
	
	
	X
	
	

	Health
	
	
	
	
	X

	Art
	X
	
	
	
	

	Music (K-12)
	
	X
	
	
	

	Business/Computer
	
	
	X
	
	

	Foreign Language
	
	X
	
	
	


Library

Elementary teachers will have an optional, scheduled library period each week for their classes. Teachers are expected to accompany their student(s) to the library and remain with them.

A teacher may send one student at a time to an open, scheduled library period.

Literature Selection Policy for Dakar Academy Library

Dakar Academy is a school based on a firm, biblical philosophy. In keeping with this Christian philosophy, the school seeks to select curriculum materials, books, magazines, and other media, which will contribute to educating students to make mature, intelligent decisions from a Christian perspective. This does not mean, however, that all library materials that do not agree with the school's philosophy are banned from the library. The school seeks to select materials that will provide an honest, realistic picture of world conditions. Unfortunately, evil conditions such as war, violence, immorality, bigotry, and hatred are a constant reality that we must teach our students to cope with. The Bible teaches that Christians are to be the salt of the earth and the light of the world. We are not to engage in such evil practices, but rather to point others to the better, more abundant life in Jesus Christ.

All books and other materials selected for the library will be carefully reviewed to provide a high standard of literary and artistic value. We do not believe that the prevalent, graphic realism, the blatant, humanistic philosophy, and the obscenities and sexual perversion in so much of today's media is necessary to provide students with a realistic view of the world.

Materials selected for the library's collection will be recommended and approved by the librarian, with input from teachers, and approval from the director. Following is a list of selection criteria, which will be used in selecting materials for the Dakar Academy library.

Appropriateness

Is the work appropriate to the general objective and philosophy of the school?

Is the work appropriate to the mental, emotional, and spiritual level of the student?

Potentiality

Does the work have the potential of engaging and exercising the reader's powers of imagination?

Does the work have the potential of providing the reader with a significant and/or enjoyable experience?

Does the work have the potential of leading the reader to a greater understanding of different cultures and societies?

Does the work have the potential of leading the reader to reinforce familiar and/or discover new aspects of truth?

Does the work have the potential of providing the reader with a significant occasion for exercising and/or re-defining his Christian faith and commitment?

Does the work show Christ as the background of life?

Does the work have the potential of sharpening the reader's sensitivity and increasing his concern and compassion for the human social, moral, and spiritual predicament?
Worth

Does the work achieve a fusion of technical excellence and moral power?

Does the moral and/or social significance of the work exceed in value the possible offensiveness of any of its parts?

Does the work as a whole achieve a moral impact, and does it reflect an honest, penetrating, and valid perception of human life?

Does the work show who Christ is?

Complaint Procedure for Library Materials

The individual will speak to the librarian to see if the complaint can be resolved informally.

The individual will write a description of their objection after reading the entire piece of literature. Forms for this purpose are available in the library.

The library review committee will meet to decide whether the material should be withdrawn from the library. The material in question will be removed from circulation until the committee makes a decision.

If still dissatisfied, the individual may appeal the decision to the Dakar Academy school board.

Study Period

In Study Periods students may do homework, read, or put their heads down on the desk/table. They may not talk, make noises, walk around the room or disturb others. Students may leave study hall if they have a pass from another teacher, who will then be responsible for the student. 

Off Campus Activities

If you plan to sponsor an after-school activity, observe the following guidelines:

Notify the parents at least two days in advance so that their transportation arrangements can be adjusted.

Clear the date with the director, and place the activity on the school calendar in the office so that others on staff will know what activity is scheduled.

Do not leave your group unattended; stay on duty until the last student is picked up.

Videos and Audio-Visual Materials

The age of videos has opened the availability of educational audio-visual materials. It is also allowing the entertainment industry access to wherever a VCR and TV are installed. This necessitates diligence on the part of all of us as Dakar Academy staff members not to allow our Christian testimony to be compromised. The selection policy for Dakar Academy's library addresses the issue of the use of curriculum materials that contribute to educating students. A teacher must preview each video before it is shown to a group of students to insure that the selection criteria are met. This will also aid the teacher in leading a class discussion about what was seen.

Some usage of Dakar Academy video equipment will be outside of class time. Use the following scriptural guidelines in the viewing of any video: Philippians 4:8 says, "Finally, brothers, whatever is true, whatever is noble, whatever is right, whatever is pure, whatever is lovely, whatever is admirable -- If anything is excellent or praise-worthy -- think about such things." Psalm 101:3a says, "I will set before my eyes no vile thing." (NIV) Profanity, graphic depiction of sexual acts, nudity, immorality, excessive violence, the exaltation of vice, the glorification of the occult, or blasphemy would make a video unacceptable to be shown on Dakar Academy equipment. A video with unknown content must be viewed privately or not viewed at all. To obtain a private viewing, a staff member from a single living unit may participate in a private viewing. No children are allowed to attend a private viewing. At the conclusion of a private viewing, an evaluation form is to be completed and filed. No more than two private viewings are to take place for the same video. Concurring opinions from private viewings as to the suitability of a video will determine its status--acceptable or unacceptable. Conflicting opinions from private viewings as to suitability of a video will necessitate the referral of a video to the selection committee for final disposition.

General Office Procedures

Mailbox 

Teachers will each have a box with their name on it in the staff workroom.  These must be checked daily, especially at the beginning and end of the school day.  Please keep yours cleaned out, at least once a week, so that new notices, etc., can be placed within. Bulletins and important notices are delivered to the rooms and/or placed in the mailboxes each day. The daily bulletin marked ‘ALL’ should be read by you in the second period class. 

TV/VCR Use

The teacher workroom and conference rooms are for the use of all staff members and should be kept as neat as possible. Staff members will be scheduled to share the task of cleaning the lounge. The TV/VCR in the conference room may not be used during the day except for brief previewing of videos for classroom use or if the administration gives permission to watch a major news event. A sign-up sheet is available for reserving the conference room and TV/VCR after school hours. Except for infants, children are not permitted in the staff workroom or conference room until after 5 p.m., and then they must be supervised by an adult. 

Copies & Electrical Equipment
Teachers may use the copiers located in the staff workroom, the science storage room, and the main office. Get help/instructions if you do not know how to operate the equipment. Please recycle whenever possible. Single-sided sheets that have not printed correctly should not be discarded. Students sent to the office for copies are to obtain permission from office personnel before using the copy machines. Only one student should be sent at a time for this purpose.

Electrical equipment including the copiers, overhead projectors, filmstrip projectors, computers, televisions, VCRs, and other equipment should be checked prior to plugging them in to see what voltage they require.  If you are unsure, ask someone who knows. Plugging a 110v appliance into the 220v wall current will destroy the appliance. 

Projectors should be moved while the lamp is on or hot. If a bulb burns out, write the bulb replacement information on a purchase order and submit it to the office.

Loaning: school-owned equipment and/or books may not be loaned to individuals or groups without permission from the director. Fees are charged for use of these items.

Student/Staff Files
The office maintains student and administrative files. Teachers desiring any material from these files should request it from the office personnel. No files should be removed from the office without previous arrangements being made. Staff files are in the Director’s office; request viewing through him/her.

General office supplies 

General office supplies are located in the main office. Teachers needing something other than what is in the supply cabinets should fill out a requisition and place it in the office manager's mailbox. Please avoid waste and make full use of all supplies. Do not take staplers, tape dispensers, scissors, etc. from workspace.
Communications

Efforts are made to ensure that all staff members have access to e-mail, a school phone, the fax machine, and direct contact methods for personal as well as professional correspondence. We expect staff members to be in communication when needed with parents. 

Requests for Purchases

The director must approve requests for school funds. Requisition forms are available in the office for this purpose. No moneys will be reimbursed without a requisition form.

Use of Facilities

Use of facilities is limited to missionary groups. Requests must be made in writing to the director and there are fees.  All use of school facilities is scheduled to prevent conflicts. The athletic coordinator must approve sports events, use of sports equipment and use of outside facilities.

Solicitations
Salesmen and/or distributors of any commodity whatsoever are not permitted to solicit, give demonstrations staff/students on the school property without approval from the director.  The director may permit sales of items on Wednesdays from 3 pm to 4 pm on the parent parking lot sidewalk after school days. 
Staff are not to engage in selling any commodity to the staff/students without the permission of the director.

Injuries on the School Grounds

Should a student be injured in your classroom or on the playground during your duty, help the student to the office for treatment. The office staff is to inform the parents immediately of any serious injury. 

Report Cards, Progress Reports, and Student Evaluation

Report Cards: The school year is divided into four reporting periods, each period consisting of approximately 9 weeks. Parents will receive pupil report cards after each period ends.  Report cards for first quarter will be given to parents at the parent-teacher conference. 

Midterm Progress Reports: Teachers issue midterm reports 4½ weeks into the quarter for students. Standard progress report forms are available in the office. The progress reports should be placed in the student's office file. A grade of "F" should not be given on a report card unless the parents have been informed of low achievement. 

All dorm students will receive quarterly progress reports from each teacher. Special forms are used for this purpose. 

Evaluation Of Students: Evaluation involves classroom participation, homework, testing, and attitude.

Grading Scale for Grades K – 2 and Elementary Art, Music, Physical Education, Handwriting, Attitude & Behavior and Work Habits:


	E
	=
	Excellent

	S
	=
	Satisfactory

	N
	=
	Needs Improvement

	U
	=
	Unsatisfactory

	I
	=
	Incomplete



Grading Scale for Grades 3 - 12:

	A+
	=
	98-100
	
	C-
	=
	70-72

	A
	=
	93-97
	
	D+
	=
	67-69

	A-
	=
	90-92
	
	D
	=
	63-66

	B+
	=
	87-89
	
	D-
	=
	60-62

	B
	=
	83-86
	
	I
	=
	Incomplete

	B-
	=
	80-82
	
	P
	=
	Passing

	C+
	=
	77-79
	
	NP
	=
	Not Passing

	C
	=
	73-76
	
	
	
	


Comment codes for Grade 6 – 12 report cards: 

	E
	=
	Excellent

	G
	=
	Good

	I
	=
	Improving

	N
	=
	Needs Improvement

	P
	=
	Please schedule conference


The teacher on the grade card may make additional comments and explanations. A plus sign (+) or a minus sign (-) may be used with the grade letters on all records.  “I” indicates an incomplete grade on the report card. The "I" must be replaced with a letter grade by the end of the next quarter. At the close of the school year, all incomplete grades must be replaced by letter grades. Any incomplete not cleared by the end of the school year will become "F".

Fines And Payments: No final Report Card or transcript of records will be released until all fines, book charges, tuition accounts, etc. have been cleared. Library fines may be paid directly to the librarians. All other payments should be made to the cashier or business manager.

Parent-Teacher Conferences

Parent-teacher conferences are encouraged whenever a teacher or parent feels such would be helpful. If the teacher desires a conference, s/he should send a note to the home or call to make the necessary arrangements. Parents should write a note or call the office for an appointment.

The school requires parents to come for a conference (usually about 15 minutes in length) at the end of the first grading period. The office will schedule conferences for elementary, ESL and special education teachers in their respective classrooms. These teachers may leave after all their scheduled conferences have taken place. MS/HS teachers will sit at designated tables in the library and meet with parents on a first come, first served basis. MS/HS teachers are expected to stay for the full day.

Examinations

Semester examinations for grades 7-12 will be scheduled for the end of each semester. An exam schedule will be issued prior to that week. Each exam period will be 2 hours in length with the exam itself taking a minimum of one and a half hours to complete. This allows for all students to have an equal amount of uninterrupted writing time.

A student who does not have an exam during a scheduled exam period may come to school late or leave early if a permission slip has been signed by the parent/guardian and turned in at the office. 

All 7th through 12th grade teachers will review a minimum of three days prior to giving semester exams. Exams requiring several sittings may be scheduled to begin during regular class periods prior to exam week, but must also take up the assigned exam period. Teachers are to inform the director if they are giving such exams. Preliminary sittings should be kept to a minimum with consideration given to other activities taking place during that week.  

Sixth Grade Examinations: All sixth grade students will be evaluated in core subjects each quarter to measure their academic progress. The method/s of evaluation, the length of the exams, and the weight of the evaluation tools used are at the teacher’s discretion.

Seventh and Eighth Grade Examinations: All seventh and eighth grade students will be evaluated each quarter in core subjects to measure their academic progress. The amount of material covered in the exam, the time required for testing, and the weight of the exam will be at the teacher’s discretion. 

High School Examinations: Cumulative semester examinations are compulsory in all high school core subjects and must be given at the time scheduled. Semester exams will constitute between 15% and 25% of the student’s grade, at the teacher’s discretion. A.P. exams may take the place of semester exams, at the teacher’s discretion. Specialist teachers will evaluate student progress quarterly, but are not required to give semester examinations. 

Standardized Tests

The Stanford Achievement Test will be administered to students in Grades 2-10 in even-numbered school years. Teachers are responsible for administering the tests under the direction of the guidance counselor. All tests, answer sheets, and manuals must be returned to the counselor’s office promptly. All test results are confidential and are not used for report card purposes.

The ACT, SAT, and PSAT are offered to high school students on specific exam dates. Questions regarding standardized tests should be directed to the Guidance Counselor.

High School Graduation Requirements

All graduates from Dakar Academy must have a minimum of 22 units of credit plus one Bible credit for every year they have attended Dakar Academy, before they will be granted a high school diploma. Students are required to carry a minimum of 3½ credits per semester except upon approval from the director. All students are required to take a Bible course during each year of enrollment at the Academy. Diplomas are only issued to students who are registered and in attendance at Dakar Academy for their senior year of high school.

The minimum entrance requirements at most colleges and universities include: 4 units of English, 2 units of algebra, 1 unit of geometry, 3 units of science, and 3 units of social studies. Furthermore, colleges recommend that entering students present additional units in all academic areas.

Dakar Academy requirements:

	Subject Area
	Units

	Bible
	4

	Language Arts
	4

	Social Studies
	3

	Science
	2

	Mathematics
	2

	Foreign Language
	2

	Physical Education
	1

	Health
	1

	Electives
	7

	TOTAL
	22 + 1 Bible unit for each year at DA


	Mathematics
	English
	Science
	Social Studies

	Algebra I
	9th grade
	Physical Science
	U.S. History

	Geometry
	10th grade
	Biology
	Western Civilization

	Algebra II
	American Literature
	Chemistry
	World Cultures

	Trig/Pre-Calculus
	British Literature
	Physics
	Civics/U.S. Government

	AP Calculus
	Speech and Drama
	Environmental Science
	Sociology/Psychology

	
	
	
	Economics/International Politics


Highly Recommended





Three years each of science and math and additional courses in music, art, creative writing, computers, public speaking, business (including typing), literature, and a second foreign language are recommended.

Exceptions to High School Course Requirements

Students who plan to graduate from a school with more stringent high school course requirements than Dakar Academy may request to skip a required course in order to fit in more advanced courses. Conditions are as follows: Parents must produce documentation from the transfer school outlining their specific course requirements, and alternative courses must be able to be taken within the confines of the D.A. class schedule.

Middle school students taking Intermediate French I and II or Advanced French I and II at Dakar Academy have the option of receiving a high school credit for each course taken. At the fall parent-teacher conference, parents of middle schoolers will be given a form to indicate whether or not the high school credit is desired. 

Honor Rolls and Awards

Two honor rolls are posted at the end of each quarter and certificates are awarded at year-end. Students in Grades 3-12 are placed on the "Excel Honor Roll" if they earn a 3.66 Grade Point Average (A- average) or above in their coursework.  Students in Grades 3-12 are placed on the "Honor Roll" if they earn a 3.0 Grade Point Average (B average) or above in their coursework. 

Teachers of Grades 3-5 must calculate their students’ GPA’s and turn in a list of all those who are eligible for the honor rolls to the office. How to calculate a GPA: assign each letter grade a point value using the values given below; add the values and divide the sum by the total number of grades included. (Note: F’s have zero grade point value but must be included in the total number of grades when dividing to find the average):

	A+
	=
	4.0
	
	B+
	=
	3.3
	
	C+
	=
	2.3
	
	D+
	=
	1.3

	A
	=
	4.0
	
	B
	=
	3.0
	
	C
	=
	2.0
	
	D
	=
	1.0

	A-
	=
	3.7
	
	B-
	=
	2.7
	
	C-
	=
	1.7
	
	D-
	=
	0.7


An awards assembly is held at the end of each school year. Awards are given for: Perfect Attendance, Academic Excellence, Excel Honor Roll, Honor Roll, Service, and Citizenship.  

Perfect Attendance Award: Given for perfect attendance -- No absences, excused or unexcused. 

Academic Excellence Award: Given for outstanding performance in a particular subject such as science, math, social studies, language arts, or reading. 

Honor Roll Award: Given for being on the Honor Roll each quarter throughout the year. 

Excel Honor Roll Award: Given for being on the Excel Honor Roll each quarter throughout the year.

Servant’s Heart Award: Given for special recognition for students who show a servant’s heart in helping staff and fellow students. 

Citizenship Award: Given for a student who has the following qualities: helpful and friendly to staff and students, responsible, high moral character, does their best, builds up the body of Christ at Dakar Academy through words and actions.

Graduating “Honor Students” must earn a cumulative GPA of 3.5 based on seven semesters of course work and the third quarter of their senior year. These students wear honor cords at graduation and receive special recognition.

Retention Of Students

The decision to retain a student at the end of the school year will be made by the director with the recommendation of the teacher(s). Efforts will be made through report cards, progress reports and conferences to give the student and his/her parents advanced notice of an impending retention. If an elementary or middle school student fails more than one course or has less than a C average (2.0 GPA) in core subjects, a conference will be held with the parents/guardians, teacher/s, the director and the counselor to determine grade placement for the following year and/or to outline an individualized educational plan.

Special Services and Testing

Purpose of the Skills Center:

Test for learning disabilities & grade levels.

Uncover the reason for the academic difficulty or difficulties.

Explain the learning problem to the teacher, parent and MS or HS student.

Advise what learning mode is best suited for the individual.

Suggest resources and teaching strategies for school & home use.

Provide instruction to strengthen student’s weaknesses.

Process for Teacher’s requesting Academic Testing

The classroom teacher:

Perceives a learning problem.

Puts together a case study of: student’s work, anecdotal record, previous test scores in file

Conferences with the parents.

Meets with Special Ed. Teacher to discuss student’s case study and file.

Fills out Behavioral Checklist.

Decides with Special Ed. Teacher if testing is needed.

Teacher and Special Ed. Teacher conference with parents together.

Test date is set.

Parents are given a testing permission slip and Behavior Checklist to fill out.

Academic Achievement Level Testing requires approximately 5 days for 1 hour. Cognitive Testing for Learning Disabilities requires an additional 5 days.

Results of the test will be given to the classroom teacher and parent a week after the test has been administered.

Recommendations are given and decisions are made based on the child’s need for classroom and testing modifications, parent’s home assistance, behavior modification, remediation or admittance to the NILD program.

Process of Referral/Design for Remediation to Skills Center:

Parental Permission slip submitted to parents, returned signed.

Yearly goals defined.

Time allotment set.

Progress Report given to parent & classroom teacher every 5 weeks.

Remedial Services & Time Allotment within the school day:

	Remedial Service
	Grade level
	Time Allotment

	Auditory Perception Skills
	K-6
	30 min., 2-3x/week

	Visual Perception Skills
	K-6
	30 min., 2-3x/week

	Remedial Math

   (student must be at least 1 year below grade level)
	3-8
	full instruction; 5 days/week

30-45 min.

	Remedial Reading

   (student must be at least 1 year below grade level)
	1-5
	full instruction; 5 days/week

30-45 min.

	Remedial reading; comprehension, phonics or vocabulary
	1-5
	as above, 30 min.

	Study & Organizational Skills
	6-8
	1 semester; 1-2 periods/week


ESL Student Promotion Process

ESL students who wish to change from auditing a course to taking it for credit must follow this procedure:

The ESL teacher, in consultation with the student and/or parents, will determine if such a change is advisable.

The ESL teacher will present a request for approval to the teacher(s) concerned.

The ESL teacher and subject teacher(s) will submit a formal written request for approval to the Director and/or Guidance Counselor.

Upon approval, the Director and/or Guidance Counselor will give written notification of the change to the office manager who will adjust the student’s records accordingly.

Discipline

The purpose of the discipline is to enhance the learning environment, and train and lead the student into maturity, self-discipline, and the development of Christian character and integrity. We seek to provide loving, yet consistent discipline within the classroom structure. The discipline policy and its application are grounded in the Bible (Proverbs 12:1; 13:18,24; 22:15; Ephesians 5:1-4; Hebrews 12; I Corinthians 13; Revelation 3:19).

Teachers run the classroom, not their students. Thus, students are emotionally relaxed because of the psychological freedom that comes from knowing who is in charge and what the expectations are.

Students are to cheerfully obey those in authority over them and to have a loving and admirable respect for those in charge. We desire to teach that freedom is not "the right to always do what I want, but the power to do what I ought".  Staff members should strive constantly to be the kind of Christian men and women who earn such respect.

Students are taught that proper attitudes toward other students and toward adults are a must. Teachers work closely, consistently, and lovingly to develop such. Home cooperation is greatly needed, however. A teacher who senses any feelings of a negative nature on the part of the parents toward the staff or school on a particular area should encourage the parent to follow the complaint procedure outlined in the Parent-Student Handbook.  Staff members should avoid taking up an issue on behalf of a parent unless they are directly affected.

Rules are not made to be broken. As a loving service to our student body, we strive to remain consistent with the enforcement of rules. Though often it would be much easier to "let things go by," definite emotional and spiritual effects would be caused by inconsistency.  The staff should take the responsibility to speak to any student wearing inappropriate clothing, displaying affection in public, or breaking school rules. During school hours, send the student to the office with a note or bring the student to the office.

While our main interest in regard to student discipline involves good behavior on the part of students, we are also concerned with attitudes and motivations. Students whose behavior may be acceptable according to the school discipline policy but whose attitudes consistently produce negative, divisive, and anti-productive attitudes in their peers and in the classroom setting will be subject to discipline.

Classroom Discipline

Each teacher will establish an expected code of conduct for his/her classroom. Teachers can be alert to the causes of problems and often prevent serious situations by a meaningful rule or conference with the student.

Any student whose conduct is in violation of the rules will be reminded of the expectations in a loving yet straightforward manner, making the issue at hand quite understandable and clear. 

In the event that a student continues to violate a school or classroom rule, after being warned, the teacher will notify the child’s parents and apply appropriate consequences for misbehavior. The teacher should be fair and consistent in corrective discipline, noting the difference in children's needs and problems. The disciplinary measure should be in keeping with the seriousness of the offense, and as relevant to the misbehavior as possible. Homework should not be used for this purpose.

A written record should be kept of habits and actions that require correction and disciplinary measures that have been taken. 

Students who do not respond to the disciplinary measures taken by the classroom teacher will be sent to the Director or Assistant Director. If a student is sent to the office the student will be kept there until the end of the class period or the teacher comes to explain the problem. The teacher should explain the problem to the director in front of the student at the earliest time possible.

No teacher will use corporal punishment under any circumstance.

Chapel and Assemblies

Chapel is a time set aside each week for the D.A. students and staff to praise and worship God, and to grow in a knowledge and relationship with Him. Elementary chapel is held at 2:30 P.M. on Wednesdays before King’s Kids. Home-schooled children are encouraged to come to elementary chapel. All MS/HS classes meet for a 45-minute chapel in the auditorium once a week. The chaplain/counselor serves as chapel coordinator and is responsible for the presentations (contacting and scheduling speakers and song leaders). Elementary classroom teachers and 5th period MS/HS teachers are to ensure that all students from their last class are present in chapels and assemblies. If you notice a student is missing, it is your responsibility to locate them, bring them to the auditorium, and then to report their tardiness to the main office before the end of that day. 

All teachers are expected to attend chapels and assemblies and seat themselves strategically among the students. Elementary classes are to sit together during chapels and assemblies and their teacher is to take responsibility for their attentiveness and behavior. 

Study Hall

Students in Grades 6-10 may register for no more than one study hall per year. Students in Grades 11-12 may register for no more than two study halls. Special permission for additional study halls must be obtained from the director. In Study Halls students may do homework, read, or put their heads down on the desk/table. They may not talk, make noises, walk around the room or disturb others. Students may leave study hall only if they have a pass from another teacher, who then will be responsible for the student. Study hall monitors should be in the room at all times. 

Field Trips

Field trips that have valid educational purposes are encouraged.

The teacher organizing the field trip must:

Fill out Field Trip Request Form available in the office and obtain permission from the director.

Inform other teachers one week in advance and give them the option of denying a student from going on the field trip if that student is performing below average in their class.

Make all the necessary arrangements with any resource personnel involved.

Obtain a signed permission form from each parent. (Forms are available from the office.)

Make provision for adequate adult supervision.

Arrange round-trip transportation.

Enforce necessary safety measures.

It is important for the office to know when students or staff members leave campus in case of an emergency situation. The director and/or a school board member must be notified immediately should any kind of accident or injury occur during a field trip. Parents must be notified immediately if the accident or injury is serious in nature. Picnics are permitted in conjunction with field trips involving the regular lunchtime.

Classroom Social Activities

Celebration of birthdays or holidays (involving refreshments and quiet orderly games) is permitted in the individual classroom. If students are requested to bring gifts or treats, they should receive at least 2 days notice, and a note of explanation should go home to the parent for grades K-8.

Dances/Dancing

No ances will be sponsored by or allowed on Dakar Academy property. Staff members and students are not to dance when they are in a group that represents Dakar Academy. This will include SIPS and WAIST events. Dancing as a cultural or choreographed presentation may be permitted if arranged with approval by the administration.

Staff Evaluation

Instructional Performance Evaluation

Teachers who are new to DA or who have changed to a new teaching position will have one formal evaluation each semester. The first evaluation will be based on instructional performance. Following a positive instructional performance evaluation, the teacher will be evaluated using the growth model described below.

The teacher will plan a lesson in which direct instruction is taking place so that his/her instructional skills will be clearly observable. The observation plan is submitted to the director or assistant director at least two days before the planned observation. The director or assistant director formally observes the teacher, checking the lesson observed against the form turned in. The teacher will also be evaluated in the following areas: planning/preparation, classroom management/discipline, knowledge, personal appearance, relationship skills, and classroom appearance/atmosphere.

The director or assistant director will write a formal evaluation of the lesson observed and meet with the teacher to discuss the evaluation. The formal observation will be signed by the administrator and teacher, and placed in the teacher’s file.

Growth Model Evaluation

For non-teaching staff and teachers with at least one semester of experience at DA:

You will have one formal professional goal evaluation each semester.

On a form submitted to the director, the staff member will identify one specific, observable professional goal to work on during this semester. This is to be submitted to the director or assistant director one week before the scheduled observation.

Before a teacher’s observation the director or assistant director will review the teacher’s goal. If necessary, the director will meet with the teacher for clarification of the goal before the formal observation.*

The director or assistant director will formally observe and evaluate the teacher’s progress toward or achievement of his/her professional goal.*

The staff member will be given a self-evaluation form to complete and return to the director or assistant director.

The self-evaluation and the director’s or assistant director’s observation and evaluation will be used as the basis for a written report.  The administrator and staff member will discuss the report and sign it before it is put into the individual’s file.

* This step may be omitted for non-teaching staff.

Annual Staff Appraisal

An annual staff appraisal form will be completed for each staff member and used as the basis for reports required by the board, reports requested by the staff member’s sponsoring organization and letters of reference for future employers. Feedback from colleagues may be requested. The categories in which staff members will be appraised are as follows:

Christian character and witness

Dedication to DA philosophy and goals

Quality of work or service

Work ethic

Communication and relational skills

Additional observations or comments may be added that do not fall into these categories. 

Dorm parents will be evaluated according to the procedures determined by the dorm committee.

Mentor Program

New staff members will be assigned to a missionary family and a staff member who will welcome them and assist them with settling into life in Senegal. This will include, preparing their house/apartment for their arrival, meeting them at the airport, showing them around DA, teaching them where to shop for what, taking them to church, and just being there for them.

Each new staff member is also invited to attend a monthly group mentoring session with the chaplain/counselor to assist him or her in adjusting to life here.

All staff members will be part of a small group that will meet weekly during devotions to encourage one another, pray together, and spur one another on toward love and good deeds (Hebrews 10:23-25).

Recommendations and Proposals

Recommendations should be submitted to the director who will in turn submit them to the Executive Committee of the board as appropriate. Major proposals may be submitted in writing to the board chairman for the consideration of the EC. Proposals from staff must be reviewed by the EC before they will be addressed in a full board meeting. All changes in policy must be voted on by the full board. 

School Vehicles

Staff members may sign out school vehicles for personal as well as school use. Staff members who do not live within walking distance of the campus may have a vehicle assigned to them. Mileage is charged for personal use of school vehicles.

School vehicles must be kept locked at all times.  Personal belongings should not be left visible when vehicles are parked off the school grounds. Vehicles should be signed out only for times when the vehicle will actually be in use. If you find you will not need a vehicle you have signed out, cross out your name on the sign-out sheet so someone else may use the vehicle. 

Vehicles should not be returned with less than half a tank of fuel left. The cashier will reimburse you for fuel you purchase if you have a receipt. Make sure the license plate number of the vehicle is on the receipt. If you are unable to purchase the fuel needed, leave a note on the clipboard so the next driver will be aware of the situation and can plan accordingly. 

When returning a vehicle to campus, record the ending mileage on the sheet in the glove compartment. Leave the vehicles in a clean, orderly condition - no personal belongings, empty bottles or trash left in them. Leave windows up to keep dust down. Return the keys to the key rack in the office immediately upon returning the car to school. 

Any malfunctions of vehicles should be reported immediately to the maintenance supervisor. If you are involved in an accident, consult the orange sheets in the glove compartment for instructions and phone numbers. If the accident is reported to the police, get a copy of the report. You must fill out an Accident Report form, available in the business office, as soon as possible.

Staff members are encouraged to learn to use local taxis, as it is less wear and tear on the school vehicles, less driving frustration for the staff member, and is often cheaper than school mileage. Always negotiate the price with the taxi driver before getting into the taxi. Women are encouraged to travel in pairs or groups rather than alone, unless the route and destination are well known and you speak a reasonable amount of French. 

Security

Always turn off lights and fans and lock your classroom when you leave it. All sports equipment must be returned to its proper storage location when not in use.

Do not give a key for any schoolroom to a student without approval from the Director.

An open door is an open invitation. Keep the school gates closed. Keep your apartment locked. Strangers should be either escorted off the school grounds or escorted to the school office.

Check-Out Sheet

At the close of the school year, staff members are responsible for the completion of all student records, inventory and proper storage of school equipment and supplies, and other assigned tasks, which will be designated by the director. Each staff member will be given a list of his/her duties and responsibilities on a Checkout sheet. This sheet must be completed and turned in to the director before the staff member leaves D.A. Should this not be done, any mail received following the staff member’s departure will not be forwarded.

DAKAR ACADEMY

School Emergency System

Fire Alarm Plan

The fire signal is one continuous siren.

Teachers: 


Lock classroom door(s).

Take class to the assigned area (see below). Classes are to move quickly in an orderly manner.

Call roll. Note students who are absent from school for the day.

Report to your designated supervisor that the class from your room number is present (e.g. "A6 -- All students present."). Gives the name(s) of any student(s) not accounted for to the designated supervisor.

Wait with your class in the assigned area until dismissed by the supervisor. 

If you do not have a class at the time of the alarm, you are still to report to your usual designated supervisor.

Designated Supervisors:

Take the list of classrooms and teachers for which you are responsible and go to the assigned area.

Check off classes and teachers as they report to you.

An administrator will come by to collect your report and give you further instructions as needed.

Dismiss the classes to their classrooms if it is a fire drill. If there is an actual fire, dismiss the classes according to the director's instructions.

Fire drills will be held once each semester.

Group 1: 
All classes in Building B and P.E. classes -- Go to sand area between auto repair shop and field.

Designated Supervisor: Fifth grade teacher

Group 2: 
All classes in Building A -- Go to parent parking lot.


Designated Supervisor: Computer teacher

Group 3: 
All classes in Buildings D and E (dorm annex) -- Go to playground. 
 


Designated Supervisor: Social Studies teacher

Group 4: 
Everyone in the library and administration building – Go to staff parking lot.


Designated Supervisor: Senior Librarian

Crisis Plan

The siren will be rung: slow, repeating pattern.

Teachers are to take their classes to the sand lot behind the blacktop and await further instructions.

The administration will give instructions to designated supervisors who will inform teachers. 

Attack Plan

The signal will be the siren ringing in a rapid repeated pattern. 

Teachers are to remain in the room with their classes, lock the door(s), and close the curtains. Everyone should stay low and away from the windows as much as possible.

As safety permits, a member of the office staff will go to each classroom, inform the teacher of the situation, and give further instructions. 

Students Leaving Campus

Once students arrive on campus for the school day, they are not to leave until the end of the school day. Exceptions include field trips, special arrangements made with parents, or a regular early dismissal. Students leaving during the school day must sign out/in at the office.

Library

The library is open to students at times scheduled. After school hours will also be scheduled. A charge will be made for books late, lost or severely damaged. Any student with charges due will not be permitted to check out books. All charges must be cleared before a grade report is issued.

Chapel

Students are required to attend weekly chapel services. Hats/caps must be removed during the chapel services. 

Miscellaneous Procedures

Parent-Teacher Conferences

Parent-teacher conferences are scheduled after the completion of the first and third reporting periods. Additional conferences may be scheduled as necessary.

Visitors to School

Parents and guests are welcome to visit classes if proper arrangements are made. A visitor form is available from the office and must be completed propr to visiting. The director and the classroom teacher/s will determine if the time requested would be appropriate for visitation. Guests may be permitted to attend classes for one day, provided they are preapproved. Parents and guests are welcome to attend chapels without prior notice. Parents, who need to deliver forgotten homework, medication, etc., are to report at the main office first.

Books, Supplies, Etc.

All the major supplies are provided by Dakar Academy. Parents need to furnish the pencils, erasers, paper, etc. Classroom teachers may provide a list of needed supplies for that grade level or class. Students are responsible for all books and workbooks provided by Dakar Academy and will be expected to pay for lost or damaged items. 

Fines and Payments

No final Report Card or transcripts of records will be released until all fines, book charges, tuition accounts, etc. have been cleared. Library fines may be paid directly to the librarians. All other payments should be made to the cashier or business manager.

Lockers

Teachers will provide a locker and combination lock to each student in Grades 7-12 at the beginning of the school year. Students are to use only the locker assigned to them and are responsible for keeping it clean and orderly. The lockers should be kept locked at all times. Students are asked not to give their lock combinations to others. At the end of the year, the lock must be returned. Students will be charged the cost of replacement for any lock that is lost or not returned at the end of the year. 

Personal Property

Dakar Academy is NOT responsible for personal property brought on the school grounds. All personal items should be well marked to identify the owner. Valuable items should NOT be brought to school (e.g. videos, tape players, expensive running shoes) unless absolutely necessary. Even then, the item should never be left alone. 

Lost and found items, except for money, jewelry, or cameras, will be put in the Lost & Found barrel where parents can look any time. Check in the main office for valuables lost. If a student turns in money he finds lying about, and it is not claimed within 5 school days, he/she will receive that money as a reward for his/her integrity.

Use of the Telephone

A pay phone is available upstairs outside across from the library entrance and should be used when phone calls are necessary.  Phone cards may be purchased at the business office. Calls may not be made from the office. 

Beach Events

Water-safety guidelines have been established and will be followed during any school or dorm-sponsored outing at the beach. The guidelines include having adult supervision present on any beach outing and having a ring buoy with an attached throw-rope. Students will not be allowed to swim unless with a buddy. Students will not be permitted to use surfboards or boogie boards without permission

Mail

Unless a student is boarding on campus or is a child of a staff member, personal mail may not be sent to Dakar Academy's address.

Health

Accidents at School

In case of an accident at school, emergency first aid will be administered and the parents will be notified if injuries are at all severe, or if the student is unsettled about returning to class. If the school is unable to contact a parent or guardian, emergency numbers provided by the parents will be used. MAKE SURE YOU KEEP US UPDATED ON CHANGES in phone numbers, especially those used during the day, to ensure that we can reach you quickly should an accident occur.

Immunizations

We want a school that is safe and healthy for all children. Therefore, all children must have proof of up-to-date immunizations in order to attend school. Failure to do so may result in the exclusion of your child from attending classes. Proof for the following immunizations is required: diphtheria, tetanus, whooping cough, measles, mumps, rubella, and yellow fever.

Administration of Medication

The main office must be notified if a student is taking medication during the school day.

1.
The parent or responsible adult must bring the medication to the main office for distribution by staff personnel.

2.
The student is responsible to come to the office at the prescribed time for their medication. 

3.
In elementary school, the classroom teacher may be given the above information and may administer it at the proper time.

4.
No student is to give or sell another student medication. 

Academic Evaluations
Evaluation of Students

Evaluation involves classroom participation, homework, testing, and attitude. The comments/grading scale includes:

	E  =
	Excellent

	G  =
	Good

	S  =
	Satisfactory

	N  =
	Needs Improvement

	U  =
	Unsatisfactory

	I   =
	Incomplete

	A+
	98-100
	C-
	70-72

	A
	93-97
	D+
	67-69

	A-
	90-92
	D
	63-66

	B+
	87-89
	D-
	60-62

	B
	83-86
	I
	Incomplete

	B-
	80-82
	P
	Passing

	C+
	77-79
	NP
	Not Passing

	C
	73-76
	
	


Incompletes must be replaced with a letter grade by the end of the next quarter.  Any incomplete not completed by the end of the quarter becomes an “F” automatically.

Report Cards

The school year is divided into four reporting periods. Parents will receive pupil report cards one week after each period ends. Elementary students' report cards are to be signed by the parent/guardian and returned to their teacher right away.

Report cards for first and third quarters will be given to parents at the parent-teacher conferences. MS/HS fourth quarter report cards must be picked up unless written instructions are received to the contrary. These will be available for pick-up in the office one week after school is out.  Elementary fourth quarter report cards will go home on the last day of school with the students.  

Progress Reports

Teachers will issue mid-term progress reports each quarter. 

Examinations

Cumulative semester examinations are compulsory in all core subjects and must be given at the time scheduled. Semester exams will constitute between 15% and 25% of the student’s grade, at the teacher’s discretion. A.P. exams may take the place of semester exams, at the teacher’s discretion. Specialist teachers will evaluate student progress quarterly, but are not required to give semester examinations. 

The Stanford Achievement Test will be administered to students in grades 1-10 in even-numbered school years.

College entrance exams are offered to high school students on specific exam dates. Questions regarding standardized tests should be directed to the guidance counselor.

Retention of Students

The decision to retain a student at the end of the school year will be made by the director with the recommendation of the teacher/s. Efforts will be made through report cards, progress reports and conferences to give the student and his/her parents advanced notice of an impending retention. 

Campus Rules

Prohibited Actions and Items

The following are prohibited all the time: weapons, violent behavior, illegal drugs, tobacco use, defacing school property, fighting, name-calling, threatening and use of profanity or derogatory language.

Discipline

Principle: 

An employee may be disciplined for misconduct which adversely affects the efficiency of the service.  The goal of any discipline is to correct the misconduct and modify the behavior, rather than to punish the employee.  Keep in mind the basic concepts of corrective, progressive discipline.  That is, penalties must be selected with an eye to applying the minimum discipline likely to be necessary to correct the offense.  Second, we must also consider fairness and consistency.

Basic Steps: 

Discipline should be applied progressively.  Incidents of serious misconduct (such as striking a supervisor or theft) may warrant more serious disciplinary measures, therefore progressive discipline steps may be by-passed.  If a staff fails to correct their behavior, then discipline becomes stronger with each incident.  The staff may appeal discipline.  The normal progressive discipline steps are:
Step 1 - Verbal Reprimand
Verbal reprimands may be administered by the employee’s supervisor.

Step 2 - Written Reprimand
Written reprimands are administered by the director.

Step 3 - Disciplinary Suspension
Disciplinary suspensions are administered by the director.

Step 4 - Dismissal
The Board has the authority to dismiss an employee.  The director may suspend pending a Board hearing to dismiss.

Typical Scenarios:
1) A staff disrupts the workplace with aggressiveness and abusive behavior, affecting the morale and performance of others; 

2) A staff is insubordinate, refusing to follow direct orders;

3) A staff has a leave abuse problem or other time and attendance problem, or 

4) A staff fails to perform the duties of their post on a regular basis.

Resolution of Conflicts/Complaints
When conflicts arise, either personal or work related, the following steps are to be taken in accordance with the principles outlined in Matthew 18:15 – 17.  A complaint may be filed by a student, parent/guardian, employee or other citizen.  All such conflicts/complaints, grievances, conferences, and documentation are private and should not be discussed with persons not involved.  Please note that if someone comes to you with a complaint about someone other than yourself, you should gently but firmly remind them of these principles, and avoid becoming embroiled in something that does not directly involve you.  Remember that hearing only one side of any story is dangerous and leads to gossip.

1. The person who first recognizes the conflict should prayerfully check his/her own attitude and motives.

2. He/she should then arrange a private meeting with the other party to communicate his/her concern.  This should be done in a loving, honest manner (Ephesians 4:15-16).  MT 18:15 “If your brother sins against you, go and show him his fault, just between the two of you. If he listens to you, you have won your brother over”.

3. If the conflict is not resolved to the satisfaction of both parties, an impartial third party should be asked to participate in further conferences.  MT 18:16 “But if he will not listen, take one or two others along, so that `every matter may be established by the testimony of two or three witnesses”.  

4. If the complainant is not satisfied, he/she may appeal the decision to the director.  The appeal must be made within five (5) working days following the conference in step 3.  The complaint now needs written documentation.  A file will be kept with the director.  The person filing the complaint must provide in writing:  

a. Complainant’s name, address and contact information (phone, email)

b. Date(s) of the incident(s)

c. Description of the incident(s)

d. Specifically what violation has occurred (policy, etc.)

e. Name(s) of the person(s) involved in the incident(s)

f. Name(s) of any witness(es) to the incident(s)

g. What action, if any, has been taken 

h. Requested resolution of the complaint

i. Signature of the complainant will be requested, but not required

5. In an attempt to settle the dispute, the director (or board member if the complaint involves the director) will preside at a formal meeting between the parties involved within five (5) working days of receipt of the written complaint.  The director (or board member) may conduct an investigation regarding the alleged complaint, take appropriate action regarding the complaint and will render a decision in writing to both parties within seven (7) working days of the formal meeting between them.

6. If the complainant is not satisfied, he/she may appeal the decision to the executive committee (EC) of the board.  The written appeal should be accompanied by all previous documentation and be made to the director who will pass the information on to the EC.  The appeal must be made within five (5) working days following the written decision from the director (or board member).  MT 18:17 “If he refuses to listen to them, tell it to the church”.  The EC will determine if a hearing is in order and schedule one if necessary.  The EC of the School Board will render a decision in writing within ten (10) working days of the hearing or within ten (10) working days of receipt of the appeal if no hearing is held.

Staff Expectations

Relations
Rationale: Dakar Academy is a Christian school seeking to glorify God, to be a witness to the world of His love, and to share His good news. Staff members are missionaries, partners in this effort. As such they must conduct themselves like God’s people, demonstrating Godliness in and out of the classroom, conforming their lives to the Scriptures. Because staff members are living in a Muslim culture which is very different from a North American culture, sometimes behavior must be changed even beyond what the Bible demands in order not to offend those of this culture. Staff members are missionaries representing Dakar Academy as well as all the missionaries in Sénégal. Because of this, staff members must give up certain of their rights during their time here. The Academy calls upon its staff to this sacrifice with no apologies, remembering Paul’s words in I Corinthians 10:23, "Nobody should seek his own good but the good of others." 

1. Staff members should dress neatly and modestly both on and off campus. Dress should be appropriate for the situation. Shorts are acceptable at the beach or in American recreational areas. Shorts, blue jeans and spandex type pants with short tops are not allowed during the normal school day. (See the student dress code). 

Rationale: First, in the Sénégalese culture the exposing of the lower part of the body is associated with people who are immoral. Wearing spandex type pants also exposes the lower part of the body under skin-tight cloth. As representatives of Christ in Sénégal we must dress more conservatively than we might in North America. There is a shift in acceptable dress going on in Sénégalese culture. Even so, we do not want to alienate the older people in this culture. 

2. DA encourages staff members to develop friendships with the people of Dakar; however this should be with members of the same sex. If someone of the opposite sex expresses interest in Christianity, the staff member should refer that person to a Christian of the same sex. 
3. All dating relationships between staff and other North Americans should be done with the knowledge and approval of the director and the individual’s respective mission field leader. The dating couple will so conduct themselves as to avoid any appearance or accusation of being indiscreet within either the cultural or spiritual codes. If the couple has doubts about a particular situation or action, they will seek the advice of the director.
Rationale: Dating relationships with staff members and with other Americans or Canadians is not discouraged; however, we must be aware that our actions are observed by students and Sénégalese. Staff are role models for students.

4. Moreover, with rare exceptions staff are not to date persons from other cultures. Only with the advice and consent of the director and local mission leader will a staff member pursue such a relationship.

Rationale: North Americans view dating and friendships differently than the rest of the world. The meaning of non-verbal cues, expectations for behavior and commitment, and almost all aspects of male-female relationships are out of sync. The problems that arise from this can destroy the reputation of the staff member, damage the other’s view of the Gospel, and hurt the entire missionary community. 

5. All expatriate staff will so conduct themselves with those of the opposite sex as to avoid any appearance or accusation of being indiscreet within either the cultural or spiritual codes. This includes:

a. No unmarried couples are permitted to be alone in a home. 

b. No staff member should visit the bedroom of a staff member of the opposite sex, unless they are married to each other. 

Rationale: There is a spiritual battle going on and Satan will use every opportunity to tempt Christians to sin.  Staff should wisely avoid these kinds of situations. Also, staff should avoid every appearance of sin. The non-Christian community is always watching Christians.  For the sake of the reputation of the Gospel, staff must not give non-Christians a reason to accuse God’s people of wickedness. 

6. Staff are expected to behave as professionals toward the students. They must be their teachers, not their buddies. Staff are encouraged to know the difference between fraternizing and nurturing in their relations with students. 

Rationale: Staff need to maintain the students’ respect if they are to be an effective role model and a person in an authority role. 

7. Staff should consult the dorm parents before any visit to the dorm unless there is a planned activity that had been approved by the dorm parents. 

Rationale: The dorm is a home. Dorm parents are responsible for the students living in the dorm and for the protection of their dorm children’s privacy. 

8. Staff members sharing living quarters with others should limit personal guests to reasonable hours. Staff members may not house guests other than their immediate family without written permission from the director. 

Rationale: Staff should be considerate of their house mates’ need for sleep and privacy.  Staff homes are private and not to serve as temporary housing for others.
9. Staff members are to avoid places whose primary purpose is dancing and/or serving alcoholic beverages, such as discos, casinos and night clubs. 

Rationale: Drinking alcoholic beverages is not allowed in the Muslim culture. In the eyes of the Sénégalese such places are associated with sin. For the sake of the personal witness of the individual and the reputation of the Christian community, staff must be willing to alter their behavior while at DA. 

10. Staff members are not to dance when they are in a group representing Dakar Academy, and they are to use discretion about dancing at other times. 

Rationale: In many cultures dancing is used to arouse sexual desire and is associated with promiscuity and sin. Because of this some of the students coming to DA are from families where dancing is not allowed. DA must be sensitive to the values of these families. 

11. Staff are to abstain from the use of alcohol as a beverage. Alcoholic beverages may be used for cooking purposes only. 

Rationale: Staff members are role models for students and must nor be a stumbling block to them. 

12. When jogging off-campus, please observe the following guidelines:
a. Jog during daylight hours

b. Jog with another person. 
c. Do not wear jewelry, a watch, a walkman, or anything of value. 
d. Joggers should not wear "short" shorts or tights. 

Rationale: Petty theft is common in Dakar. Items a., b., and c. are for the safety of the individual. Item d. is a question of modesty. 
Classroom/Teaching

1. Teachers are expected to keep a up to date substitute folder in the office.

2. Each teacher will establish an expected code of conduct for his/her classroom. A written record should be kept of continuing behaviors that require correction.  Set behavior expectations and consistently enforce them to maintain acceptable student behavior (see Classroom Discipline).

3. No corporal punishment will be used under any circumstance.  However, physical contact may be used to protect students or DA property.

4. All staff members are expected to help with school activities, such as open house, youth groups, SIPS, graduation events, Olympics Days, chapels, etc.

5. All staff members will help in the following areas: leading devotions, lounge clean up, providing birthday treats, and supervising the playground.

6. At the end of the year, all staff members living in D.A. housing are to complete an apartment inventory sheet and turn it in to the director before leaving for the summer.

7. Make the classroom atmosphere pleasant by checking on lighting, ventilation, and neatness of room.

8. Inform the students of all announcements and requests from the office by reading, discussing, posting, or writing them on the chalkboard. (See office-teacher procedures.)

9. Complete accurately all records for the students:

a. Daily attendance record and academic grades in grade book; at the end of the year grade boo NOTE: First period teachers (homeroom) are expected to take attendance by 8:10, write it on an attendance slip, and post it on the clip just outside the classroom door for pickup by office staff. Note tardies and absentees separately, and send all tardy students to the office if they arrive without an office tardy slip.ks are to be turned in to the office, not just computer sheet records 

b. Report cards (academic grades, study habits, and attendance report)

c. Standardized testing results

d. Permanent record sheets

e. Any other reports requested by the office

f. Conduct adequate class sessions on the following topics:

g. Orientation - student handbook, schedules, buildings

h. Study habits and conduct

i. School emergency system

j. Care of books and other school property

k. Health, cleanliness, grooming

10. Begin classes on time. Students should be in their seats and ready for class work when the bell rings. 

11. Dismiss students from the classroom in an orderly manner. Regulate the traffic in and out of your room. Do not dismiss students early.  If you have reason to temporarily excuse students from your class, they will be Create a classroom atmosphere conducive to good schoolwork:

12. Develop vital interest with specific, definite assignments.

13. Give the students work that will challenge them, yet not completely surpass their abilities.

14. Avoid "busywork" assignments.

15. Check to see that no money or other valuable items are left on or in the desks during the school day.

16. Keep the room tidy by enlisting the cooperation of students every day: Trash should be deposited in the waste can, not thrown at or around it.

17. Project supplies should be neatly put inside cupboards if at all possible.

18. Teachers are to remain on campus during school hours (7:20 A.M. - 3:00 P.M.) unless the director gives you permission to leave. Except in cases of emergency, do not leave your class (including study hall) unattended. Do not make a private arrangement with another teacher for supervision of your class in order to leave the school grounds without prior approval from the director. If you must leave the campus for an errand during a free period, notify the office manager or the Director before leaving.

19. Equipment or furniture in need of repair should be reported promptly to the maintenance supervisor using the forms provided in the staff workroom. Teachers are to take responsibility for the use of any expensive or fragile equipment. Student help must be carefully supervised.

20. Any staff member using a room other than his/her homeroom is responsible to leave that classroom exactly as s/he found it.

21. Inadequate cleaning of a room by the custodian should be reported to the maintenance supervisor.

22. Every teacher is expected to keep his/her desk orderly and see to it that every student's desk in his/her classroom is kept presentable.
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