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DISTINCTIONS OF CALDWELL ACADEMY

Christ-Centered Approach
Christianity has been such an integral part of the history and development of Western civilization, that anything other than an
education centered on the person of Jesus Christ fails at what it purports to be. Caldwell Academy holds that all truth is God's
truth. We seek to integrate all subjects with historical Christianity and the teachings of the Scriptures in ways which are
natural and not contrived. Our intent is to provide a clear model of the Biblical Christian life and worldview through our staff
and board and to encourage every child to develop a genuine and meaningful relationship with God through the person of
Jesus Christ.

Community School
Caldwell Academy is not affiliated with any church or denomination. Our goal is to foster the culture and environment of a
Christian community that is inclusive. We are unapologetic in the assertion of doctrines that are central to orthodox
Christianity, but students and faculty alike are welcome to their personal and denominational views on issues about which
genuine believers disagree. The result is the cultivation in each student of an appreciation for the views of others, while
maintaining a confidence in one's own views and those of one's family and denomination.

Classical Methodology
Caldwell Academy employs the classical method of learning based upon the centuries-old Trivium as described in The Lost
Tools of Learning by Dorothy L. Sayers. An early emphasis is placed upon basic learning skills, followed by formal
instruction in logic and finally by development of clear verbal and written mechanisms of expression in each subject studied.
The goal is to teach our students how to think as a basis for mastering specific subject areas. Intensive phonics and primary
reading sources (including the Bible and classic works) will be used for instruction in reading and the language arts. An
incremental and cumulative approach to developing and retaining mathematics skills is utilized and Latin is taught for its direct
benefits and as a reinforcement for understanding English grammar and vocabulary. Critical thinking and logic will be taught
as core subjects in the Dialectic years, equipping students with the rules of argument as well as the tools needed to detect
illogical arguments and fallacies. In the Rhetoric school students study formal debate as well as classical rhetoric, philosophy,
ethics and apologetics. During their final year at Caldwell each senior is required to write, and orally defend, a well-
researched and properly documented thesis paper.

Latin (updated 2-22-11)
"I will say at once, quite firmly, that the best grounding for education is the Latin grammar. I say this, not
because Latin is traditional and medieval, but simply because even a rudimentary knowledge of Latin cuts
down the labor and pains of learning any other subject by at least fifty percent." Dorothy L. Sayers

At Caldwell Academy, formal instruction in Latin is compulsory in grades three through eight and optional in our Rhetoric
School. By introducing children to the language at an early age we take educational advantage of their great capacity for
learning vocabulary and their love for the rhythmic chanting of verb conjugations and noun declensions. The exercise of
fitting the meaning, tense, number, case and gender of a Latin word to its English equivalent strongly develops analytical skills
as well as vocabulary. Latin instruction also promotes an appreciation for literature and an understanding of our cultural
heritage.

Personal Attention
Children are created as unique individuals and therefore benefit from personal attention and specific answers to their questions.
Children love to be singled out for specific praise and recognition. Caldwell Academy accomplishes this kind of personal
attention by limiting class sizes generally to between 16 and 24 students in grammar school, and up to 25 students per class in
grades 6-12. Exceptions to class size limits are made by the Head of School. Our goal is that teachers and principals will
know and love every student in a way that will encourage each to live up to his or her own potential and to work cooperatively
with others.

Effective Discipline
"Children, obey your parents in the Lord: for this is right.... and, Fathers do not exasperate your children,
but bring them up in the nurture and admonition of the LORD" Ephesians 6:1,4.

It is our intent at Caldwell Academy to instruct every child to obey his or her parents and to show respect to all persons of
authority. No student is allowed to be disruptive to the process of instruction or to ill-treat another student. Enforcement is
accomplished through a combination of rewards balanced with the just and consistent application of appropriate consequences.
The ultimate responsibility of disciplining the child belongs to the parent.
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ANNUAL REVIEW OF CALDWELL STATEMENTS (new 3-4-10)

Caldwell Academy’s Board of Directors will annually review the philosophy, vision, mission, and core value statements of
the school.

GOVERNANCE

Caldwell Academy is an independent school operating in compliance with the North Carolina Department of Non-Public
Instruction. A board of directors is responsible for establishing and overseeing the policies and procedures of the school. The
Head of School is responsible for implementing the policies and managing the day-to-day operations of the school.

ACCREDITATION/ACCOUNTABILITY (updated 3-23-09)

Caldwell Academy is jointly accredited with ACSI (Association of Christian Schools International) and AdvancEd (formally,
Southern Association of Colleges and Schools). Nationally-normed standardized tests are administered to every student
(grades 2 and above) every year. Our classrooms are open to visits by parents, potential students and their parents, educators
and members of the community.

CLASSICAL CURRICULUM (updated 3-23-09, 3-29-11)

Curriculum is selected to support each phase of the Trivium. The grammar stage, grades K - 5, focuses on teaching the
fundamentals and rules of the subjects with the goal of developing automaticity in the basic learning skills. The dialectic stage,
grades 6-8, focuses on logic with the goal of teaching students how to analyze, reason, question, evaluate, and persuade. The
rhetoric stage, grades 9-12, emphasizes effective and winsome communication of ideas, thoughts, and facts. Curriculum and
support materials will be constantly under review and subject to modification as necessary to meet the educational needs of our
students. The curriculum committee will be determined and led by the curriculum coordinator and convened according to the
nature of the proposed curriculum change. The Head of School has final authority over Caldwell’s curriculum and over any
changes made in the school’s curriculum. All curriculum changes shall be communicated to the Board prior to implementing
the changes.

SCHOOL STANDARDS

School Motto
The official motto for Caldwell Academy is: Soli Deo Gloria (to God alone the glory)

School Verse
The official Bible verse for Caldwell Academy is: “The fear of the Lord is the beginning of wisdom.” Proverbs 9:10

School Colors
The official school colors for Caldwell Academy are royal blue and gold.

School Mascot (updated 9-30-08)
Eagle

School Logo
The school logo is an equilateral triangle representing the Trivium and three interlocking rings representing the Trinity.
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CALDWELL ACADEMY-STATEMENT OF FAITH
(Updated 4-27-10)

At Caldwell Academy our board and staff must be wholeheartedly committed to the central and foundational beliefs and
principles of the Christian faith. The substance of the statement of faith is what will be considered primary doctrine at
Caldwell Academy and will be taught in various ways through all grade levels. When non-primary doctrine or issues arise
they will be referred back to the family and local church for final authority. As we seek to build Christian unity between
students and families in the school, we pray that our school will never drift from stressing the central doctrines that promote
the gospel of our Lord Jesus Christ.

Statement of Faith
1) We believe that God has inspired the very words of the sixty-six books of the Old and New Testaments of the

Bible. These writings alone constitute the Word of God, utterly authoritative, without error in the original
writings, complete in its revelation of His will for our salvation, our faith, and our practice--sufficient for all that
God requires us to believe and to do. 2 Timothy 3:15-16; Luke 24:27; 2 Peter 1:19-21; 1 Thessalonians 2:13;
Revelation 22:18; Hebrews 1:1 (Updated 4-27-10)

2) We believe there is one living and true God, eternally existent in three persons; Father, Son, and Holy Spirit.
Deuteronomy 6:4; Psalm 90:2; 1 Timothy 1:17; 1 John 5:7; Matthew 28:19

3) We believe that the Lord God is creator and sustainer of everything that has been made and absolutely sovereign
over all things. God is holy, righteous, just, good, loving, and full of compassion. Genesis 1:1; Revelation 4:11;
Psalm 93; Exodus 34:6-7

4) We believe in the deity of the Lord Jesus Christ, in His virgin birth, in His sinless life, in His miracles, in His
vicarious and atoning death through His shed blood, in His bodily resurrection, in His ascension to the right hand
of the Father, and in His personal return in power and glory. John 1:1; Luke 1:27, 31; Hebrews 4:15; Hebrews
2:4; Romans 3:25; Luke 24:6; Acts 2:23; Mark 16:19; Acts 1:11

5) We believe in the full deity of the Holy Spirit, acknowledging Him together with the Father and Son in the works
of creation and redemption. We believe that for salvation of lost and sinful man, regeneration by the Holy Spirit is
absolutely necessary. 1 John 5:7; Matthew 3:16; Genesis 1:2; Job 33:4; John 3:3; Ephesians 2:4-5

6) We believe that salvation is by grace through faith alone. This saving faith is in the sacrificial and atoning life,
death, and resurrection of Jesus Christ. Galatians 2:16; Ephesians 2:8; Romans 5:1; Romans 5:8-10, 19; John
11:25

7) We believe that faith without works is dead. Repentance, obedience to God’s commandments, love, and good
works are evidences of saving faith. James 2:8; Hebrews 13:21; Matthew 5:16; Luke 13:3; 1 John 2:3; 1 John
3:11; Matthew 5:43-44

8) We believe in the present ministry of the Holy Spirit, by Whose indwelling the Christian is enabled to live a godly
life. Romans 8:2, 9-11, 26-27; 1 Corinthians 12:4-11; Galatians 5:16-26; Philippians 2:12-13

9) We believe in the resurrection of both the saved and the lost – they that are saved to the resurrection of eternal life
and they that are lost to the resurrection of everlasting damnation. I Corinthians 15:12-28; 2 Corinthians 5:1-5;
Philippians 3:20-21; John 5: 28-29; Matthew 25:31-41

10) We believe in the spiritual unity of all believers in our Lord Jesus Christ. Ephesians 4:1-6; Philippians 2:1-14; 1
Corinthians 12:12-26

* All scriptures referenced above are from the New King James Version.
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SCHOOL BOARD POLICIES

Board Member Requirements (updated 12-11-07)
- Must be in full agreement with the Statement of Faith of Caldwell Academy;
- Must be a mature Christian who is a member in good standing (or in membership process) in a local church that is in

full agreement with the Statement of Faith of Caldwell Academy;
- Must demonstrate quality of character as summarized by respect, diligence, courtesy, confidentiality, faithfulness to

prayer, and effective communication;
- Must have no history of church censure or discipline (unless full restoration has taken place);
- Must have a thorough understanding of and support for the classical, Christian, and community approach
- to education adopted by Caldwell Academy;
- Must substantially agree with the educational philosophies described in the book Recovering the Lost Tools
- of Learning;
- Must commit to continued study and information education including attendance once every three years at a classical,

Christian conference;
- Must agree with and support existing policies and goals of Caldwell Academy;
- Must demonstrate talent in at least one of the following: organization; finance; promotion; marketing; hospitality;

curriculum evaluation/formation;
- Must demonstrate willingness to either chair/co-chair or be a member of at least one committee or sub-committee;

The overall responsibility of the board is to operate Caldwell Academy according to biblical guidelines and in accordance with
the by-laws of Caldwell Academy. As part of this task, the board will be responsible specifically for:

- Encouragement of the Head of School, as well as any others who make significant contributions toward the
advancement of the school’s goals;

- The hiring and continued evaluation of the Head of School;
- Ensuring that a prudent budgeting process allows for funding the day-to-day operations of the school; thus, the

board will evaluate and approve annual operating and long term capital budgets for the school;
- Approving detailed monthly financial statements within 30 days of the end of each month;
- Authorizing any officer(s) or agents(s) to enter into a contract or to execute and deliver an instrument in the name or

and on behalf of the school;
- Approving school policies in regard to such matters as hiring and firing of staff, maintenance of facilities,

acquisitions of property and equipment, curriculum, student conduct, discipline, and fund-raising;
- Each board member is required to remember that the authority of the board is corporate. Individual board

members, in dealing with administration, staff, or parents, may not represent the board as a whole unless
specifically instructed to do so by the board, or required to do so by the by-laws or policy manual.

Board Training (updated 10-28-08)
Initial Training:
1) Re-read Recovering the Lost Tools of Learning (if it has been more than one year since doing so);
2) Read policy Manual, Parent/Student Handbook and Athletic Handbook;
3) Be familiar with Caldwell’s K-12 courses and offerings;
4) Meet with the chairman of the board to receive instruction regarding the handling of formal and informal complaints
(Matt 18) and board member evaluations;
5) Meet with an assigned fellow board member for mentoring. Instruction will include: how board meetings are generally
run, Roberts Rule of Order, reading financial statements, organization of board notebook, use of email as a means of board
communication and answering questions the new member may have regarding the history of board activity.
6) Attend one ACCS, ACSI or SCL endorsed conference during the first 3 years of service.
Ongoing Development:
1) Attend at least 3 school activities a year (athletic event, fine arts program, assembly, pigfest, etc.)
2) Attend one faculty meeting a year.
3) Attend one ACCS, ACSI or SCL conference for every 3 years of service.
4) Make an effort to personally meet every staff member.
5) Observe classes once a year for each level: grammar, dialectic, rhetoric.
6) Fulfill reading assignments as directed by the chairman of the board.
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Board Evaluation
The board of directors will corporately evaluate board responsibilities and yearly board objectives three times a year as an
agenda item at regularly scheduled board meeting. On a yearly basis, each board member will complete a brief self-
evaluation to be submitted to the board chairman. The board chairman will also complete an evaluation for each member.
These evaluations will be discussed between the board chairman and individual board members. The board chairman will be
evaluated by each member at the individual discussion meetings.

Removal of Board Members
Any of the directors (permanent or appointed) or officers may be removed from the board of directors or from office by the
affirmative vote of the majority of all directors (other than the director to be removed) present and voting at any regular or
special meeting called for that purpose. Any such director proposed to be removed shall be entitled to at least five (5) day’s
written notice of the meeting at which such removal is to be voted upon, and shall be entitled to appear and be heard at such
meeting.

Quorum and Voting Procedures (updated 8-21-07)
At all meetings of the board of directors, a majority of permanent directors shall be necessary and sufficient to constitute a
quorum for the transaction of business, and the act of a majority of the directors (permanent and appointed) present at any
meeting at which there is a quorum shall be the act of the board of directors, except as may be otherwise specifically provided
by statute or by these By-Laws. If at any meeting there is less than a quorum present, a majority of those present may adjourn
the meeting from time to time without further notice to any absent director.

Notwithstanding the foregoing, the policies of Caldwell Academy as set forth in the Caldwell Academy Policy Manual may be
amended, altered or repealed only upon the affirmative vote of three-fourths (3/4s) of the permanent and appointed directors
present at any meeting at which there is a quorum.

Communication of Policies/Procedures (updated 6-17-08)
New or corrected policies and procedures approved after the publication of the yearly Student Handbook must be
communicated to the Caldwell community in a timely and effective manner separate from the weekly communication letter.

Board Meetings and Agendas
The board of Caldwell Academy holds regularly scheduled meetings once each month and special meetings as necessary. The
Head of School shall attend all board meeting and provide the board with a written summary report of all relevant issues at the
first regularly scheduled meeting of each month..

All meetings shall be conducted according to modified Robert’s Rules of Order using a printed, pre-published agenda.

The board meetings of Caldwell Academy are meetings held in public, but not “public meetings” (i.e. all persons present do
not have the right to speak and be heard). Only agenda items will be addressed at meetings, and only persons listed on the
agenda to discuss a particular item will be permitted to address the board. Visitors are welcome to observe meetings (except
portions of meetings that may, in the board’s discretion, be held in executive session to protect privacy as necessary).

A written agenda of scheduled meetings shall be prepared by the board chairman and is to be published one week prior to
meetings. Agendas and minutes of prior meetings are available in the school office. Requests for matters to be brought before
the board or for a presentation to the board should be made through the Head of School or board chairman.

All board actions shall be documented through board-approved minutes. The minutes shall detail the action approved and who
is responsible for follow-up if necessary. The administrative manager, upon receipt of approved minutes, shall promptly
review each action and determine if additional follow-up is necessary. Policy Manual changes shall be made only by the
administrative manager upon receipt of board approved minutes documenting change. Responsibility for implementation of
board actions will rest with the Head of School.

Board-Head of School Relations
Caldwell Academy is an independent school operating in compliance with the North Carolina Department of Non-Public
Instruction. A board of directors is responsible for establishing and overseeing the policies and procedures of the school. The
Head of School is responsible for implementing the policies and managing the day-to-day operations of the school. The board
by nature deals with policy matters, and reserves the right to have non-policy matters handled by the administrative staff.
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Board Children Enrollment at Caldwell
All board of directors should have their children, who are of age and eligibility, enrolled as students at Caldwell Academy. If
an active board member believes an exception should be made regarding his or her child(ren), they should put forth the
reason(s) for the exception before the board, either verbally or written. The remaining board members will consider the matter
and rule on the merits of the exception (simple majority vote). If the board does not rule favorably with the exception request,
then the board member who made the request must either comply with the board’s decision or step down as an active board
member.

Admission of Board Children
Pending that admission procedures conclude that a child of a Caldwell board member is a suitable match for Caldwell’s
resources and educational program, priority will be given that child during the enrollment process.

GRIEVANCE POLICY (updated 10-27-09)

Objective: To establish Biblical guidelines for the resolution of disputes or grievance at Caldwell Academy when other
appropriate efforts in responding to complaints/concerns have failed to bring about resolution.

I. Students/Parents to Teachers.
A. Any dispute or grievance must first be presented to the teacher by the parent(s) or by the

the student with their parent provided that student is mature enough to do so respectfully.
B. If resolution is not reached, the parents or student(s) may bring the matter by written

request before the appropriate principal or Head of School. A student bringing forth such a
matter must have parental permission to do so.

C. If resolution is not reached, the parents may appeal by way of written request for a hearing
before the board - the written request will only be passed to the board by the Head of School.

II. Parents/Patrons to Administration.
A. If parents or patrons have a grievance regarding the general operation of the school (apart

from operation of a classroom), they should bring those concerns to The Head of School or
appropriate principal.

B. If no resolution is reached, a request for a hearing before the board should be sought.
This request should be in writing. The written request will only be passed to the board by the Head of School.

III. Staff to Administration (updated 10-27-09)
A. All concerns about standards or operations should be first presented to the appropriate

supervisor.
B. If resolution is not reached, the staff member may appeal the decision in writing to the

Head of School.
C . If resolution cannot be reached, the staff member may appeal to the board in writing and

request a hearing before the board - the written request will only be passed to the board by
the Head of School. The board may choose to hear the matter or to decline hearing the
matter (thus deferring to the decision of the Administration). The board will not normally
hear matters related to staff termination or “non-renewal” decisions.

IV. Volunteers to Staff/Administration.
A. If a volunteer has a concern, he/she will present the concern to the staff member

responsible for oversight (teacher, principal, Head of School, etc.)
B. If resolution is not reached, the concern should be presented to the Head of School

in writing, followed by an appointed time with the Head of School to discuss the concern.
C. If resolution cannot be reached, the volunteer may request a hearing before the board -

this written request will be passed to the board by the Head of School.

V. Individual Board Members to The Head of School.
A. If specific concern(s) arise(s) during a board meeting, board members may not challenge,

rebuke, or debate directly with the Head of School in the board meeting, but channel
concerns through the board chairman.

B. Any board member may call the board into executive session if a potential grievance or
dispute arises during a board meeting.
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C. If the board decides that the issue(s) does(do) not warrant executive session, the board
will return immediately to open session.

D. If the board decides further investigation is warranted, the Head of School will meet with the
board in executive session to present his/her perspective and field questions.

E. If the board decides against the Head of School (2/3 votes required) the board will attach a
written description of their decision to the Head of School’s annual job evaluation.

F. If the board does not decide against the Head of School, any board member(s) who is(are)
still not satisfied will be required to drop the issue.

VI. Parent/Patron to Board
A. If a parent/patron has a grievance directed towards the board they should state the

grievance and request a meeting in writing to the board.
B. Based upon the merits of the grievance the board will determine whether or not the

meeting will take place.
C. If the board determines the grievance does not merit a meeting, the parent/patron will

will be required to drop the issue.

FINANCIAL POLICIES

Fundraising (updated 2-24-09)
Caldwell Academy will conduct annual fundraisers for the purpose of augmenting the operational budget. Clubs and school
organizations (including athletic teams) may only hold one fundraiser per year. With the exception of the 6th grade, junior, and
senior classes, no other individual classes/grades may conduct fundraisers. The Advancement Director and the Head of School
(and Athletic Director for athletic teams) must approve all fundraisers. The Head of School shall authorize and oversee the
disbursement of all monies received through fundraising activities at Caldwell. Groups may carryover funds raised (net of
expenses) beyond the June 30th fiscal year end date. The carryover will extend only until August 15th with the exception of the
junior class At that time, any unspent dollars from the net fundraiser will be transferred to the general school budget. The
accounting department will notify the staff coordinator and principal of any carryover funds the first week of July each year.

Facility Naming Opportunities (updated 3-27-07)
When naming opportunities are presented to donors, the “name” must be approved by the board.

Solicitation and Acceptance of Gifts
Gifts may be only solicited and accepted for approved fundraisers or approved expenditures. Gifts for non-approved
expenditures may be presented to the board for consideration. Caldwell Academy will not accept gifts made possible
through illegal or immoral means.

Budgetary Process/Time Line (updated 11-20-07)
The fiscal year for Caldwell Academy runs from July 1st to June 30th. The board develops the budget utilizing input from a
variety of sources including written budget recommendations from the Head of School. The final budget is approved after
enrollment contracts are received.

Audits
The school treasurer ensures that an external audit is conducted each year by a certified public accounting firm. The audit
report is made publicly available.

Conflicts Of Interest Policy (new 9-28-10)
See appendix for Conflict of Interest Disclosure Form
Caldwell Academy expects members of its board of directors and key employees to conduct business according to the
highest ethical standards of conduct. Business dealings that create or appear to create a conflict between the interests of
Caldwell Academy and board members and key employees are unacceptable. Caldwell Academy recognizes the right of
board members and key employees to engage in activities outside of their board service or employment which are of a
private nature and unrelated to the school, but such persons must disclose any conflicts or possible conflicts so that
Caldwell Academy may assess and prevent potential conflicts of interest from arising. An actual or potential conflict of
interest occurs whenever a board member or key employee is in a position to influence a decision that may result in a
personal gain directly or indirectly for the board member or key employee (or a family member of such person) as a result
of Caldwell Academy’s business dealings. Key employees of the school are defined as the Head of School, Business
Manager, and the Operations Manager.
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Each board member or key employee must annually sign a conflict of interest disclosure (see appendix for form of
disclosure.) If a board member or key employee has any question whether an action or proposed course of conduct would
create a conflict of interest, he or she should immediately contact the Board Chair or the Business Manager to obtain advice
on the issue.

Outside Activities
Employees of Caldwell Academy subject to this policy may hold an outside job or position as long as the job or position
does not:

1. Interfere with our scheduling demands or employee performance;
2. Constitute any form of competition or conflict of interest with the business of Caldwell Academy; or
3. Involve any activity that could bring adverse public relations impact upon Caldwell Academy (e.g.

political activities).
Any outside employment or position that has or could have an undesirable impact on Caldwell Academy or constitutes any
form of competition will be considered a conflict of interest.

Financial Interest in Other Business
In general, a board member or key employee, or such person’s family members, may not own or hold any significant
interest in a supplier, vendor, or service provider to Caldwell Academy. If a board member or key employee is closely
associated with a supplier, vendor, or service provider, such relationship must be disclosed. In addition, a board member
must excuse himself/herself from voting on any matter where a conflict of interest may exist.

Acceptance of Gifts
Neither board members nor key employees shall solicit or accept for personal benefit directly or indirectly any gift, loan, or
any item of substantial monetary value from any person or company that is seeking to conduct or currently conducting
business with Caldwell Academy. Meals and accommodations of a reasonable and normal value provided to employees on
Caldwell Academy business may be accepted.

Long-Term Debt (updated 3-23-09)
Caldwell Academy will not assume debt to cover operating expenses. The school may assume long term debt in order to
construct facilities and acquire land. The school will seek to accelerate mortgage payments and eventually be debt free.

Checking and Other School Accounts (updated 11-20-07 and 3-23-09)
The treasurer and Business Manager exercise oversight to Caldwell’s banking activities. Checks from the operations
account are written and deposited by the Controller or his/her designee. Checks are signed by one of the following: the
Head of School, business manager, principal, treasurer, or board chairman. The monthly bank statement must be opened by
someone outside the accounting department and sent to the treasurer. Bank statements are reconciled by the controller and
sent directly to the treasurer. Each board member receives a monthly financial report, the committee’s comments, and
votes to approve the reports.

Government Financial Aid (updated 8-21-07)
Caldwell Academy will not accept any form of direct government financial aid.

Financial Aid Program (updated 4-22-08)
Caldwell Academy operates on an annual budget based on tuition revenues. However, Caldwell recognizes that there may be
families who would like to attend Caldwell but are financially unable. Therefore, each year Caldwell allocates a specific and
limited amount of funds designated to assist qualifying families. Caldwell uses an independent, outside source to assist in
determining need. The Head of School will determine financial aid based on the amount recommended by the outside source,
divided proportionately to individual families, up to the amount of money reserved for aid that school year. Exceptions may
be made by the Head of School. Families will be informed of tuition assistance amounts along with enrollment contract
distribution.
General guidelines for financial aid:

1. The maximum financial aid per student is 50%.
2. If there are significant material changes in financial status from the most recent tax return (loss of job, etc.),

parents should notify the Head of School and include details of current financial status.
3. Parents may be assured that all financial disclosures will be kept in strict confidence.
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Endowment Fund Policy (new 10-25-11)
Endowments have been established so that donors may specify gifts to be retained and invested for income-producing
purposes to provide for specific areas of the schools. Income from the endowments can be restricted or unrestricted, based
on donor direction. Donors may designate their gift to a specific Caldwell Academy established endowment fund.

1. Caldwell Unrestricted Endowment Fund
2. Clete Childs Athletic Endowment Fund
3. Professional Development Endowment Fund
4. Building Operating Endowment Fund
5. Fine Arts Endowment Fund
6. Geran Robinson Endowment Fund
7. Tuition Assistance Endowment Fund

If a gift meets the suggested requirements established, the donor may create a named endowment fund within the
established funds:

1. Caldwell Unrestricted Endowment Fund $250,000
2. Clete Childs Athletic Endowment Fund $100,000
3. Professional Development Endowment Fund $ 50,000
4. Building Operating Endowment Fund $ 50,000
5. Fine Arts Endowment Fund $100,000
6. Geran Robinson Endowment Fund $ 50,000
7. Tuition Assistance Endowment Fund $ 50,000

An endowed program must be approved by the Head of School and the Advancement Director.
A named endowment fund may be established over a maximum of four years with a pledge payment schedule. The first
payment must equal 25% of the value of the total amount endowed. If the donor is \unable to meet the minimum gift levels
by the end of the four year period, funds may be reallocated to an area agreed upon by the donor and Head of School. If the
donor and Head of School are not able to come to an agreement, then the funds will remain in the established endowment
fund, it was originally created within. Caldwell Academy will attempt to respect the donor’s intentions for the endowed
fund to the extent provided by the law. Caldwell Academy will not accept funds that require the school to provide
consideration to the donor or to anyone designated by the donor, such as financial aid scholarship, school employment, or
procurement in a contract. Caldwell will not accept a gift that is not consistent with its mission, core values or violates any
policy approved by the Board of Directors.

Caldwell Unrestricted Endowment Fund
This fund will be used in conjunction with Caldwell Academy’s budget for operation of the school. Income from this fund
provides for financial aid, general operating, additional instruction costs and programs, and any other area deemed
necessary for the operation of Caldwell Academy.
In any year, no more than 5% of the fund’s assets may be transferred to the Caldwell Operating Account. Head of School
and Business Manager must oversee and approve withdrawals. This fund may receive tax deductible donations and any
funds not withdrawn will remain in the account for future use.

Clete Childs Endowment Fund (updated 8-21-07, 10-25-11)
This fund will be used in conjunction with Caldwell Academy’s Athletic budget line to provide sustainability and upkeep of
the Athletic Complex. In any year, no more than 5% of the fund’s assets may be transferred to the Caldwell Operating
Account. Head of School and Business Manager must oversee and approve withdrawals. This fund may receive tax
deductible donations and any funds not withdrawn will remain in the account for future use.

Professional Development Endowment Fund
This fund will be used in conjunction with Caldwell Academy’s faculty and staff professional development. It will provide
the financial resources and opportunity to pursue advanced degrees to improve teaching and/or administrative capabilities
in the service of educating students at Caldwell Academy. In addition, the Endowment will provide funding for teachers to
complete certification.
In any year, no more than 5% of the fund’s assets may be transferred to the Caldwell Operating Account. Head of School
and Business Manager must oversee and approve withdrawals. This fund may receive tax deductible donations and any
funds not withdrawn will remain in the account for future use.
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Building Operating Endowment
This fund will be used in conjunction with Caldwell Academy’s operating budget line to provide for the “unexpected” –
operational issues that are unforeseen - and sustainability of Caldwell Academy facilities. In any year, no more than 5% of
the fund’s assets may be transferred to the Caldwell Operating Account. Head of School and Business Manager must
oversee and approve withdrawals. This fund may receive tax deductible donations and any funds not withdrawn will
remain in the account for future use.

Fine Arts Endowment Fund
This fund will be used in conjunction with Caldwell Academy’s Fine Arts budget line to provide sustainability the Fine
Arts Department and future complex. In any year, no more than 5% of the fund’s assets may be transferred to the Caldwell
Operating Account. Head of School and Business Manager must oversee and approve withdrawals. This fund may receive
tax deductible donations and any funds not withdrawn will remain in the account for future use.

Geran Robinson Endowment Fund (updated 11-20-07, 5-18-09, 10-25-11)
This fund will be used in conjunction with the school’s financial assistance budget line to provide assistance to families that
have tuition assistance needs due to the death of a spouse. Families seeking assistance must go through the school’s normal
financial assistance procedures to determine the additional assistance needed. At the discretion of the Head of School and
Board Chair, funds from this Fund may be used to meet up to 99% of the tuition needs of an individual family. In any year,
no more than 5% of the fund’s assets may be transferred to the Caldwell Operating Account. Head of School and Business
Manager must oversee and approve withdrawals. This fund may receive tax deductible donations provided no specific
individuals are named as recipients and any funds not withdrawn will remain in the account for future use.

Tuition Assistance Endowment Fund
This fund will be used in conjunction with the school’s financial assistance budget line to provide assistance to families that
have temporary tuition assistance needs greater than may be met via the Financial Assistance Policy These needs may be
due to but not limited to job loss, separation/divorce, illness/medical bills, etc. Families seeking assistance must go through
the school’s normal financial assistance procedures to determine the additional assistance needed. At the discretion of the
Head of School and Business Manager, funds from this Fund may be used to meet up to 80% of the tuition needs of an
individual family. Families may seek assistance from this fund for a maximum of 3 out of 5 years.
In any year, no more than 10% of the fund’s assets may be transferred to the Caldwell Operating Account. Head of School
and Board Chair must oversee and approve withdrawals. This fund may receive tax deductible donations provided no
specific individuals are named as recipients and any funds not withdrawn will remain in the account for future use.

Registration/Application Fee (updated 11-20-07)
Each application must be accompanied by a non-refundable $100.00 application fee per student with a $200.00 maximum
per family. Refund exception: If Caldwell Academy elects not to readmit a returning student, the entire application fee will
be refunded.

Contract Deposit
There is a $500 non-refundable tuition deposit per enrollment contract due at contract signing. The balance of tuition is due
(a) lump sum by June 1, or (b) paid by bank draft over 11-month period beginning June 1 and ending May 1 of the
following year (excluding March).

Tuition Philosophy
Tuition is collected in order to fulfill the majority of expenses incurred in the school’s operational budget, including
mortgage payments. The intent of tuition charges is to offer an excellent educational program at a price affordable to most
middle or higher income families. Assistance may be made available for families based upon their financial need.

Tuition Refund Policy
With the signed enrollment contract the parent is obligated to pay all tuition and fees, and no portion of the amounts paid or
outstanding will be refunded or cancelled in the event of student absence, withdrawal, or dismissal from the school. In the
event of dismissal or withdrawal, all unpaid monthly draft amounts shall become immediately due and payable. The Tuition
Refund Plan is a tuition insurance option made available to parents to protect their yearly financial obligation under the terms
of the enrollment contract. This program insures tuition (prepaid and due) in the event of separation according to the terms of
the policy.

Calculating Tuition After School Year Has Begun
Prorated tuition will be determined by dividing the annual tuition total by student days x number of days left in the school
year; the monthly payment amount is determined by dividing this number by the number of months between the student’s first
day in class and the following May.
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Tuition Payoff (updated 3-23-09)
Tuition discounts are only available if declared at the time of Contract signing (or until first payment). After the first
monthly payment is made, there is no provision for a prorated discount should the parent wish to pay off the tuition balance
early. Parents signing contracts during the school year may receive a prorated discount based on the tuition calculation and
the current year’s discount rate.

Delinquent Accounts
Caldwell Academy will take the following ordered steps in an effort to collect delinquent tuition. Monthly tuition is due on
the fifth day of each month.

1. Tuition not received by the fifth calendar day of each month or drafts returned for non-sufficient funds
will be assessed a $25.00 late/NSF fee. Notification of this late fee will come from the school office
signed by the administrative manager.

2. Tuition not received by the last day of the month will be charged an additional $25.00 late fee. Notification
of this late fee will come from the school office signed by the administrative manager.

3. Accounts more than one month late will receive a letter from the Head of School requesting a call or letter
from the person responsible for tuition payments within one week to come up with an agreeable plan to
make tuition payments.

4. Accounts which are two months past due will be administratively withdrawn and their place made available
to those on the waiting list. In such cases, the entire balance of tuition and fees becomes payable and due
immediately.

5. No activity towards payment in three months results in the account being reported to the credit bureau and
a collection agency by The Head of School.

6. No student records will be provided for students with outstanding accounts.
7. Students with outstanding accounts will not be readmitted to Caldwell.
8. The Head of School will contact the leadership of the church of which they are a member to communicate the

accusation of breach of contract against Caldwell and ask for their intervention for restitution (Matthew 18:17).
Caldwell Academy wants to be sensitive to hardship and surprises that interrupt the ability to meet tuition payments. It is
imperative in such cases, that the person responsible for paying tuition immediately notify the Head of School and work out
a plan.

Collection of Unpaid Pledges (new 4-17-07)
Caldwell Academy will attempt to collect unpaid pledges for a minimum of two years after the due date. After that time, a
letter shall be sent from the Head of School stating that we hope and expect for the pledge to be honored, but will no longer put
time and effort into pursuing the pledge.

Withholding of Transcripts
No student records will be provided for students with outstanding tuition accounts or book replacement fees.

HUMAN RESOURCES POLICIES

Nondiscriminatory Hiring Policy
Caldwell Academy’s hiring of employees does not discriminate based on age, gender, national origin, race, or ethnicity.

Spiritual and Professional Qualifications (updated 12-11-07, 6-28-11)
A teacher:

- Must be a committed Christian who is a member in good standing (or in membership process) in a local church that is
in full agreement with the statement of faith of Caldwell Academy;

- Must be in full agreement with the statement of faith of Caldwell Academy;
- Is expected to have a thorough understanding and support for the classical, Christian, and community approach to

education adopted by Caldwell Academy;
- Must substantially agree with the educational philosophies described in the book Recovering the Lost Tools of

Learning;
- Must have a minimum of a bachelor’s degree from a college or university;
- Must maintain high standards of personal, spiritual, and professional conduct;
- Must be committed to professional growth including reading, coursework, and seminar attendance;
- Is expected to be able to enthusiastically and competently implement Caldwell’s curriculum;
- Is able to skillfully manage a classroom of varying academic skills and learning styles;
- Must be able to promote and manage a high level of parental involvement;
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- Must agree to offer one hour weekly of conferring or tutoring outside of instructional time but within confines of 40-
hour work week; and

- Must commit to continued training in classical, Christian education. (updated 6-28-11)
- Must have ACSI teacher certification (temporary or standard) by October 1st of the first year of hire and continue to

work toward the standard certificate.
- Must be in agreement with the Parent/Student Handbook, Caldwell Policy Manual, and have some familiarity with

the history of the school.

Teacher Certification (updated 12-11-07)
Proficiency in instructional methodology, classroom management, and the care and nurture of the individual students is
required of Caldwell’s teachers. Current North Carolina teacher certification may or may not ensure that the above
proficiencies have been met and, therefore is not required. A bachelor’s degree, and a commitment to ongoing
professional development are the minimum requirements for teachers at Caldwell Academy. The teacher must have ACSI
teacher certification (temporary or standard) by October 1st of the first year of hire and maintain current certification
ongoing.

Undergraduate Degree Requirement for Teacher Candidate
The board of directors of Caldwell Academy reserve the right to waive the Bachelor of Arts/Science degree requirement for a
proposed teacher candidate if: (1 the candidate is currently enrolled in a college or university, and 2) the degree will be
completed within the Caldwell Academy school year of proposed enrollment.

Procedure for Hiring Staff (updated 8-21-07)
The Head of School is responsible for hiring all staff.
Procedure:

- Prospective teachers and principals are encouraged to learn about Caldwell Academy by visiting classes, meeting
with staff, and reading the Parent-Student Handbook.

- The interested applicant submits a completed application form.
- Applicants will be notified by the school when the application has been received. Future contact will be made if the

school has interest in further pursuing the applicant for a specific vacancy. Applications will remain on file for one
year.

- The supervisor will conduct the initial interview for applicants.
- The Head of School will participate in the final interview of all applicants.
- References will be checked by a supervisor.
- Additional interviews, observing, socializing with candidate’s family, and trial teaching may be part of the hiring

process with teachers. Additional interviews and socializing with candidate’s family shall be part of the hiring
process for principals.

- Before an offer is extended, a background check is conducted.
- Assuming the background check is acceptable, the candidate is hired and the board is notified of the hire.

Principal Search Policy (new 6-16-09)
When hiring principals, the Head of School will appoint a temporary advisory committee to assist him or her.

Coach Hiring Policy
The athletic director and Head of School are responsible for recruiting, interviewing, and selecting coaches. A background
check must be completed and references must be checked for all coaches. Coaches are paid a stipend that generally
depends on the length of the season, number of coaching hours required, and longevity at that position. Coaches will be
evaluated by the athletic director on an annual basis. The Head of School will make the final decision regarding the
termination of any coach. The athletic director has authority to suspend a coach at any time.

Substitute Teachers (updated 8-21-07)
The approval process for the substitute list is initiated by supplying a completed substitute teacher application form.
References will be checked and the prospective substitute questioned regarding agreement with Caldwell Academy’s
Statement of Faith and familiarity with the Student/Parent Handbook. A background check is conducted on the applicant. The
Head of School either approves or rejects an applicant. Substitutes must agree to go through an orientation process with the
respective principal. Substitutes are compensated at a rate determined annually by the board.

Qualifications:
- Wholehearted agreement with Caldwell Academy’s Statement of Faith;
- Has read and agreed to comply with Caldwell Academy’s Student/Parent Handbook;
- Is recommended by pastor and one other reference as a teacher who demonstrates care, patience, respect and

authority in relation to students;
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- Dependable;
- Age 22 years and older.

Head of School Qualifications (updated 12-11-07, 6-28-11)
The Head of School:

- Must be a committed Christian who is a member in good standing (or in membership process) in a local church that is
in full agreement with the Statement of Faith of Caldwell Academy;

- Must be in full agreement with the Statement of Faith of Caldwell Academy.
- Is expected to have a thorough understanding of and support for the classical, Christian, and community approach to

education adopted by Caldwell Academy;
- Must substantially agree with the educational philosophies described in the book Recovering the Lost Tools of

Learning;
- Must commit to continued training in classical, Christian education. (updated 6-28-11)
- Must be in agreement with Parent-Student Handbook, Caldwell Policy Manual, and have some familiarity with the

history of the school.
- Prefer a minimum of a master’s degree from a college or university.
- Must have experience in administration and management of organizations/people. Teaching experience preferred.
- Professional and personal references must demonstrate observed manifestation of Godly character and spiritual

maturity;
- If married, the candidate’s marriage and parenting must demonstrate Christian character and maturity;
- The candidate’s children must attend Caldwell Academy unless the board determines extenuating circumstances

prevent such attendance;
- Must demonstrate the qualities and experience necessary for the position e.g., organization, leadership, diplomacy,

academic expertise, articulate speech, spiritual discipline, prayerfulness.

Head of School’s Major Responsibilities (updated 06-17-08)
The Head of School is hired by the board to manage and administer the school in line with the stated philosophy and goals.
The responsibilities of the Head of School can be grouped into the following general areas:

1. Overall organization and management (day-to-day operations, student discipline, school programs, school
calendar, decisions relating to purchasing of supplies/equipment);

2. Organization and management of staff (prequalifying and initially interviewing all staff, hiring support staff,
dismissal of staff, staff evaluations, maintaining faculty/staff handbooks including job descriptions, providing
instruction and encouragement to staff);

3. Curriculum development (teacher training, curriculum research and planning);
4. Regular communication with board including attendance at board meetings;
5. Board policy implementation;
6. Regular communication with parents;
7. Development, fund-raising, promotional, and public-relation efforts;
8. Recruitment and screening of new student admissions;
9. Enrollment contract enforcement (including consideration of requests for contract release/termination).
10. Compliance with local, state, and national regulations regarding education, health, and safety;
11. High standards of personal, spiritual and professional conduct.

Head of School Hiring Procedure (updated 11-20-07)
At such time that it becomes necessary to pursue the hiring of the Head of School at Caldwell, a search committee will be
formed consisting of at least two board members (one of whom would chair the committee) and up to seven (7) committee
appointees. The purpose of the committee is to assist the board in the recruitment and interviewing of potential candidates
for the position of Head of School. The committee’s primary responsibilities will be as follows:

1. The committee will work in conjunction with the board in conducting a regional and/or national search for
potential candidates.

2. The committee will request a resume and a letter of interest from each candidate.
3. Viable candidates will be recommended in writing to the board by the committee.
4. The search committee will conduct initial interviews and reference checks of those candidates approved by

the board. The committee will then recommend candidates back to the board. The board will conduct
additional interviews based upon the committee’s recommendations and will, by simple majority vote, select
final candidates who would meet with and socialize with various faculty and parents.

Following prayer, discussion and final vote by the board (2/3 majority), an offer of employment will be extended to the
selected candidate.
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costs to conference. The Head of School will review the availability of funds and requests for these funds on an annual
basis.

Expenses for spouses of the Head of School and principals to travel for Caldwell-related activities will be paid by the
school. (new 6-16-09)

Staff Coursework Reimbursement (updated 11-20-07, 3-23-10)
Caldwell Academy will pay, upon course completion, for classes taken by administrators and faculty members on an
incremental basis of one-third of the tuition cost per year if the class meets one of the following criteria:

a. The class is a requirement from ACSI for teacher certification.
b. The class has been determined by the Head of School to be necessary in the professional development of that

particular staff member.
c. Caldwell may pay for classes taken to obtain the next professional degree level for the staff member in his/her area of

instruction at Caldwell Academy. This must be approved by the Head of School in advance, is solely at the
discretion of the Head of School, and is subject to budgetary restrictions. There is no guarantee that this benefit will
be available to all personnel as the degree sought and classes taken must be in the long-term interest of the school.

This tuition assistance is only valid for the tenure of the staff member at Caldwell Academy. Should the staff member leave
Caldwell in advance of the three year reimbursement window, no further reimbursement will be made.

ACSI Certification Reimbursement
Caldwell Academy will pay a one-time $500 stipend to staff members who earn a professional level certificate from ACSI.
Upon presentation of the new certificate, Caldwell Academy will also reimburse the certificate application fee for each staff
member applying for certification status.

Paid Tutoring by Teachers(updated 11-20-07)
Teachers at Caldwell Academy are not allowed to tutor their own students for pay. Teachers may, however accept payment
for tutoring Caldwell students from other classes.

Full-time Definition (updated 11-20-07)
Grammar school grade teachers (K-5) are considered fulltime employees. Teaching a minimum of five (5) credits per day
qualifies other teachers as fulltime. Thirty-five (35) hours per week qualifies a non-teaching employee as fulltime. Fulltime
benefits are offered to employees working a minimum of 30 hours per week.

Staff Tuition Discounts (updated 11-20-07, 3-23-09, 6-16-09)
Exempt staff will receive a tuition reduction of their immediate family’s tuition as stated in their work agreement according
to the following schedule:

Full-time (5 classes or 35 or more hours) = 50% tuition reduction (cap – 150% of Rhetoric Tuition)
Part-time (4 classes or 30-34 hours) = 35% tuition reduction (cap – 50% of Rhetoric Tuition)

(3 classes or 20-29 hours) = 25% tuition reduction (cap – 35% of Rhetoric Tuition)
Half of the tuition discount available to eligible parent-staff is available to eligible grandparent-staff. ( New 3/27/07)

Tuition reduction may not exceed the above percentages for any student. In the event, however, that more than one parent is
employed at Caldwell, the reduction percentage will be based on the teacher with the highest allowable percentage. The
maximum dollar reduction amount will be the total of the tuition reductions permitted to the parent/teachers based on the
amount allowed for the number of classes taught.

After 3 years of service, non-exempt personnel, working at least 1000 hours each year, will be eligible for a 25% discount on
tuition (cap - $2,500). This will become effective the school year after completion of three years of service. If there has been
a break in service during the previous 3 years, the employee will be eligible for the tuition discount after the completion of one
full year with at least 1000 hours. (new 5-18-09, updated 6-16-09)

Staff Tuition Formula
Staff will be required to pay $250 contract deposit per student (or such other percentage of tuition discount allowable, if
greater). The remainder of the total staff tuition due (net of the deposit) is due either as a lump sum payment or monthly
payroll deduction/draft. Example: Total tuition due – staff discount - $250 contract deposit = amount due by lump sum or
monthly payments.

Staff Leave Allowance (updated 11-20-07)
Professional Days - 2 (for attendance at continuing education classes, seminars, etc.)
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Administrator may approve additional professional days
Sick Days - Sick days accrue at the rate of one day per month up to a maximum of 10 days within a school

year. Employees may accumulate unused sick leave at a maximum of 5 days per year.
Personal Days - Personal days accrue at the rate of one per trimester (Aug-Nov; Dec-Feb; Mar-May) up to a

maximum of 3 per school year. (Personal days may be used for scheduled doctor appointments,
funerals, vacation, you name it).

Professional and personal days may be scheduled with the supervisor’s approval and a one-week prior notice. Unexpected
circumstances (funeral, family illness, etc.) do not require notice, but the staff member should notify his/her supervisor as soon
as possible in order to allow sufficient time to secure coverage of responsibilities.

Leave Allowances for Hourly Employees
Any hourly employee scheduled to work more than 15 hours per week will accrue sick leave at the rate of one day per
month (pro-rated by the ratio of scheduled hours divided by equivalent full-time hours (e.g. a half-time hourly employee
would accrue ½ day of sick leave per month); and such employee will accrue personal leave at the rate of one day per
trimester, pro-rated as above.

Summer leave allowances (updated 11-20-07)
Summer leave allowances for 12-month full time employees is dictated by the job description of each position and should
be referred to as policy.

Holidays
Staff are granted the following holidays: Thanksgiving Break, Christmas Break, Easter Break, July 4th and Labor Day. The
length of Christmas Break and Easter Break are specified in the employee’s job description or the current academic
calendar.

Donation of Unused Leave
Staff may donate unused personal days for the current school year to another staff member who has exhausted his/her
available sick/personal days, subject to approval of the Head of School.

Jury Duty
Caldwell will encourage staff to fulfill their civic responsibilities of jury service by continuing their regular pay. Staff will
be asked to oversee as many of their regular responsibilities as possible during the jury service (such as discussing
classroom management issues with the substitute teacher, developing lesson plans, calling parents as needed).

Family and Medical Leave
Caldwell Academy recognizes that employees may, on occasion, need extended leave time in order to care for themselves
or for an immediate family member. Pursuant to the provisions of the Family and Medical Leave Act of 1993, Caldwell
Academy will implement regulations providing appropriate family and medical leave for all eligible employees.

Insurance Benefits
Caldwell will provide and pay for term life insurance for the Head of School, principals, administrative manager, and
operations manager (updated 3/27/07) in order to establish an account with a supplemental insurance provider who will
provide assistance administrating a “cafeteria plan” (Section 106 of IRS code 125).
Caldwell will pay a portion of the premium for comprehensive medical insurance for full-time staff. (teaching 4 classes per
day or minimum 30 hours per week). Additionally, a supplemental insurance “cafeteria plan” is offered.

Liability Insurance
Caldwell Academy will provide liability insurance for all employees and board members.

Retirement (updated 2-4-08)
All employees of Caldwell Academy shall be eligible to make elective deferrals immediately upon hire. Matching
contributions will only be made to those employees who work 1000 or more hours in a plan year. An employee is vested
after completing five (5) years of service.

Staff-Sponsored Educational Trips
Caldwell staff who are sponsoring educational trips or activities outside of normal school hours may inform Caldwell
families of opportunities by communicating directly with parents (phone call, direct mail, flyer in communication folder),
provided the Head of School or principal approves. Communication must state that Caldwell does not sponsor the trip.

Staff Work Agreement (updated 10-27-09)
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All paid staff are required to sign a work agreement for one academic year. At the end of the academic year the school or
the employee may choose not to enter into agreement for another year of service. The Caldwell Academy Head of School
makes the final decision for the school regarding the non-renewal of an employee’s work agreement for employment in
subsequent years. There are a variety of factors which may lead the Head of School to make the determination to not renew
an employee’s work agreement. Likewise, there may be a wide variety of factors which may lead the employee to choose
not to pursue renewal of the work agreement for another year.

Staff Probation (updated 11-20-07)
Supervisors may place employees on probation during a period of unsatisfactory performance. A plan for improvement
will be established. Failure to show acceptable improvement within the probationary time period may result in a
recommendation for termination of the employee.

Staff Termination (updated 6-11-07)
The Caldwell Academy Head of School makes the final decision regarding termination of an employee. The employee’s
supervisor may immediately suspend an employee pending a final decision regarding termination from the Head of School.
Possible reasons for termination:

- any behavior or lifestyle choice not in accordance with biblical standards
- two or more low evaluations without notable improvements

Procedure for Termination:
- Conference with immediate supervisor outlining unacceptable work performance and objectives for

improvement. Documentation of this conference is retained in the employee’s personnel record.
- Adequate time is given to correct the problem.
- Follow-up evaluation conference with supervisor. The supervisor’s recommendation regarding retention or

termination is forwarded to the Head of School.
- After consultation with some members of the Board, the Head of School makes the final decision on the

termination of an employee.

Procedure for Suspension:
The principal or supervisor may immediately suspend an employee by requiring the employee to leave the premises and not
perform any of his/her work duties until the Head of School can rule on a termination recommendation. The Head of School
will decide whether or not the employee will receive pay during the period of suspension.

Teacher / Staff Resignations (updated 8-21-07)
End of the year:
If a faculty member knows he/she will not be returning to Caldwell Academy to teach the following academic year, a written
letter stating that intent should be sent to the Head of School and board of directors by February 28th of the current school
year.
Mid-year:
In the event a faculty member must resign during the school year, a written letter stating that intent should be sent to the Head
of School. Unless an unforeseen emergency prohibits such actions, a four-week notice should be given.
If the employee qualified for a tuition discount, the remaining tuition will be prorated at the full tuition rate for the remainder
of the year.
Upon resignation, the faculty member’s salary will be prorated to the last day of employment and will be paid at the next
scheduled pay period.
An exit interview with the Head of School will be held prior to the employee’s departure whether a mid-year or end of the year
resignation occurs.

Teacher Rehire
When a previously employed staff member seeks employment again with Caldwell Academy the same procedures for hire are
implemented with the exception of background checks and reference checks. If the employee has been away from the
Greensboro community for more than one year, background and reference checks may be required.

Nepotism/Conflict of Interest (updated 08-26-08)
See Appendix –Policy Rationale #2
- In order to avoid a potential conflict of interest, a board member of Caldwell Academy shall not be employed as a paid

staff member. Exceptions may be made by the Head of School and Board Chair. He or she may serve as a substitute.
- A faculty or staff member of the school cannot be in direct supervision of a relative.
- A relative of a board member can apply for and subsequently be hired by the school if 1) the board member has no say

if discussion of this person is brought before the board; and 2) the board member has no say in the dismissal of this
person.
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Teacher Evaluations (updated 1-27-09)
At the start of each evaluation period, the teacher will meet with their immediate supervisor and draw up Goals and
Objectives. The teacher should come to the meeting prepared with their own goals and objectives. Additionally, this
evaluation planning meeting will include drafting a strategy for that teacher’s personal development. This Personal
Improvement Plan may include short and long term goals.
The planning Goals and Objectives document and the Personal Improvement Plan should be signed by both the teacher and
the supervisor and placed in the teacher’s personnel file.
Throughout the evaluation period, the supervisor will make scheduled and unscheduled visits to the teacher’s classroom to
observe. Classroom Observation forms will be filled out as necessary and placed in the teachers personnel file. Teachers
may schedule observations with the supervisor when they have a particular event they would like observed.
At specified intervals throughout the year, the teacher and supervisor will formally meet to compare classroom observation
and other evidence of professional growth to the Goals and Objectives and Personal Improvement Plan. Areas of strength
and areas for improvement will be documented in the Teacher Progress report and then signed and dated by the teacher and
the supervisor. The teacher may respond in writing at the bottom of the report to any aspect of the evaluation process. The
Teacher Progress report will then be placed in the teacher’s personnel file.
Areas for improvement will automatically be placed as priority items on the next Goals and Objectives document and the
Personal Improvement Plan. These areas will be noted in future observations and tracked as to resolution.
At the end of the school year, each supervisor will report to their supervisor on the overall progress and areas of concern
within their group. This report is a compilation of the Teacher Progress reports and will note faculty growth and teachers
who are in line for probation and possible termination if noted improvements are not made within a specified time period.

Teachers are asked to give intent to return for another year by February 28th.

Staff Children Enrollment at Caldwell (updated 11-20-07)
Administrators and teachers should have their children, who are of age and eligibility, enrolled as students at Caldwell
Academy. Exceptions may be authorized by the Head of School.

Admission of Staff Children
Pending that admission procedures conclude that a child of a Caldwell staff member is a suitable match for Caldwell’s
resources and educational program, priority will be given that child during the enrollment process.

Dress Code (updated 11-24-09)
See Appendix-Policy Rationale #3
Teachers and staff are asked to attire themselves in a manner that is professional, pragmatic, and expressing a sense of
modesty and godliness (I Timothy 2:9-10).

Ethics and Conduct (updated 11-24-09)
During their tenure at Caldwell Academy, staff members are to be good examples to the families and students they serve.
Each staff member agrees to affirm by his or her lifestyle a commitment to Jesus Christ. Standards of conduct at Caldwell
are to be in accordance with civil as well as biblical law. Employees may be dismissed for unbiblical behaviors that include
but are not limited to: dissension, dishonesty, unbiblical divorce, and sexual immorality.

ADMISSIONS (updated 4-22-08)

Parents wishing to enroll students in Caldwell Academy must fill out a student application and authorization of release of
educational records for each student. Each application must be accompanied by a non-refundable $100.00 application fee
per student with a $200.00 maximum per family. If Caldwell Academy elects not to readmit a returning student, the entire
application fee will be refunded. (updated 12-11-07) After an application and student records are received, the school will
determine applicants to interview. Parents are sent the Parent-Student Handbook and a list of questions aimed at assessing
the match between Caldwell Academy’s offering and the parents’ desire for their child’s schooling. Once the handbook
and questions are reviewed, parents are scheduled for an interview with the Head of School and/or principal. Based on the
results of this interview and the availability of a place, the child will be scheduled for screening or offered admission.
Screening is required for all kindergarten and first grade applicants (the screening fee is paid for by the parents). Other
grades may require screening to ensure proper grade placement. Placement testing is required for Dialectic and Rhetoric
students in the areas of math and reading comprehension. An admission decision is made by the administration based on
parental understanding and agreement with Caldwell’s mission and policies, the child’s ability to successfully benefit from
the offering, and the availability of a spot in the class. The return of a signed contract and $500 contract deposit confirms
enrollment.
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(updated 2-25-08 and 1-27-09) Caldwell Academy reserves the right to place students in the appropriate instructional level as
determined by test data and developmental maturity. Children must be five years of age by August 1 to be eligible for
kindergarten and six years of age by August 1 to be eligible for first grade. Kindergarteners should be developmentally 5
years of age by the beginning of school. Likewise, students entering first grade should be developmentally 6 years of age.

Caldwell Academy is a school for traditional learners. The curriculum is designed for homogeneously grouped students to
progress at the same rate in a teacher-directed class. Caldwell Academy does not specialize in serving academically gifted
students or specific learning disabilities or concentration disorders. Teachers are not required to have specialized training in
the area of exceptional children and Caldwell Academy does not have services or equipment for exceptionalities.

In some instances, Caldwell Academy can address the needs of students identified as learning disabled. If an intervention(s)
can be implemented which enables the student to be successful and does not require time from the teacher to the neglect of
other students in the class, then Caldwell Academy can work with the student. A conference including the parent(s), teacher,
support personnel such as educational consultants, and the Head of School will determine the suitability of placing a LD
student. Such placements will be reviewed regularly to ensure that student needs are met without hindering the instruction
offered other students.

Admission and re-admission to Caldwell Academy is subject to approval by the Head of School. Acceptance into Caldwell
will partly be based upon the expectation by school officials that each student will work to excel academically, to cheerfully
abide by the policies of the school, and to interact well with other students and the school staff. The school reserves the right
to not admit/re-admit any applicant when it is determined by school officials that enrollment would not be in the best interests
of the school, the family, or the child. (updated 4-22-08) The Head of School shall seek to meet with the parents of students
when the student either withdraws from or does not re-enroll at Caldwell.

Caldwell Academy does not discriminate in its admission policy based on race, national origin, religion, or gender. Families
who are delinquent in payment of tuition to Caldwell Academy or who have outstanding balances at other private schools are
not eligible for enrollment at Caldwell Academy. Priority for enrollment will be given first to families with children currently
enrolled at Caldwell Academy and secondly to the general public.

Caldwell will not admit new students after the beginning of the third quarter for each academic year. Exceptions must be
approved by the Head of School.

Admission Screening (updated 4-22-08)
Prospective kindergarten and first grade students are assessed in cognitive development, fine motor skills, language
development, emotional/behavior maturity, academic/pre-academic skills, and attentional style. This is accomplished by an
individual assessment using the Gesell Kindergarten Assessment or the Gesell School-Age Assessment. This assessment
will be administered by staff and outside persons trained in the Gesell method, and paid for by the parent. A report is
provided to the school in a one-week turnaround time. A report is available to parents. A pre-school evaluation will also be
used for children currently enrolled in a pre-school program. Caldwell reserves the right to request additional testing if
there is a questionable screening on the Gesell (i.e. wide scatter on subtests) or questions of readiness from the preschool
the child attends.
Prospective second graders and up are screened by examining school records, a recent teacher (within one year)
recommendation and a recent achievement test (within one year). The student’s overall achievement score needs to be on
grade level or above. The teacher recommendation and school records are assessed for the student’s 1) ability to learn; 2)
motivation to learn; 3) attention; 4) compliance/amenable to discipline; 5) attendance; and 6) responsibility.
Placement testing is required for Dialectic and Rhetoric students in the areas of math and reading comprehension.

Nondiscrimination
Caldwell Academy does not discriminate in student admission based on race, religion, gender, or national origin.

Class Gender Ratio
Caldwell Academy will seek to maintain no greater than 2:1 ratio of gender in full classes. If a class is not full, students of one
gender may be added until 2/3 of the total class capacity is reached.

Class Size (updated 11-20-07)
Class sizes are generally between 16 and 25 students.

Admission of 11th and 12th Graders
Except under circumstances approved by the Head of School, Caldwell will not admit new students after the beginning of their
11th grade year.
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Homework Policy (updated 8-21-07, 2-22-11)
Grammar School
Homework at Caldwell Academy will be limited during the grammar school years so as to encourage afterschool playtime,
church involvement, sports, outside interests, reading, and family time. Students may expect a daily homework assignment
of math and scheduled reading. Grades K-2 will also have a daily phonics assignment. Students may periodically need to
prepare for tests, work on memorization, or complete unfinished class work. Although student’s work rates vary,
homework in Kindergarten should average 15 minutes, Grades 1 and 2 should average 30 minutes, Grade 3 should average
45 minutes, Grade 4 should average 1 hour, and Grade 5 should average 1.25 hours per day. Any grammar student who is
absent should contact their classroom teacher upon return to school regarding missed assignments. (last sentence updated
8-21-07)

Dialectic/Rhetoric School (updated 2-22-11)
The increased demands of the Dialectic and Rhetoric school curriculum, and the fact that we are teaching classically (using
classroom time for lectures, discussions, presentations), requires greater amount of time spent on homework than in the
Grammar School. In addition to daily homework assignments, Dialectic and Rhetoric students are expected to budget time for
extended assignments such as projects, papers, and reading. Homework may be assigned over weekends and holidays during
the school year.

Homework is assigned to strengthen lessons students learn in the classroom, to prepare students for the next lesson, or to
evaluate students’ understanding. Repeated instances of incomplete homework or unattempted homework indicate a problem
with poor habit formation, a lack of accountability, and a disregard of school rules and policies. Parents will be notified and
will be involved in the problem-solving process when students fail to complete homework on a regular basis.

Missed School Work Due to Absences (updated 3-23-09, updated 2-22-11))
Students must complete all assignments missed during an absence from school. A student will have one (1) school day for
every day missed to a maximum of five (5) school days to complete make-up work. (Special arrangements can be made upon
the approval of the teacher.) Students will receive full credit for completing assignments on time. They will, however, receive
zeros for work not turned in or for assessments not made up. Normally, pre-announced tests/long-term assignments, which
have been scheduled on the day of a student’s absence or return from an absence, shall be taken or turned in on the day of
return unless prior approval has been provided to the student by the teachers. Furthermore, students who arrive at school late in
the day, thereby missing an assessment given earlier in the day, may be required to complete the assessment on that day. It is
the responsibility of the student and parents to arrange for making up missed tests within the prescribed time period.

In the event of an illness lasting three days or more, principals and teachers may, at their discretion, excuse the student from a
portion of the assignments missed.

Note: It is the student’s responsibility to find out what work was assigned. Any D/R student absent for a few days should
contact a classmate, the teachers, or they may refer to the Caldwell website regarding missed assignments.

Grading Standards (updated 12-11-07, 3-4-10, 2-22-11)
Grading Standards Grammar: The goal of assigning grades in the Grammar School is to indicate student mastery of a given
skill, completion of a study, and/or performance in a subject. A combination of quantitative and qualitative indicators are
used to assist parents in determining their child's current progress in a course. Teachers use a variety of formal and
informal evaluations to assess a student's progress and assign the appropriate grade/indicator for each subject. Whenever
possible, a list of skills associated with a given subject is listed and assessed according to a designated scale. Each teacher
is authorized to assign final grades for the areas/students for which he/she is responsible.

Dialectic/Rhetoric: Grades are given as a specific indication of a student's performance in each graded skill or subject.
Seventy percent (70%) is required for passing credit. Each teacher is authorized to assign final grades for the areas/students
for which he/she is responsible. Grades are reflective of a combination of quantitative and qualitative indicators weighted
according to the teacher's discretion and may include, for example, tests, projects, reports, assignments, activities, and
classroom participation.

Grade point averages (G.P.A.s) are computed quarterly and at the end of each year for all students in the Dialectic and
Rhetoric Schools. Grades from independent study courses or summer school will be recorded on the student’s high school
transcript pending D/R principal approval. Grades from college and/or correspondence courses, and work completed at
other schools (including the homeschool setting) will be attached to the student’s Caldwell transcript. Any Caldwell student
who completes a semester or year abroad will have his/her transcript from that program attached to their Caldwell
transcript.
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Advanced Placement courses are for those students who desire to earn college credit while also meeting requirements for
graduation. AP courses should be taken only by students who have the ability and desire to work at a much higher level
than typically experienced in high school. Caldwell Academy reserves the right to limit access to our AP courses by size
and student ability. Students qualifying for AP credit will have their course weighted according to the AP scale given
below. To receive AP credit, the student must maintain at least a “C-“ average (honors credit will be given to anyone with
an overall “D” average). (updated 2-22-11)

Grading Scale
% Grade Non-Weighted A.P. Weighted Honors Weighted

99+ A+ 4.3 6.3 5.3
95-98 A 4.0 6.0 5.0
93-94 A- 3.7 5.7 4.7
91-92 B+ 3.3 5.3 4.3
86-90 B 3.0 5.0 4.0
84-85 B- 2.7 4.7 3.7
82-83 C+ 2.3 4.3 3.3
77-81 C 2.0 4.0 3.0
75-76 C- 1.7 3.7 2.7
70-74 D 1.0 2.0 2.0
0-69 F 0.0 0.0 0.0

75-100 S Satisfactory
0-74 U Unsatisfactory
N/A I Incomplete

Honor Roll
The following honor rolls are calculated at the end of each grading period for Dialectic and Rhetoric Students:

Summa Cum Laude requires a cumulative weighted G.P.A. of 4.0 or higher
Magna Cum Laude requires a cumulative weighted G.P.A. of 3.50 to 3.99
Cum Laude requires a cumulative weighted G.P.A. of 3.20 to 3.49

Progress Reports
As all Caldwell parents have access to their children’s grades via Headmaster, hard-copy progress reports are not printed and
sent home at specific time intervals. Parents may, however, request an academic progress report at any time. Teachers are
encouraged to telephone parents, send notes, or arrange conferences to discuss the progress of any student who is experiencing
unusual difficulties.

All student grades will be recorded in School Dynamics and will be made available to parents using Headmaster. Most
assessments (homework, quizzes, and tests) will be graded and posted within one week of the due date of the assessment,
while larger assignments (projects, research papers, Schaeffer papers, …) will generally be graded and posted within two
weeks.

Report Cards
The report card is issued to students for delivery to the parent/guardian at the close of each quarterly grading period. For
Grammar students, at least one parent must sign the report card and return it as quickly as possible to the teacher. Dialectic and
Rhetoric report cards do not require parent’s signature and return to the school. The last report card is mailed to parents at the
conclusion of teacher workdays following the last day of school.

No report cards will be given to students whose families have outstanding balances from late tuition payments, unpaid fees,
etc. The report card will be held in the office until the account is cleared. No academic information will be forwarded to any
other school or agency for a family whose financial records are in arrears. Exceptions may be made for debts of $10 or less
which post to the account after May 25th for returning students only.

Student Record Release
Transferring student's records will be sent when requested by the student's new school. Student records will not be released to
be hand carried by the parent. No records will be released until the family's account is paid in full.

Access to Records
Student files are kept in a fireproof locked file cabinet. Only the following Caldwell staff may access a student’s file: their
teacher, the principals, the Head of School, learning consultant, and clerical assistants. The parents may also review their
child’s file. The files are property of Caldwell Academy. Each time a file is viewed, the file review sheet must be signed.
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The Head of School may approve a student advancing one grade at Caldwell Academy. The decision will be based on the
child’s academic, as well as physical, social, and emotional development as observed in their participation as a student at
Caldwell. Hence, Caldwell Academy will not consider advancing a student to first grade in lieu of kindergarten because the
school would not have had opportunity to observe the child’s participation as a student. The child’s parents must approve
such an advancement and be made aware that Caldwell Academy cannot guarantee that other institutions will honor the
advancement.

Rhetoric Students Retaking a Failed Course (updated 2-24-09, 2-22-11)
Rhetoric students who fail a course at Caldwell have three options regarding a retake:

1. The student may retake the course at Caldwell the following year if the schedule allows for such a retake;
2. The student, with approval from the D-R Principal or assistant principal, may retake the course at a school other

than Caldwell during the summer (at the parent’s expense);
3. The student may repeat the entire grade.

For all of the above options, the student’s original grade and the grade of the retake will appear on the report card and high
school transcript (and will be included in the student’s overall GPA).

Dialectic Students Remediation (Failed Course) (new 2-22-11)
Dialectic students who fail English, Composition, History/Bible, Math, Science, or Latin for the year will be required to attend
the scheduled 3 week summer school class consisting of 36 hours of instruction at Caldwell Academy (at the parent’s
expense).

Course Drop/Add Policy (updated 2-22-11)
Drop-Add Period: Dialectic and Rhetoric students may add or drop courses during the first 25 days (i.e.: five weeks) of
each academic year. The principal must give final permission for the class change and will do so only after consulting with
the student’s teachers and parents. Any exception to this drop-add period must be made by the dialectic and rhetoric
administration.

Provisional Placements: Students in an advanced (honors) or AP section of a course may transfer to the regular level of
that course at any time during the first quarter. The principal must give final permission for the class change and will do so
only after consulting with the student’s teachers and parents. The student’s grades from the advanced section will be
transferred to the lower level section at the time of the transfer.

Withdrawal/Passing: After the Drop-Add period (defined above) and prior to the beginning of the third quarter, a student
with a passing grade in a course may withdraw from that course, without penalty, given he/she has obtained permission
from the principal (suitable reasons might include serious illness or a very heavy academic load). The course title,
however, will remain on the student’s transcript, and the action will be recorded as a “W” (withdraw).

Withdrawal/Failing: After the Drop-Add period (defined above), a student with a failing grade in a course may withdraw
from that course, given he/she has obtained permission from the principal. The student’s failing grade, however, will be
recorded on the report card and transcript.

Changing Electives: Dialectic and Rhetoric students are strongly encouraged to remain in the elective class to which they
were assigned for the whole school year. Changes will be considered only if the Change of Electives form is filled out and
signed by a parent. Requests to change electives will not be considered past 3:00 pm on the third Friday of the school year.
Students may only request to be moved into an elective that is designated as "open." No students will be added to those
electives considered to be "closed." Students will not be allowed to "switch places" with another student in a closed class.

Final Exam Exemption (updated 12-11-07)
Seniors may be exempt from up to two final exams (given in the spring) if they have an overall average of 93 or higher in the
class at the end of the fourth quarter. Seniors who meet this requirement for more than two classes are allowed to choose two
exams from which they may be exempt.

Graduation
All students graduating from Caldwell Academy must be approved by the board of directors. Each year the Head of School
will present to the board those students who have successfully completed the graduation requirements for Caldwell, giving the
board the opportunity to approve the awarding of diplomas.

Graduation Requirements
General Requirements: The following requirements must be fulfilled by each student eligible for graduation:
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In situations where a Caldwell Academy student has involvement with the criminal justice system due to delinquent or
criminal behavior, the principal may deem it necessary to conference with the student’s parents to determine if there exist
ramifications that would affect Caldwell Academy negatively. Also, students that pursue, away from Caldwell, a lifestyle
or display a pattern of conduct that reflects blatant and repeated disregard for basic Biblical commandments and principles
may be subject to discipline by Caldwell’s Head of School and/or principal.

Public Display of Affection (updated 1-15-08)
See Appendix-Policy Rationale #9
Public display of affection is not allowed while on campus at Caldwell, during school related field trips, and at athletic events.

Self Harm
Any student communicating or even intimating a plan to physically harm himself or herself will be removed from campus
until they can present an evaluation from a recognized mental health professional. Before returning to school, Caldwell’s
administrative staff must be satisfied from the evaluation that the student will not harm himself or herself or continue to talk
about self-harm. Continued communication of this sort may result in expulsion.

Recognizing and Reporting Child Abuse (new 5-25-10)
All North Carolina citizens are mandated by law to report suspected child abuse and neglect to the Department of Social
Services in the county where the child lives. You can make a report without giving your name.
Caldwell Academy recognizes the serious nature of child abuse allegations and teachers should seek counsel from their
respective principal prior to notifying Social Services.
After consultation with the staff member’s respective principal a report of child abuse can be made by calling, writing, or
visiting the Guilford County Department of Social Services Child Protective Services Division at 301 North Eugene Street,
Greensboro, 373-3795. A social worker will take down all the information you give.
It is helpful if you can share the following information:

1. the name, address, and age of the child;
2. the name and address or the child’s parent, guardian, or caretaker;
3. the child’s condition, including the nature and extent of the injury; and
4. any information regarding the presence of weapons, alcohol/drug abuse, or other factors affecting the social

worker’s safety.

You do not need to prove the abuse has taken place; you only need reasonable grounds for suspicion.
You do not need permission from parents or caregivers to make a report and you do not need to tell them you are reporting.
Do not make a report without consultation with the Head of School.

UNIFORM POLICY (updated 1-15-08, 5-25-10)

Caldwell Academy’s uniform, which is determined by the Head of School, is to be worn to school each day. Parents are
requested to directly purchase uniforms from the designated supplier and ensure that their child wears the uniform daily
(“official” uniforms must be worn when specified by the teachers or administrators). Uniform infractions will result in
disciplinary action. Infractions are accumulated based on a nine week grading period.

Athletic Team Practice Uniforms
All Caldwell Academy athletes are required to wear designated team practice uniforms while attending practice. When the
designated team practice uniform is not available, teams are required to wear the Caldwell Academy P.E. uniform.
Enforcement of practice uniforms is left to the individual coaches and may result in dismissal from practice when a student-
athlete is not in compliance with the practice uniform rule.
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PERSONAL HYGIENE/APPEARANCE (updated 8-21-07, 11-24-09)

See Appendix-Policy Rationale #10
Caldwell Academy requires all students to demonstrate neat and modest dress as well as good hygiene and grooming habits
during all school functions, including after-school functions such as athletic events, service projects, and open gym nights.

FIELD TRIPS (updated 1-15-08)

Teachers are encouraged to include field trips as an extension of their specific class curriculum or to contribute to the
broader mission of the school (such as service opportunities, competitions, class presentations).

Objectives
Teachers identify objectives for field trips and specific ways to assess student achievement of the objectives.

Planning
The teacher is responsible for the planning of a field trip and is encouraged to enlist and oversee volunteer assistance with the
planning. After the field trip proposal form is approved by the principal, students and parents should be notified of the trip.
This notice (usually part of the teacher’s Monday communication letter) will include where the students will go; the objectives
or rationale of the trip; the day and times; a reminder regarding official uniform and hot lunch cancellation; cost and payment
procedures for the trip; and any other pertinent information.

Transportation (updated 10-25-11)
Transportation of students for Caldwell events is done on Caldwell buses or an alternative bus approved by the Operations
Manager. Fifteen passenger vans are not a transportation option. Non-bus transportation alternatives must be approved in
writing by the Head of School. The number of parent chaperones “required” for the field trip may ride the bus. Additional
chaperones may be asked to drive their personal vehicles if space is not available on the bus. Specific parental permission
is required for parents to transport students (other than their own child) in personal vehicles for any field trip, if allowed by
the principal. Bus Requests: The teacher submits the required bus request form to the Operations Manager at least two
weeks in advance of the trip.

Money (updated 1-15-08, 10-25-11)
Field trip expenses should be kept to a minimum. The cost for grammar school field trips and on-campus
events/presentations are included in grammar tuition. Dialectic and Rhetoric students are charged per field trip or event.
The charges are made to the family account. Overnight field trips are charged directly to the family at the time of the field
trip (advance deposits may be required based on the field trip arrangements). Students and their families are responsible
for any unforeseen additional costs (transportation, housing, etc.) that are incurred during the trip.

Chaperones (updated 1-15-08)
Field trips are only for Caldwell Academy students and chaperones. Exceptions may be approved by the Head of School
and/or principals. Approved parent chaperone expenses incurred on overnight (not day) field trips are included in the cost
of the field trip, unless an exception is made by the Head of School. The teacher must exercise judgment in the selection of
chaperones and should only take those persons who will adequately assist. The nature of the field trip or the specific needs
of the class may dictate a much higher chaperone-to-student ratio. A chaperone’s role is to assist the teacher, similar to the
parent volunteer role in the classroom. The teacher is responsible for communicating to the chaperones the school policies
in effect for the trip, as well as the specific expectations of the chaperones, and then ensuring that the expectations are
carried through.

Media / Electronics (updated 1-15-08)
See Appendix-Policy Rationale #11
Radio, television, magazines, gameboys, CD, video, and the like are excluded on field trips. Exceptions are granted by the
Head of School.

Sunday Worship (new 10-28-08)
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On the rare occasion when a field trip includes a Sunday, every effort should be made for students, staff and chaperones to
attend a church for corporate worship.

Overnight Trips (updated 7-29-08, 1-26-10, 2-22-11, 10-25-11)
In addition to the learning benefit gained from overnight field trips is the social benefit of students, faculty, and chaperones
being together during the non-instructional times such as meals and recreation. When it is necessary for a chaperone to
occupy a room with students, the chaperone must : a) be the same gender as the students in the room, b) submit to a
background check before the trip(at parent’s expense), and c) only share a bed with their own child. The Teacher plans
mealtime and recreational options for the entire group. Prior to the trip parents are given a detailed schedule of the student
activities and the full day’s schedule. Chaperones assist with carrying out the activities. Parents may request that their
children not participate in overnight field trips without incurring an absence or loss of academic credit. Any student not
attending an overnight field trip will complete a project in lieu of the trip.
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Classroom Volunteer Policy (updated 1-15-08)
Caldwell Academy strongly encourages and relies on the involvement of volunteer teacher assistants. Because the work of the
volunteer is under the supervision of the classroom teacher, the teacher is required to be present. The teacher is accountable
for the volunteers following the policies, curriculum, and good judgment required of Caldwell Academy employees.

Parent/Teacher Conferences (updated 1-25-11)
Parent/Teacher conferences for K-5th grade students are mandatory and are scheduled following the first quarterly grading
period. At least one parent/guardian must attend the conference and both parents are encouraged to attend. Parent/Teacher
conferences following the first grading period are optional for parents of Dialectic and Rhetoric students. Parents are expected
to sign up for a conference time with each child's teacher. Additional conferences may be scheduled as desired at another
time. Either the parent or teacher may schedule additional conferences as the need arises.

Communications – Parent/Staff (updated 1-15-08)
Please refrain from calling staff members at home. Teachers do not leave the classroom to receive telephone calls except for
emergencies. Parents may leave a voice mail for a teacher to return the call at his/her convenience. Parents are encouraged to
communicate with Caldwell staff via email.

Movie Policy (new 3-4-10)
All movies or portions of movies shown in a classroom or on a field trip must be approved by the appropriate principal. If
the movie has a rating beyond G for the Grammar School or PG in the D/R Schools, prior written parent permission is
required for each student.

Service Projects (updated 1-15-08)
Service opportunities are offered by Caldwell to develop in students Christ-like attitudes of service and leadership. The
principal and/or Head of School must approve all service opportunities. Student-led service opportunities require a faculty
liaison. Criteria for service opportunities’ consideration by the principal/Head of School will include seeking the greatest
impact on the local community or beyond and filling needs not simultaneously addressed by families and churches.

Assembly/Chapel Policy
Assembly gatherings will be a regular part of the school’s curriculum. The content will vary, but will often include praise
and worship, singing, sharing, and school business. Parents and siblings will be invited to participate. Speakers at each
assembly must be approved by the Head of School or principals. Prayer will be encouraged, but will be under the
discretion of each teacher and/or administrator. There will be no “chapel” services as the school recognizes that it is not a
church. Worship at various school events should conform to biblical standards as determined by the Head of School in
conjunction with the board of directors.

Sabbath Policy (updated 4-22-08, 11-24-09)
Caldwell Academy encourages keeping the Lord’s Day holy by not participating in school related meetings, work events,
activities, or phone calling on Sundays. Rare exceptions may be approved by the Head of School.

Wednesday Evening Extracurricular Activities
In an effort to encourage students and families to participate in church-related Wednesday evening activities, all Caldwell
extracurricular activities will conclude by 5:30 p.m. on Wednesdays. Exceptions must be approved by the Head of School.

International Opportunities (updated 1-15-08)
See Appendix-Policy Rationale #13
All international trips must meet defined educational objectives and must be approved by the Head of School.

Hosting Events (updated 1-15-08)
See Appendix-Policy Rationale #14
In order for Caldwell to host any organization, approval must be granted by the Head of School.

Inclement Weather (updated 1-15-08 and 3-23-09)
Inclement weather may dictate the closing of school either prior to or during the school day. Caldwell Academy’s decision
will be independent of the Guilford County School System and that decision will be aired on local media and posted on the
website (www.caldwellacademy.com). In addition, a message will be placed on the school answering machine by 6:15 a.m.
on the day in question. Caldwell recognizes that weather and road conditions vary throughout the area and expect parents to
use their best judgment when making decisions regarding their child’s school attendance on days of inclement weather.
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All extra-curricular activities are cancelled if Caldwell is closed due to inclement weather. On occasion (with approval from
the Head of School), an activity coordinator (e.g. coach, yearbook advisor, etc.) may hold an optional practice/meeting on a
snow day; he/she will personally call all students involved to announce this optional practice/meeting.

Inclement Weather Make-Up
The board of Caldwell Academy may opt to not make up all days missed due to inclement weather. In the event that school
days are missed due to inclement weather, teacher workdays will be used as the first option for making up days. Students
will attend ½ day with the afternoon remaining as a teacher workday. Other make up days may be added to the end of the
school year.

Emergency Closings (updated 8-21-07)
The decision to close school due to an emergency will be made by the Head of School. Families will be notified via our
standard media sources.

Fire & Safety Drills (updated 4-2-08 and 3-23-09)
A clearly marked evacuation route will be posted in all rooms. Fire, lockdown, and severe weather drills will be conducted at
regular intervals.

Emergencies/accidents
All accidents should be reported to the teacher in charge of the class or activity. When students are ill or injured, their parents
will be notified as soon as possible. Should we not be able to contact the parent in case of a severe problem, the student will be
taken to the closest emergency room. Minor scratches and bruises will be treated with ice and/or Band-Aids and antiseptic
spray. The teacher or supervising adult should complete an “incident report” if the injury is considered above minor such as
possible broken bones, possible head, back, or neck injuries, severe abrasions, cuts, or bleeding, unnatural loss of teeth, or any
other circumstances where more than minor first aid is required.

Immunization Requirements
All students entering, attending and/or transferring to public, private or parochial schools in North Carolina must provide
current immunization records or submit the religious exemption form for the student's school records. The State of North
Carolina requires that all students entering public school (any grade) for the first time have a complete physical examination by
their health care provider and complete the blue medical forms available from the Guilford County Health Department.
Although the examination and medical forms are not required for private schools, Caldwell Academy strongly suggests their
completion.

Infectious Diseases
Students who have had a fever or who have been vomiting within the past 24 hours should not come to school. Students who
develop a fever or who are vomiting at school will be sent home. We have no facility to care for sick students and they will
need to be picked up from Caldwell Academy immediately upon notification from the school. If your child has an illness that
the doctor says is contagious, please be considerate of the other students and keep your child at home until he/she is feeling
better and is no longer contagious. It is the responsibility of the parents to inform the school if the child is out with a
contagious disease or has been exposed to a contagious disease.

Medication
No medication of any kind is administered in the office without the parent's consent. Students who take prescription
medication at school must leave the medication and written instructions with the receptionist. The medication must be
prescribed to the student taking it. Students will be permitted to go to the office at the times the medication must be given.
Students may not carry any medication with them while at school. With the parent's consent (signed on the Caldwell
Academy family emergency information form) students can be given the appropriate dosage of Tylenol or Ibuprofen (or
generic equivalent) during school hours. In addition to parents completing the annual family emergency information form at
the beginning of the school year, Caldwell should be kept abreast of any prescription medications a student begins taking on a
regular basis during the school year (Asthma medication, ADD/ADHD medication, etc).

Party Invitations
Invitations to birthday parties may not be distributed at school unless EVERY member of the student's class is invited.

Sales and Solicitations (updated 3-23-09)
No items, including food, may be sold on the campus without authorization from the Head of School. Direct solicitation of
parents in the school for the purpose of personal gain is prohibited. Caldwell will not endorse or promote material other than
via stationary display (e.g. at a book fair or following an assembly program).
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Key Policy (updated 2-4-08)
In order to insure the school campus is as secure as possible, the following key control guidelines should be followed:

- All campus keys and lock combinations are to be managed by the Operations Manager.
- A master copy for every lock on campus will be cataloged and kept in the operations office-authorized copies

should only be made from original master keys.
- Keys will be issued on a needs basis as determined by the Head of School.
- A small number of limited access key sets for persons needing temporary access will be kept and issued by

the receptionist.
- Teachers are to keep assigned keys on their person at all times for emergency lock down procedures.
- An up to date key issue log will be kept in the facility office and part of the separation procedure for all

employees will be the surrender of assigned keys.
- All main access doors will be re-keyed periodically to control unauthorized access.

Facility Usage (updated 4-22-08 and 3-23-09)
See Appendix-Policy Rationale # 15
Any use of Caldwell’s facilities (including buildings and athletic fields) must be approved by the Head of School. Any long
term rental agreement greater than one year must be approved by the Caldwell Academy board. First priority for facility
usage is for school activities. Any other use outside of direct school usage must comply with applicable Federal and State laws
and must be within the guidelines for property tax exemption. The Head of School will determine procedures to ensure proper
compliance.

Ministry Event Endorsement (updated 2-4-08 and 4-22-08)
Caldwell Academy will neither endorse, nor publicize ministry events. Postings for off-campus ministry and fine arts events
must be approved by the principal. Individual flyers will not be sent home.

Marketing Policy
The Head of School must authorize all advertising or promotion of Caldwell Academy. Printed, electronic, and/or audio/visual
information about Caldwell Academy must first be made available to the administration with adequate time allowed for
screening before any deadlines.

Media Policy
The Head of School must approve any and all printed material (brochures, posters, etc.) before being distributed or displayed
on campus. Printed materials must be submitted to the office for approval the day before they are to be sent home or
displayed. The Head of School is the only school employee authorized to speak to the news media on behalf of Caldwell
Academy. Staff members, parents, and students are requested to not communicate in such a way to the news media that would
convey authority in regard to school policies and practices.

Newsletter and Annual Report Policy (updated 2-4-08)
The Head of School will appoint an editor to oversee the production and distribution of newsletter three times per year. The
Head of School must approve the final draft. An annual report shall be produced each year. This report shall include articles
or letters from the Head of School and board chairman, a financial summary by our treasurer or head of the finance committee.

Whistleblower Policy (new 9-28-10)
A whistleblower as defined by this policy is an employee of Caldwell Academy who reports an activity that he/she
considers to be illegal or dishonest to one or more of the parties specified in this policy. The whistleblower is not
responsible for investigating the activity or for determining fault or corrective measures; appropriate management officials
are charged with these responsibilities.
Examples of illegal or dishonest activities are violations of federal, state or local laws, billing for services not performed, or
fraudulent financial reporting.
If an employee has knowledge of or a concern of illegal or dishonest fraudulent activity, he/she should seek resolution
under the school’s grievance policy. Caldwell Academy will not retaliate against a whistleblower. This protection includes,
but is not limited to, protection from retaliation in the form of an adverse employment action such as termination,
compensation decreases, or poor work assignments and threats of any kind.

Record Retention And Document Destruction Policy (new 9-28-10)
See appendix for Record Retention Schedule
Caldwell Academy recognizes that business and education records are a critical asset. The purpose of this policy is to
ensure that such records are retained for at least the minimum period stated in applicable statutes and regulations and to
define if and when records can be properly disposed of in an effort to reduce the expense of storing irrelevant and obsolete
documents. The policy applies to all storage mediums, including but not limited to paper, electronic files, e-mails,
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voicemail, magnetic tape and recordable CDs regardless of storage location. The policy is designed to retain records that
materially support reports or documents. Compliance with this policy is mandatory for all members of the organization.

1. Destruction of specific records shall be carried out only in accordance with the authority of the Business Manager.
2. All records, including those maintained on electronic data processing storage media, shall be covered by this

policy.
3. Despite any retention periods specified in the attached Record Retention Schedule, all records shall be retained for

at least the minimum period as stated in applicable state or federal laws or regulations. Once the period for office
retention of records has passed, a determination will need to be made whether the records are transferred to
permanent archives.

4. The destruction of records shall be suspended immediately upon receipt of legal process or other notice of pending
or foreseeable investigations or litigation, whether government or private. In addition, upon such notice, all of the
records shall be secured immediately in order to prevent deliberate destruction of documents. No such suspension
shall be lifted except upon the written authorization of legal counsel.

5. Requests for exemptions from the Program should be submitted to the Business Manager and legal counsel.
Exemptions will be given only in accordance with the basic objectives of this Policy Statement.

6. The Business Manager, with the assistance of legal counsel, shall be responsible for interpreting this Policy
Statement for application to specific situations.

Club Policy (updated 2-4-08)
Clubs shall be organized as an outgrowth of the curriculum of Caldwell, as a chapter of a national organization, or to provide a
service to the student body or community. The purpose of clubs shall be to further promote intellectual, moral, cultural,
physical, social, or spiritual development beyond the classroom. Each club shall have a staff member as an advisor.
Any club may be organized by submitting a proposal for approval to the Head of School. Proposals should include purpose
(as related to the Caldwell Academy purpose statement), attachments from national or parent organization (e.g., chapter by-
laws), meeting time and place, anticipated expense to Caldwell, anticipated expense to parents, and targeted membership
group.

Formation of New Committees (updated 8-26-08)
See Appendix-Policy Rationale #16
All new committees must be approved by the Head of School and fall under the supervision of a designated staff person.
I. The staff person submits a proposal for approval to the Head of School containing the following:

1. Name of Committee
2. A unique vision statement consistent with Caldwell’s philosophies.
3. A statement of goals to accomplish (a minimum of one goal should be set and accomplished within the

school year).
4. Membership guidelines.

II. Minutes are to be taken for each committee when appropriate and copies retained by the supervising staff member.
III. Major recommendations by the committee are to be approved by the Head of School.
IV. The committee may be dissolved at any time by a vote of the Board.
V. Members are asked to commit to serve for a minimum of one school year.

Caldwell Academy Library/Media Center (updated 2-25-08)
The mission of the library at Caldwell Academy is to ensure that students and staff become effective users of ideas and
information of all forms in a manner that honors God.
The actual selection of library/media materials is the responsibility of the librarian who is familiar with the courses of
study, the methods of teaching, and the individual needs of students within the school. The librarian purchases books
for the library based on recommendations from administrators, teachers, parents, students, and the curriculum
committee.
If anyone finds materials in the collection that they feel are inappropriate then they may fill out the Request for
Reconsideration of a Book form. Upon receipt of such a request the Head of School will review the form and book and
determine what action to take.
Caldwell Academy’s classical methodology encourages the reading of primary sources. Such works may include views
not consistent with Caldwell’s statement of beliefs and principles but are included in the library collection for their
educational value.

The Academic Resource Center (new 10-27-09)
The mission of The Academic Resource Center at Caldwell Academy (ARC) is to provide services that address individual,
as well as, classroom strategies to help ensure student success. The ARC staff collaborates with parents and teachers to
assist in the support of students and provide academic coaching to teach the tools needed for future success. The ARC
encourages individual achievement and accountability, so the student can actively participate in a classical education to the
glory of God at Caldwell Academy.
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APPENDIX – Policy Rationale

1. History
Caldwell Academy was founded in 1994 by a group of persons who believe that education of children is the God given
responsibility of parents. They sought to establish a school which would provide children with a strong academic program
founded on a Christian worldview. Drawing from the works of Dorothy Sayers, Douglas Wilson, and Charlotte Mason, a
classical Christian community school was created.

2. Nepotism - Hiring of Relatives and Spouses (updated 8-26-08)
The objective in hiring employees is simply to get the best person available for the job. Clearly, “best” is a subjective
criterion and many factors must be weighed to determine “best”. In determining what constitutes fairness in hiring quality
applicants, we must be careful not to throw the baby out with the bath water, i.e. not hire somebody because they are related
to somebody.

The problem regarding nepotism in the work place is two-fold: function and perception. The function has to do with job
performance and accountability. The second has to do with what the public perceives as fair or equitable. Will a relative
be held to the same standards as everyone else and will the hiring of the relative appear biased.

The attempt of this policy is to allow the school to hire “home grown” personnel without losing objectivity or putting itself
under unnecessary scrutiny. It would seem poor judgment to disallow ourselves the opportunity to hire someone because
they are related to an existing employee or Board Member. At the same time, we want to operate above board with a
clearly defined methodology regarding hiring and firing of employees.

3. Dress Code (updated 11-24-09)
Clothing should be neat in appearance (i.e., clean, ironed, shirt tails tucked in, etc.), and should not be sexually suggestive
in any manner (i.e., low-cut blouses; high-cut shorts, skirts, or dresses; tank/tube tops; tightly worn shorts, pants, or skirts).
Types of attire worn should display a sense of professionalism. For example, except under circumstances such as
playground supervision or in a very informal setting, wearing blue jeans, tennis shoes, sweatshirts, and t-shirts is
discouraged. Teachers and staff should also not wear attire that is inappropriate for Christians (i.e., yin/yang symbols,
alcoholic beverage advertisement, distracting piercing jewelry, etc.). Teachers and staff should also bear in mind that in
their public life they are representatives of Christ and of Caldwell Academy. Teachers and staff are asked to not wear
clothing in public that would be embarrassing to them or reflect negatively on them if seen by a Caldwell student or staff
member.
The Caldwell board and administration reserve the right to interpret this policy in such a manner to include issues not
specifically addressed in this policy. Failure to follow this policy will result in reprimand for repeat offenders, and possible
termination of employment.

4. Academic Integrity (updated 11-20-07)
Caldwell Academy takes any instance of academic dishonesty seriously and will maintain a high standard of accountability.

5. Grade Advancement (updated 12-11-07)
Note: The North Carolina Department of Non-Public Instruction states there are no statutes or recommendations against
skipping a grade. The only concern noted was that a child going to a public school soon after skipping a grade may be asked
to repeat the grade.

6. Mandatory Attendance (updated 3-23-09)
It is the law of the State of North Carolina that school-aged children are in school. Students at private schools are not exempt
from this law. It is a necessary part of the education process that students be present for instruction offered by the school.

7. Student Behavior Policy
“Children obey your parents in the Lord: for this is right... and, Fathers do not exasperate your children, but bring them up in
the nurture and admonition of the LORD” Ephesians 6:1, 4
It is our intent at Caldwell Academy to instruct every child to obey his or her parents and to show respect to all persons of
authority. Requiring obedience to those in authority provides training for good citizenship and, most importantly, for a
lifestyle of obedience to God and His Word. We endeavor to have as few rules as possible and to enforce them through a
combination of rewards balanced with the just and consistent application of appropriate consequences. In fairness to all
students and their families, no student is allowed to be disruptive to the process of instruction or to ill-treat another student. It
is our desire to create a community of diverse backgrounds culturally, racially, and economically, and for all students to be
respectful of those differences. The ultimate responsibility of the behavior of the child belongs to the parent.
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11. Field Trip Media / Electronics (updated 1-15-08)
In order to fulfill Caldwell’s mission statement of assisting parents, and, because of the diverse perspectives of our parents
regarding music and media Caldwell will refrain from making judgments which may contradict parent authority by
excluding Radio, television, magazines, gameboys, CD, video, and the like on field trips.

12. Athletic Eligibility Policy (updated 2-24-08)
Caldwell Academy athletes strive for success in the classroom as well as on the playing field. Participation on an athletic
team does not lesson a student’s academic responsibility. Part of being an athlete at Caldwell is learning to balance the load
between academics and athletics. Students must learn to budget their time, plan ahead, and fulfill responsibilities to their
team as well as academic responsibilities.

13. International Opportunities (updated 1-15-08)
Caldwell strives to provide every possible opportunity for Caldwell students to develop into godly, classical men and women.
Staff-led ,international trips can serve to reinforce Caldwell’s objectives.

14. Hosting Events (updated 1-15-08)
Caldwell Academy recognizes that it functions as a part of an international, Christian, educational community. Caldwell
seeks to host like-minded organizations for the benefit of its students, parents, and staff.

15. Facility Usage (updated 4-22-08)
As a community school, Caldwell Academy strives to serve the Greater Greensboro area in the name of Christ. We desire to
use the facility the Lord has blessed us with to assist in accomplishing this objective.

16. Formation of New Committees (updated 8-26-08)
Our desire would be to keep the number of committees to a minimum to prevent exhausting parent volunteers and to simplify
communication. The first option would be to see if the committee’s vision could instigate a subcommittee of an existing
committee. Our desire would be to keep the committee accountable.
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CONFLICT OF INTEREST DISCLOSURE
(must be signed by every board member, the Head of School, the Business Manager, and the

Operations Manager annually)

Name:

Circle one:

Yes No 1. Did you, in a private capacity, provide consulting, advisory or outreach services to
an entity or persons that might, in your good faith judgment, present or appear to present a conflict of
commitment with your Caldwell Academy responsibilities within the past twelve (12) months?

Yes No 2. Did you or any of your family members have an employment, consulting, or other
financial relationship with (within the past twelve (12) months)?

a) A company that does business with Caldwell Academy?

b) An outside organization contributing gift funds to Caldwell Academy that are under your control or
of direct benefit to your work activities?

Yes No 3. Did you or any members of your family, have a family or business relationship*
with another of the school’s board members or key employees within the past twelve (12) months?

*Business relationships between two persons include any of the following:

1. One person is employed by the other in a sole proprietorship or by an organization with which the other is associated as
a trustee, director, officer, key employee, or greater-than-35% owner

2. One person is transacting business with the other (other than in the ordinary course of either party’s business on the
same terms as are generally offered to the public), directly or indirectly, in one or more contracts of sale, lease, license,
loan, performance of services, or other transaction involving transfers of cash or property valued in excess of $10,000 in
the aggregate? Indirect transactions are transactions with an organization with which the one person is associated as a
trustee, director, officer, key employee, or greater-than-35% owner. Such transactions do not include contributions to tax-
exempt organizations.

3. The two persons are each a trustee, director, officer or greater-than-10% owner in the same business or investment
entity (other than Caldwell Academy).

If you have answered “yes” to any of the above questions, please attach a statement identifying
the entity or entities involved and a description of the relevant activities. Please describe any
other relationships, commitments, or activities that you or any members of your family have that
might present or reasonably appear to present a financial conflict of interest.

NOTE: This form must be updated and submitted to the Business Manager within 60 days of any
change in status of financial interests that could give rise to a conflict of interest.

Certification:
In signing and submitting this form, I certify that the above information is true to the best of my
knowledge, and that I am in compliance, to the best of my knowledge, with federal law, state law and
all company policies related to conflicts of interest.

Signature: Date:



45

RECORDS RETENTION SCHEDULE

Accident reports/claims (settled cases) 5 years

Accounts payable ledgers and schedules 5 years

Accounts receivable ledgers and schedules 5 years

Audit reports Permanently

Bank reconciliations 3 years

Bank statements 3 years

Cash books 3 years

Checks (canceled - see exception below) 5 years

Checks (canceled for important payments, i.e. taxes, purchases of property,

special contracts, etc. Checks should be filed with the papers pertaining to the

underlying transaction.)

Permanently

Contracts, mortgages, notes, and leases (expired) (still in effect)
7 years

Permanently

Correspondence (general)-Email communications are not archived 2 years

Correspondence (legal and important matters only) Permanently

Correspondence (routine) with customers and/or vendors 2 years

Deeds, mortgages, and bills of sale Permanently

Duplicate deposit slips 2 years

Employment applications 3 years

Expense analyses/expense distribution schedules 5 years

Financial statements (year-end, other optional) Permanently

Garnishments 5 years

General/private ledgers, year-end trial balance 5 years

Insurance policies (expired) 3 years
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Insurance records, current accident reports, claims, policies, etc. Permanently

Internal reports (miscellaneous) 3 years

Invoices (to customers, from vendors) 5 years

Journals 5 years

Minute books of directors, stockholders, bylaws, and charter Permanently

Notes receivable ledgers and schedules 5 years

Payroll records and summaries 5 years

Personnel files (terminated) 5 years

Petty cash vouchers 3 years

Property appraisals by outside appraisers Permanently

Property records, including costs, depreciation reserves, year-end trial balances,

depreciation schedules, blueprints, and plans
Permanently

Retirement and pension records Permanently

Tax returns and worksheets, revenue agents' reports, and other documents relating

to determination of income tax liability
Permanently

Time books/cards 5 years

Training manuals Permanently

Voucher register and schedules 5 years

Vouchers for payments to vendors, employees, etc. (includes allowances and

reimbursement of employees, officers, etc., for travel and entertainment expenses)
5years

Withholding tax statements 5 years
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Articles of Incorporation
of

Caldwell Academy

We, the undersigned, natural persons of the age of eighteen or more, acting as incorporators for the purpose of
creating a non-profit corporation under the laws of the State of North Carolina, as contained in Chapter 55A of the General
Statutes of North Carolina, entitled “Non-Profit Corporation Act”, and the several amendments thereto, do hereby set forth:

1. The name of the corporation is CALDWELL ACADEMY.

2. The street and mailing address and county of the Corporation’s initial registered office is 1007
Bridgewater Drive, Greensboro, Guilford County, NC 27410.

The name of the corporation’s initial registered agent at such address is David J. Robinson, Jr.

3. The name and address of the incorporator is Robert B. Angle, Jr., P.O. Box 2020, Greensboro, NC
27402-2020.

4. The corporation shall have no members.

5. (a) No part of the net earnings of the corporation shall inure to the benefit of any director, officer
of the corporation, or any private individual. However, reasonable compensation may be paid for
services rendered to or for the corporation affecting one or more of its purposes. No director,
officer of the corporation, or any private individual shall be entitled to share in the distribution of
any of the corporation assets on dissolution of the corporation. No substantial part of the activities
of the corporation shall be the carrying on propaganda, or otherwise attempting, to influence
legislation, and the corporation shall not participate in, or intervene in (including the publication or
distribution of statements) any political campaign on behalf of any candidate for public office.

(b) Notwithstanding any other provision of these Articles of Incorporation, the corporation shall not
conduct or carry on any activities not permitted to be conducted or carried on by an organization
exempt under Section 501(c)(3) of the Internal Revenue Code and its Regulations as they now exist
or as they may hereafter be amended, or by an organization contributions to which are deductible
under Section 170(c)(2) of such Code and Regulations as they now exist or as they may hereafter be
amended.

(c) Upon the dissolution of the corporation or the winding up of its affairs, the assets of the
corporation shall be distributed exclusively to charitable, religious, scientific, literary, or educational
organizations which would then qualify under the provisions of Section 501(c)(3) of the Internal
Revenue Code and its Regulations as they now exist or as they may hereafter be amended and have
qualified under 105-125 of the General Statutes of North Carolina.

6. No director of the corporation shall have personal liability arising out of an action, whether by or in
the right of the corporation, or otherwise, for monetary damages for breach of such person’s duty as
a director; provided, however, that the foregoing shall not limit or eliminate the personal liability of
a director with respect to 9I) acts or omissions that the director at the time of such breach knew or
believed were clearly in conflict with the best interest of the corporation, (ii) any liability under
55A-8-32 or 55A-8-33 of the North Carolina General Statutes, or any successor provision, (iii) any
transaction from which such director derived an improper personal benefit, or (iv) acts or omissions
occurring prior to the date of the effectiveness of this Article.

As used in this article, the term “improper personal benefit” shall not include compensation or
other incidental benefits received for or on account of services as a director of the corporation.

This 9th day of November, 1994.

Robert B. Angle, Jr., Incorporator
#C-0356099
Filed 9:00 a.m. Effective November 17, 1994



48

Articles of Amendment
to

The Articles of Incorporation
of

Caldwell Academy

Pursuant to Section 55A-10-05 of the General Statutes of North Carolina, the undersigned, Caldwell Academy, a
North Carolina non-profit corporation (the “Corporation”), does hereby cause these Articles of Amendment to be executed in
its corporate name, and submits the same, for the purpose of amending its Articles of Incorporation:

1. The present name of the Corporation is Caldwell Academy.

2. The Articles of Incorporation of the Corporation, as filed in the Office of the Secretary of State of
North Carolina on November 17, 1994, shall be, and hereby are, amended by adding as Article 6 the
following:

6. The corporation is organized as a private school exclusively for educational and religious
purposes within the meaning of Section 501(c)(3) of the Internal Revenue Code (or the corresponding
provision of any future United States internal revenue law), and such purposes shall include, but not be
limited to, the following:

a. To operate under the name as set forth in Article 1 above;

b. To employ qualified counsel and other necessary personnel to carry out the purposes of this
corporation;

c. To adopt and use a corporate seal;

d. To assist parents from a biblical perspective in the intellectual, moral, cultural, physical and
spiritual development of their children;

e. To receive gift and donations and property by devise or bequest subject to the laws relating to the
transfer of property by will;

f. To act as Trustee under any trust incidental to the principal objects of the corporation to the
principal objects of the corporation and to receive, hold, administer and expend funds and property
subject to such trust;

g. To take, purchase or otherwise acquire; to own, hold, occupy, use and enjoy; manage, improve,
develop and work; to grant, sell, exchange, let, demise, and otherwise dispose of real estate,
buildings and improvements and every right interest and estate therein without limit as to the amount
therefore and wheresoever the same may be situated; to erect, construct, alter and repair buildings; to
assume any and every kind of contract, agreement and obligation by or with any person, firm,
corporation or association, or any federal, state, or other government for the erection, construction,
alteration, repair, renewal, equipment, improvement, development, use, enjoyment, leasing,
management or control of any buildings, improvements or structures of any kind wherever the same
may be situated;
h. To enter into, make, perform and carry out contracts of every kind for any lawful purpose without
limit as to amount and with any person, firm, association or corporation; to draw, make, accept,
endorse, discount, issue, and execute promissory notes, warrants, and other negotiable or transferable
interests;

i. To purchase or otherwise acquire, to own, hold, use and enjoy, to sell, assign and transfer,
exchange or otherwise dispose of, deal in or deal with personal property of every kind and
descriptions without limit as to the amount thereof and wheresoever the same may be situated;

j. To borrow and to loan money and to give and to receive evidence of indebtedness and security
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thereof; to draw, make, accept, endorse, execute and issue promissory notes, warrants and other
debentures of the corporation, or otherwise to make guarantees of every kind and secure any or all
obligations of the corporation by mortgage, deed or trust or otherwise;

k. By its Board of Directors to appoint such officers and employees as may be decreed proper;
define their authority and duties; fix their compensation; require bonds of such of them as it deems advisable
and fix the penalty thereof; dismiss such officers or employees, or any thereof for any good reason and
appoint others to fill their places;

l. To adopt and assume names in the furtherance of its nonprofit, tax-exempt purposes;

m. To use any and all media, including but not limited to, print, television and radio, in the
furtherance of its nonprofit, tax-exempt purposes;

n. To do all other acts necessary or expedient for the administration of the affairs and attainment of
the purposes of the corporation and to have and exercise all the powers now or hereafter conferred by
the laws of the State; and

o. To exercise such other and incidental powers as may reasonably be necessary to carry out the
purposes for which the corporation is established, provided that such incidental powers shall be
exercised in a manner consistent with its tax-exempt status as an educational and religious
organization as set forth in Section 501(c)(3) of the Internal Revenue Code or 1986, as amended, of
the United States of America; and

p. To do everything necessary, suitable or proper for the accomplishment, attainment or furtherance
of (and to do every other act or thing incidental to, pertinent to, growing out of or connected with)
the purposes, objects or powers set forth in these Articles of Incorporation, whether alone or in
association with others; to possess all the rights, powers and privileges now or hereafter conferred by
law upon a nonprofit corporation organized under the laws of the State of North Carolina, and, in
general, to carry on any activities and to do any of the things herein set forth to the same extent as a
natural person or partnership might or could do; provided that nothing herein set forth shall be
construed as authorizing the corporation to possess any purpose, object or power to do any act or
thing forbidden by law to a nonprofit corporation organized under the laws of the State of North
Carolina.

3. This amendment to the Articles of Incorporation of the Corporation was approved by the unanimous
consent of the Board of Directors of the Corporation on the 17th day of February, 1997, as required
by the North Carolina Non Profit Corporation Act and the several amendments thereto, as contained
in Chapter 55A of the General Statutes of North Carolina.

4. The Corporation does not have Members; therefore no approval of members was required for this
amendment.

5. These articles shall be effective upon filing in the office of the North Carolina Secretary of State.

IN WITNESS WHEREOF, the Corporation has caused these Articles of Amendment to be executed in its
corporate name by the Chairman of its Board of Directors on the 17th day of February, 1997.

CALDWELL ACADEMY
By:

David J. Robinson, Jr., Chairman
Board of Directors
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CONSENT TO ACTION
OF THE

BOARD OF DIRECTORS
OF

CALDWELL ACADEMY

May 1, 2009

The undersigned, in their capacity as all of the Permanent and Appointed Members of the
Board of Directors of CALDWELL ACADEMY, a North Carolina non-profit corporation (the
"Corporation"), waiving all requirements of notice or a meeting, statutory or otherwise, do hereby take
the following actions:

WHEREAS, the undersigned have determined that it is in the best interest of the Corporation to
amend and restate the Bylaws of the Corporation;

NOW THEREFORE, IT IS HEREBY RESOLVED, that the Bylaws of the Corporation are
amended and restated, and that such Amended and Restated Bylaws are set forth in the following
pages, which are incorporated by reference herein, and which shall be entered into the minute book of
the Corporation.

This action is effective as of May 1, 2009.

PERMANENT DIRECTORS

_____________________________
Ronny Bell

______________________________
Tim Towery

______________________________
Jane Perez

______________________________
Dino Page

______________________________
Dan Powers

______________________________
David Robinson

APPOINTED DIRECTORS

_____________________________
Jody Gordon

______________________________
Craig Childs

______________________________
Donna Mann

______________________________
David Stevens
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AMENDED AND RESTATED BY-LAWS
OF

CALDWELL ACADEMY

May 1, 2009

ARTICLE I
NAME, SEAL AND OFFICES

Section 1. Name. The name of this Corporation is Caldwell Academy.

Section 2. Seal. The seal of this Corporation shall be circular in form and shall bear on its
outer edge “Caldwell Academy.” The impress of the seal is affixed to the margin of these By-Laws.

Section 3. Offices. The principal office of the Corporation shall be in the County of
Guilford, City of Greensboro, State of North Carolina. The Corporation may also have offices at such
other places as the Board of Directors may from time to time appoint or the purposes of the
Corporation may require.

ARTICLE II
DIRECTORS

Section 1. Identity. The business and property of the Corporation shall be managed and
controlled by a Board of Directors. The Board of Directors shall consist of Permanent Directors and
Appointed Directors, who shall hold office until the election or qualification of their respective
successors, except as hereinafter otherwise provided for filling vacancies. In order to be appointed as a
Director, each member of the Board of Directors must meet the following requirements:

- must be a committed Christian who is a member in good standing in a local church;

- must be in full agreement with the Statement of Faith of Caldwell Academy;

- is expected to have a thorough understanding of and support for the classical, Christian and
community approach to education adopted by Caldwell Academy;

- must have read and substantially agree with the educational philosophies described in the
book Recovering the Lost Tools of Learning;

- must agree with and support existing policies and goals of Caldwell Academy;

- must commit to continued study and informal education including attendance once every
three years at an ACCS or ACCS-endorsed conference.

Section 2. Election. The Permanent Directors shall be appointed by the unanimous consent of all
Directors (Appointed and Permanent), and shall serve in such capacity until their respective successors
are elected and qualified.

Appointed Directors may be nominated and elected each year by majority vote of the
Permanent Directors present and voting at the Annual Meeting of the Board of Directors or at special
meetings of the Board of Directors as described in Section 9 of this Article, and shall serve in such
capacity for a four (4) year term beginning on the following July 1. The Permanent Directors, in their
discretion, may stipulate that a newly elected Appointed Director begin serving as such before the
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beginning of the term described above, and such additional service shall not count as part of such
Appointed Director’s four (4) year term unless the Permanent Directors so stipulate. Should the
Permanent Directors choose to nominate and elect in excess of two (2) Appointed Directors in a given
year, the Permanent Directors may designate two of the Appointed Directors elected in such year to
serve for a four (4) year term beginning as described above, and the remainder of the Appointed
Directors so elected shall serve a term to be set by the Permanent Directors.

Section 3. Number. There shall be seven (7) Permanent Directors, which number may be
changed from time to time by the vote of a majority of the Permanent and Appointed Directors present
and voting at a duly called meeting, without the necessity of amending these By-Laws. During each
fiscal year, one (1) Permanent Director shall have a mandatory leave of absence under the provisions
of Section 6 below, and all remaining Permanent Directors shall serve on the Board. There shall be up
to six (6) Appointed Directors of the Corporation, which number may be changed from time to time by
the vote of a majority of the Permanent and Appointed Directors present and voting at a duly called
meeting, without the necessity of amending these By-Laws.

Section 4. Resignation. Any Director may resign at any time, by giving written notice of
such resignation to the Board of Directors.

Section 5. Temporary Leaves of Absence. A Permanent or Appointed Director may
request a leave of absence, which will be granted if approved by the affirmative vote of the majority of
all Directors (other than the Director who has requested a leave of absence) present and voting at any
regular or special meeting called for that purpose. Permanent and Appointed Directors may be
permitted to request a leave of absence when such Director is temporarily unable to perform his/her
duties and responsibilities. Permanent Directors may not be granted a temporary leave of absence if
such a grant would cause the Directors to be unable to maintain a quorum under Section 12 of this
Article. Leaves of absence may be approved for a specified period of time not to exceed six (6)
months. At the end of such temporary leave of absence (or earlier upon request from the director on
leave), the Board may vote to extend the leave of absence for up to an additional six months. If the
Board does not elect to extend such leave of absence, then the Directors shall vote to either reinstate or
remove such Director. Any decision to reinstate or remove a Director, or to extend the leave of
absence of a Director, shall be made based upon a majority vote of all Directors (other than the
Director who has requested a leave of absence) present and voting at any regular or special meeting
called for that purpose. During any leave of absence, a Director shall have no official responsibilities
or authority to act on behalf of
the Corporation. In the event that a Permanent Director on a temporary leave of absence is also an
officer of the Corporation, the Board of Directors, by vote of a majority of those present and voting at
a duly called meeting, shall designate a person or persons to serve in, or perform the duties of, such
office during the temporary leave of absence; such person or persons may be designated as an "Acting"
officer in the discretion of the Board of Directors. Permanent Directors may resume their positions as
Permanent Directors and officers, if applicable, after the end of the temporary leave of absence, and no
vote of the Board of Directors shall be necessary to enable them to do so.

Section 6. Mandatory Leaves of Absence. Permanent Directors shall have a mandatory
leave of absence for the duration of one fiscal year in each five fiscal years. At the end of each fiscal
year, the Board of Directors shall determine the Permanent Director who will take a mandatory leave
of absence for the ensuing fiscal year, observing the following procedures:

(a) No Permanent Director will be required to take a mandatory leave of absence until such
Permanent Director has served for at least four (4) consecutive fiscal years without a mandatory leave
of absence. Accordingly, if, at the end of any fiscal year, no Permanent Director has served for at least
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four (4) consecutive fiscal years without a mandatory leave of absence, no Permanent Director shall
have a mandatory leave of absence for the ensuing fiscal year.

(b) If, at the end of any fiscal year, more than one (1) Permanent Director has served for at least
four (4) consecutive fiscal years without a mandatory leave of absence, the Permanent Director who
has served for the longest period of time without a mandatory leave of absence shall have a mandatory
leave of absence for the ensuing fiscal year.

(c) In the event that, as of the end of any fiscal year, more than one Permanent Director has
served for at least four (4) consecutive years without a mandatory leave of absence and more than one
Permanent Director has served for an identical period of time, the Board of Directors, by vote of a
majority of those present and voting at a duly called meeting, shall determine which of the longest-
serving Permanent Directors who have served for identical periods shall have a mandatory leave of
absence for the ensuing fiscal year.

(d) The Board of Directors, by vote of a majority of those present and voting at a duly called
meeting, on a case-by-case basis, may elect to vary the procedures for selecting the Permanent Director
who will take a mandatory leave of absence, or may authorize Permanent Directors who have at least
four (4) consecutive years of service to agree between themselves on the timing of their respective
mandatory leaves of absence, without the necessity of amending these By-Laws in each such instance.

In the event that a Permanent Director on a mandatory leave of absence is also an officer of the
Corporation, the Board of Directors, by vote of a majority of those present and voting at a duly called
meeting, may designate a person or persons to serve in, or perform the duties of, such office during the
mandatory leave of absence; such person or persons may be designated as an "Acting" officer in the
discretion of the Board of Directors. Permanent Directors may resume their positions as Permanent
Directors and officers, if applicable, after the end of the mandatory leave of absence, and no vote of the
Board of Directors shall be necessary to enable them to do so. A mandatory leave of absence may be
immediately preceded or followed by a temporary leave of absence if the Permanent Director so
requests in accordance with Section 5 of this Article, but neither a mandatory leave of absence
following a temporary leave of absence nor a temporary leave of absence following a mandatory leave
of absence shall be considered an extension of any temporary leave of absence for purposes of Section
5 of this Article.

Section 7. Vacancies. Any vacancy on the Board of Directors occurring during the year
may be filled for the unexpired portion of the term by the affirmative vote of a majority of all of the
remaining Directors, Permanent and Appointed. Any Director so elected by the Board of Directors
shall hold office until the election and qualification of his or her successor.

Section 8. Annual Meeting. The annual meeting of the Board of Directors shall be held
during the last week in May.

Section 9. Special Meetings. Special meetings of the Board of Directors may be called at
any time by any one (1) of the Permanent Directors, or upon the written request of twenty percent
(20%) of the members of the entire Board of Directors.

Section 10. Notice of Meetings. Notice of all Directors' meetings, except as herein
otherwise provided, shall be given by mailing the same at least five (5) days or by telegraphing the
same at least three (3) days before the meeting to the usual business or residence address of each
Director, but such notice may be waived by any Director.
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Section 11. Chairman. At all meetings of the Board of Directors, the Chairman or Vice
Chairman shall preside.

Section 12. Quorum and Voting. At all meetings of the Board of Directors, three (3)
Permanent Directors shall be necessary and sufficient to constitute a quorum for the transaction of
business, and the act of a majority of the Directors (Permanent and Appointed) present at any meeting
at which there is a quorum shall be the act of the Board of Directors, except as may be otherwise
specifically provided by statute or by these By-Laws. If at any meeting there is less than a quorum
present, a majority of those present may adjourn the meeting from time to time without further notice
to any absent Director. Notwithstanding the foregoing, the policies of the Caldwell Academy as set
forth in the Caldwell Academy Policy Manual may be amended, altered or repealed only upon the
affirmative vote of three-fourths (3/4) of the Permanent and Appointed Directors present at any
meeting at which there is a quorum.

Section 13. Action without Meeting. Action required or permitted to be taken at a meeting
of the Board of Directors may be taken without a meeting if the action is taken by all members of the
Board. The action must be evidenced by one or more written consents signed by each director before
or after such action, describing the action taken, and included in the minutes or filed with the corporate
records. Action so taken is effective when the last director signs such consent, unless the consent
specifies a different effective date. Such consent has the effect of a meeting vote and may be described
as such in any document.
Section 14. Contracts and Services. The Directors may be interested directly or indirectly in any
contract relating to or incidental to the operations conducted by the Corporation, and may freely make
contracts, enter transactions, or otherwise act for and on behalf of the Corporation, notwithstanding
that they may also be acting as individuals, or as trustees of trusts, or as agents for other persons or
corporations, or may be interested in the same matters as stockholders, directors, or otherwise;
provided, however, that any contract, transaction or act on behalf of the corporation in a matter in
which the Directors are personally interested as stockholders, directors, or otherwise shall be at arm's
length and not violative of the proscriptions in the certificate of incorporation against the Corporation's
use or application of its funds for private benefit; and provided further that no contract, transaction or
act shall be taken on behalf of the Corporation if such contract, transaction or act is a prohibited
transaction or would result in the denial of the tax exemption under Section 503 or Section 504 of the
Internal Revenue Code and its Regulations as they now exist or as they may hereafter be amended. In
no event, however, shall any person or other entity dealing with the Directors be obligated to inquire
into the authority of the Directors to enter into and consummate any contract, transaction or other
action.

Section 15. Compensation. Directors shall not receive any stated salary for their services;
however, the Board, in its discretion, may agree to pay Directors rendering unusual or exceptional
services to the Corporation, special compensation appropriate to the value of such services, and may
agree to reimburse Directors for any authorized expenses paid or incurred by them on behalf of the
Corporation.

Section 16. Powers. All the corporate powers, except such as are otherwise provided for in
these By-Laws and in the laws of the State of North Carolina, shall be and are hereby vested in and
shall be exercised by the Board of Directors. The Board of Directors may by general resolution
delegate to committees of their own number, or to officers of the Corporation, such powers as they
may see fit. In addition and not in limitation of the foregoing broad delegation of powers, the Board of
Directors shall have the right to appoint such agents and representatives of the Corporation and vest
them with such powers or responsibilities on behalf of the Corporation as the Board of Directors may
see fit, so far as may be consistent with these By-Laws, to the extent authorized and permitted by law.
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Section 17. Removal of Directors. Any Director may be removed from the Board of
Directors or from office by the affirmative vote of the majority of all Directors (other than the Director
to be removed) present and voting at any regular or special meeting called for that purpose. Any such
Director proposed to be removed shall be entitled to at least five (5) days written notice of the meeting
at which such removal is to be voted upon, and shall be entitled to appear and be heard at such
meeting.

Section 18. Suspension of Directors. Any Director may be suspended from the Board of
Directors or from office by the affirmative vote of the majority of all Directors (other than the Director
to be removed) present and voting at any regular or special meeting called for that purpose. Any such
Director proposed to be suspended shall be entitled to at least five (5) days' written notice of the
meeting at which such suspension is to be voted upon, and he shall be entitled to appear and be heard
at such meeting. Any Director who has been suspended shall have no further official responsibilities
or authority to act on behalf of the Corporation. After a Director has been suspended, the Board of
Directors shall further investigate the issues which led to the suspension and, thereafter, may elect to
continue such suspension, or may elect to restore, or permanently remove, such Director from office,
and such determination to restore or permanently remove such Director shall be made upon the
approval of the majority of all Directors (other than the Director to be suspended) present and voting at
any regular or special meeting called for that purpose.

ARTICLE III
OFFICERS

Section 1. Number. The officers of the Corporation shall be the Chairman of the Board,
Vice Chairman, Secretary and Treasurer, and such other offices with such powers and duties not
inconsistent with these By-Laws as may be determined by the Board of Directors.

Section 2. Election, Term of Office and Qualifications. The officers shall be elected by
vote of a majority of the Board of Directors present and voting at a regular or special meeting. These
officers shall assume their relative offices upon their election and shall serve until the election or
qualification of their respective successors. Rules for officers who are also Permanent Directors and
who take temporary or mandatory leaves of absence are set forth in Article II, Sections 5 and 6, above.

Section 3. Vacancies. In case any office of the Corporation becomes vacant, the majority
of the Directors then in office may elect an officer to fill such vacancy, and the officer so elected shall
hold office until the election and qualification of his successor.

Section 4. Chairman. The Chairman shall preside at all meetings of the Board of
Directors. The Chairman shall have and exercise general charge and supervision of the affairs of the
Corporation and shall do and perform such other duties as may be assigned to him or her by the Board
of Directors.

Section 5. Vice Chairman. At the request of the Chairman, or in the event of the
Chairman’s absence or disability, the Vice Chairman shall perform the duties and possess and exercise
the powers of the Chairman; and to the extent authorized by law, the Vice Chairman shall have such
other powers as the Board of Directors may determine, and shall perform such other duties as may be
assigned to him or her by the Board of Directors.

Section 6. Secretary. The Secretary shall have charge of such books, documents, and
papers as the Board of Directors may determine and shall have the custody of the Corporate seal. The
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Secretary shall attend and keep the minutes of all the meetings of the Board of Directors. The
Secretary may sign with the Chairman or Vice Chairman, in the name of and on behalf of the
Corporation, any contracts or agreements authorized by the Board of Directors, and when so
authorized or ordered by the Board of Directors, the Secretary may affix the seal of the Corporation.
The Secretary shall, in general, perform all the duties incident to the office of the Secretary, subject to
the control of the Board of Directors, and shall do and perform such other duties as may be assigned to
the Secretary by the Board of Directors.

Section 7. Treasurer. The Treasurer shall be responsible for the custody of all funds,
property, and securities of the Corporation, subject to such regulations as may be imposed by the
Board of Directors. The Treasurer may be required to give bond for the faithful performance of his or
her duties, in such sum and with such sureties as the Board of Directors may require. When necessary
or proper the Treasurer or such designated employee of the Corporation may endorse on behalf of the
Corporation for collection checks, notes or other obligations, and shall deposit the same to the credit of
the Corporation at such bank or banks or depository as the Board of Directors may designate. The
Treasurer or such designated employee of the Corporation shall (1) sign all receipts and vouchers and,
together with such other officer or officers, if any, as shall be designated by the Board of Directors,
and shall (2) sign all checks of the Corporation. The Treasurer shall sign all bills of exchange and
promissory notes issued by the Corporation, except in cases where the signing and execution thereof
shall be expressly designated by the Board of Directors or by these By-Laws to some other officer or
agent of the Corporation. The Treasurer or such designated employee of the Corporation shall make
such payments as may be necessary or proper to be made on behalf of the Corporation. The Treasurer
shall be responsible for entering regularly on the books of the Corporation to be kept by him or her or
such designated employee of the Corporation for the purpose, full and accurate account of all moneys
and obligations received and paid or incurred on account of the Corporation, and shall exhibit such
books at all reasonable times to any Director, on application at the offices of the Corporation. The
Treasurer shall be responsible that proper internal controls are in place to assure that records comply
with generally accepted accounting principles. He or she shall, in general, perform all the duties
incident to the office of Treasurer, subject to the control of the Board of Directors.

Section 8. Removal of Officers. Any officer may be removed from office by the
affirmative vote of the majority of all Directors present and voting at any regular or special meeting
called for that purpose. Any such officer proposed to be removed shall be entitled to at least five (5)
days' written notice of the meeting at which such removal is to be voted upon, and he shall be entitled
to appear and be heard at such meeting.

Section 9. Suspension of Directors and Officers. Any officer may be suspended by the
affirmative vote of the majority of all Directors present and voting at any regular or special meeting
called for that purpose. Any such officer proposed to be suspended shall be entitled to at least five (5)
days' written notice of the meeting at which such suspension is to be voted upon, and he shall be
entitled to appear and be heard at such meeting. An officer who has been suspended shall have no
further official responsibilities or authority to act on behalf of the Corporation. After an officer has
been suspended, the Board of Directors shall further investigate the issues which led to the suspension
and, thereafter, may elect to continue such suspension, or may elect to restore, or permanently remove,
such officer from office, and such determination to restore or permanently remove such officer shall be
made upon the approval of the majority of all Directors present and voting at any regular or special
meeting called for that purpose.
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ARTICLE IV
FISCAL YEAR

The fiscal year of the Corporation shall commence on July 1 of each year and end on June 30.

ARTICLE V
PROHIBITION AGAINST SHARING IN CORPORATE EARNINGS

No Director, officer, employee, member of a committee or other person connected with this
Corporation, or any other private individual shall receive at any time any of the net earnings or
pecuniary profit from the operations of the Corporation; provided, that this shall not prevent the
payment to any such person or such reasonable compensation for services rendered to or for the
Corporation in effecting any of its purposes as shall be fixed by the Board of Directors; and no such
person or persons shall be entitled to share in the distribution of any of the Corporate assets upon the
dissolution of the Corporation. Upon such dissolution or winding up of the affairs of the Corporation,
whether voluntary or involuntary, the assets of the Corporation, after all debts have been satisfied, then
remaining in the hands of the Board of Directors shall be distributed, transferred, conveyed, delivered,
and paid over, in such amounts as the Board of Directors may determine or as may be determined by a
Court of competent jurisdiction upon application of the Board of Directors, exclusively to charitable,
religious, scientific, literary, or educational organizations which would then qualify under the
provisions of Section 501(c)(3) of the Internal Revenue Code and its Regulations as they now exist or
as they may hereafter be amended.

ARTICLE VI
EXEMPT ACTIVITIES

Notwithstanding any other provision of these By-Laws, no Director, officer, employee, or
representative of this Corporation shall take any action or carry on any activity by or on behalf of this
Corporation not permitted to be taken or carried on by an organization exempt under Section 501(c)(3)
of the Internal Revenue Code and its Regulations as they now exist or as they may hereafter be
amended, or by an organization contributions to which are deductible under Section 170(c)(2) or such
Code and Regulations as they now exist or as they may hereafter be amended.

ARTICLE VII
AMENDMENTS

These By-Laws and the Articles of Incorporation of this Corporation may be amended, altered
or repealed only by the Board of Directors. Such action shall require a three-fourths (3/4s) vote of the
members present at any regular meeting of the Board, providing that at least two (2) weeks’ written
notice has been given to each Board member of the proposed action.
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BOARD MEMBER SELF EVALUATION
Date:__________________ Board Member:_________________

Please circle one number (1-9) that best describes your response to each question.

1. Prepares for each board meeting (completes required reading, notes prepared, questions

prepared, HOS report card, etc.).

Never 1 2 3 4 5 6 7 8 9 Always
Prepared Prepared

2. Actively participates in board meetings.

Never 1 2 3 4 5 6 7 8 9 Always
Participates Participates

3. Communicates concerns, ideas, disagreements in an effective manner.

Never 1 2 3 4 5 6 7 8 9 Always
Communicates Communicates
Effectively Effectively

4. Follows through with assignments.

Never 1 2 3 4 5 6 7 8 9 Always
Follows Through
Follows Through

5. Treats fellow board members with respect and courtesy.

Never 1 2 3 4 5 6 7 8 9 Always
With respect With respect

6. Faithfully prays for board matters, the HOS, and fellow board members.

Never 1 2 3 4 5 6 7 8 9 Always
Prays Prays

7. Displays a serious commitment to the confidentiality of board matters.

Never 1 2 3 4 5 6 7 8 9 Always
Confidential Confidential

8. Gives enthusiastic support publicly for the school, its faculty, its HOS and the board.

Never 1 2 3 4 5 6 7 8 9 Always
Enthusiastic Enthusiastic

9. Makes prompt financial contributions in support of all school fund-raising goals.

Never 1 2 3 4 5 6 7 8 9 Always
Prompt Prompt
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10. I have completed all of the requirements from the Board Development List.

____ Yes ____No
If no, please list the requirements you have not
completed_______________________________________________________________

11. Regarding your board service, briefly comment on your strengths.

12. Regarding your board service, briefly comment on areas needing improvement.



60

CHAIRMAN EVALUATION OF BOARD MEMBER
Date:__________________ Board Member:_________________

Please circle one number (1-9) that best describes your impression of the board member.

1. Prepares for each board meeting (completes required reading, notes prepared, questions

prepared, HOS report card, etc.).

Never 1 2 3 4 5 6 7 8 9 Always
Prepared Prepared

2. Actively participates in board meetings.

Never 1 2 3 4 5 6 7 8 9 Always
Participates Participates

3. Communicates concerns, ideas, disagreements in an effective manner.

Never 1 2 3 4 5 6 7 8 9 Always
Communicates Communicates
Effectively Effectively

4. Follows through with assignments.

Never 1 2 3 4 5 6 7 8 9 Always
Follows Through
Follows Through

5. Treats fellow board members with respect and courtesy.

Never 1 2 3 4 5 6 7 8 9 Always
With respect With respect

6. Briefly comment on the strengths of this board member.

7. For the board member, briefly comment on areas that need improvement.
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BOARD MEMBER EVALUATION OF THE CHAIRMAN

Date:__________________ Board Member:_________________

Please circle one number (1-9) that best describes your impression of the Chairman.

1. Prepares for each board meeting (completes required reading, notes prepared, questions

prepared, HOS report card, etc.).

Never 1 2 3 4 5 6 7 8 9 Always
Prepared Prepared

2. Actively participates in board meetings.

Never 1 2 3 4 5 6 7 8 9 Always
Participates Participates

3. Communicates concerns, ideas, disagreements in an effective manner.

Never 1 2 3 4 5 6 7 8 9 Always
Communicates Communicates
Effectively Effectively

4. Follows through with assignments.

Never 1 2 3 4 5 6 7 8 9 Always
Follows Through
Follows Through

5. Treats fellow board members with respect and courtesy.

Never 1 2 3 4 5 6 7 8 9 Always
With respect With respect

6. Briefly comment on the strengths of the Chairman.

7. For the Chairman, briefly comment on areas that need improvement.


