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He established a testimony in Jacob and appointed a law in Israel, which He 
commanded our fathers to teach to their children, so that the next generation 
might know them, the children yet unborn, and arise and tell them to their 
children, so that they should set their hope in God and not forget the works of 
God, but keep his commandments. Psalm 78:5-7 



Welcome from Mr. Lay 

Greetings and welcome to L.E.A.D. Academy Classical School!  
Here at L.E.A.D. Academy, we promote Leadership, Enthusiasm, Attitude, and Discipline in everything 
we do, towards our overarching goal of glorifying God through excellent work. As such, we have several 
foundational statements that clarify who we are, and what we’re about, no matter the particular role you 
play. You’ll note that all of our policy and procedures documents, from our Financial Manual, to our 
Student/Parent Handbook, to our Employee Manual, start the same way, with a recitation of these 
foundational statements. That’s because we seek to integrate them into everything we do, from 
scholarship, to athletics, to budgeting, and all points in between. I ask that you take more than a moment 
to review them- I want you to internalize them, and live them, with us. 

Laus Deo Semper,  
H. Frank Lay Head of School  

Philosophy and Foundations 
Statement of Faith 
We believe in God the Father, creator of heaven and earth. We believe in Jesus Christ, God's only son our 
Lord, who was conceived by the Holy Spirit, born of the Virgin Mary, and suffered under Pontius Pilate. 
He was crucified, died, and was buried. On the third day, He rose again; He ascended into heaven, He is 
seated at the right hand of the Father, and He will come again to judge the living and the dead. We believe 
in the Holy Spirit, the communion of saints, the forgiveness of sins, the resurrection of the body, and the 
life everlasting. Amen. 
Mission Statement 
L.E.A.D. Academy will provide families a learning environment and support system that enables their 
student to grow spiritually, mentally, and physically into an adult with a Christian worldview. 
Vision Statement 
Students will demonstrate their abilities through application and service, and their achievements will gain 
them favor with God and man. “And Jesus increased in wisdom and stature, and in favor with God and 
man.” Luke 2:52 
Educational Philosophy 
“Love the Lord your God with all your heart, with all your soul, and with all your strength. These words 
that I am giving you today are to be in your heart. Repeat them to your children. Talk about them when 
you sit in your house, and when you walk along the road, when you lie down, and when you get up. Bind 
them as a sign on your hand and let them be a symbol on your forehead. Write them on the doorposts of 
your house and on your gates.” Deuteronomy 6:5-9 

God has placed our students in Christian schools to prepare and equip them as His masterpieces, created 
in Christ Jesus to do good works which God prepared in advance for them to do (Ephesians 2:10). We can 
be certain that God will complete the work He has begun in the lives of our students (Philippians 1:6). 
(from Clear Focus by Steven Reel) 

L.E.A.D. Academy offers more than just an education with books and pencils; we are committed as a staff 
to pray daily for your children and their future. We strive to instill the lost art of loving to learn. We 
encourage our Lions to do over and do better each day and to thrive, not just survive! We are focused on 
nurturing a generation with a Godly worldview. Kingdom education is a life-long, Bible-based, Christ-



centered process of leading a child to Christ, building a child up in Christ, and equipping a child to serve 
Christ. We highly recommend you read the book Kingdom Education by Glen Schultz. L.E.A.D. 
Academy has been created using the principles presented in this book. Above all, parents can be confident 
that their student, at every stage of his or her development in school, will be loved with Christ's love at 
L.E.A.D. Academy. 
School Distinctives 
At L.E.A.D. Academy, we believe a Christ-centered education includes not only a Christian environment 
where students are to be instructed with academic excellence, but an education that places Christ at the 
“center of all learning.” We accomplish this by integrating the Word of God, and placing it at the center of 
all curriculum. Therefore, in all levels, programs, and teaching, we boldly acknowledge that all things 
come from our Creator, and every area of life must be subject to glorifying Him (II Timothy 3:16-17). We 
commit to providing a clear model of the biblical Christian life through our staff and board (Matthew 
22:37-40) while encouraging every student to begin and develop his relationship with God the Father 
through Jesus Christ (Matthew 28:18-20, Matthew 19:13-15). 

To be Christ-Centered  
The Bible clearly states, “All scriptures is inspired by God and is profitable for teaching, for 
rebuking, for correcting for training in righteousness, so that the man of God may be adequate, 
equipped for every good work” II Timothy 3:16. Scripture is the foundation of our academics. 
Teachers combine elements of each subject area with Bible scriptures and that is the center of 
every lesson. Our coursework centers on the truth that Christ alone is the source of all life and 
salvation. All subjects must be deeply rooted in scripture in order to provide a Christ- Centered 
education.  
To be Classical  
G.K. Chestterson said “Education is not a subject, and it does not deal in subjects. It is instead the 
transfer of a way of life.” We strive to emphasize the grammar, logic, and rhetoric stages of 
learning where students recite, chant, imitate, and discuss information and become aware of how 
to be a learner for life! We do not teach subjects as singular entities, but as a way of putting a 
puzzle together that combines the pieces of life and the world around us. We encourage students 
to develop a love for learning and we provide an orderly atmosphere to obtain this goal.  

Core Values 
L.E.A.D. Academy affirms the following core values:  
• Scripture is the inspired Word of God and is taught as the truth.  
• Each student is a unique child of God with individual abilities, talents, and gifts.  
• The home and school are partners in education and spiritual development of the child.  
• Administrators, faculty, staff, and volunteers model Christ in leading, teaching, and serving.  
• Professional and ethical standards are maintained in all academic and extracurricular disciplines.             
• The curriculum and supporting programs are designed to reveal God’s glory.  
• The school environment is safe, disciplined, and conducive to academic achievement.  
• The school strives to develop future leaders in a variety of disciplines.  
• The school community exhibits love, kindness, respect, and justice in all areas of school.  
• The school demonstrates Leadership, Enthusiasm, Attitude, and Discipline in all things. 
Latin Motto 
Laus Deo Semper- Praise Always to God 
School Pledge 
“As a L.E.A.D. Academy student, I promise to be a responsible citizen at all times. I accept the challenge 
to learn, think, and perform at my highest level. A learner today, a leader tomorrow, all for God’s glory”. 



Principles of Kingdom Education 

1. The education of children and youth is the primary responsibility of parents. Deuteronomy 6:4 – 

9; 11:18 – 21; Psalm 78:1 – 7; Psalm 127:3; Proverbs 22:6; Malachi 2:13 – 16; Ephesians 6:4 2.  

2. The education of children and youth is a 24-hours-a-day, 7-days-a-week process that continues 

from birth until maturity. Deuteronomy 6:7; 11:19; Proverbs 22:6 3.  

3. The education of children and youth must have, as its primary goals, the salvation of and 

discipleship of the next generation. Psalm 78:6 – 7; Matthew 28:19 - 20 4.  

4. The education of children and youth must be based on God’s Word as absolute truth. Matthew 

24:35; Psalm 119 5.  

5. The education of children and youth must hold Christ as preeminent in all of life. Colossians 2:3; 

6-10.  

6. The education of children and youth must not hinder the spiritual and moral development of the 

next generation. Matthew 18:6; 19:13 – 14; Mark 10:13- 16; Luke 18:15 – 17 7.  

7. The education of children and youth, when delegated to others by parents, must be done by 

teachers chosen with the utmost care to ensure that they all follow these principles. Exodus 18:21; 

1 Samuel 1:27 –  
28; 3:1 - 10 8.  

8. The education of children and youth results in the formation of a belief system or worldview that 

will be patterned after the belief systems or world-views of the person’s teachers. Luke 6:40  

9. The education of children and youth must lead to true wisdom by connecting all knowledge to a 

biblical worldview frame of reference. Romans 1:20; Psalm 19:1; Proverbs 4:5, 7; 3:19; 9:10; 

Psalm 104:24; 136:5; Jeremiah 10:12; Romans 11:33; Luke 11:52; Colossians 2:3; 1 Corinthians 

8:1; 13:8; Romans 1:28 10.  

10. The education of children and youth must have a view of the future that includes the eternal 

perspective. Colossians 3:1 –2; Matthew 6:19 – 20; 2 Timothy 4:6 – 8; Acts 20:24; Hebrews 

11:13; Colossians 3:23 – 24  

11. The education of children and youth must have as its primary focus the knowledge of God. We 

must teach who God is. Hosea 4:1-6; 2 Timothy 3:7; Exodus 20:3-4  

12. The education of children and youth must result in the performing work in the fulfillment of God 

in their lives. Colossians 1:9-10; Romans 12:10  

13. The education of children and youth must be characterized by the pursuit of excellence based on 

Godly character resulting in competent performance for God’s glory. 2 Corinthians 8:7, 10:12; 

Philippians 1:9-10; 4:8; 1 Timothy 6:11; Psalm 8:1  

14. The education of children and youth must equip them to fulfill God’s highest purpose for man to 

glorify God and enjoy Him for eternity!



Faculty and Staff 
Introduction 
Welcome to L.E.A.D. Academy Classical School! We are happy you are here and we are excited that you 
have chosen to join our mission. This employee manual is a source of information on policies and 
procedures that pertain to all LEAD Academy employees. It is designed to be thorough and informative in 
every area of the school. This manual is intended to be the authoritative resource for policies and 
procedures and it replaces any previous published or previously dated policies. It is not exhaustive. Issues 
may arise that do not come under the specifics of this manual and its guidelines. In that case the teacher 
should seek counsel from an administrator or supervisor. Policies and procedures may be updated from 
time to time, as necessary to keep the manual current and relative to our school community. As revisions 
or additions are made, employees will be notified of changes so that manuals can be updated. This manual 
is subject to change and is not a contract of employment. This manual should be read carefully and 
applied consistently and daily to routines and activities at L.E.A.D. Academy. This manual and faculty 
meetings will keep you informed about the operations of the school. Please contact your administrator if 
you have questions about an employee related matter that is not addressed in this manual. 
L.E.A.D. Academy Classical School Faculty and Staff Manual 
This faculty manual has been written for the purpose of providing L.E.A.D. Academy faculty and staff 
with clear direction on the operation and procedures of our school. It is designed to be thorough and 
informative in every area of the school. This document is not exhaustive in the fact that there may be 
areas that do not come under the specifics of this manual and its guidelines. In that case, the teacher or 
staff member should seek counsel from an administrator or supervisor. Revisions will be made as 
necessary to this manual in order to keep it current and relevant to our school community. Revisions will 
be provided to you in written format so you (the teacher/staff member) can update your copy of the 
manual. This manual should be read carefully and applied consistently and daily to routines and activities 
at L.E.A.D. Academy. This manual and faculty meetings will keep you informed about the operations of 
the school. 
Declaration of Moral Integrity 
L.E.A.D. Academy expects all of its employees with access to children to model the same Christian 
values and lifestyle that it seeks to instill in its students. As a teacher at L.E.A.D. Academy, you 
recognize, understand, and agree to live by the Christian moral standards of the school which are founded 
on the Bible. L.E.A.D. Academy expects employees to maintain a lifestyle based on biblical standards of 
moral conduct. Moral misconduct includes, but is not limited to heterosexual activity outside of marriage, 
sexual harassment, use of pornographic materials or websites, homosexual behavior and/or sexual 
orientation, bisexuality, polygamy, transgender identity, or any other violation of the unique roles of male 
and female. (Exodus 20:14; Leviticus 18:7–23; 20:10–21; Deuteronomy 5:18; Matthew 5:27–28; 15:19; 
Romans 1:21-27; 1 Corinthians 6:9-20). 
Nondiscriminatory Statement 
L.E.A.D. Academy Classical School admits students of any race, color, nationality, or ethnicity to all the 
rights, privileges, programs, and activities generally accorded or made available to students and the 
school. L.E.A.D. Academy Classical School does not discriminate on the basis of race, color, nationality, 
or ethnicity in the administration of its policies, admissions, tuition assistance programs, athletics, and 
other school-administered programs. 
Professional Ethics for Faculty and Staff 
The educator values the worth and dignity of every person, the pursuit of truth, devotion to excellence, 
acquisition of knowledge, and the nurture of democratic citizenship. Essential to the achievement of these 
standards are the freedom to learn and to teach and the guarantee of equal opportunity for all. The 
educator’s primary professional concern will always be for the student and for the development of the 



student’s potential. The educator will therefore strive for professional growth and will seek to exercise the 
best professional judgment and integrity. Aware of the importance of maintaining the respect and 
confidence of one’s colleagues, of students or parents, and of other members of the community, the 
educator strives to achieve and sustain the highest degree of ethical conduct. 
•Your professional integrity is one of your greatest assets, so guard it well.  
• Do not discuss students with parents other than their own.  
• Do not discuss students in public where others overhear your conversations.     
• Do not discuss students with other staff unless they are directly involved  with the child’s situation.  
• Do not become a party to gossip or criticism of the school or its staff.  
• Do not solicit funds from parents for personal use.  
• Do not criticize other faculty members, administration, or board members. If you have a concern, please   
follow the principles of Matthew 18.  
• Handle all school funds with utmost care. Keep records and be able to account for any funds misplaced 
in your care. 
Principles of Professional Conduct 
Obligation to the student requires that the individual: 
• Shall make reasonable effort to protect the student from conditions harmful to learning, health, or safety. 
• Shall not unreasonably restrain a student from independent action in pursuit of learning.  
• Shall not unreasonably deny a student access to diverse points of view.  
• Shall not intentionally suppress or distort subject matter relevant to a student’s academic program.  
• Shall not intentionally expose a student to unnecessary embarrassment or disparagement.  
• Shall not intentionally violate or deny a student’s legal rights.  
• Shall not harass or discriminate against any student for any reason, and shall make reasonable effort to 
assure that each student is protected from harassment or discrimination.  
• Shall not exploit a relationship with a student for personal gain or advantage.  
• Shall keep in confidence personally identifiable information obtained in the course of professional 
service, unless disclosure serves professional purposes or is required by law. 
Professional Obligation to the Public requires that the individual: 
• Shall take reasonable precautions to distinguish between personal views and those of any educational 
institution or organization with which the individual is affiliated. 
•Shall not intentionally distort or misrepresent facts concerning an educational matter in direct or indirect 
public expression.  
•Shall not use institutional privileges for personal gain or advantage.  
•Shall not accept any gratuity, gift, or favor that might influence professional    judgment.  
•Shall not offer any gratuity, gift, or favor to obtain special advantages. 
Obligation to the Profession of Education requires that the individual:  
• Shall maintain honesty in all professional dealings. 
• Shall not for any reason deny a colleague professional benefits, advantages or    participation in any 
professional organization. 
•Shall not interfere with a colleague’s exercise of political or civil rights and responsibilities.  
•Shall not engage in harassment or discriminatory conduct which unreasonably interferes with an 
individual’s performance of professional or work responsibilities or with the orderly processes of 
education or which creates a hostile, intimidating, abusive, offensive, or oppressive environment, and 
further shall make reasonable effort to assure that each individual is protected from such harassment or 
discrimination.  
•Shall not make malicious or intentionally false statements about a colleague.  



•Shall not use coercive means or promise special treatment to influence professional judgments of 
colleagues.  
•Shall not misrepresent one’s own professional qualifications.  
•Shall not submit fraudulent information on any document in connection to professional activities.  
•Shall not make any fraudulent statement or fail to disclose a material fact in one’s own or another’s 
application for a professional position.  
•Shall not knowingly withhold information regarding a position from an applicant or misrepresent an 
assignment or conditions of employment.  
•Shall provide, upon the request of the certificated individual, a written statement of specific reason for 
recommendations that lead to the denial of increments, significant changes of employment, or termination 
of employment.  
•Shall not assist entry into or continuance in the profession of any person known to be unqualified in 
accordance with these Principles of Professional Conduct for the Education Profession and other 
applicable Florida Statutes and State Board of Education Rules.  
•Shall self-report within forty-eight (48) hours to appropriate authorities (as determined by school 
policies) any arrests/charges involving the abuse of a child or the sale and/or possession of a controlled 
substance. Such notice shall not be considered an admission of guilt, nor shall such notice be admissible 
for any purpose in any proceeding, civil or criminal, administrative or judicial, investigative, or 
adjudicatory.  
•Shall self-report any conviction, finding of guilt, withholding of adjudication, commitment to a pretrial 
diversion program, or entering of a plea of guilty or Nolo contendere for any criminal offense other than a 
minor traffic violation within forty-eight (48) hours after the final judgment.  
•Failure of Administrators and instructional personnel to report suspected/alleged misconduct by school 
Headmasters or instructional personnel may result in imprisonment, fines, and/or loss of professional 
licenses.  
Use of Position for Personal Gain or Non-School Activity  
Employees of the school are prohibited from using school property, facilities, work hours, students, 
parents, or other information for purposes other than the direct and faithful fulfillment of their 
employment obligations without the express written permission of the Board of Directors. Violation 
constitutes misconduct and is cause for termination.  
Anonymous Communication  
Anonymous, written communication addressed to an employee shall be destroyed by that employee at the 
time of receipt. Anonymous written communication includes notes, letters, tapes, facsimiles, or other 
electronic media not having a verifiable name, address and/or phone number of the sender of such 
communication. No action shall be taken against any individual based on any anonymous communication 
in any form.  
Solicitation  
Employees cannot sell or endorse products to be purchased by parents, students, or another school. No 
employee shall solicit members or otherwise engage in the interest of any group organization or 
association whatsoever on school premises except those organizations which serve the professional 
interests of the school personnel. No insurance company, agent, or any other vendor shall be allowed to 
enter a school for the purpose of solicitation of funds or clients, other than the agents so authorized by the 
management office. 



Policies and Procedures for Faculty and Staff 
Dress for Success for Employees 
Consider this a dress code that is to be followed by those who work here in the capacity of administrator, 
teacher, teacher aide, and office staff in a full or part-time capacity. Volunteers and substitutes are asked to 
dress in a professional, conservative manner. 
Dress for success – Men: 
• L.E.A.D. Academy monogramed business shirt • Shirt and tie, tucked in  
• Dress slacks or chino-style slacks  
• Dress shoes 

• Sport coat for meetings and teacher/parent conferences, open house • All belts should be worn 
appropriately 
Dress for success – Women: 
•L.E.A.D. Academy monogramed shirts  
• Nice slacks (capri, ankle, or full length, loose fitting and well-tailored) • Skirts – length should fall at       
the top of the knee  
• Choose neutral-toned hosiery  
• Sandals with a strap around the heel  
• Dress boots with zippers or pull-on (no lace-ups)  
• Hair color should be natural looking (brown, blonde, black, gray, red) 
An exception to the above will apply to Physical Education teachers. They will wear a dry fit or polo-
type, monogramed shirt and Bermuda-length shorts (just above the knee). 
Reporting to Work 
All employees are expected to report to work at or before the time designated by the school principal and 
be prepared to perform their assigned duties as soon as students arrive. Repeated tardiness is subject to 
disciplinary action up to and including termination. 
Faculty Hours 
Faculty school hours for normal operation are as follows: Berryhill Campus 7:30am-3:30pm  
Joppa Campus 7:30am-3:30pm  
Faculty Meetings may require teachers to stay past 3:30
Faculty members needing to leave campus before the end of the day should notify the office first and sign 
out at the office on the faculty sign out sheet. On Mondays,  there will be a faculty meeting at the close of 
the day. Attendance is required. Do not make doctor’s appointments, schedule conferences, or make any 
other arrangements for Monday afternoons. 
Administrators and Staff 
Administrative hours will reflect the high degree of responsibility required for this position. An 
administrator’s schedule provides a role model for staff and will be determined by the varying needs of 
the school. 
Faculty and Staff are to observe the following guidelines in cases of absences: 
Report same-day absences for unexpected situations of illness or emergency as quickly as possible so the 
office personnel has as much time as possible to find a sub.  
Written documentation of an unplanned, same day absence should be submitted to the main office within 
24 hours of the absence. Simply fill out a leave form and turn it in to the office to be placed in your file.  
Leave forms are found on the Google Drive and should be filled out for every absence 



Employees becoming aware of a need for a long-term absence (i.e., an absence exceeding 10 work days) 
should notify administration at least 10 work days in advance, if possible. 
Professional Development and work-related injuries will not require the use of leave Always leave plans 
for the sub or make arrangements for plans to be provided 
•While the initial general leave days are solely at the discretion of the employee, please keep in mind that 
an employee’s attendance record may be considered for promotion, termination, or sick-leave pool 
decisions.  
•If the entire school is closed for any reason, employees will not be required to use leave for those days.  
Employee Leave Policy  
Teacher-student interaction is one of the most influential factors affecting student academic success. 
Therefore, it is imperative that teachers provide continuous high-quality education and provide a good 
example to students to reinforce the idea that attendance is important. However, it is understood that there 
are times when it is necessary to be absent because of illness or personal obligations, therefore the 
following leave policy has been approved by the board and will be implemented beginning July 1, 2019.  
Staff (non-classroom) – Year Round Employees  
• 7 paid leave days during school year  
• 10 paid leave days between the end of post-planning and the beginning of pre-planning  
Instructional Staff (August – May)  
• 7 paid leave days  
Notes  
• If an employee is out for any non-school related reason and does not have any remaining leave days, 
$75 will be deducted from their pay for that month  
•An employee’s leave balance does not rollover to the next school year.  
•Attendance is a contributing factor to every employee’s end-of-year evaluation because regular 
attendance by employees contributes to a more productive office environment and more productive 
classrooms. Perfect attendance may potentially be rewarded during end of year evaluations.  
•Up to four leave days may be gifted from one employee to another in extreme cases. The principal has 
the discretion to approve or not approve requests. This decision will be based on the severity of the 
illness, the principal’s judgment of the prudence of the employee’s use of his or her non-pool leave, and 
the interests of the school.  
•Employees may request a paid bereavement leave of one day to attend memorial services for in-state 
arrangements and three days for out-of-state arrangement for any relative including step-relatives, in-law 
relatives, and adopted relatives. Employees may request up to five days paid bereavement leave following 
the passing of an immediate family member, including parents, grandparents, children, and grandchildren.  
•Any leave taken by an employee to serve in the military or to serve on a jury as a result of being 
summoned shall be recognized as a patriotic duty, shall not require use of leave, and shall not be 
considered excessive or inappropriate use of leave.  
Leaving Campus During School Hours  
If you must leave campus prior to the end of the school day, please inform the office as to when you are 
leaving and when you will return. Sign IN and OUT in the school office.  
Annual Required Activities  
• Pre-Planning  
• Open House/Parent Orientation  
• Faculty Meetings  
• Wednesday Inservice activities  
• December Christmas Performance  
• May Spring Performance 



• Graduation Ceremonies  
• Grade level specific field trips and activities  
• Post Planning  
• Days before holidays ie the Friday before Spring Break • Others deemed necessary by administration  
Certification of Teachers  
ACSI Certification  
Each teacher will be required to meet ACSI requirements for certification. Information about the process 
will be given on an as needed basis. 
Teacher Evaluations 
The ultimate purpose of any evaluation is the improvement of its participants and thereby the 
improvement of the school. Evaluations are conducted in order to ensure that faculty members are 
following school policies, conducting a well ordered and challenging class, and are growing 
professionally. Teachers at L.E.A.D. Academy will be formally evaluated two times during the year. 
Informal evaluations will take place periodically and do not necessarily occur in the classroom. 
Evaluation Guidelines 
Activities during an evaluation should represent the normal working relationship and environment in your 
everyday classroom. During an observation the administrator or observer will attempt to get a feel for 
your classroom environment and teaching style. The purpose is not to “check on” the teacher but to assist 
the teacher n becoming better at providing a quality academic program at L.E.A.D. Academy. 
Classroom Appearance Guidelines 
• Scripture is displayed  
• Meaningful bulletin boards  
• Well-ordered and purposeful arrangement of furniture  
• Student supplies conveniently located and accessible to students • Shelves and counters are neat  
• Teacher’s desk is neat and orderly  
• Clutter free entrance area  
• Closets and file cabinets neat, orderly, and closed 
Lesson Preparation Guidelines 
• Planning time is evident  
• Biblically Integrated  
• Lessons are prepared for the next day  
• Teacher ensures necessary materials, copies, papers, art supplies, etc. are ready ahead of time • Lessons 
involve a variety of teaching method  
• Lesson Presentation Guidelines  
• Variety of teaching methods used  
• Allow for student participation  
• Movement around the room is evident  
• Redirect students who are off topic and disruptive  
• Procedures for the lesson are clearly defined  
• Questions are allowed at appropriate times  
• Use of visual aids  
• Procedures for handling transitions are evident  
• Lesson closure, draw conclusions and tie everything together 
Classroom Management Guidelines 
•Procedures you use in class should demonstrate your ability to maintain control of your classroom • Do      
you use positive techniques for classroom management  



• Your students are aware of classroom procedures  
• You refer to the procedures often times throughout the day 
• You have implemented use of the school-wide behavior rubric 
Lesson Plans 
Lesson plans are required to be updated each week and saved to the Google Drive. The following should 
be reflected on your weekly lesson plans:  
• Brief lesson description with objectives  
• Note if any exam or quiz is to be given 
• Assignments, class or homework  
• Use the lesson plan template provided in Google Drive to complete your weekly plans  
• Lesson plans must show biblical integration:  
• Biblical truth is blended into the content of each academic subject  
• A Christian worldview is presented using scripture, illustrations, personal experiences, etc. 
• Biblical integration helps the student transform the mind to think biblically about an issue or subject
Grading Policies 
The grades that you give reflect more than the students’ knowledge of the subject. To the student, they are 
a reflection of his or her effort. A child’s grade can be a source of encouragement, frustration, or 
embarrassment. Often the attitudes developed about grades are a reflection of the teacher’s attitude about 
grades. Use your grades to both measure performance and motivate greater effort. 
Academic Grades 
• Teachers are required to enter at least one grade for each subject each week. This means students will 
have at least nine grades in any subject area for the nine weeks. 
• Tests should be given on a weekly basis but do not necessarily have to be paper based. • Projects should 
be given with plenty of time to complete before the due date.  
• Project grades must not fail a student for the 9 weeks 
Conduct Grade 
L.E.A.D. Academy conduct grade is based on the L.E.A.D. Academy Conduct Rubric. All teachers will 
use this rubric to calculate each students’ conduct grade for each nine weeks. 
Report Cards 
Report cards are made available to parents every nine weeks, according to the school’s master schedule. 
Grading Scale: 
100-90    A
89-80      B
79-70      C
69-60      D
59-0        F
Homework Policy  
For K4-6th Grade 
L.E.A.D. Academy has a “No Homework” policy for the lower school, grades K4-6th. Our definition of 
“homework” is work that is done at home for the benefit of the family. 
Students’ daily home assignments for K4-6th grade may include the following: 
•Read good books every night (and have your parents read to you)  
• Complete work that was not completed during the school day  
• Review spelling words and the school-wide memorization  
• Get outside and play. This does not mean more TV, computer, or gaming time • Eat dinner with your 
family; help set the table and clean up afterwards 



•Lay out your uniform and backpack for the next day • Get a good night’s sleep 
For 7th -12th Grade 
Students in the upper grades should expect some homework in each class throughout the week. Teachers 
are not to assign homework on weekends or during holidays. Work outside of the school day should be 
kept to a minimum. Homework assignments must be clearly outlined for the student and must be 
communicated to the parent, as well. Homework should never be given as punishment. 
Textbooks 
General Policies  
• All hardback books are to be covered. Students should not write in or highlight textbooks. Instruct 
students regarding the proper care of their textbooks. 
•Students should have their names on the inside front cover in ink.  
•Books are assigned according to book number. Record this number in the grade book for reference.  
•Damaged or lost books should be reported to the office. Cost will be assessed according to the 
replacement cost of each book damaged. 
•It is the teachers responsibility to assign and keep track of which book each student has been assigned 
Room Cleaning 
Teachers are responsible for keeping the classroom clean and orderly. Tables should be wiped down and 
white boards clean and ready for the next day of instruction. Chairs should be placed on top of desks 
every afternoon so the cleaning crew can easily sweep and mop floors. Place trash outside your door. 
Refrigerators must be emptied and sanitized at the end of each 9 weeks. For rooms with bathrooms, they 
at least twice a week the toilet must be cleaned, counters wiped down, mirrors cleaned, and floor swept 
and mopped. It is beneficial to the teacher and student to work cleaning requirements into your afternoon 
procedures. 
Classroom Suplies 
Most school supplies are provided by students who bring supplies upon request or on a volunteer basis. 
Basic supplies, for teachers, such as pens, pencils, paperclips, staples, staplers, tacks, tape, bulletin board 
paper, ect. may be supplied by the school. 
Parties  
Scheduled Parties  
• There may be times throughout the years when classes schedule a party.  
• Teachers should set dates for these parties and post the dates with the office well in advance.  
• Dates should be given at least two weeks prior to any party.  
• Parties should not interfere with instructional time and should be applicable to classroom instruction or 
to a specific holiday.  
• Birthday parties/celebrations are not permitted on school campus or during school hours.  
• This means no balloons, cake, cupcakes, ice-cream, etc. is to be brought in for a student’s birthday  
• If a parent sends in any of the afore mentioned it is to be sent home with the child.  
• Teachers may and should recognize the student’s birthday with a special song or privilege during the 
day.  
• Please do not provide food items for birthdays. 
Vistors 
Visitors must check in through the front office. No one will be admitted to your classroom unless they 
have a visitor pass/sticker from the front office. If someone shows up without a pass, send them to the 
office immediately. 



End of the year Procedures 
End of the Year Checklist 
An End of the Year Checklist will be given to all faculty members before the end of the year. This 
checklist outlines the steps necessary for you to close out your room for the summer. When completed, 
the checklist should be signed by the teacher and turned in to the front office. 
School Hours 
Students 
Berryhill Campus 8:30am-2:00pm 
Joppa Campus 8:00am-2:30pm 1st-4th Grade, 7:45am-2:30pm 5th-12th Grade
Early Dismissal 
Berryhill Campus 11:15am Joppa Campus 11:30am 
Technology and Communication Policy 
L.E.A.D. Academy faculty and staff have access to one or more forms of electronic media and services 
while on school property (i.e., computers, e-mail, Internet, telephones, voice mail, and fax machines). 
L.E.A.D. Academy encourages the use of these media in order to be effective and efficient in work, study, 
and communication. 
However, it should be understood that electronic media and services provided by the school are the sole 
property of L.E.A.D. Academy, and their primary purpose is to facilitate school business. To that end, the 
following Technology and Communication Policy applies to all electronic media and services that are 
accessed on or from school premises, accessed using school computer equipment or via school-paid 
access methods, and/or used in a manner that identifies the individual with the school. 
Computers 
L.E.A.D. Academy provides computers and software to employees for school business and for students as 
a learning tool. These computers and software are the property of L.E.A.D. Academy. The set-up and 
installation of all hardware, operating systems, and software are subject to licensing agreements that 
govern its use. The use of unlicensed proprietary software and the misuse of licensed software are strictly 
prohibited. Individual employees and student passwords and logins are required to operate school-owned 
computers and some of their programs. These passwords and logins are to be kept confidential. It is 
against school policy for an employee or student to let anyone else use their password or login for the 
network, email, or any other system, except on those occasions when the administration needs to inspect, 
install, upgrade, or troubleshoot the computer and/or its programs. It is important to know that L.E.A.D. 
Academy reserves the right to inspect its computers at any time, with or without notice, including any 
personal computers or devices being used on school property. Teachers, staff, administration, and students 
should have no expectation of privacy in this area. 
Email 
At L.E.A.D. Academy, electronic mail is an effective and valuable tool. They are also the property of the 
school. This system is not considered confidential, nor should it be used to meet an employee’s own 
personal needs. Employees should not say or write anything in an email that they would not want 
someone other than the intended receiver to hear or read. Additionally, if an employee receives a message 
that is not addressed to him/her, he or she is not authorized to read, or use information contained in, that 
message. L.E.A.D. Academy reserves the right to access and read any information contained in 
computers, computer files, or email messages. Employees should have no expectation of privacy in regard 
to these communications and will be in violation of the school’s discrimination and harassment policy if 
they send, receive, or access discriminatory, harassing, or otherwise inappropriate emails. It is important 
to know that even when an email has been deleted from a location, it is possible to retrieve and read that 
message. 



Internet Access and Use 
It should be understood the Internet is a business and educational tool for employees and students of 
L.E.A.D. Academy. Employees and students are expected to access the Internet in a professional manner, 
primarily for school-related work, research, and communication purposes during personal breaks and/or 
outside of work hours, provided that all other usage policies are adhered to. Employees and students 
should understand that all Internet activity is subject to inspection and monitoring to enforce appropriate 
usage. Any employee or student found to be in violation of this policy is subject to corrective action, 
including termination of employment or expulsion from school. Examples of Internet misuse include, but 
are not limited to, the following: 
• Engaging in any kind of business activity that is not associated with or in support of L.E.A.D. Academy 
• Attempts to gain unauthorized access to any computer or communications system  
• Disabling school-installed security software, including virus protection software  
• Playing computer games or browsing the Internet for entertainment during working hours 
• Using instant messaging or visiting chat rooms  
• Using Internet resources to bully others  
• Creating, maintaining, or accessing publicly-accessible personal blogs during work hours  
• Publishing any information or opinion about any school employee, student, parent, volunteer, or board 
member 
on a publicly-accessible personal group blog  
• Downloading copyright documents, files, music, or other such information without written authorization 
or payment of required fee  
• Utilization of school-provided equipment and services to access, transmit, receive or archive illegal or 
sexually explicit-material, or material that promotes hate, violence, or discrimination of any kind. 
Social Network Sites and Usage 
Social network sites encompass a broad array of online activity, including networks such as Facebook and 
Twitter, professional networks such as LinkedIn, blogs, and other similar online communication. It is 
important to understand that information posted to these networks can be traced. L.E.A.D. Academy 
employees and students are asked to exercise common sense when using this mode of communication, 
keeping in mind that school conduct policies, Internet usage policies, and confidentiality guidelines must 
be followed. Users must not violate school policy regarding harassment, discrimination, retaliation, or 
similar policies pertaining to L.E.A.D Academy. Similarly, employees and students are not permitted to 
use the school name or logo in personal online activities. 
School Web Page Use 
L.E.A.D. Academy maintains websites for employees, faculty, students, parents, and the general public. 
Unauthorized access (hacking) into the network or system will result in corrective action to possibly 
include expulsion, termination, or legal action. 
My Students Progress (MSP) 
MSP is L.E.A.D. Academy’s faculty, staff, parent, and student portal. Teachers, staff, and parents are 
required to use MSP to communicate, keep and check grades and attendance. Teachers should keep their 
MSP page updated with class news, grades, assignments, etc. 
Cell Phone Use:  
For all Employees  
• All staff may bring personal cell phones to work; however, these devices are not to be in view or used 
when the individual is engaged in the supervision of students or doing the work of a normal employment 
day. 
•Devices may be used on school property before the beginning of the work day, at the end of the work 
day, during duty-free planning or duty-free lunch.  



•This policy does not prohibit normal business use by individuals who have been assigned a cell phone or 
electronic device for work purposes or use by individuals in the office for business purposes.  
This policy does not prohibit any device that is used for medical purposes and is worn by an employee 
because of a condition that requires its use. The employee must have on file with his/her immediate 
supervisor a signed statement from a licensed physician (MD, DO) prescribing its use.  
For all Students  
• During the instructional day, before school, and after school during dismissal time, cell phones and 
electronic devices must be in a, backpack or purse hidden from view and turned off.  
•Any cell phone or other electronic device that is visible is considered in use and will be subject to     
confiscation by the school administration or the teacher.  
•Any cell phone or other device that rings or vibrates at a prohibited time or location is considered in use 
and will be subject to confiscation by the school administration or teacher.  
•Cell phone communication, including text messages, will not be tolerated during a school emergency.  
•A student using cell phone communication features (camera, audio recording, text messaging) for 
academic dishonesty, harassment, bullying, threats, or other inappropriate means will be severely dealt 
with by school administration and school policy on such issues will enforced.  
•Any device that is confiscated by the administration will not be released to the student but shall only be 
released to the parent/guardian of the student.  
•Any second offense for violation of policy regarding cell phones or other electronic signaling devices 
will result in the student being prohibited from possession of any such device on school property.  
•This policy does not prohibit any device that is used for medical purposes and is worn by the student 
because of a condition that requires the device. The parent/guardian shall provide the school with 
permission for this student to wear the device as well as a signed statement from a licensed physician 
(MD, DO) prescribing its use.  
•As communication devices have become an integral part of technology, with permission from 
administration, teachers may have the right to incorporate such devices into the curriculum for purposes 
of instruction and learning.  
•L.E.A.D. Academy is not responsible for lost or stolen cell phones or other electronic devices.  
Solicitation  
Employees may not sell or endorse products to be purchased by parents, students, or another school. No 
employee shall solicit members or otherwise engage in the interest of any group organization or 
association whatsoever on school premises except those organizations which serve the professional 
interests of the school personnel. No insurance company, agent, or any other vendor shall be allowed to 
enter a school for the purpose of solicitation of funds or clients, other than the agents so authorized by the 
management office. 
Use of Position for Personal Gain or Non-School Activity 
Employees of the school are prohibited from using school property, facilities, work hours, students, 
parents, or other information for purposes other than the direct and faithful fulfillment of their 
employment obligations without the express written permission of the Board of Directors. Violation 
constitutes misconduct and is cause for termination. 
Communications 
Anonymous Communication 
Anonymous, written communication addressed to an employee shall be destroyed by that employee at the 
time of receipt. Anonymous written communication includes notes, letters, tapes, facsimiles, or other 
electronic media not having a verifiable name, address and/or phone number of the sender of such 
communication. No action shall be taken against any individual based on any anonymous communication 
in any form. 



With the Office 
Email should be your primary method of communication with the front office at school. If you have an 
emergency please notify the office secretary/manager as to the nature of the problem via the telephone in 
your room. 
With Administration 
Email should be your primary method of communication with the administrators at school. Please limit 
texting and calling personal cell phones when possible. If you have an emergency please notify the 
administrator immediately or inform the office secretary/manager as to the nature of the problem. 
With Parents 
Frequent and accurate communication with parents is required. Use of the Remind App and email should 
be your primary method of communication with parents. Teachers should keep good notes on the times 
and dates that communication is made with parents. Make copies of significant emails, have parents sign 
and date important notes that go between home and school and have parents sign notes form parent 
teacher conferences. 
Complaints from Parents 
General Guidelines and procedures:  
• Give prompt attention to the complaint. Handle the complaint the same day if possible, and contact the 
parent with the action taken. 
•Find out all the facts before you come to a conclusion. This may require that you speak to others 
involved.  
•Review school policy to make sure your actions are consistent with school policy.  
•Brief administration, if necessary, about the complaint and seek advice when needed.  
•Always be polite and professional. Do not become defensive,  
•Keep a record of the incident for future reference.  
•Follow the STAR method. State the situation, what was the Task, Action you took to resolve the 
problem, and write down the Resolution that was reached.  
Conferences with Parents  
All teachers grades K4-12th are required to be available to parents for conferences. Teachers in grades 
K4-5th should meet with parents of each child before the end of the first nine weeks. Another conference 
should take place before the end of the last nine weeks of school. Record of theses conferences should be 
kept indicating problems or areas of concern, as well as positive attributes of the student. Teachers will 
also want to keep record of positive attributes of the students.  
Conference Records  
Teachers should write up the content of each conference for later reference. We recommend a spiral 
notebook. A paper trail is invaluable if problems arise throughout the year. Follow the STAR method and 
get a parent signature.  
Conference Guidelines  
• Parent conferences should be scheduled after school or during your planning time, if time permits. 
Conferences should not be planned before school unless absolutely necessary. 
•Do not let conferences interfere with you meeting your class requirements. If parents try to have a 
“doorway” conference before or during school, politely request they schedule one for later.  
•Always be prepared with your “paper trail” to support your position. Do not approach conferences with 
parents with how you feel but instead with what you know.  
•Scripture admonishes us to be “swift to hear and slow to speak” (James 1:19). Try to determine what the 
problem is before you offer solutions. Remember this is their child and they want him/her to be 
successful. Try to empathize with the parents and be an encouragement to them. Compassion and 
flexibility are essential when conferencing with parents.  



Follow up a conference by contacting the parents to see if they are pleased with the outcomes of your 
conference. Show an interest and initiate action. It always impresses the parent more if you called them 
instead of the other way around.  
Parent/ Teacher/ Principal  
There will be times when it is essential to have your supervisor or the school administrator attend your 
parent conference. Some of the times this will be necessary are listed below:  
Student at Risk Conference  
Chronic Behavior Conference  
Referral Conference for testing  
Pass / Fail end of the year conferences  
 Teacher-Student Relationships  
L.E.A.D. Academy seeks to be a place where the faculty and staff are encouraged to develop wholesome 
and meaningful relationships with the students. The goals for these relationships should be:  
• To help each child see themselves as precious and special in the eyes of God and to encourage them to  
understand and develop the unique spiritual, academic, physical, artistic, and other gifts that God has 
given each  
of them.  
•To help each child develop a personal, saving, and ongoing relationship with Jesus.  
•To get to know each child well enough so that a teacher can speak to the child’s heart in order to help 
disciple  
them to become faithful followers of Christ.  
•To help the teacher understand the unique learning styles of each child so that the teacher is able to 
maximize what each child learns.  
Boundaries  
While it is the desire of L.E.A.D. Academy to be a place where meaningful relationships can be 
established between faculty/staff and students, it is also necessary to establish boundaries for these 
relationships in order to ensure that they remain wholesome and appropriate. These boundaries are listed 
below: 
• L.E.A.D. Academy’s core values state that we believe that biblically the parents are responsible before 
God for  
the education and raising of their children. L.E.A.D. will work together with the parents to provide the 
best possible education for each student. Therefore legitimate objections by biological or adoptive parents 
with parental authority relating to relationships between students and faculty/staff members outside of the 
classroom should be respected and honored. Situations may arise where this is not possible and these 
should be discussed with the administrator before proceeding.  
•Faculty/staff members may at times find themselves involved with internal family disputes. These 
situations need to be handled carefully and wisely. Faculty/staff members can be a source of great help in 
these situations, but great care must be taken to ensure that their involvement is desired by the parents and 
that they are not getting overly involved in a family’s personal business. Counsel should be sought from 
the appropriate supervisor or the administrator early on in these situations. The faculty/staff member 
should consider referring the parents to their pastor or a Christian counselor if the situation is particularly 
difficult or complex. If a faculty/staff member believes that child abuse is occurring the required reports 
should be made as outlined in the faculty manual.  
•Faculty/staff members (especially those who teach 7th-12th grade) should be particularly careful that 

their relationships with students of the opposite gender are kept pure and wholesome and are perceived by 



others as pure and wholesome. If a student of the opposite gender desires to discuss significant personal 

issues with a teacher, that student should be referred to a teacher of the same gender.  

•Teachers should seek to treat all students equally in order to avoid any perception that a teacher has 
“favorites”.  
School, Home, Community 
Partnership with Home 
L.E.A.D. Academy forms a partnership with the home and family to help educate students and to guide 
them in the development of biblical character and a biblical lifestyle. The Bible is our basis for 
determining the qualities and characteristics that exemplify a Christ-like life. 
Student Attendance 
A student enrolled in L.E.A.D. Academy is expected to be present and on time every day. The actual 
number of days school is in session will be determined by the yearly school calendar. Students are also 
expected to attend and complete all requirements for every course offered. Attendance records for 
students are kept by the individual classroom teachers and reported on the student's report card each 
quarter. 
Absence Guidelines 
In the event the total number absences for one 9 weeks is equal to exceeds five days in one 9 weeks or 10 
days for the semester and the student has not completed all missed work, the student will not receive 
credit for that time period. In the event a student is absent from a class, or from school, for more than 10 
days during one 9 weeks (for any reason), the student's parents may be required to meet with the 
administration (and teacher if necessary) to determine whether the student will receive a letter grade on 
his/her report card. In the event the total number of absences, whether planned or unplanned, is equal to 
or exceeds 15 days in one semester and the student has not completed all missed work by the end of the 
grading period, the student will not receive credit for that grading period. Upon request from parents, the 
principal may waive requirements set by provisions of these guidelines. In doing so, the principal will 
take into account the student's mastery in all subjects, attitude toward work and study, and disciplinary 
record at school. 
Student Unplanned Absences 
Unplanned absences include any unforeseeable absence. Specific examples are illnesses or family 
emergencies. 
Notification 
Students who are absent due to illness or family emergency should explain the reason for their absence to 
their teacher upon returning. It is the student's responsibility to find out what work was assigned. In the 
case of extended illness, it is recommended that the parents contact the teachers directly in order to find 
out what assignments were missed. 
Make-Up Work for Unplanned Absence 
Students must complete all work assigned during their absence. After the student has been absent for a 
total of three consecutive days, parents may contact the teacher via Remind or email to arrange to collect 
make-up work. No work will be given before 3 days of being absent. 
Student Planned Absences 
A planned absence includes any absence that is the result of a parent deciding to excuse their student from 
attendance at school for reasons that are foreseeable. Examples are absences due to family vacations, 
doctor or dentist visits, programs that are not school related, etc. 



Planned Absence Notification 
Students planning to be absent should contact their teachers in writing or through email three days prior to 
the absence with the dates the student will be absent. It is the student's responsibility to find out what 
work is to be assigned. 
Tests and Exams 
If a student is planning to be absent on a day that a test or exam will be given, they should complete it 
prior to their planned absence. 
Make-Up Work for Planned Absence 
Students must obtain all work in advance that will be missed during their absence. They are required to 
complete the assignments and submit them on the date assigned by the teacher. 
Due Date Extensions 
Generally, NO extension of academic due dates will be given for planned absences less than three days. 
Due dates will be set by the teachers. 
Planned Absences (three days or more)  
All guidelines for planned absences above will apply with the following exceptions: 
Due Date Extensions 
Students will have no more than half of the time they were absent to complete all assigned work. Specific 
due dates will be set by the teacher. All missed work must be completed. 
Grading 
Students will receive full credit (no grade deduction) for completing assignments given to the rest of the 
class during their absence if they are turned in by the due date set by the teacher. 
Tardies 
Punctuality demonstrates personal responsibility, good preparation, and respect for classmates and 
teachers. Students in all grades are counted tardy when they are not in the classroom by 8:00 a.m. 
Students who arrive after 8:00 a.m. will report to the office with a parent to check in. All tardies will be 
counted as unexcused unless the student has a note from a doctor, dentist, therapist, etc Three unexcused 
absences, in a nine weeks, will result in an unexcused absence in the attendance records. After 5 
unexcused absences a student will be in jeopardy of losing scholarships and/or admittance to L.E.A.D. 
Academy. 
Discipline: 
At L.E.A.D. Academy we partner with parents in discipling and training students to become more Christ-
like in their actions and attitudes (Romans 8:29 and Proverbs 22:6). The goal is to produce self-discipline 
and biblical patterns of living in the life of the students. Discipline is part of the process of developing a 
child’s heart and mind. 
Definitions 
• Discipline: Instruction that mold, shapes, corrects and inspires appropriate behavior. It should not be 
predominately punitive or negative. 
• Punishment/Consequences: The loss of privileges or assignment of extra duties as a consequence of 
inappropriate behavior. 
Purpose of Discipline 
To disciple students, helping them to become more Christ-like in their actions and attitudes. To produce 
self- discipline and Biblical patterns of living in the life of the student. Discipline is part of the process of 
developing a child’s heart and mind. 
Goals of Discipline 
• Teach or reinforce what is right and wrong. Help children develop common courtesy, Christian 
character, respect for self and others, and respect for others property. 



•Teach student biblical concept of “sowing and reaping”. Students must learn that there are consequences 
for the things they think, do, and say.  
•To help the student come to a place of repentance and to get their heart right with God. We want to do 
more than just change a student’s outward behavior.  
•To restore relationships with God and people.  
•Maintain order within the classroom so learning can occur.  
•Teach a child that they need to submit to those in authority over them.  
Principles of Discipline  
The basis for a good student/teacher relationship is mutual caring, not mutual fearing.  
 Students must respect their teachers and their teachers must respect their students. Respect  
 is a demonstration of honor or consideration for someone else. A very important goal of  
 discipline should be to gain and maintain a student’s respect.  
•The basis of all discipline is love. You will not be able to impact a student’s heart if they do  
 not believe you love, care, and respect them. You may be able to get them to do what you  
 want out of fear but you won’t change their heart.  
•Be consistent, impartial, and just. The punishment needs to fit the infraction, but doesn’t  
 always have to be the same.  
•Teachers must model the same standards that they expect of their students, and must be  
 willing to apologize and ask for forgiveness if they do something wrong.  
•Build relationship with parents. Keep them informed and work together with them to enhance  
 discipline.  
•Use natural consequences as much as possible. (i.e. if a child leaves trash behind, have  
 them clean up.)  
•Need to work to maintain a balance between meeting the needs of the group by maintaining  
 order and meeting the unique needs of each student.  
•Our teaching should be characterized by clear objectives (behavior standards), appropriate  
 correction and a caring relationship between teacher and student.  
Classroom Management  
Classroom management is more than discipline. It includes every aspect of the class day and the activities 
which occur in the classroom. As a professional, you will be expected to have a clear understanding of 
how a well ordered classroom should function. A well-managed classroom should present an environment 
where purposeful learning is possible. The classroom should function under the direction of a teacher who 
is prepared for the day with clear objectives and a variety of methods. The students should understand the 
importance of a well ordered classroom and be encouraged to conform to expectations.  
Discipline Procedures  
The teacher should establish a specific set of standards that are necessary to maintain a good learning 
environment. In the classroom this should be kept to 4 or 5 rules.  
Examples:  
Listen and follow directions Respect Property  
Respect others  
Work and play safely  
First-Time Obedience  
The best curriculum won’t work with a child who has not been trained in the habit of obedience. Your 
child must learn to obey or you can never serve as his teacher! from The Character Corner  



By definition, true obedience is First-Time Obedience and is characterized by being: • Immediate  
• Complete 
• Without Challenge  
• Without Complaint  
All discipline should be focussed on the heart--not the behavior. Ask yourself is the child’s heart 
rebellious? Is he or she being willful? Are you as the teacher expecting too much for them--their age, their 
level of over- stimulation, the circumstances, their maturity level, their abilities? A child should not be 
punished for being exhausted, immature, a boy, or for making a mistake. Set clear boundaries and 
expectations. Make sure all students know these boundaries or rules and understand the expectations for 
your classroom.  
Two, Two, and Two  
Teachers should follow the 2,2,2 concept for correcting behaviors and implementing a plan to correct 
behavior.When disruptive or inappropriate behavior is displayed, the teacher should:  
• Make a phone call to the parent and document the call.  
• Implement a strategy in the classroom to combat the inappropriate behavior.  
• Strategies must be given time to marinate. Don't be quick to decide that your strategy is not strategy 
should be implemented for one week. 
In the event that the behavior has not improved, the teacher should:  
• Make a second phone call to the parent and document the call. 
• Implement a second strategy in the classroom to combat the behavior.  
• The second strategy should be implemented for one week.  
• At the end of a two-week implementation process, if the behavior has not ceased with the support and 
intervention of two separate phone calls to the parent, two separate behavioral strategies for a duration of 
two weeks, then the teacher may contact the office for further support. Always remember, a teacher 
should not relinquish their classroom control to another. You are the authority in your classroom. Ensure 
that your students have clear expectations from the beginning and that those expectations are consistent 
for all students, all of the time. 
Conduct Standards 
L.E.A.D. Academy has as its foundation the goals of presenting a Christian educational program to our 
students and a Christ-like model to the community. In light of these goals, life-style is an important 
consideration. With this in mind, sexual immorality, the use of alcohol, tobacco and illegal drugs or 
related substances and involvement in any illegal activities, both on and off school property, are 
unacceptable. Please note that this also includes any material put out over the internet. A Christian life-
style cannot simply confine itself to the school day. It must be consistent in life and practice. Please be 
advised that if a student engages in compromising activities on or off campus, disciplinary action will be 
taken and a student may be asked to leave L.E.A.D.Academy. 
Common Courtesy Expectations In the classroom: 
•Be punctual. All students must be in class when the bell rings.  
•Be prepared. Students are expected to come to class prepared each day (notebooks, textbooks, writing 
utensils, etc.) Students are considered “unprepared for class" when they do not have paper, writing 
utensils, homework, textbooks, etc.  
•Participate. Students are expected to be participants (take notes, involve themselves in discussions, 
respond when called upon, etc.) in class activities. Students may not just come to class and sleep, sit, or 
be passive.  
•Proper posture. Students are not to put their feet on desks, tip their chairs, or put their heads down as  
though sleeping.  



In the hallway:  
•Students should walk on the right-hand side of the hallway and not push or shove other students. 
Students are not to run in the hallways.  
•Students should talk in a normal voice (no yelling or screaming) so as not to disturb other classes that are 
still in session.  
Horseplay  
Horseplay is not allowed. Examples of horseplay are throwing things, running through the hallways, 
pushing fellow students, pulling a chair out from under a fellow student, etc. Horseplay can result in 
injury or damage to property and will be punished appropriately. Horseplay that results in an injury or has 
a serious potential for injury or which damages property will normally result in the involved student(s) 
being suspended.  
Student Response to Discipline  
Students are not to display a negative attitude or argue with a teacher regarding discipline or a 
disciplinary assignment. If the student feels a misunderstanding exists, he should obey the teacher without 
protest, and then take the following steps to resolve the matter at hand:  
• Go to the teacher after class and ask for a time to discuss the problem privately.  
• Talk the matter over with the parents and ask them to contact the teacher for discussion and clarification. 
• If still not satisfied, arrange to meet with the Dean of Students regarding the problem.  
Discipline Procedures 
Lunch Choice  
There will be infractions that will automatically require a day of lunch detention. Below is a list, it is not 
comprehensive, for immediate Lunch Choice: 
• Cheating/Plagiarism  
• Cell phone use 
• Dress Code violation  
• Physical fighting (punches are thrown) • Inappropriate language 
• Skipping Class  
• 3 Unexcused tardies to class 
Saturday Choice  
After 3 days of Lunch Choice students will be assigned to Saturday Choice. Students will be required to 
do physical labor, assignments, sit in a classroom, or a combination of these during assigned Saturday 
Choice day. Students who miss Saturday School Choice will be faced with suspension from school. There 
will be infractions that will automatically require Saturday Choice. It will be at teacher and administration 
discretion to forgo Lunch Choice and go directly to Saturday Choice depending on the severity and nature 
of the offense. The cost of Saturday Choice is $20 which will be added to your cart in MSP. The time for 
Saturday Choice is 8am-12pm. If the student arrives late, he or she will be assigned another day of 
Saturday Choice. A student is late if he or she arrives at 8:01am. Parents will be informed of lunch Choice 
and Saturday Choice via MSP. 
Regarding suspensions, the policy is as follows: 
•Students are to be marked as unexcused  
•Teachers will send work for the week to the student via email or Remind  
•Place a grade of zero in the grade book until the student returns to school  
•Upon return the student is to turn in all work assigned for Credit Consideration  
•The student is expected to do the work assigned to show that he or she is ready to take their seat at the 
table again, here at L.E.A.D. Academy  
•If no work is turned in the student will not be allowed to return to L.E.A.D. Academy  



•The work assigned and the grading of the work will be at the teachers discretion. Our decision to provide 
work is based on grace first and second on the fact that kids need to do the work and keep up with their 
studies.  
Expulsion  
A student will normally be expelled from L.E.A.D. Academy if they receive multiple suspensions, use 
tobacco, alcohol or illegal drugs, engage in immoral behavior, bring a weapon on to the campus, threaten 
or assault a staff member or student, or commit a serious violation of any county, state or federal law . 
Other infractions can also result in expulsion as decided by the administrator and approved by the School 
Board.  
Levels and Types of Punishment  
The kind and amount of discipline (correction) will be determined by the teacher(s) and, if necessary, the 
principal. Teachers are expected to “skin their own skunks”. Therefore, the vast majority of discipline 
problems are to be dealt with at the classroom level. Discipline will be administered in light of the 
student's problem and attitude. All discipline will be based on biblical principles, of restitution, apologies, 
(public and private), restoration of fellowship, with no lingering attitudes. Love, forgiveness, and 
restitution is an integral part of any and all disciplinary measures. 
If a student behavior persists the parent should be called and expected to come pick up the student from 
school. A decision will be made, later in the day, about suspension or exclusion from school. 
Serious Misconduct 
Should a student commit an act with such serious consequences that the school’s administration deems it 
necessary, the office-visit process may be by-passed and suspension or expulsion imposed immediately. 
Examples of such serious misconduct could include, but not be limited to: acts endangering the lives of 
other students or staff members, gross violence/vandalism to the school facilities, continuing behavior of 
bullying or horseplay that leads to injury, possession of weapon, violations of civil law, or any act in clear 
contradiction of scriptural commands. Students may be subject to school discipline for serious 
misconduct which occurs after school hours. The administration may require restitution, janitorial work, 
or other measures consistent with biblical guidelines which may be appropriate for the student’s 
infraction. 
Crisis Management  
Drill Procedures for L.E.A.D. Academy Faculty and Staff 
In case of a fire, tornado, hurricane, or lockdown an alarm will be sent out via the front office. There will 
be a siren and/or and audible voice that will warn you to leave the building or shelter in place. This voice 
will be automated or will come from someone in the front office. To insure safety and well being of all 
involved please follow the instructions you hear. Do not call the front office to ask questions. Safety is 
key! 
Annual Fund Raisers 
There are two major fund raisers scheduled during the school year, one in the fall and one in spring. Your 
support of these events is instrumental in their success and participation is expected. As a general rule, 
most of the bookkeeping for fundraising is done by the accountant. However, as a teacher you will be 
required to collect monies and forms pertaining to the fundraisers. The money and forms you collect will 
be turned into the accountant. 
L.E.A.D. Academy Athletic Philosophy 
The purpose of our athletic program at L.E.A.D. Academy is to compliment our academic program. We 
believe athletics are a vital part of the overall developmental process of the student. The mission of the 
Athletic Department is to provide athletic programs that help develop the student-athlete through 
education and competition. We do this by developing the talents and abilities God has given the student 
athletes, in order to bring excellence to the game. Our athletic programs will teach athletes to have 



discipline, practice intensity, show sportsmanship and choose integrity as they play in the game of sport 
and the game of life. We will provide a competitive athletic program which complements and supports 
our challenging academic program by teaching student-athletes to exhibit servant leadership, enthusiasm, 
a Christ-like attitude, and discipline. At L.E.A.D. Academy developing the student spiritually, mentally, 
and physically is of upmost importance. Our primary goal is to bring honor and glory to God while 
competing at our highest level. 
Participation Policies and Procedures 
Eligibility 
L.E.A.D. Academy is a member of the Panhandle Christian Conference (PCC) and an independent 
member of the Florida High School Athletic Association (FHSAA). Classification and district seat of 
L.E.A.D. Academy is determined by student enrollment in grades nine through twelve. Student athletes 
must meet all conference and L.E.A.D. Academy eligibility requirements in order to participate in varsity 
and junior varsity athletics, including but not limited to: 

Being under 19 years of age on August 1st of the school year. Junior varsity is limited to grades 10 and 

below and may not be more than 16 years old on August 1st of the current school year 
•Student athletes below ninth grade must have completed standard course work for their grade and have 
received regular promotion  
•Students must maintain a 2.5 overall GPA. GPA will be calculated every semester. Athletic seasons that 
cross semesters will require recalculation of GPA to maintain eligibility. Our attitude is academics above 
athletics, always.  
•If a students is doing poorly in the classroom academically, is an attendance violator, or exhibits a poor 
attitude he or she will be deemed ineligible to play or participate in athletics.  
•Upon entering ninth grade, student athletes will have 4 consecutive years of eligibility, regardless of 
previous participation in varsity sports, unless deemed ineligible for academic, physical, or other valid 
reasons.  
•All student-athletes must have an annual physical evaluation by a licensed physician or other appropriate 
practitioner and be certified as physically fit to participate in interscholastic athletic competitions.  
Physical evaluations are valid no longer than one year after the date signed by the practitioner.  
•Student athletes must pay annual membership dues of $200 per sport, per student. 
Homeschool Participation: 
L.E.A.D. Academy welcomes the addition of homeschooled students to our athletic teams. Homeschooled 
athletes are required to meet the standards laid out in the L.E.A.D. Academy Athletic Handbook, PCC, 
and FHSAA. The following serves as a list of other requirements for homeschool students desiring 
athletic 
participation:  
• Fill out Student Application for Athletic Participation  
• Attend a meeting with Head of School and Athletic Director  
• Agree to abide by all rules and regulations in the L.E.A.D. Academy Athletic Handbook  
• Attend 7th period Athletic Class for the duration of the school year (P.E. credit will be attained) • 
Provide L.E.A.D. Academy a copy of your current class load and schedule 
Participation Levels and Guidelines: 
Participation levels for sports teams include middle school, junior varsity, and varsity. Each athletic level 
has specific purposes to cleary exhibit L.E.A.D. Academy’s primary athletic goals and objectives. The 
guidelines are as follows: 
Middle School: The objectives of the middle school program are to improve through participation and 
development of basic skills. Middle school athletics give the student an opportunity to participate and 



grow in ability and talent.  
Junior Varsity: The objectives of the junior varsity sports are to reinforce basic skills and to start to 
develop advanced athletic skills and talents. Each athlete will have an opportunity to experience a more 
intense organized level of the sport.  
Varsity: The objectives of varsity sports are to exhibit advanced sportsmanship and skills. The athletes at 
the varsity level are highly competitive and only the most qualified athletes will be allowed on varsity 
team. 
Try-outs 
The try-out process will be conducted before the start of an athletic season. Attendance is mandatory if a 
student desires to play on the team. Late try-outs may be granted if the student has a valid emergency that 
has hindered him or her from being present the day of the try-out. Students are required to participate in 
practices before game participation, as well. 
•If fewer students try-out for a sport from a given grade than the designed total number permitted for that 
grade in that sport, the number allowed from other grades may be adjusted by the athletic director.  
•Prior to making a final roster and cuts, the coach should meet with the athletic director. The coach and 
the athletic director are to ensure that cuts are made within these guidelines in the long term interest of the 
athletic program.  
•All prospects for sports will be held to the same cutting criteria across the board.  
•Attempts to include students who have been cut from the team will happen. Coaches may choose to offer 
those who are cut an opportunity to be the team manager, scorekeeper, statistician, etc. The coach may 
also extend an invitation for the student to practice with the team as an incentive  to participating and 
improving his or her skills.  
Practice Guidelines 
Attendance 
Attendance at all practices is mandatory. Additionally, student-athletes must be in school the entire school 
day in order to participate in practices. Students may participate in a practice after an absence or check 
out if it was excused with prior notice for a legitimate, non-illness related reason (dentist appointment, 
funeral, college tour, etc.). Family vacations are not excused absences for practices. 
Sunday/Wednesday/Non School Day Practices 
There will be no mandatory Sunday practices. Practices will be held onWednesdays. Practices on non-
school days will be held based on the coaches discretion. 
Practices During School Breaks 
In order to achieve excellence and produce long-term success of the athletic program at L.E.A.D. student 
athletes may be required to participate in practices held during a holiday or school break. Athletes and 
families will be notified well in advance if there will be athletic practices during a school break. Failure to 
participate in a practice that is scheduled over a break will result in non-play of a regular season game. 
Practice Expectations and Etiquette 
•Athletes will be appropriately dressed and outfitted for athletic practices  
•Practices should be done with a serious attitude  
•There will be no socializing friends or family during practice  
•Athletes will keep all locker room, basketball court, bleacher areas, dugouts, fields, and all athletic ares  
free of dirt, debris, trash, and equipment. Clean up after each practice is expected.  
Athletic Events  
Attendance Guidelines  
Attendance at all athletic events (games) is mandatory. Additionally, student-athletes must be in school 
the entire school day in order to participate in athletic events. Students may participate in an athletic event 



after an absence or check out if it was excused with prior notice for a legitimate, non-illness related 
reason (dentist appointment, funeral, college tour, etc.). Family vacations are not excused absences for 
athletic events purposes.  
Double Sport Participation (during the same season)  
Students at L.E.A.D. will not be permitted to play two sports simultaneously. Doing so requires the 
student to align unevenly with one or the other sport. Policies required for participation cannot be met. 
This policy applies to sports being played at L.E.A.D. Academy or at a club, community league, etc.  
Games During School Breaks 
In order to achieve excellence and produce long-term success of the athletic program at L.E.A.D. student 
athletes are required to participate in games held during a holiday or school break. Athletes and families 
will be notified well in advance if there will be athletic events during a school break. Failure to participate 
in a game that is scheduled over a break will result in non-play of a regular season game. This policy 
enables the teams to be consistently competitive and remain in good standing with other athletic affiliates. 
Athletic Event Expectations and Etiquette 
•Athletes will be appropriately dressed and outfitted for athletic competitions.  
•Pregame warm-up time is no time for horse play.  
•Pregame warm-up and drills should be done with a serious attitude, preparing for the upcoming 
competition.  
•There will be no socializing with fans or family during warm-up time, halftime, or any other time until 
the game is over and post game activities are complete.  
•Athletes to not talk to friends or family in the stands during the game.  
•Players should never argue with, complain to, or about game officials. They should never speak unkind  
or derogatory comments toward opposing players.  
•If an injury should occur to a teammate or opponent, athletes should respectfully take a knee on the field  
or court and bow in prayer.  
•Players should not respond to questionable referee decisions with any kind of verbal or body language  
indicating displeasure, shock, anger, or negative emotion.  
•A decision by an official is to be adhered to buy coaches, parents, athletes, and the school administration  
without further discussion.  
•After a game, players will line up single file to greet the opposing team with a handshake, congratulate 
them, offer encouraging words, and pray.  
•Athletes will keep all changing room, locker room, bench areas, dugouts, etc. clean and organized as 
needed.  
Dress Code  
It is an honor and privilege to wear the uniform of L.E.A.D. Academy. As such, all student-athletes should 
be mindful that they will be deemed representatives of the school by all who see them. The following 
guidelines apply:  
Athletic Practices  
•Students will wear their practice uniform at each practice  
•If athlete does not have his or her practice uniform he or she will not practice and may be required to 
miss a regular season game  
•Practice uniforms should be modest and appropriately fitted  
•Bare chests and sports bras only are not authorized or permitted  
•• For safety purposes jewelry will not be permitted in any form during practices 
Athletic Events and Games 
Game Day Apparel  



• It is tradition for all athletes to wear full-dress uniforms or game day shirts to school on game days.  
Uniforms are to be modest and properly fitting  

• Size measurements will be taken before uniforms are ordered  
• Coaches will not distribute game uniforms until all fees and forms have been collected and approval has 

been given from the athletic director 
• Uniforms will be disperse to the students at school before their first game 
• Uniforms are to be returned to the school after the last game of the season 
• Game shoes will be chosen by the coach and all players will adhere to wearing the same shoe for 

uniformity.  
• Game socks will also be chosen and worn in uniform style 
• For safety purposes jewelry will not be permitted in any form during an athletic event or during 

practices 
• The student-athlete is responsible for the proper care and maintenance of the uniform. It should be 

laundered and mended prior to any athletic event. 
• Uniforms are not to be worn, except for authorized events and games. 
• Student-athletes are expected to comport themselves as ladies and gentlemen in bearing and 

appearance. 

Conduct  
Good sportsmanship and Christian character are expected of all student-athletes and coaches at all times. 
Proper conduct includes: 
•Courtesy towards officials, referees, opposing players, cheerleaders, coaches, and fans.  
•Respect for the values, rights, property, and standards of other schools, including being considerate of  
facilities, bleachers, grounds, etc. where any athletic events are held. A good rule of thumb is to leave any 
facility better than you found it.  
•Compliance with school regulations (both home and away) during all practices, athletic events, and 
transition times awaiting either.  
•Christ-like character and behavior is expected and encouraged from athletes, coaches, and fans.  
Whether on the home field/court or away, ahead on the score or behind, our words and actions during 
practices and athletic events should glorify God!  
Sportsmanship  
Following the acrostic of our name L.E.A.D. we use scripture to support our expectation for student 
athletes and coaches.  
Leadership: Do nothing from selfish ambition or conceit, but in humility count others more significant 
than yourselves. Phillipians 2:3  
Enthusiasm:If anyone competes in athletics, he is not crowned unless he competes according to the rules. 
2 Timothy 2:5  
Attitude: Do nothing out of selfish ambition or vain conceit, consider others better than yourselves. Each 
of should look not only to your own interests, but also to the interest of others. Your attitude should be the 
same as that of Christ Jesus. Philippians 2:3-5  
Discipline: For the moment all discipline seems painful rather than pleasant, but later it yields the 
peaceful fruit of righteousness to those who have been trained by it. Hebrews 12:11  
Player Sportsmanship: 
•Play with the rules of the game  
•Play with humility and lose without excuses  
•Respect officials and accept their decisions  
•Never play with an intent to injure an opponent  



•Never forget that you represent your school, coaches, families, and yourself  
•Respect the property and facilities of the opposing team  
Coaches Sportsmanship:  
•Inspire the players a love for the game and a desire to win  
•Teach that it is better to lose fairly than to win unfairly  
•Show restraint and respect when dealing with officials  
•Serve as a positive role model for their players  
•Hold players accountable for unsportsmanlike behavior  
Transportation  
•The athletic director and coaches will be responsible for arranging transportation to all away games and 
practices.  
•If early release is deemed necessary the athletic director and coaches will determine what time students 
will need to be released from class and properly communicate that information to teachers.  
•Early release information must be placed on The Roar!  
•All athletes will ride together to and from athletic events in the L.E.A.D. Academy athletic vans.  
•All parents will be required to sign a permission form allowing their child to be transported by the school 
to athletic events and practices.  
•At least one coach is required ride with students to all away games. A parent volunteer may be asked to 
ride with a coach if needed.  
•Male and female players and coaches must have one coach or volunteer, of the same sex, riding with the 
team at all times.  
•Coaches will always travel with a copy of the students emergency medical form provided to them by the 
athletic director.  
•All drivers transporting students will fill out a driver application form and receive school  
approval before driving to a planned athletic event.  
Safety 
During both practices and competition, coaches are responsible for continually evaluating facilities and 
coaching methodologies (drills, conditioning, etc.) for safety risks. This includes, but is not limited to, 
damage or altered facilities and equipment. Coaches need to monitor any inherent danger of student 
athlete participation in their respective sports. Worst case scenario? Coaches should always air on the side 
of safety and require students to have an annual physical before beginning a sport. Any athlete, who 
becomes unconscious or blacks out for any length of time during a game or practice, is in eligible to 
continue practice or re-enter the game for the remind her of that practice or athletic event. Parent should 
be contacted immediately. 
Alcohol and Drug Free Policy  
All L.E.A.D. Academy student-athletes are expected to take and abide by the following alcohol and drug 
free policy: As a L.E.A.D. Academy student-athlete, I agree to abstain from the use of alcohol and drugs. I 
understand that chemical dependency is a progressive disorder characterized by continued drinking and 
drugging, in spite of recurring problems associated with use. I know that the best way to avoid these 
problems is to refrain from use in the first place and I pledge to: 
•Support my fellow student-athletes by setting a good example and abstaining from the use of alcohol and 
drugs.  
•Not enable my fellow students who use alcohol and drugs. I will not cover up for them or lie for them. I 
know that doing so, hurts, rather than helps them. I will hold them accountable for their actions.  
•Seek assistance if I or a teammate have a problem.  
•Be honest and open with my coach and other school personnel when the best interests of my fellow 
student athletes and my school are being jeopardized.  



Consequences for Drug and Alcohol Use 
Student-athletes are expected to be exemplary role models and therefore are held to additional 
accountability, beyond the normal student code of conduct. In order to ensure the drug policy is being 
followed at L.E.A.D. Academy, random drug testing will be standard procedure for the safety and 
wellbeing of all student athletes. Consequences for possession, use, dissemination, or being under the 
influence of alcohol or drugs include:  
 Suspension: Immediate loss of participation and leadership privileges for a period of time determined by 
the administration.  
Removal: Loss of eligibility to participate in the athletic program (all sports) for the remainder of the 
school year. Refunds will not be granted.  
Permanent Ban: The student will not be allowed to participate in athletic activities for the remainder of 
the student’s time at L.E.A.D. Academy.  
Hazing  
No form of hazing or initiation into any group or team is permitted. Hazing is defined as doing any act or 
coercing another to do any act of initiation that causes or creates a risk of causing mental or physical harm 
to any person. All hazing incidents should be reported immediately to the administration. Violation of the 
hazing policy may result both in regular student discipline, and the additional consequences noted above 
for violation of the alcohol and drug policy. 
Parent/Coach Relationship  
Parenting and coaching are both extremely difficult vocations. Establishing an understanding of each 
position, and general guidelines for interactions, creates a more beneficial environment for students and 
everyone else. 
Parents should expect coaches to clearly communicate regarding the following: 
1. The coach’s philosophy  
2. Individual player and team expectations  
3. Locations and times for all practices, contests, and other mandatory events  
4. Additional team requirements (special shoes, pads, etc.)  
5. Emergency procedures should your child become injured  
6. Additional/supplemental team discipline policies.  
Coaches should expect parents to: 
1. Express concerns directly to the coach first (follow the chain of command)  
2. Notify of any scheduling conflicts well in advance  
3. Concerns that are appropriate to discuss with coaches:  
4. The treatment of your student-athlete mentally and physically  
5. Ways to help your child improve (insight on motivation, special behavioral concerns, etc.) ie: Concerns 
about your student’s behavior  
Issues not appropriate to discuss with coaches: 
 1. Playing time  
2. Team strategy  
3. Play calling  
4. Student athletes other than your own 



LEAD Athletic Boosters 
L.E.A.D. Academy athletics are not supported by tuition dollars. Plans are in place to develop and 
establish an athletic booster program. The primary function of the booster club will be to raise funds to 
support the growth and incurring costs of our athletic program. 
Policies for Coaches, Assistant Coaches, Managers, and Volunteers 
Final acceptance of coaches, assistant coaches, managers, and volunteers is the responsibility of the head 
of school and the athletic director. The head coach reports directly to the athletic director and is to provide 
leadership in the ongoing development and improvement of his coaching area through coordination, 
planning, evaluation, and implementation of programs. Coaches, assistant coaches, managers, and 
volunteers shall adhere to all policies in the sports handbook and do not function above parental authority, 
but rather with dedicated authority from the parents. Coaches, assistant coaches, managers, and volunteers 
will wear coaching shirts 
issued by the athletic director. Assistant coaches and team managers should attend away games with the 
team. Coaches are responsible for acquiring needed managers, scorekeepers, clock operators, ballboys, 
etc. 
During the season the head coach: 
•Is responsible for knowing the FHSAA rules for the sport being coached  
•Is responsible for assisting and coordinating all six through twelve programs that involve sports  
•Implements athletic standards as outlined in the handbook  
•Provides information for transportation, officials, and game management  
•Assumes responsibility for constant care of equipment and facilities used  
•Assumes supervisory control over all phases of teams in this program  
•Organizes and schedules practice sessions on a regular basis with the idea of developing the athlete’s  
greatest potential  
•Applies discipline in a firm and positive manner as outlined in the athletic handbook.  
•Sees that building regulations are understood and enforced  
•Emphasizes safety precautions and be aware of best training in injury procedures  
•Conducts themselves and teams in an ethical manner during practices and athletic events  
•Reports a summary of all athletic events and provides any publicity information that would aid the 
athletic program and the athletes  
•Instructs players concerning rules and rule changes, new knowledge, and innovative ideas and  
techniques  
•Communicates to parents in writing all travel plans: Game times, locations, directions, departure, and 
return times  
End of season the head coach shall:  
•Arrange for the systematic return of all schools equipment and hold the athletes responsible for all 
equipment not returned  
•Arrange for the issuance of letters and special awards at end of year sports banquets.  
•High school student managers may letter after 2 year of service  
•Arrange for cleaning sorting and inventory of all equipment  
•Take care of the maintenance of the facility (baseball fields, softball fields, practice fields, gymnasium, 
etc.) and make recommendations concerning additions and improvements that may be needed  
•Recommend any concerns about equipment that needs to be purchased or repaired.  
•Maintain records of team and individual accomplishments  
Contracts and Evaluations for Coaches  
•Coaches will sign a one-season contract with no guarantee of yearly renewal.  
•Coaches will be evaluated at the end of the sport season by the head of school and the athletic director.  



Athletic Banquets and Awards 
Award banquets will be scheduled at the end of the sport’s season. Upper school students will receive a 
certificate of participation, a letter if they qualify, and or a pen for the sport. Awards will also be given to 
students based on Leadership, Enthusiasm, Attitude, and Discipline shown throughout the season. The 
athletic Director will get final approval of all students being awarded a letter for a varsity sport. High 
school athletes may receive a letter for meeting the requirements outlined below: 
•An athlete receives a letter for participation in his or her first varsity sport along with the pen for that 
sport.  
•All future varsity participation results in a pin only.  
•Athletes not eligible for letters, junior varsity athletes and those not meeting the specified requirements, 
will receive a certificate of participation.  
•Students enrolling in school late in the season should participate in at least 50% of the season in order to 
be eligible for a letter.  
•To be eligible for a letter a student must not have been suspended or subjected to any serious school or 
team disciplinary action.  
•Students who manage a varsity team for two seasons may be awarded a letter.  
At L.E.A.D. Academy our athletic program strives to enhance the morale of the school, connect us to the 
community, and develop fully devoted followers of Christ. Our handbook serves as a guideline for a 
successful program and is expected to be the followed procedure for all sports’ teams, coaches, and 
parents at L.E.A.D.  
Conflict Resolution Policy  
The Matthew 18 Principle for Solving School Problems 
L.E.A.D. Academy expects all employees, parents, and students to follow the Matthew 18  
principle in dealing with conflicts, as described in the following: The “me generation” philosophy of “I’ll 
do it my way” sometimes spills over into the Christian community. For example, when differences 
develop between individuals, some Christians take matters into their “own hands” and bypass the biblical 
procedure of solving problems. A Christian school is made up of people: parents, Headmasters, teachers, 
and students. Like any other collection of earthly mortals, the people associated with a Christian school 
have the potential for misunderstanding, disagreement and even wrongdoing. Nevertheless, it is God’s 
will that we live and work together in harmony. Jesus said, “A new commandment I give to you, that you 
love one another; as I have loved you, that you also love one another. By this all will know that you are 
my disciples, if you have love one for another.” (John 13:34-35) Because of our human nature, we may at 
times irritate others, resulting in misunderstandings or strong disagreements. In Matthew 18:15-17, Jesus 
gives His formula for solving person- to- person problems. I call it “the Matthew 18 principle” for solving 
school problems. The following are the words of Jesus: 
“Moreover if your brother sins against you, go and tell him his fault between you and him alone. If he 
hears you, you have gained your brother. But if he will not hear, take with you one or two more, that ‘by 
the mouth of two or three witnesses, every word may be established.’ And if he refuses to hear them, tell 
it to the church. But if he refuses even to hear the church, let him be to you like a heathen and a tax 
collector.” There are several clear principles that Jesus taught in solving people-to-people problems:  
1.Keep the matter confidential.  
The very pattern of sharing the problem only with those directly involved establishes the principle of 
confidentiality. The Bible has much to say about those who gossip or malign others with their words.“The 
hypocrite with his mouth destroys his neighbor: but through knowledge the righteous will be 
delivered.” (Proverbs 11:9)  
2. Keep the circle small  
“If your brother sins against you, go and tell him his fault between you and him alone”. The first step, and 



most often the only step needed in solving a person-to- person problem, is for one of the two people 
involved to initiate face-to-face dialogue. Most problems are solved at the two-person level.  
3. Be straightforward  
“Tell him his fault.” Jesus tells us to be forthright and to love honestly. Sometimes it is difficult to be 
straightforward and tell someone the very heart of the matter. But restoration and improvement can only 
come when the issues are lovingly, yet clearly, presented. The Scripture says, “Faithful are the wounds of 
a friend.” (Proverbs 27:6)  
4. Be Forgiving  
“If he hears you, you have gained your brother.” This implies that once the matter is resolved, we should 
whole- heartedly forgive and restore the person whose fault has offended us. Galatians 6:1 reads, “If a 
man is overtaken in any trespass, you who are spiritual restore such a one in a spirit of gentleness; 
considering yourself lest you also be tempted.” As mentioned earlier, most school problems are resolved 
at the two-person level. Forgiveness and restoration is the normal happy conclusion. But what is the 
Matthew 18 principle if the individual will not “hear” you or openly disagrees with your version of the 
problem? Let’s say you are a parent of a student in a Christian school. You are unhappy with a teacher 
because you believe your child is being treated unfairly in the classroom. The two of you have met and  
talked together, and you are not satisfied with the outcome of your discussion. What is the next step in the 
Matthew 18 principle?  
5. The parent and teacher should agree to share the matter with the school principal.  
At this stage, the counsel of Jesus would be “...take with you one or two more, that by the mouth  
of two or three witnesses every word may be established.” Both parent and teacher should rehearse their 
versions of the issue or issues with the school’s Administration. Each person should come to the meeting 
in a spirit of prayer and humility, willing to submit to the Lord’s will in the matter and also willing to 
submit to reproof and correction if needed. Those of us who bear the name of Christ should joyfully 
conform to the will of Christ. An open and honest discussion among people who are sensitive to godly 
principles will most often reach an amiable solution.  
6. The school principal should explain the problem to the chairman of the Board.  
The chairman will decide how the matter should be presented to the Board. Depending on the complexity 
of the problem, it may be appropriate for the Board chairman to request that all persons involved be 
present at a PCS Board meeting. The goal of such a high-level meeting is (1) a clear understanding of the 
problem; (2) solving the problem; (3) reproof and correction if necessary; and (4) forgiveness and whole-
hearted restoration of those who have made amends.  
In summary, the Matthew 18 principle requires that parents talk to teachers about student problems before 
they talk to Administration. If unresolved at the two-person level, the matter is prayerfully and in an 
orderly fashion moved upward in the school’s organizational structure. This is the Lord’s way of solving 
people-to-people problems. A Christian school is a ministry in Christ’s name. Everything that is done in 
the context of the school must be done Christ’s way. The world’s methods of solving school problems are 
inappropriate. The idea of suing the school or persons in the school is a secular idea that has no place in 
the Lord’s work. The Bible is clear on this. “Dare any of you, having a matter against another, go to law 
before the unrighteous, and not before the saints?” (1 Corinthians 6:1) Satan would like to destroy the 
normal flow of harmony and good fellowship in Christian school education. That is not possible if all of 
us follow the Matthew 18 principle of solving school problems. 
Author: Dr. Paul A. Kienel, former President, Association of Christian Schools International 
Child Abuse 
REPORT SUSPECTED CHILD ABUSE 
Phone: 1-800-962-2873 Fax: 1-800-914-0004  
An individual employed by a school is required by law to report suspected or known danger of abuse, 



neglect, abandonment of a non-emancipated, unmarried child under the age of 18. This responsibility 
cannot be delegated or assigned to another individual. Failure to report may result in imprisonment, fines, 
and loss of professional licenses.  
Abuse has been defined to include harm or threatened harm to a child’s health or welfare and/or willful or 
negligent acts which result in neglect, malnutrition, sexual abuse, mental injury, or failure to provide 
sustenance, clothing, shelter, or medical treatment.  
Signs of Physical Abuse may be unexplained bruises, welts, cuts or other injuries, broken bones, burns, 
etc.  
Signs of Sexual Abuse may be torn, stained, or bloody underwear, trouble walking or sitting, pain or 
itching in genital area, a sexually-transmitted disease, etc.  
Signs of Neglect may include unattended medical needs, little or no supervision at home, poor hygiene, 
appears underweight, etc.  
When dealing with the student, school personnel should:  
• Be a good listener  
• Be supportive 
• Don’t overact  
• Document and report without delay 
L.E.A.D. Academy employees are required to complete a course in recognizing and reporting child abuse 
and neglect, developed by and available through the Florida Department of Education website. Upon 
successful completion, employees are to provide a copy of the certificate of completion to the 
administration for inclusion in their personnel files. The following link will take you to the training: 
http://www3.fl-dcf.com/rcaan/register.aspx 
Policy to Comply with Americans with Disabilities Act (ADA) 
It is the policy of this school to comply with all relevant and applicable provisions of the ADA. This will 
not discriminate against any qualified employee or job applicant with respect to any terms, privileges, or 
conditions of employment because of a person’s physical or mental disability. This school will also make 
reasonable accommodations whenever necessary for all employees or applicants with disabilities, 
provided the individual is otherwise qualified to safely and effectively perform the essential duties and 
assignments connected with the job and provided that any accommodation made does not impose an 
undue hardship on the school. 
Drug-Free Workplace Policy 
L.E.A.D. Academy complies with the Drug-Free Workplace Act. Each employee is hereby notified by this 
policy that:  
The unlawful manufacture, dispensing, possession, distribution, or use of a controlled substance or 
alcohol is strictly prohibited at all work-site or work-related functions or as a part of any school activity or 
function held on school property.An employee who violates this rule seriously impairs his/her 
effectiveness as an employee and shall be subject to such discipline as the board may determine. Penalties 
will include, but are not limited to, written reprimands, suspension from duty without pay, requirement to 
participate satisfactorily in a substance abuse or rehabilitation program, dismissal from duty, and criminal 
prosecution. Drug screening occurs as follows: • pre-employment 
• immediately after an employee is involved in a work-related accident involving injury • random testing  
• probable cause due to suspicious behavior or pattern of behavior  
• bus drivers after an accident. 
Florida law prohibits the use of tobacco, including smokeless or non-lighted tobacco products, on school 
grounds or by employees at school-sponsored functions. Violations will result in disciplinary action. 
Policy Prohibiting Discrimination and Harassment 



Discrimination and Harassment in any form will not be tolerated. This includes student-to-student; adult-
to- student; student-to-adult; adult-to-adult.  
Discrimination  
It is the policy of L.E.A.D. Academy to offer students the opportunity to participate in appropriate 
programs, services and activities without regard to race, color, religion, sex, age, national or ethnic origin, 
political beliefs, marital status, parenthood, pregnancy, disability, sexual orientation, or social and family 
background. The school strives to provide equal opportunity for all and to identify and overcome potential 
barriers to recruitment, employment, training, and promotional opportunities for staff. Discrimination 
against adults (applicants, volunteers, employees, or contractors) on the basis of race, sex, color, national 
or ethnic origin, disability, age, political beliefs, religious beliefs, sexual orientation, social and family 
background, or marital status is prohibited. For purposes of this policy, a disability exists when an 
individual (1) has a physical or mental impairment which substantially limits one or more of the 
individual’s major life activities, (2) has a record of such impairment, (3) is regarded as having such 
impairment. 
Harassment 
L.E.A.D. Academy shall make every effort to (1) assure students, employees and volunteers individual’s 
responsibilities, performance, (2) orderly process of work, and (3) their freedom from intimidating, 
coercive, abrasive, hostile, or offensive working/learning environment. Harassment may include, but is 
not limited to: slurs or innuendoes, adverse remarks or epithets, or other verbal or physical conduct 
reflecting on an individual’s race, color, national or ethnic background, gender, or disability which has the 
purpose or effect of creating an intimidating, hostile, or offensive educational environment; has the 
purpose or effect of unreasonably interfering with the individual’s school performance or participation; or 
otherwise adversely affects an individual’s educational opportunities. 
Sexual Harassment 
Any conduct of a sexual nature directed at another individual by a student, employee, or volunteer is 
strictly prohibited. Sexually-harassing conduct may include, but is not limited to, commentary about an 
individual’s body, sexually-degrading words, unwelcome sexual advances, requests for sexual favors, and 
other verbal or physical conduct of a sexual nature when the following occurs: 
• Submission to such conduct is made either explicitly or implicitly as a term or condition of an 
individual’s school program and related activity or an individual’s employment 
• Submission to or rejection of such conduct by an individual is used as the basis for decisions affecting 

such individuals (students or adults)  
Such conduct has the purpose or effect to unreasonably interfere with an individual’s working/learning 
performance or creating an intimidating, hostile, or offensive working/learning environment.  
Complaints should be filed with the teacher and/or administration.  
OSHA Standards for Blood-borne Pathogens Training for Employees  
The Occupational Safety and Health Administration (OSHA) developed standards to protect you from 
very dangerous diseases when you are on the job. If you follow these standards, you have a better chance 
of not catching the most dangerous pathogens that are carried by the blood:  
• HIV- the virus that causes AIDS  
• Hepatitis B – a virus that can damage your liver, cause cancer or even death • HCV 
Blood-borne Pathogens (including HIV and Hepatitis B) may enter your body in numerous ways:  
• by a sharp object that is contaminated by the virus when it cuts or punctures your skin (i.e. needles, 
broken glass, knives) 
•when a contaminated object touches inflamed skin, acne, skin abrasions  
•when you touch a contaminated surface and then touch your eyes, nose, mouth, or open wounds or 
inflamed skin.  



Universal Precaution is a very aggressive plan that treats all blood and body fluids as a possible source 
of contamination and infection.  
TREAT ALL BLOOD (LIQUID, SEMI-LIQUID, DRIED) AND OTHER BODY FLUIDS AS IF THERE 
IS INFECTIOUS MATERIAL – REGARDLESS OF THE PERCEIVED STATUS OF THE SOURCE 
INDIVIDUAL. 
This includes semen, vaginal secretions, cerebrospinal fluid, pleural fluid, pericardial fluid, peritoneal 
fluid, amniotic fluid, saliva, all body fluid visibly contaminated with blood, and all body fluids in  
situations where it is difficult or impossible to differentiate between body fluids; and any unfixed tissue or 
organ (other than intact skin) from a human, living or dead.  
• Protective gloves are provided at each work site. All staff members should keep an unused supply of 
gloves in  
all work locations/areas for immediate access.  
•Decontaminate any suspected work surface/area, tools, etc. with 1:10 bleach solution or other approved  
germicide.  
•Wash hands often using an effective hand soap.  
•Carry antiseptic wipes or antiseptic cleanser when away from washing facilities.  
•Wear other protective equipment if dealing with a body fluid spill (goggles, masks, gloves, or protective  
clothing which is appropriately discarded).  
•Wash all body parts exposed to potentially-infectious materials immediately after removing protective  
equipment.  
• Sanitize and clean areas of potential exposure (i.e. clinic area, restrooms, drinking fountains, etc.).  
Hepatitis B vaccinations protect against Hepatitis B in 79% to 100% of people vaccinated. The vaccine is 
given in three doses over a 6-month period. It is administered by needle into the shoulder muscle or upper 
arm. This is a very effective, preventive measure for individuals who work in potentially-hazardous 
environments. Each school site determines which job titles may be at-risk of exposure to blood-borne 
pathogens. The vaccination is offered to those employees at no cost.  
Exposure and Follow-Up 
Injured/exposed employees will be treated by an authorized physician. The following procedures should 
be initiated immediately to minimize potential health risks:  
1)Wash the wound with soap and water or flush mucous membranes with tap water.  
2)Inform the direct supervisor. Report the following:  
a) how, when, and where the incident occurred  
b) name of individual whose blood, body fluid you contacted c) name of any other persons present in the 
area of exposure  
3)Seek medical attention and a blood sample test by an approved physician. 4)The supervisor must 
immediately report the incident to Rader Group, Inc. and  
a) initiate an incident report with the details of the event,  
b) complete the workers’ compensation Notice of Injury, and  
c) evaluate the circumstances of the incident.  
d) Exposure reports shall be maintained with strict confidentiality procedures to protect the privacy of the  
employee and shall not be included in their personnel record.  
5)The supervisor/consulting physician will counsel the employee on appropriate techniques and how to 
avoid a  
recurrence, as well as design follow-treatment.  

 
 



2021-2022 Faculty and Staff Roster 

Barrow  Lauren lauren.barrow@leadacademylions.com Physical Education 1st-4th

Bohner  Marissa marissa.bohner@leadacademylions.com First Grade

Bonine  Ashley ashley.bonine@leadacademylions.com Algebra, Geometry, Computer Lab

Branch  Janet janet.branch@leadacademylions.com In Classroom Support and Tutoring

Brennan  Matthew matt.brennan@leadacademylions.com Bible 7th-12th Grade

Browning  Kace kace.browning@leadacademylions.com Curriculum, Administrator, Nehemiah Building

Caraway  Tracy tracy.caraway@leadacademylions.com K4 Teacher

Carlisle  Sara sara.carlisle@leadacademylions.com First Grade

Clark  Martha martha.clark@leadacademylions.com Language Arts 7th-12th

Collins  Kathleen kathy.collins@leadacademylions.com K3 Teacher

Davis  Jordan jordan.davis@leadacademylions.com Fourth Grade

Dimick  Michael michael.dimick@leadacademylions.com Physical Education 7th-12th

Duarte  Kimberly kimberly.duarte@leadacademylions.com Fourth Grade

Enfinger  April april.enfinger@leadacademylions.com Administrative Assistant Joppa Campus

English  Maria maria.English@leadacademylions.com Aide Berryhill Campus

Fair  Cathy cathy.fair@leadacademylions.com Second Grade

Floyd  Rachel rachel.floyd@leadacademylions.com Second Grade

Frame  Mary mary.frame@leadacademylions.com Second Grade

Gulsby  Lindsay lindsay.gulsby@leadacademtlions.com Kindergarten

Hamilton  Emma emma.hamilton@leadacademylions.com First Grade

Harper  Iris iris.harper@leadacademylions.com Middle and Upper School Fine Arts

Holcomb  Desire desire.holcomb@leadacademylions.com K3 Teacher

James  Mallory mallory.james@leadacademylions.com Kindergarten

Johnson  Katie katie.johnson@leadacademylions.com Kindergarten

Jones-Day  Brianna brianna.jones@leadacademylions.com Music

King  David david.king@leadacademylions.com Director of Finance, Daniel Building Administrator

King  Megan megan.king@leadacademylions.com Administrative Assistant Joppa Campus
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2021-2022 Faculty and Staff Roster 

Lay  Frank frank.lay@leadacademylions.com Head of School

Lay  Kara kara.lay@leadacademylions.com Scholarship Coordinator, Ester Building Administrator

Lay  Nancy nancy.lay@leadacademylions.com Administrator Berryhill Campus

Maupin  Shari shari.maupin@leadacademylions.com Third Grade

Merritt  Morgan  morgan.merritt@leadacademylions.com Berryhill Aide and Extended Day

Metty  Bob bob.metty@leadacademylions.com Director Of Compliance, Legal Counsel

Miller  Kristy kristy.miller@leadacademylions.com Kindergarten

Mitchem  Emily emily.mitchem@leadacademylions.com FFA Advisor, Upper School Science

Nieves  Joseph joseph.nieves@leadacademylions.com Athletic Director

Nims  Alisha alisha.nims@leadacademylions.com Fifth Grade Math, Personal Development, Physical Ed.

Oglesby  Tom tom.oglesby@leadacademylions.com 4th Grade

Peaden  Traci traci.peaden@leadacademylions.com K4 Teacher

Perritt  Baleigh baleigh.perritt@leadacademylions.com Administrative Assistant Berryhill Campus

Pitts  Tonya tonya.pitts@leadacademylions.com Administrative Assistant Joppa Campus

Price  Jeff jeffrey.price@leadacademylions.com Upper School History, Government, Economics

Roberts  Aleisha aleisha.roberts@leadacademylions.com Science 5th-7th Grade

Ruffner Linda linda.ruffner@leadacademylions.com Berryhill Tutoring

Scott  Rachel rachel.scott@leadacademylions.com Kindergarten

Smith  Rebecca rebecca.smith@leadacademylions.com First Grade

Stephens  Kalei kalei.stephens@leadacademylions.com Kindergarten

Stickle  Debra debbie.stickle@leadacademylions.com In Classroom Support and Tutoring

Stimer  Emily emily.stimer@leadacademylions.com Language Arts 5th-7th Grade

Summerlin  Beth beth.summerlin@leadacademylions.com Guidance

Torralba Heather heather.torralba2leadacademylions.com Middle School History and Bible

Vallianos Marc marc.vallianos@leadacademylions.com Middle School Math

Watson  Magan magan.watson@leadacademylions.com Physical Education 1st-4th

Webster Samantha samantha.webster@leadacademylions.com Fourth Grade

Whittaker  Destiny destiny.whittaker@leadacademylions.com Third Grade
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