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The SSD Working Policy Book II - Education of the Southern Asia-Pacific Division constitutes the policies and recommendations pertaining to its ministry and outreach in Seventh-day Adventist education.  

The SSD Working Policy Book II - Education is a compilation of policies and provisions relating to the establishment, organization, administration, operation, and maintenance of SDA education clarifying and detailing the role and responsibilities of persons, committees, and Boards of each entity-school or institution, Conference/Mission, Union and Division.

Since these policies are developed and adopted through the cooperative efforts of school, or institution, Conference/Mission, Union and Division Boards, this broad-based involvement for the SSD Working Policy Book II - Education is accepted as the basis for the education system in the Southern Asia-Pacific Division.

It incorporates the cumulative actions on education policies that have been adopted officially by the Southern Asia-Pacific Division Executive Committee in its midyear, annual, quadrennial and triennial sessions.

The SSD Working Policy Book II - Education, therefore, is the authoritative voice of the SDA church in the Southern Asia-Pacific Division territory relating to the organization, administration, and operation of its schools and colleges.

When a letter(s) appears after the number, the policy applies only to that level(s); otherwise, the policy applies to all levels. 

K 
Kindergarten

P 
Primary

S 
Secondary

K-S 
Kindergarten through Secondary

W 
Employee training at sub-tertiary
level

T 
Tertiary - 2 to 4 years of post-secondary studies

G 
Graduate - Own, affiliated, or extended

Should a local situation or exigency due to cultural, societal, or government requirements necessitate policy review, such recommendation(s) shall be forwarded to the next higher organization for consideration.

DEPARTMENT OF EDUCATION

Southern Asia-Pacific Division of the

General Conference of the Seventh-day Adventists
LEGEND TC \l1 "LEGEND
AAA
General Conference Adventist Accrediting Association

AM
Annual Meeting

F
General Conference (Education)

FE
Southern Asia-Pacific Division (Education)

GC
General Conference

SDA
Seventh-day Adventist

SSD
Southern Asia-Pacific Division
SSDWP
Southern Asia-Pacific Division Working Policy 

SSDWPE
Southern Asia-Pacific Division Policy Book II - Education
SSDEC
Southern Asia-Pacific Division Education Committee

SSDCA
Southern Asia-Pacific Division Commission on Accreditation
POLICY NUMBERING SYSTEM

Major Sections
FE 0000
Philosophy & Objectives

FE 1000
Organization & Governance

FE 2000
Administration & Supervision

FE 3000
Academic Affairs

FE 4000
Financial Affairs

FE 5000
Personnel Services - Faculty & Staff

FE 6000
Personnel Services - Students

FE 7000
Physical Plant & Campus

FE 8000
Facilities & Equipment

FE 9000
Evaluation & Accreditation

Sub Sections
FE x000-x300
General Information (particular subjects vary in each section)
FE x400 
Elementary 
P

FE x500
Secondary
S

FE x600
Tertiary/Undergraduate
T

FE x700
Graduate
G 

FE x800
School of Nursing 
Nur

FE x900
Miscellaneous
X 

Southern Asia-Pacific Education

Policy Manual
Table of Content

Section, Page

PHILOSOPHY & OBJECTIVES
0, 1

ORGANIZATION & GOVERNANCE
1, 1

ADMINISTRATION & SUPERVISION
2, 1

ACADEMIC AFFAIRS
3, 1

FINANCIAL AFFAIRS
4, 1

PERSONNEL SERVICES - FACULTY & STAFF
5, 1

PERSONNEL SERVICES -- STUDENTS
6, 1

PHYSICAL PLANT & CAMPUS
7, 1

FACILITIES  & EQUIPMENT
8, 1

EVALUATION  &  ACCREDITATION
9, 1

APPENDIX
10, 1

GLOSSARY
11, 1

INDEX
12, 1

Section 0000
PHILOSOPHY & OBJECTIVES
Section Outline
0001
Mission Statement of the SSD Department of Education
0005
Seventh-day Adventist Philosophy of Education
0010
The Role of Seventh-day Adventist Schools, Colleges, & Universities
0015
Objectives of Seventh-day Adventist Education

0210
Nurseries & Day-Care Centers

0310
Kindergarten

Section: Table of Content
Page

Page

7Seventh-day Adventist Philosophy of Education


7Premises


8Philosophy


8Aim and Mission


8Agencies of Education


9Nondiscrimination Policy--Admission of Students


10The Role of Seventh-day Adventist Schools, Colleges and Universities


10Key Components


12Responsibilities and Outcomes


12Elementary Schools


12Secondary Schools


13Tertiary Institutions


15Lifelong Learning


15Objectives of Seventh-day Adventist Education


15Elementary and Secondary Education


16Higher Education


16Graduate Education


17Goals and Essential Elements of Adventist Education


17Acceptance of God and His Word


18Commitment to the Church


18Family and Interpersonal Relationships


19Responsible Citizenship


19Healthy Balanced Living


20Intellectual Development


20Communication Skills


21Life Skills


21Aesthetic Appreciation


22Career and Service


22Kindergarten Program




Southern Asia-Pacific Division Education Department prepares students for a useful and joy-filled life, fostering friendship with God, whole-person development, Bible-based values, and selfless service in accordance with the Seventh-day Adventist mission to the world.

The scope of the Department of Education extends from kindergarten through graduate education.  Nursery, day-care and pre-kindergarten programs are under the Department of Children’s Ministry.

The Mission includes the intent to reach all Adventist children and youth with an education to equip them to fulfill the mission of the church to carry the Gospel to the world as part of their educational training.  To support Adventist students unable to attend an Adventist school with educational resources that conveys our Christian beliefs, heritage, and essential values. Further it is to reach non-Adventist students who attend Adventist schools with the saving message and mission of the church.

FE 0005 00 Seventh-day Adventist Philosophy of Education XE "Seventh-day Adventist Philosophy of Education" 

 TC "Seventh-day Adventist Philosophy of Education" \f C \l "1" 
(GC Policy FE 05)
FE 0005 05 Premises TC "Premises" \f C \l "2"   XE "Seventh-day Adventist Philosophy of Education:Premises" ---Seventh-day Adventists, within the context of their basic beliefs, acknowledge that

1. God is the Creator and Sustainer of the entire universe(animate and inanimate.

2. God created perfect human beings in His own image with power to think, to choose, and to do.

3. God is the source of all that is true, good, and beautiful, and has chosen to reveal Himself to humankind.

4. Humans, by their own choice, rebelled against God and fell into a state of sin that has separated them from God and each other, affecting the entire planet and plunging it into the cosmic conflict between good and evil.  In spite of this, the world and human beings still reveal, albeit dimly, the goodness and beauty of their original condition.

5. The Godhead met the problem of sin through the plan of redemption.  This plan aims to restore human beings to God’s image and the universe back to its original state of perfection, love, and harmony.

6. God invites us to choose His plan of restoration and to relate to this world creatively and responsibly until He intervenes in history to bring about the new heavens and the new earth that is promised in His Word.

FE 0005 10 
Philosophy TC "Philosophy" \f C \l "2" 

 XE "Seventh-day Adventist Philosophy of Education:Philosophy" ---The Seventh-day Adventist philosophy of education is Christ-centered.  Adventists believe that, under the guidance of the Holy Spirit, God’s character and purposes can be understood as revealed in the Bible, in Jesus Christ, and in nature.  The distinctive characteristics of Adventist education(derived from the Bible and the writings of Ellen G. White(point to the redemptive aim of true education: to restore human beings into the image of their Maker.

Seventh-day Adventists believe that God is infinitely loving, wise, and powerful.  He relates to human beings on a personal level, presenting His character as the ultimate norm for human conduct and His grace as the means of restoration.

Adventists recognize, however, that human motives, thinking, and behavior have fallen short of God’s ideal.  Education in its broadest sense is a means of restoring human beings to their original relationship with God.  Working together, homes, schools, and churches cooperate with divine agencies in preparing learners for responsible citizenship in this world and in the world to come.

Adventist education imparts more than academic knowledge.  It fosters a balanced development of the whole person(spiritually, intellectually, physically, and socially.  Its time dimensions span eternity.  It seeks to develop a life of faith in God and respect for the dignity of all human beings; to build character akin to that of the Creator; to nurture thinkers rather than mere reflectors of others’ thoughts; to promote loving service rather than selfish ambition; to ensure maximum development of each individual’s potential; and to embrace all that is true, good, and beautiful. 

FE 0005 15  Aim and Mission TC "Aim and Mission" \f C \l "2" 

 XE "Seventh-day Adventist Philosophy of Education:Aim and Mission" ---Adventist education prepares students for a useful and joy-filled life, fostering friendship with God, whole-person development, Bible-based values, and selfless service in accordance with the Seventh-day Adventist mission to the world.

FE 0005 20 
Agencies of Education TC "Agencies of Education" \f C \l "2" 

 XE "Seventh-day Adventist Philosophy of Education:Agencies of Education"  1.  Home---The home is society’s primary and most basic educational agency.  Parents are the first and most influential teachers and have the responsibility to reflect God’s character to their children.  Moreover, the whole familial setting shapes the values, attitudes, and worldview of the young.  The church and the school, along with society’s other educational agencies, build on and supplement the work of the home.  It is imperative that the home, in turn, supports the educational work of the school.
2.
Local Church---The local church also has a major assignment in the lifelong educational enterprise.  The congregation as a community of faith provides an atmosphere of acceptance and love in which it disciples within its sphere of influence in a personal faith in Jesus Christ and in a growing understanding of the Word of God.  The understanding includes both an intellectual aspect and a life of conformity to God’s will.

3.
School, College, and University---All levels of Adventist schooling build on the foundation laid by the home and church. The Christian teacher functions in the classroom as God's minister in the plan of redemption. The greatest need of students is to accept Jesus Christ as personal Savior and commit to a life of Christian values and service. The formal and non-formal curricula help students reach their potential for spiritual, mental, physical, social, and vocational development. Preparing students for a life of service to their family, church, and the larger community is a primary aim of the school.
4.
World Church---The world Church at all levels has oversight responsibility for the healthy functioning of learning in all three of the above venues, including lifelong learning. With reference to the school as an educational agency, its functions are ideally accomplished by institutions established by the Church for that purpose. The Church at large should make every effort to ensure that all Adventist children and youth have the opportunity to attend an Adventist educational institution. Realizing, however, that a large percentage of the Church's youth are not enrolled in Adventist schools, the world Church must find ways to achieve the goals of Adventist education through alternative means (e.g., after-school church-based instruction, church-sponsored centers on non-Adventist campuses, etc.).
FE 0005 25 Nondiscrimination Policy—Admission of Students TC "Nondiscrimination Policy—Admission of Students" \f C \l "2"  --- XE "Nondiscrimination Policy—Admission of Students" The Seventh-day Adventist Church in all of its church schools, admits students of any race to all the rights, privileges, programs, and activities generally accorded or made available to students at its schools, and makes no discrimination on the basis of race, color, ethnic background, country of origin or sex in administration of education policies, applications for admission, scholarship or loan programs, and extracurricular programs.

FE 0005 30 Nondiscrimination Exception—Employment--- XE "Nondiscrimination Exception—Employment" For Seventh-day Adventists the privilege of religion includes the opportunity to operate educational institutions that are distinctive to our church beliefs. The creation and maintenance of such institutions require that they be staffed only by those individuals who are in complete harmony with these beliefs and practices. Hence, in the employment of personnel for its educational institutions priority will be given to Seventh-day Adventists committed to the program of the Church.
School boards shall, officially and in practice, abide by the following policies relating to employment:


1.
Equal employment opportunities shall be afforded to all on the basis of qualifications, without regard to race, color, gender, national origin, ancestry, or marital status (single, married, or widowed).


2.
Inasmuch as the personal life and the professional identity of an individual are inseparable, all employees are expected to conform to the standards of conduct that are in harmony with Seventh-day Adventist principles.

FE 0010
The Role of Seventh-day Adventist Schools, Colleges and Universities TC "The Role of Seventh-day Adventist Schools, Colleges and Universities" \f C \l "1" 

 XE "The Role of Seventh-day Adventist Schools, Colleges and Universities" 
(GC FE 10)

The agencies of Adventist education listed above are in place and operative. The remaining sections of this document develop implications of the Adventist philosophy of education only for schooling. Implications for other agencies remain to be developed.
FE 0010 05 
Key Components TC "Key Components" \f C \l "2"  1.  The Student---As a child of God, the student is the primary focus of the entire educational effort and should be loved and accepted. The purpose of Adventist education is to help students reach their highest potential and to fulfill God's purpose for their lives. Student outcomes constitute a significant guiding criterion in assessing the health and effectiveness of the school.
2.
The Teacher---The teacher holds a central place of importance. Ideally, the teacher should be both a committed Adventist Christian and an exemplary role model of the Christian graces and professional competencies.
3.
Knowledge---All learning is grounded on faith in a certain set of presuppositions or worldview. The Christian worldview recognizes a supernatural as well as a natural order. Adventists define knowledge more broadly than that which is merely intellectual or scientific. True knowledge encompasses cognitive, experiential, emotional, relational, intuitive, and spiritual elements. An acquisition of true knowledge leads to understanding, which is manifested in wisdom and appropriate action.

4.
Curriculum---The curriculum will promote academic excellence and will include a core of general studies needed for responsible citizenship in a given culture along with spiritual insights that inform Christian living and build community. Such citizenship includes appreciation for the Christian heritage, concern for social justice, and stewardship of the environment. A balanced curriculum will address the major developmental needs in the spiritual, intellectual, physical, social, emotional, and vocational realms. All areas of study will be examined from the perspective of the biblical worldview within the context of the Great Controversy theme, as it promotes the integration of faith and learning.

5.
Instruction---The instructional program of the classroom places appropriate emphasis on all forms of true knowledge, purposefully integrating faith and learning. Instructional methodology will actively engage the needs and abilities of each student, giving opportunity to put what is learned into practice, and be appropriate to the discipline and to the culture.

6.
Discipline---Discipline in a Christian school is built upon the need to restore the image of God in each student and recognizes the freedom of the will and the work of the Holy Spirit. Discipline-not to be confused with punishment-seeks the development of self-control. In redemptive discipline, the student's will and intelligence are engaged.

7.
School Life---A blended emphasis of worship, study, labor, and recreation, and relationships will characterize the total learning environment, with careful attention given to balance. The campus community will be pervaded by joyful spirituality, a spirit of cooperation, and respect for the diversity of individuals and cultures.

8.
Assessment---The Adventist school, college, or university gives clear evidence that it subscribes to an Adventist philosophy of education. Such evidence is found in the written curriculum, in teaching and learning activity, in the campus ethos, and by the testimony of students, graduates, constituents, employees, and the community at large. Assessment-whether of individuals or institutions-is redemptive in nature and always seeks God's high ideal of excellence.

FE 0010 10 
Responsibilities and Outcomes TC "Responsibilities and Outcomes" \f C \l "2"   XE "The Role of Seventh-day Adventist Schools, Colleges and Universities:Responsibilities and Outcomes" 
The Seventh-day Adventist Church has made a commitment to provide a broad education and spiritual formation for its children, youth, and young adults within the context of the Christian worldview.  The Church extends this same opportunity to other children and youth of the community who share similar values and ideals.  Adventist education seeks to maintain academic excellence in all teaching and learning activities.

1. 
Elementary Schools TC "Elementary Schools" \f C \l "3"  The following are the responsibilities and expected outcomes of the Adventist elementary school system:

a. 
Responsibilities -  The Adventist elementary school offers students:

1) 
A climate in which they can understand God’s will, commit their lives to Him, and experience the joy of helping others.

2) 
An organized program leading toward spiritual, physical, mental, social, and emotional development.

3) 
A basic core of skills and knowledge for everyday living appropriate to their age.

4) 
A wholesome appreciation and respect for the home, the church, the school, and the community.

b. 
Expected Outcomes - Students completing the elementary level at an Adventist school should:

 
Have had the opportunity to commit their lives to God through conversion, baptism, service, and a desire to do God’s will in every area of living.

2) 
Demonstrate competence in thinking, communication, and quantitative skills along with other academic areas foundational to schooling at the secondary level.

3) 
Manifest interpersonal skills and emotional growth necessary for healthy relationships with their peers, family, and community.

4) 
Know and practice basic principles of health and balanced living including a wise use of time and entertainment media.

5) 
Develop an appreciation for the dignity of labor along with a general awareness of career options appropriate to their interests and God-given abilities.

2. 
Secondary Schools. TC "Secondary Schools" \f C \l "3"  The following are the responsibilities and expected outcomes of the Adventist secondary school system:

a. 
Responsibilities - The Adventist secondary school builds on what has been achieved at the elementary level with a focus on values, choices, and Christ-like character, and offers students:

1) 
A formal and informal curriculum in which academic study, spiritual values, and daily life are integrated.

2) 
A broad academic and vocational program leading to productive living and satisfactory career choices.

3) 
Avenues whereby Christian faith is made relevant to their emerging needs, leading to more mature relationships with others and with God.

4) 
An opportunity to develop a Christian lifestyle of values, service, and witness.

b. 
Expected Outcomes - Students completing the secondary level at an Adventist school should:

1) 
Have had an opportunity to commit their lives to God and therefore manifest a maturing faith in Him characterized by personal devotion, public worship, service, and witness to others in fulfillment of the Church’s mission.

2) 
Demonstrate competence in communication, quantitative skills, and creative thinking, along with other academic areas that are foundational to excellence in tertiary education and/or the world of work.

3) 
Demonstrate maturity and Christ-like sensitivity within the family circle, in the choice of friendships, in preparation for marriage, and in broad participation within their church and community.

4) 
Make good decisions and wise choices in ways that demonstrate their belief in the body as a temple of God.  This includes careful use of time and discriminating selection of music, media, and other forms of entertainment.

5) 
Have developed a strong work ethic functioning competently in everyday life as well as within entry-level work experiences appropriate to their interests and God-given abilities.

3. 
Tertiary Institutions. TC "Tertiary Institutions" \f C \l "3"  The following are the responsibilities and expected outcomes of the Adventist tertiary level school system:

a. 
Responsibilities - Adventist institutions of higher education provide students a unique environment for the pursuit of learning in the arts, humanities and religion, sciences, and various professions, within the perspective of the Seventh-day Adventist worldview.  Adventist higher education:

1)  
Gives preference to careers that directly support the mission of the Church.

2) 
Recognizes the importance of the quest for truth in all its dimensions as it affects the total development of the individual in relation both to God and to fellow human beings.

3) 
Utilizes available resources such as revelation, reason, reflection, and research to discover truth and its implications for human life here and in the hereafter, while recognizing the limitations inherent in all human endeavors.

4) 
Leads students to develop lives of integrity based upon principles compatible with the religious, ethical, social, and service values essential to the Adventist worldview.

5) 
Fosters particularly at the graduate level the mastery, critical evaluation, discovery, and dissemination of knowledge, and the nurture of wisdom in a community of Christian scholars.

b. 
Expected Outcomes - Students completing the tertiary level at an Adventist institution of higher learning should:

1) 
Have had the opportunity to commit themselves to God with a desire to experience and support the message and mission of the Seventh-day Adventist Church and to live a principled life in harmony with God’s will.

2) 
Exhibit proficiency in critical thinking, stewardship, creativity, appreciation of beauty and the natural environment, communication, and other forms of academic scholarship toward fulfillment of their vocations and lifelong learning.

3) 
Manifest social sensitivity and loving concern for the well-being of others in preparation for marriage and family life, citizenship within a diverse community, and fellowship within the community of God.

4) 
Maintain a consistent lifestyle that demonstrates a commitment to optimal health practices essential to effective adult living.  This includes careful use of time and discriminating selection of music, media, and other forms of entertainment.

5) 
Answer God’s call in the selection and pursuit of their chosen careers, in selfless service to the mission of the Church, and in building a free, just, and productive society and world community.

4. 
Lifelong Learning. TC "Lifelong Learning" \f C \l "2"  Education goes beyond formal schooling. Lifelong learning should meet the needs of both professionals and nonprofessionals:

a. 
Among professional responsibilities are opportunities for continuing education for certification and career enrichment for educators, clergy, business and health care personnel, and others.

b. 
In the nonprofessional realm opportunities exist for programs in such areas as local church leadership, family life, personal development, spirituality, Christian growth, and service to the church and the community.  Programs need to be developed that utilize both traditional teaching techniques and extension learning through media technology.  Formal schooling combines with the other agencies of education in preparing the student for the joy of service in this world and the higher joy of wider service in the world to come.
FE 0015 

Objectives of Seventh-day Adventist

 Education TC "Objectives of Seventh-day Adventist Education" \f C \l "1" 

 XE "Objectives of Seventh-day Adventist Education" 
(GC FE 15)
FE 0015 05 
E, S
Elementary and Secondary Education TC "Elementary and Secondary Education" \f C \l "2"   XE "Objectives of Seventh-day Adventist Education:Elementary and Secondary Education" 
The Seventh-day Adventist Church desires to provide for all its youth a general education within the framework of the science of salvation.  The fundamentals and common branches of knowledge are to be studied so that proficiency is achieved and a high quality of teaching is maintained.

The church-related elementary school will assist each child to develop (1) a love and appreciation for the privileges, rights, and responsibilities guaranteed each individual and social group and (2) a wholesome respect and attitude for each unit of society(home, church, school, and government.  The elementary school will offer an organized program to ensure adequate development leading toward total spiritual, physical, mental, and emotional health and a basic core of skills and knowledge for everyday living.

The church-related secondary school, predicated on the results obtained through the elementary school with character building as an under girding structure, will endeavor to operate realistically for each student in the upgrading and maintenance of health, in the command of fundamental learning processes, in the teaching of worthy home membership, vocational skills, civic education, worthy use of leisure, and ethical maturity.  The secondary school implementing the church philosophy will seek for objectives of spiritual dedication, self-realization, social adjustment, civic responsibility, and economic efficiency.  (See also Total Commitment to God declaration, A 10 25).
FE 0015 10 
T

Higher Education
 TC "Higher Education" \f C \l "2" 

 XE "Objectives of Seventh-day Adventist Education:Higher Education" 
The Seventh-day Adventist Church operates institutions of higher education for the purpose of providing special opportunities for Seventh-day Adventist youth who have satisfactorily completed secondary school instruction, and who are desirous of pursuing academic disciplines in the liberal arts, obtaining associate or baccalaureate degrees, preparing for lifework, or entering professional or graduate schools.

The church-related institutions in their custodial, creative, and evaluative roles help develop within the students ethical, religious, and social values compatible with church philosophy and teachings, values which prepare the graduate for his/her lifework or vocation inside or outside denominational employ.  These institutions also help develop in their students a higher concept of service to God and man. (See also Total Commitment to God declaration, A 10 30).
FE 0015 15 
G
Graduate Education TC "Graduate Education" \f C \l "2" 

 XE "Objectives of Seventh-day Adventist Education:Graduate Education" 
Seventh-day Adventist education is integrative; that is, it regards man and life as a whole.  Human works, institutions, and history are viewed from the point of man’s divine origin and destiny as revealed in the Word of God.  Freedom in man, academic as well as personal, provides a progressive pursuit and discovery of truth which existed first in the mind of God and which man has been permitted to rediscover by revelation, study, reflection, and research.  The end product must be, not a detached intellectual but a mature and committed Christian.

The essential business of a Seventh-day Adventist university or college on the graduate level is the mastery, critical evaluation, discovery, and dissemination of knowledge, and the nurture of wisdom in a community of Christian scholars.  The Church supports graduate education in order to make effective in teacher and student alike the insights and values which Christian faith and doctrine provide as a vertical dimension in the study of the arts and sciences and of man and his institutions.

To a greater degree than in undergraduate education, the graduate school must concern itself with the discovery, critical evaluation, and application of knowledge to human thought and behavior.  In these communities of scholars special efforts will be made to foster an inquisitive spirit that is not content to master the broad reaches of the known but diligently explores the unknown.  Adventist scholars participate in the enlargement of the island of knowledge existing in the immense seas of the unknown that surround man.  Graduate education requires the application of techniques of investigation and evaluation as found in the laws of evidence.  The Christian educator and advanced student alike utilize the systems of evidence of reason and science, but also recognize the validity of divine revelation, which is accorded a paramount position.

Finally, all Adventist graduate education concerns itself with the nurture and training of leaders for the Church and its enterprises and for those service-centered vocations and professions wherein they may effectively witness for God and promote both the good name and worldwide mission of His Church.  (See also Total Commitment to God declaration, A 10 30).
FE 0100
*Goals and Essential Elements of Adventist
 Education TC "Goals and Essential Elements of Adventist Education" \f C \l "1" 

 XE "Goals and Essential Elements of Adventist Education" 
Exemplary schools and educational systems have clearly defined reasons for existence. Those specific to Adventist education are found in the Philosophy, Goals and Essential Core Elements, that identify the high expectations of what students should know and be able to do. A renewed focus on these ideals for Adventist schools will energize educators, students, parents, and constituents.

1.
Acceptance of God and His Word TC "Acceptance of God and His Word" \f C \l "2"   XE "Goals and Essential Elements of Adventist Education:Acceptance of God and His Word" 
Each student will surrender one’s whole life to God; develop a relationship with Jesus Christ; and allow the Holy Spirit to work in one’s life
Essential Elements
a. Accept God as the Creator and the Redeemer. 

b. Have a growing knowledge of God’s Word and enjoyment in its study. 

c. Embrace God’s gift of grace by accepting Christ as one’s personal Savior. 

d. Discover the importance and power of prayer and faith in one’s relationship with Jesus. 

e. Value God’s revelation of Himself through inspired writings and creation. 

f. Respond to God’s love by using one’s spiritual gifts to serve others. 

g. Recognize that God gave the Ten Commandments to show us how to love Him and each other. 

h. Value and participate in worship alone and with others. 

2
Commitment to the Church TC "Commitment to the Church" \f C \l "2" 

 XE "Goals and Essential Elements of Adventist Education:Commitment to the Church" 
Each student will: Desire to know, live and share the message and mission of the 
Seventh-day Adventist Church

Essential Elements
a. Be an active participant in one’s local church. 

b. Understand how the organization of the Seventh-day Adventist Church facilitates its mission. 

c. Become involved in spreading the gospel throughout the world. 

d. Accept the fundamental beliefs of the Seventh-day Adventist Church. 

e. Appreciate the heritage of the Seventh-day Adventist Church. 

f. Relate to lifestyle choices and cultural issues based on biblical principles

3.
Interpersonal Relationships TC "Family and Interpersonal Relationships" \f C \l "2" 

 XE "Goals and Essential Elements of Adventist Education:Family and Interpersonal Relationships" 
Each student will: Develop a sense of self-worth, skills in inter-personal relationships, an understanding of the responsibilities of family membership and the ability to respond with sensitivity to the needs of others.
Essential Elements
a. Recognize that God’s ideal for the basic unit of society is the family. 

b. Develop an appreciation for the diversity of individuals. 

c. Acquire knowledge, attitudes and skills essential to meeting family responsibilities, whether living alone or with others. 

d. Recognize that God’s unconditional love gives one self-worth. 

e. Value sexuality in the context of God’s ideal. 
4.
Responsible Citizenship TC "Responsible Citizenship" \f C \l "2" 

 XE "Goals and Essential Elements of Adventist Education:Responsible Citizenship" 
Each student will: Develop an understanding of cultural and historical heritages, affirm a belief in the dignity and worth of others and accept responsibility for local, national and global environments.
Essential Elements
a. Exhibit concern and sensitivity for other peoples and cultures. 

b. Participate actively in local, national and global communities. 

c. Understand the functions of governments and their impact on individuals and society. 

d. Use a biblical perspective to analyze history and current events. 

e. Assume an active role in nurturing and preserving God’s creation. 

5.
Healthy Balanced Living TC "Healthy Balanced Living" \f C \l "2" 

 XE "Goals and Essential Elements of Adventist Education:Healthy Balanced Living" 
Each student will: Accept personal responsibility for achieving and maintaining optimum physical, mental and spiritual health.
Essential Elements
a. Recognize that God’s ideal for quality living includes a healthy lifestyle. 

b. Incorporate into one’s lifestyle the principles that promote health: nutrition, exercise, water, sunlight, temperance, air, rest, and trust in God. 

c. Avoid at-risk behaviors. 

d. Apply Christian principles in recreation and sports. 

e. Achieve a balance in work and leisure; balancing physical, mental, social and spiritual activities. 

f. Recognize the interaction of physical, mental and spiritual health with emotional and social well-being. 

6.
Intellectual Development TC "Intellectual Development" \f C \l "2" 

 XE "Goals and Essential Elements of Adventist Education:Intellectual Development" 
Each student will: Adopt a systematic, logical and biblically-based approach to decision-making and problem-solving when applied to a developing body of knowledge.
Essential Elements
a. Broaden intellectual abilities through the study of God’s Word. 

b. Use critical and creative thinking skills in “real-world” experiences. 

c. Develop one’s intellectual potential in natural sciences and mathematics; arts and humanities; social sciences and applied arts. 

d. Utilize effective study techniques to locate, organize and learn information. 

e. Apply the principles of life-long learning. 

f. Approach all intellectual pursuits from a biblical perspective. 

7.
Communication Skills TC "Communication Skills" \f C \l "2" 

 XE "Goals and Essential Elements of Adventist Education:Communication Skills" 
Each student will: Recognize the value and importance of effective communication and develop the requisite skills.
Essential Elements
a. Communicate effectively through the avenues of reading, writing, listening, speaking and non-verbal language. 

b. Apply a Christ-centered perspective to all forms of personal expression and media. 

c. Understand how sensitivity to the differences of others affects communication. 

d. Recognize how media and information technology impact communication. 

e. Utilize communication skills to enhance one’s Christian witness. 

8.
Personal Management TC "Life Skills" \f C \l "2" 

 XE "Goals and Essential Elements of Adventist Education:Life Skills" 
Each student will: Function responsibly in the everyday world using Christian principles of stewardship, economy and personal management.
Essential Elements
a. Develop responsible decision-making skills. 

b. Appropriately manage one’s personal finances. 

c. Acquire skill in the use of appropriate technologies. 

d. Develop basic home-management skills. 

e. Value cooperation and teamwork when interacting in groups. 

f. Develop conflict resolution skills. 

g. Manage time effectively.

9.
Aesthetic Appreciation TC "Aesthetic Appreciation" \f C \l "2" 
 XE "Goals and Essential Elements of Adventist Education:Aesthetic Appreciation" Each student will develop an appreciation of the beautiful, both in God's creation and in human expression, while nurturing individual ability in the fine arts. 

Essential Elements
a. View God as the Author of beauty, both in His creation and in human expression. 

b. Employ biblical principles as the basis for appreciation and expression of creative and performing arts. 

c. Develop fine arts talents through practice, performance and presentation. 

d. Use aesthetic expression as a means of communication and service. 
10.
Career and Service TC "Career and Service" \f C \l "2" 

 XE "Goals and Essential Elements of Adventist Education:Career and Service" 
Each student will: Develop a Christian work ethic with an appreciation for the dignity of service.
Essential Elements 
a. Develop an awareness of career options and opportunities in a changing world, as well as in the church. 

b. Recognize the role of useful work in personal development and maintaining self-worth. 

c. Develop skills that will enhance employability. 

d. Experience the joy of serving others. 

e. Identify one’s interests, abilities and values, understanding their relationship to career options. 

f. Always put forth one’s best effort in every task. 

* Taken from the North America Division Education Department, Journey of Excellence, used by permission
F 0310 K Kindergarten Program TC "Kindergarten Program" \f C \l "1" 

 XE "Kindergarten Program" 
The Adventist Church believes that every child should receive home education with parental instruction wherever possible and as long as practical and productive prior to enrollment in the formal school program.  The scope of the Department of Education extends from kindergarten through graduate education.  Kindergarten programs are defined as 1 year pre-first programs approved by the mission/conference as kindergartens where the faculty are paid on the elementary wage scale and the school offers a curriculum consistent with the SSD recommended frameworks, curriculum guides and policy.    

Section 1000
ORGANIZATION & GOVERNANCE
Section Outline

1000
Division Education Department
1010
Division Education Committees

1020
Division Education, General

1030
Union Education Department & General

1040
Union Education Committees
1050
Conference/Mission Department & General
1060
Conference/Mission Committees
1070
Institutions, General
1080
Institutions Denominational Status
1090
Institutions Organization
1200
Day Care & Nursery School
1300
Kindergarten
1400
Primary
1500
Secondary & High School
1600
Tertiary & Undergraduate
1700
Graduate
1800
School of Nursing
1900
Sample School Constitutions

Section: Table of Content



Page

iFOREWORD


iiLEGEND


7Seventh-day Adventist Philosophy of Education


7Premises


8Philosophy


8Aim and Mission


8Agencies of Education


9Nondiscrimination Policy—Admission of Students


10The Role of Seventh-day Adventist Schools, Colleges and Universities


10Key Components


12Responsibilities and Outcomes


12Elementary Schools


12Secondary Schools


13Tertiary Institutions


15Lifelong Learning


15Objectives of Seventh-day Adventist Education


15Elementary and Secondary Education


16Higher Education


16Graduate Education


17Goals and Essential Elements of Adventist Education


17Acceptance of God and His Word


18Commitment to the Church


18Family and Interpersonal Relationships


19Responsible Citizenship


19Healthy Balanced Living


20Intellectual Development


20Communication Skills


21Life Skills


21Aesthetic Appreciation


22Career and Service


22Kindergarten Program


36SSD Department of Education


36Personnel


36Functions


39SSD Education Committee Executive Secretary


40SSD Education Committee


40Membership of the SSD Education Committee


41Functions of the SSD Education Committee


43Quorum


43Terms of Reference


47SSD Commission on Accreditation (Legislative)


47Membership


49Functions


49SSD Quinquennial Education Advisory Council


50SSD Graduate Board of Education


50Membership


51Terms of Reference


52Role and Function


52Areas of General Function


53General


53Right of Appeal of Institutions


53College Presidents Council


54Union Department of Education


54Personnel


58Functions


58Guidelines for Work Load of Union Education Department


58Union Education Committee


59Composition of the Union Education Committee


59Membership of the Union Education Committee


59Quorum


59Meetings


61Terms of Reference


62Functions Of The Union Education Committee


63Union Educational Coordinating Committee


63Union Quinquennial Education Council


64Union Curriculum Committee


64General Curriculum Development


65Specific Curriculum Development


66Union Council for Mission/Conference


66Teacher Conventions


67Conference/Mission Department of Education


67Personnel


67Functions


70Control and Supervision of Schools


71Terms of Reference for Department Activities


72Guidelines for Work Load of Conference/Mission Education Department Personnel


72Educational Liaison with Governments


72Conference/Mission Education Committee


73Functions


74Teacher Conventions/Institutes


74INSTITUTIONS


74Schools: Organization & Structure


75Code of Ethics for Members of School Boards


76Determining Denominational Status for Education Institutions


77Organizational Chart


77Establishment of Kindergarten and Primary Church Schools


78Nursery School


78Kindergarten Education


78Philosophy and Objectives


78Goals


79Kindergarten Personnel


79Secondary Church School - Ownership


80Conference/Mission operated academy


80Local Church(es) operated academy


80Union Conference/Mission operated academy


81School Board Membership & Function


81Membership


81Function & Duties


83School Board Membership & Function


84Establishing New Academies (Secondary Schools)


85Tertiary Institutions With an Extended Campus


87Organization of "Schools" in Tertiary Institutions


87Guidelines for Establishing Schools of Nursing


89Diploma Schools of Nursing - Class Credit


90Sample Constitution for Adventist Primary Schools


103Constitution Model for a SDA Union-Sponsored Education Institutions


111Code of Ethics For Seventh-day Adventist School Administrators


111Our Mission


111Our Responsibilities


112Our Values


112Ethical Responsibilities as Employees


114Administrative Personnel


115School Principal/Headmaster


115General administration


116Financial


117Supervision of instruction and curriculum


118Job Descriptions for School Employees


118Instructional Personnel


119Definition


119Qualifications


120Duties and responsibilities


120Professional ethics


122Long-Range Master Plan


122Healthful Living Guidelines


123Programs and Recreation


123Motion Picture Films and Videos Use in our Schools


124Cultural Programs


124Music Programs


124Flag Etiquette


125Emergency Evacuation


125Frequency


125Drill time and Recording


125Verification of Emergency Drills


126Promotion of Adventist Education


127Promotion of the Teaching Profession


128Adventist Philosophy of Music


128Adventist Philosophy of Literature


128Adventist Guidelines on Competition


128Guidelines of Relationships For Primary Schools To Other Educational Institutions


129Standing Committees and Meetings in Secondary Schools


129Local Church-Operated Secondary School


131Guidelines for Relationship of College-Attached Academies with the Local Mission/Conference


133College-Attached Academies


134Guidelines for Establishing or Upgrading to a Secondary School


134Status Change of Church and Mission Secondary Schools


135Annual Information Brochure


135Standing Committees and Meetings in Colleges


150Definition of a School/Instructional Day


150School Holidays


150Time Standards for Primary Schools


151Time Standards for Secondary Schools


151The Grading System


151Recording of Permanent Grades


151Student Transcripts of Academic Records


152Storage of Academic Records


152School Register and Government Forms


152Records and Reports


153Cumulative Records


153Permanent School Data


154School Catalogue/Bulletins/Student Handbook


154Student Residency Requirements


154Student Failure and Make-Up Work


155Graduation Exercises


155Senior Class Membership


155Graduation of Below-Average Students


155Library Standards for Primary Schools


158Library Standards for Secondary & Tertiary Education Institutions


158Organization and Equipment


159Printed Materials


160Library Expenditures


160Library Director (Librarian)


161Library Hours


161School Curriculum Library


162Primary School


163Acceleration/Advance Placement of Primary Students


164Exceptional Child in Primary School-Grade Placement & Acceleration


164Guidelines for Child's Initial Entrance


165Secondary School Curriculum


165Religion Classes In Secondary Schools


166Vocational and Industrial Training


166Secondary Credit in Music


167Typing Minimum Credit Standards


167Shorthand Minimum Credit Standards


167Secondary Student Load


168Co-Curricular Point Guidelines for Students


169Tutoring


169Acceleration/Advanced Placement of Secondary School Students


170Secondary Graduation of Below-Average Students


170Secondary Textbooks


171Work Experience Education


171Work Experience


172Securing Authorization For Tertiary Curriculum


173Tertiary Education Courses


173Objectives for Ministerial Training


176Requirements for College/Tertiary Credit


176Time Standards for Colleges/Tertiary Institutions


176Sports


176Competitive Sports


177Contests


177Tour/Project Groups


193Basic Principles of Adventist School Finance


194Church Educational Funds


195Providing Funds for Capital Expenditures for Schools


195Financial Crisis Management Policy


197School Budget


198Financial Statements


198Operating Grants and Subsidies to Schools


200Operating Capital


200Student Accounts Receivable


201Cash Policy, Advance to Employees


201Tuition Rates and Fees


201School Fees


202Educational Remuneration Policy


206Increments


206Application of the Wage Scale


206Student Tithe


206Annual Vacation Pay for Teachers


207Book Allowance


208Rent and Home Owner's Subsidies


208Sabbatical Leave


213Severance Allowance


216The Retirement Plan


216Bursary/Education Aid Policy


216FUNDING


217Qualifications and Needs of Applicants


217Guidelines for Bursary/Education Aid Students


219Application Procedure


222Progress Evaluation


222Grades and Transcripts


222Travel and School Expenses -- Study Outside SSD


226Travel and Upgrading Expenses -- Outside of the Home Area but Inside the SSD


230Travel and School Expenses -- Study in Home Area


231Additional Allowances


233Travel Accident and Personal Effects Insurance


233Amortization of Upgrading Expense


235Unmarried Dependent Children


236Contract/Deed With Employees


238Special Assistance for School Expenses


239Union’s Responsibility for Excess Expenses


239Financial Remunerations


245Upgrading of Teachers Within Unions


246Upgraded Employees to Return to Sponsoring Organization after Study


246Education Upgrading Funds to be used in Adventist Schools


247Education Upgrading Funds Extension Programs


247Financial Responsibility for Sponsorship


247Scholarship Grants To Dependents of Employee


247Literature Evangelist Scholarship Plan


247Primary School Budget


248Primary School Subsidies


248Operating Statements for Primary Schools


249Payment of Primary Teachers


249Purchase of Equipment and Supplies


249Stewardship Principles in Church Schools


250Assistance to Worthy Students


250Secondary Worthy Student Fund


250Evangelism Funds


251College Evangelism Funds


252Exchange Professors


252Substitute Teachers


253Industries


254Travel Accident Insurance-National


254Conflict of Interest Policy


256Conflict Of Interest Declaration


257Government Aid for Schools


261Qualifications of Department of Education Personnel


261Union Directors of Education


261Union Supervisors of Primary Education


262Superintendents of Education


262Supervisors of Primary Education


263Non Discrimination Policy


263Statement of Academic Freedom


264Theological Freedom and Accountability


264Dealing with Controversial Issues


264Credentials & Licenses & Certification


268Certification of Teachers


270Basic Teaching Certificate


273Standard Teaching Certificate


281Administrator Certificate


289Professional Ethics for Teachers


291Teacher Relationships


292Educator's Responsibilities


292Probationary Teacher Termination


294Administrator Tenure and Transfers


295The Journal of Adventist Education


295Sexual Harassment


296Acquired Immune Deficiency Syndrome (AIDS) & Chemical Dependency


296Local Church Education Secretary


297Seminars for School Board Members


297Responsibilities of the Primary School Teacher


299Principal’s Duties


300Vice-Principal’s Duties


301Meetings and Programs


301Preschool Activities and Registration


302Year-End Responsibilities


302School Related Activities


303Primary School Teacher Load


304Secondary Teaching Load


304Secondary School Principal's Load


305Co-Curricular Guidelines for Secondary Teachers


306Academic Rank of Higher Education Teachers


309Religion/Bible Teachers


310College Teaching Load


311School of Nursing Teaching Load


314A Bill Of Rights for Student


314Code of Student Behavior


315Adventist Child Census


315Student Dress


316Citizenship


316Discipline


316Class Attendance


317Absences and Excuses


317Physical Examinations


317Health Service


318Health Records


318Exceptional Students--The Gifted


318Slow Learners


318Accelerated/Fast & Slow Learners


319Exceptional Students--Special Education


320Language Other Than the Mother Tongue


320Religious Education for Adventist Children Not in Adventist Schools


320School Publications


321Home and School Association


321Admission of Primary School Students


322Housing of Students


322Essential Competencies for Tertiary Education Graduates


322AMiCUS--Organization and Promotion


325Guidelines for School Construction


325Education Survey


325Procedures for Building Development


325Procedures for Building Development


326Site Selection


327Construction


327Construction and Plans


328Southern Asia-Pacific Division Approval


329Materials


329Alterations and Additions


329Arrangement - Site Plans


330Land and Buildings - Sales and Purchases


330Repairs


330Fire Protection in Denominational Buildings


330New Construction


331Existing Buildings


332Fire Insurance and Extended Coverage


333Theft Insurance


333Campus Maintenance Guidelines


335Classrooms for Primary Schools


339School Facilities and Equipment Profile


340Teaching Equipment and Aids


340School Supplies


341Toilet Facilities


341Fireproof Storage


342Safety Education--SDA Philosophy & Central Purpose


342Statement of Central Purpose


347Accreditation of Education Institutions


347Introduction


347Purpose of AAA


348All To Be Accredited


348Fees for Accreditation


349Elementary Level Accreditation


349The Evaluation Process


350Goal of Self-study


352Team Activities


352Evaluations other than AAA


353Oral Exit Report


353Term of Accreditation


354AAA Issues Certificate


354School Responds to Recommendations


354School System Evaluation in the SSD


355Evaluation of Schools


355Kindergarten and Primary Schools


355Secondary Schools


355Colleges and Schools of Nursing


355Self Evaluation


356Institutional Stability


356Evaluation versus Supervision


356Academic Assessment


358Accreditation Organizations


358Elementary Level Accreditation


359Secondary Accreditation Visiting Committee Report


359Appointments & Scheduling


359Visiting Committees


360Preparation for Visiting Committee


361Accreditation


361Annual Written Reports


362Accreditation Extension Review Committee


362Minimum Standard for Accreditation


364Higher Education Institution Internal Survey


364Affiliation Procedures --- SSD Higher Education


10INDEX





DIVISION EDUCATION DEPARTMENT
FE 1000 SSD Department of Education TC "SSD Department of Education" \f C \l "1" 
 XE "SSD Department of Education:Division Department" Division Department
The SSD Department of Education is responsible to the SSD Executive Committee for matters related to Seventh-day Adventist education.

 XE "SSD Department of Education:Personnel" Personnel TC "Personnel" \f C \l "2" 
The personnel or staff of the SSD Department of Education shall consist of the Director of Education, Associate Director(s) of Education and other education specialists as need, where appointed, Assistant Director(s) of Education.

 XE "SSD Department of Education:Functions" Functions TC "Functions" \f C \l "2" :

1. Promotion and Reporting

a. To promote and interpret the education policies and structure of the SSDWP and the SSDWPE.
b. To publish education bulletins, periodicals, and monographs as may be needed.
c. To provide leadership, inspiration, and interpretation of Seventh-day Adventist education throughout the SSD territory.
d. To report educational progress, strengths, and needs to the Church including the World Report to the GC

e. To assist in the articulation and coordination of educational interests throughout the system.
2. Planning and Leading

a. To provide strategic/long-range, short-term/project, and operational planning;

b. To develop department programs, activities, and materials.
c. To initiate the development and monitoring of a cohesive sequence of Adventist education at all levels in accordance with policies of the SSD and of the GC Department of Education and to work in cooperation with the Union and local Conference/Mission Departments of Education.
d. To seek to maintain Christian education on a spiritual, practical, and professional level of balance and quality.
e.
*To serve as a clearinghouse for requests, problems, and recommendations on educational matters.
3. Personnel Development

a. To manage the SSD Bursary/Education Aid and
 LEAD, Nelson and other scholarship funds; distributing SSD allocated funds for that purpose to the unions and institutions accounts; processing and screening applications, managing scholarship fund distribution to sponsored students, reporting on distributed fund balances to related unions and institutions according to policy.

b. To find, develop and distribute education administrative resources that will assist in the successful operation of the schools.
c. To plan and arrange continuing education opportunities for educational personnel within the Division in such things as teacher conferences, workshops and forums.

4.  Office Responsibilities

a. To keep SSD Department of education staff meeting minutes for mutual understanding and communication.
b. To maintain an inventory of educational equipment, resources, data and information.

c. To operate the department within the budgets set by the SSD Executive Committee for strategic plans, departmental expenses, travel and other financial parameters.  
5. Boards and Committees

a. To process agenda items to the SSD Education Committee for consideration.
b. To organize and preside over SSD education councils, commissions, and ad hoc advisory committees in harmony with the SSDWPE, and to serve on other boards and committees as may be appointed.
c. To serve as ex officio member(s) of all school and educational boards within the Southern Asia-Pacific Division.
d. To convey to the SSD Education Committee, the SSD Department of Education recommendations for study and action.
6. Curriculum Development and Resources

a. To manage the printing, payment of editorial fees, promotion, distribution and collection of subscription fees and translation when possible of the Journal of Adventist Education with the goal of reaching every Adventist teacher with the Journal.

b. To develop Adventist curriculum materials and resources appropriate for Asia that are vital to the mission of the Church in its education ministry.
c. To work for the improvement of learning and instruction including curriculum development.

7. Policy

a. To initiate and channel recommendations regarding policy to the appropriate committees of the SSD.
b. To recommend to the SSD Education Committee proposed amendments/changes and additions in the SSD Working Policy Book II – Education (SSDWPE).
c. To distribute the SSD Education Policy throughout the Division and provide and promote education about it.
8. Accreditation and Evaluations

a. To oversee the accreditation process assuring that it is functioning effectively at all educational levels, training accreditation team members, scheduling accreditation visits and assigning evaluation teams for the high school level.
9. Supervision

a. To participate in the supervision and evaluation of the Unions' Department of Education, school programs, and personnel.
b. To schedule periodic field appointments and itineraries to fulfill education functions.
c. To require from institutions through Missions, Conferences, Union Missions, and Union Conferences, reports as may be requested by the SSD Education Department and the General Conference Education Office.

d. To make recommendations regarding selection of personnel for key positions in the education system.

e. To serve as consultants for education sessions, such as boards, councils, curricular, and co-curricular groups.
f. To serve as consultants on campus and school building construction plans for the SSD Building Committee.
g. To train, orient, evaluate and monitor the union and attached missions and field offices of education to ensure their effectiveness in carrying out the policy and mission of Adventist Education in the SSD.
h. To monitor vital education indicators and set strategic plans for their improvement in all unions and attached fields.
i. To monitor legal issues related to education and establish procedures to ensure the unions and institutions address them.  Such things as board memberships, constituency meetings, bylaws requirements, government registrations and land ownership requirements which need special attention. 
FE 1005  XE "SSD Education Committee (Legislative & Administrative):Secretary of the SSD Education Committee" SSD Education Committee Secretary TC "SSD Education Committee Executive Secretary" \f C \l "1" 
The SSD Education Committee Secretary shall:

a.
Perform, exercise, and discharge the functions of  the Committee.

b.
Administer all policies and departmental functions stated in the SSDWPE along with any that are prescribed by the Education Committee.

c.
Organize the work of the Department in such ways as are consistent with the provisions of the office and in such ways as he may determine to be necessary for efficient and effective operation.
d.
Issue and promulgate, in the name of the Department, such policies as may be authorized by the Education Committee.

e.
Formulate and promulgate policies for the efficient conduct of the work and general administration of the Department.

f.
Make an annual report to the Education Committee and issue such other reports as the Committee may from time to time request.

g.
Coordinate effectively the activities of the Department in a manner designed to eliminate overlapping and duplicating functions.

h.
Delegate to associates or assistants in the Department such of his/her responsibilities as he/she may deem desirable, to be exercised under his/her supervision and direction and voted by the education committee.

i.
Operate the office of the Executive Secretary within the budget provided by the SSD Executive Committee.

j.
Follow up on any actions of the committee.

FE 1010 
SSD Education Committee TC "SSD Education Committee" \f C \l "1"  XE "SSD Education Committee"  (SSDEC) 
 XE "SSD Education Committee (Legislative & Administrative):Composition" 


 XE "SSD Education Committee:Membership" Membership of the SSD Education Committee TC "Membership of the SSD Education Committee" \f C \l "2" :
The membership of the SSDEC shall be designated by the SSD Executive Committee.  Membership shall include following:

SSD President (or designee) Chair

SSD Director of Education, Secretary

GC   Director and/or Associate Director of Education


SSD Secretary, Vice-Chair

SSD Treasurer or his/her designee
SSD Associate/Assistant Directors of Education

SSD Youth Department Director

SSD Children’s Ministry Director

SSD Other Department Directors as appointed by the SSD Executive Committee

The SSDEC while dealing with special local issues may invite personnel from those local areas to serve on the Education Committee as voting members during the discussion pertaining to that local area.

 XE "SSD Education Committee:Functions" Functions of the SSD Education Committee TC "Functions of the SSD Education Committee" \f C \l "2" : (Legislative & Administrative)

The functions of the SSDEC shall be:

a.
To initiate and develop an articulated system of education (Kindergarten through secondary education and higher education) in the SSD, establish general guidelines, coordinate the activities, and maintain general overview of the system of education.

b.
To conduct research on the needs and outcomes of education in the SSD on all levels.

c.
To develop and maintain a comprehensive long-range master plan subject to regular review, updating, and revision.

d.
To recommend or approve and facilitate the establishment or discontinuance of schools, programs, institutes, workshops, and other units as may be indicated by the master plan.

e.
To recommend standards and criteria application to all education institutions and their programs.

f.
To provide for visitation of Missions/Conferences and Unions to ascertain their manner of conducting their affairs and their implementation of the policies of the SSD Department of Education.

g.
To implement approved financial programs to assist education institutions, personnel, and plans.

h.
To develop organization functions and job descriptions for Departments of Education and education institutions on all levels in the SSD territory.

i.
To approve bursary and educational requests for teacher upgrading when applicants meet the requirements of the policy and funds are available.

j.
To process applications for senior secondary and higher education (tertiary and/or graduate) status.

k.
To establish certification policies for education personnel
l.
To facilitate liaison in conjunction with the Union and with governmental agencies in the respective countries that relate to private and church-sponsored schools and education institutions.

m.
To supervise the production, publication, and marketing of selected textual materials.

n.
To promote the integration of faith and learning on all levels of instruction.

o.
To cooperate with the Unions' Department of Education in initiating and/or coordinating in service education programs.

p.
To develop a statement and/or criteria of basic education needs at all levels in terms of the philosophy of Seventh-day Adventist education, which will serve as a framework for all areas of curriculum development.

q.
To be responsible for the formulation, supervision, and evaluation of an ongoing comprehensive curricular program development on all education levels.

r.
To supervise the application of salaries and perquisite schedules in accordance with SSD policy and recommend general Board personnel policies for the institutions.

s.
To encourage harmonious and cooperative relationship between and among the various units within the system.

t.
To review periodically existing programs of instruction, research, and training for denominational service in the schools, and to advise them regarding desirable change.

u.
To keep the Division informed of the needs and accomplishments, both qualitative and quantitative, of education through periodic reports, releases, conferences, and other means.

v.
To adopt and implement existing policies in the SSDWP for all levels of education.

w.
To advise the SSD Executive Committee with regard to the establishment of schools and the elevating to an advanced status of education institutions.

x.
To act as an advisory committee for the SSD Executive Committee on all types and levels of education problems, policies, standards, and practices.

y.
To recommend SSD requests and recommendations to the Adventist International Board of Education.

z.
To cooperate with the SSD Commission on Accreditation.


aa.
To direct selected actions of the SSD Education Committee to the SSD Executive Committee for approval.
ab.
To convene sessions of the SSDEC with field representation if desired, with the understanding that membership, time, and place(s) shall be determined by the SSD Executive Committee at its annual meeting.

ac.
To approve the applications for college personnel sabbaticals according to policy and when funds are available.

1. 
 XE "SSD Education Committee:Quorum" Quorum TC "Quorum" \f C \l "2" :
A quorum shall consist of an SSD officer, SSD Education Director or associate and three members or invited SSD Departmental Directors.
2.
 XE "SSD Education Committee:Meetings" Meetings
The Education Committee shall convene sessions with field representation, if desired, with the understanding that membership, time and place(s) shall be determined by the SSD Administration.  Usually it will meet on a weekly basis when the SSD Education Director or Associate is in the office.  

3.
Terms of Reference TC "Terms of Reference" \f C \l "2" 

 XE "SSD Education Committee:Terms of Reference" 
The following are the terms of reference for the Education Committee voted by the SSD Executive Committee.  These need to be reconciled with the following list.

	Type of Action
	Recommend
	Remarks
	Power to Act



	1.  To approve itineraries
	     
	
	X

	2.  Develop/recommend

Budget
	X
	To Strategic Planning/ Budget Committee
	

	3.  Recommend strategic             Plans, long-range goals and objectives
	X
	To SSD ADCOM
	

	4.  Administer departmental budget
	
	
	X

	5.  Plan and coordinate budgets
	
	
	X

	6.  Monitor, review, evaluate direct departmental activities in the field
	
	
	X

	7.  Plan/Coordinate itineraries for visiting departmental personnel
	
	
	X

	8  Approve continuing education of Education Dept. directors and interdivision workers who are in the educational system
	
	
	X

	9.  Recommend requests for service
	X
	To SSD ADCOM
	

	10.  Coordinate Departmental services and activities and quinquennial meetings
	
	
	X

	11. Approve dates and location for quinquennial meetings
	X
	To SSD ADCOM
	

	12. Recommend additional/revision of departmental policies
	X
	To SSD EXECOM
	

	13. Approve Bursary Plan candidates
	
	
	X

	14. Approve Sabbatical Leave candidates
	
	
	X

	15. Approve Educational Aid Plan candidates 
	
	
	X

	16. Approve Scholarships (from colleges and universities outside SSD) candidates
	
	
	X

	17. Approve dates, personnel, and plans for Inter-Union Educational Coordinating Councils
	
	
	X

	18. Release funds to colleges for College Teaching Upgrading, & Sabbatical
	
	
	X

	19. Recommend budget requests for departmental expenditures, Educational Aid, College Teacher Upgrading, Sabbatical
	X
	To Strategic Planning/Budget Committee
	

	20. Recommend opening of new academies
	X
	To SSD EXCOM
	

	21. Approve guest lecturers/consultants from outside SSD
	X
	SSD ADCOM
	

	22. Approve dates and memberships of College Evaluation and interim visits
	X
	To SSD EXECOM & GC
	

	23. Recommend opening of junior college or new college, upgrading of college level from junior college to senior college or from undergraduate to graduate program and approval of offering a new college curriculum
	X
	To SSD EXECOM
	

	24. Review SSD policies on upgrading
	
	
	X

	25. Make recommendations regarding # 24
	X
	To SSD EXECOM
	

	26. Develop an integrated approach to an equitable upgrading system for all functional area of work
	X
	To SSD EXCOM
	

	27. Review of the various upgrading programs offered by the Division annually
	
	
	X

	28. Review of the various upgrading programs offered within unions annually
	
	
	X

	29. Make recommendations
	X
	To SSDEXECOM
	

	30. Work with academic institutions within the SSD for the purpose of determining that offerings are relevant to needs of the church
	
	
	X

	31. Make recommendations regarding # 30
	X
	To SSD EXECOM
	

	32. Work with the Strategic Planning & Budgeting Committee in the assignment of funds for upgrading programs
	X
	To Strategic Planning/Budgeting Committee
	

	33. Research cost effectiveness of existing programs
	
	
	X

	34.  make contact with the GC and other world divisions and compare our programs with theirs
	
	
	X


compare our programsX

with their

FE 1012 SSD Commission on Accreditation (Legislative) TC "SSD Commission on Accreditation (Legislative)" \f C \l "1" 
 
*The SSD Executive Committee shall have a standing SSD Commission on Accreditation  whose membership shall be nominated by the SSD Department of Education, and approved by the SSD Executive Committee and the   GC Board of Higher Education

 XE "SSD Commission On Accreditation (Legislative):Membership" Membership TC "Membership" \f C \l "2" 
1.
The SSD Commission on Accreditation shall consist of the following members:

a.
Chair
Division Director of Education

b.
Secretary
Division Associate Director

c.
Division Assistant Director (when one is appointed)

d.
Ex-officio
President of Division

Secretary of Division

Treasurer of Division

Director/Associates, General Conference and Division Departments of Education

e.
Group I 
One Union Director of Education and one tertiary level/university institution president.  (To be selected on a rotation basis)

f.
Group II 
(Three representatives from the following:
Union President

Conference/Mission President

Principal of Academy

Superintendent of Education

Director of a School of Nursing)
(Must represent from the remaining Unions not represented in Group I)
Sixty percent of the total membership must include persons devoting their full time to education in the Division.

The SSD Commission on Accreditation is delegated authority by the Accrediting Association of the General Conference of Seventh-day Adventist Schools, Colleges and Universities (AAA) also known as the “Adventist Accrediting Association”  to direct the program of accreditation in the Division on the primary and secondary levels and to grant accreditation.  Recommendations from the Commission on Accreditation for accreditation of secondary schools and tertiary level schools are to be reviewed and confirmed by the Accrediting Association of the General Conference of Seventh-day Adventist Schools, Colleges and Universities (AAA).
2.
Membership other than those from the SSD shall have alternating appointments for a five-year period, with approximately one-half being appointed mid quinquennium.

3.
The SSD Commission on Accreditation shall meet biennially at the time of the Division Mid-year and Year-end Sessions

4.
In the interim between the scheduled meetings an executive committee consisting of at least five members, including the Division Director of Education and his/her associates and other available members, may serve in place of the full committee.

 XE "SSD Commission On Accreditation (Legislative):Functions" Functions TC "Functions" \f C \l "2" 
This representative Commission shall be appointed to:

a.
Establish Kindergarten through high school guidelines in the SSD territory concerning

i.
Criteria for denominational accrediting.


ii.
Criteria for requirements in teaching and learning.

iii.
Procedures for evaluation of schools, programs, and personnel.

iv.
Other needs as deemed pertinent.

b.
Appoint survey, evaluation, and inspection teams as may be needed, the authorization for which to be voted by the SSD respective committees and travel expense to be borne by the employing organizations or institutions.

c.
Evaluate periodically the effectiveness and outcomes of existing structure, programs, and services.

d.
Consider requests of the SSD Department of Education and to present the findings and recommendations to the GC Board of Regents for action.

FE 1014   XE "SSD Quinquennial Education Advisory Council" SSD Quinquennial Education Advisory Council TC "SSD Quinquennial Education Advisory Council" \f C \l "1" 
 
The SSD Department of Education shall plan a Division-wide Quinquennial Education Advisory Council, the time, place(s), and attendance to be authorized by an Annual Meeting of the SSD Executive Committee.

The participants shall include the following:

General Conference Personnel Department of Education/

Officers)

SSD Officers (or designee)

Chair, SSD Education Committee
SSD Director and Associate Director(s) of Education
Union Mission/Union Conference/Attached Field Directors and Associate Directors of Education

Conference/Mission Superintendents of Education (at least 1 from each Union)
Graduate School/Seminary (selected administrators and teachers)
Tertiary/University Administrators (selected number of Pres/Mgrs/Board Chair /Acad Deans/Deans of Students, Chair, and Teacher Training Dept.)
Secondary School Administrators (at least 1 from each Union)
Other Invitees may be included
FE 1016 SSD Graduate Board of Education TC "SSD Graduate Board of Education" \f C \l "1" 
 XE "SSD Graduate Board of Education:Membership" Membership TC "Membership" \f C \l "2" 
The Board shall consist of the following members:

a.
Division Senior Officers

b.
Department of Education directors and associates

c.
Health Department director 

d.
Union/Attached Mission Presidents

e.
College Presidents with Graduate Programs

f.
Adventist Health Systems ASIA President 
g.
*Other Outstanding Educators:

The  XE "SSD Graduate Board of Education:Executive Committee" Executive Committee shall consist of the following members:

a.
Education Department Personnel

b.
Division Senior Officers (At least one present)

c.
*College Presidents with Graduate Programs 

d.
*Educational Directors  

*Would attend when meeting is held in their geographical area or when attending other meetings that are being held in conjunction with the SSD annual committees.

GRADUATE BOARD OF EDUCATION Terms of Reference TC "Terms of Reference" \f C \l "2" 

 XE "SSD Graduate Board of Education:Terms of  Reference" 
	Type of Action
	Recommend
	Remarks
	Power to Act

	1. Coordinate needs assessment for SSD graduate education
	
	
	X

	2. Develop a mission statement and a strategic plan for graduate education
	X
	To SSD EXECOM 

To GC Int’l Board
	

	3. Develop policy and guidelines for the operation of graduate

Education
	X
	To SSD EXECOM
	

	4. Develop graduate education criteria

	X
	To SSD EXECOM 

To GC Int’l Board of Education
	

	5. Develop procedures for evaluation and criteria for accreditation
	
	
	X

	6. Recommend new graduate programs
	
	
	X

	7. Coordinate seminars, enrichment programs and faculty upgrading
	
	
	X

	8. Coordinate and stimulate 

graduate research in area of needs
	
	
	X

	9. Recommend appointment of personnel for graduate education
	X
	To Institution’s Board
	

	10. Recommend budget 

development to finance graduate education


	X
	To Institutional Administration 

To SSD Finance/Budget Committee
	


 XE "SSD Graduate Board of Education:Role and Function" Role and Function TC "Role and Function" \f C \l "2" 

The role and function of the Graduate Board of Education is:

a.
To evaluate graduate programs.

b.
To recommend authorization and approval of programs.

c.
To supervise graduate programs.

d.
To serve as a liaison with GC Boards.

e.
To assist with the ranking of graduate professors.

f.
To assist with publishing research.

g.
To develop evaluation criteria for approval.

h.
To develop procedures for evaluation.

i.
To develop criteria for separate schools within a college.

j.
To develop criteria for accreditation.

k.
To conduct needs assessment for graduate education in SSD.

l.
To assist in institutional mission and planning.

m.
To develop policy and guidelines for:


i.
Growth and development


ii.
Duplication of programs


iii.
Graduate Bursary


iv.
Evaluation

 XE "SSD Graduate Board of Education:Areas of General Function" Areas of General Function TC "Areas of General Function" \f C \l "2" 
The areas of general function are:

a.
To assist with the management and finance of programs.

b.
To coordinate seminar enrichment programs.

c.
To coordinate and stimulate graduate research in areas of need.

d.
To provide a forum for critical issue problem solving.

e.
To provide a forum for development of academic development, research and new ideas.

 XE "SSD Graduate Board of Education:General" General TC "General" \f C \l "2" 
a.
Board should meet two times per year

b.
Executive Committee to meet as needed

c.
To be advisory body to all graduate programs
d.
Executive Committee to be empowered to act on behalf of the larger board.

.

FE 1024  XE "Right of Appeal of Institutions" Right of Appeal of Institutions TC "Right of Appeal of Institutions" \f C \l "1" 
Any action of the SSDEC, kindergarten through higher education, involving a specific institution or unit may be appealed by the same in writing within 60 days of notification of such action.  Such an appeal may be supported by the representation of no more than 3 persons during a meeting of the SSDEC.  The Education Committee in closed session then shall render its decision.  Further appeal may be made to the SSD Executive Committee in serious and far-reaching decisions.

FE 1025 College Presidents Council TC "College Presidents Council" \f C \l "1" 
A council of the tertiary and graduate school presidents will be held annually to discuss strategic plans, vital indicators and issues relating to Adventist Higher Education.  The meeting will be led by the SSD education director and attended by the college and university presidents, Division officers and education directors and tertiary board chairs.  Other speakers and college personnel may be invited according to the need and the issues that are being addressed.

FE 1026 Union Education Council
A council of the union and attached mission Education Directors will be held annually to discuss strategic plans, vital indicators and issues relating to Adventist Education.  This may be done regionally to minimize expenses.  The meeting will be led by the SSD Education Director and attended by the Union Education Directors and Associates and Division Education Directors.  Other speakers and school administrators may be invited according to the need and the issues that are being addressed.

UNION EDUCATION DEPARTMENT
FE 1030 Union Department of Education TC "Union Department of Education" \f C \l "1" 
The Union shall have a Department of Education as an advisory and administrative office in the area of Adventist education, operating within a structure authorized by the Union Executive Committee which is its constituent body, to carry out leadership, planning, and supervisory functions concerned with Adventist education on all levels.  The approval of financial policies and budgets are the responsibility of the Union Executive Committee.

1.
 XE "Union Department of Education:Personnel" Personnel TC "Personnel" \f C \l "2" 
a.
Director of Education 

The Union Director of Education shall be recognized as the chief education officer of the Union. He shall be expected to implement the functions of the Union Department of Education.

b.
Staff (such as Associates, Assistants, Supervisors, as needs require and finances permit.)
2.
 XE "Union Department of Education:Functions" Functions
1. Promotion and Reporting

a.
To promote and interpret the education policies and structure of the SSDWP and the SSDWPE at the Union level.
b.
To publish education bulletins, periodicals, and monographs as may be needed.
c.

To provide leadership, inspiration, and interpretation of Seventh-day Adventist education throughout the Union territory.
d.
To report educational progress, strengths, and needs to the Church including the World Report to the GC

e.
To assist in the articulation and coordination of educational interests throughout the Union educational system.
2. Planning and Leading

a. To provide strategic/long-range, short-term/project, and operational planning;

b. To develop department programs, activities, and materials.
c. To initiate the development and monitoring of a cohesive sequence of  Adventist education at the Union level in accordance with policies of the SSD and of the GC Department of Education and to work in cooperation with the local Conference/Mission Departments of Education.
d. To seek to maintain Christian education on a spiritual, practical, and professional level of balance and quality.
e. *To serve as a clearinghouse for requests, problems, and recommendations on educational matters.
3. Personnel Development

a.
To manage the SSD Bursary/Education Aid and other scholarship applications with careful input from Conference/Mission superintendents and institution boards, processing and screening applications, monitoring scholarship fund balances and tracking student progress according to policy.

b.
To find, develop and distribute education administrative resources that will assist in the successful operation of the schools.
c.
To plan and arrange continuing education opportunities for educational personnel within the Union in such things as teacher conferences, workshops and forums.

4.  Office Responsibilities

a.
To keep Union department of education staff meeting minutes for mutual understanding and communication.
b.
To maintain an office inventory of educational equipment, resources, data and information.

c.
To operate the department within the budgets set by the Union Executive Committee for strategic plans, departmental expenses, travel and other financial parameters.  
5. Boards and Committees

a.
To process agenda items to the Union Education Committee for consideration.
b.
To organize and preside over Union education councils, and ad hoc advisory committees in harmony with the SSDWPE, and to serve on other boards and committees as may be appointed.
c.
To serve as ex officio member(s) of all school and educational boards within the Union.
d.
To convey to the Union Education Committee, the Department of Education recommendations for study and action.
6. Curriculum Development and Resources

a.
To manage the, promotion, distribution and collection of subscription fees and translation when possible of the Journal of Adventist Education with the goal of reaching every Adventist teacher with the Journal.

b.
To develop Adventist curriculum materials and resources appropriate for Asia that are vital to the mission of the Church in its education ministry in the Union.
c.
To work for the improvement of learning and instruction including curriculum development.

7. Policy

a.
To initiate and channel recommendations regarding policy to the appropriate committees of the Union and SSD.
b.
To recommend to the SSD Education Committee proposed amendments/changes and additions in the SSD Working Policy Book II – Education (SSDWPE).
c.
To distribute the SSD Education Policy throughout the Union and provide and promote education about it.
8. Accreditation and Evaluations

a.
To oversee the accreditation process assuring that it is functioning effectively at all educational levels within the Union, training accreditation team members, scheduling accreditation visits and assigning evaluation teams for the Elementary school level.
9. Supervision

a.
To participate in the supervision and evaluation of the Conference/Mission Departments of Education, school programs, and personnel.
b.
To schedule periodic field appointments and itineraries to fulfill education functions.
c.
To require from institutions through Missions and Conferences, reports as may be requested by the Union and SSD Education Department and the General Conference Education Office.

d.
To make recommendations regarding selection of personnel for key positions in the education system.

e.
To serve as consultants for education sessions, such as boards, councils, curricular, and co-curricular groups.
f.
To serve as consultants on campus and school building construction plans for the Union Building Committee.
j. To train, orient, evaluate and monitor the Conference/Mission and attached missions and fields offices of education to ensure their effectiveness in carrying out the policy and mission of Adventist Education in the Union.
h. 
To monitor vital education indicators and set strategic plans for their improvement in all part of the union and attached fields.
i.
To monitor legal issues related to education and establish procedures to ensure the union and institutions address them.  Such things as board memberships, constituency meetings, bylaws requirements, government registrations and land ownership requirements which need special attention. 
j.
To establish and monitor systems of student and faculty records management within each institution and Conference/Mission to ensure the security and safety of these vital records.
 TC "Functions" \f C \l "2" 
FE 1035  XE "Union Department of Education:Guidelines for Work Load" Guidelines for Work Load of Union Education Department TC "Guidelines for Work Load of Union Education Department" \f C \l "1"  Personnel
The following guideline is strongly recommended to ensure that the Union Department of Education personnel may have time to properly administer their functions and best serve the schools within their jurisdiction.  If the number of schools is:

a.
Less than 25 primary and with no more than three (3) secondary schools:  The Director of Education may be responsible for the work of an additional Department, such as Church Ministries.

b.
Between 25 and 40 primary and four (4) or more secondary schools:  The Director of Education should not be responsible for more than this one Department or he may have a second Department, if  a Primary Supervisor is provided.

c.
Forty-five (45) or more primary and seven (7) or more secondary schools:  The Director of Education should be responsible for this one Department only; further, he should be assisted by an Associate or Assistant , and both persons should be provided with adequate office secretarial help and travel budgets to accomplish the departmental work with efficiency and dispatch.

FE 1040 Union Education Committee TC "Union Education Committee" \f C \l "1" 
The Union Education Committee shall be the advisory and legislative body for the Union Department of Education and for the Union Committee in matters of Adventist education within the Union territory.  The Union Education Committee shall support the functions of the Education Department by its actions.  The Union Education Committee shall meet weekly when the Education Director is in the office and has agenda items.  All policies adopted by the Union Education Committee shall be in harmony with the SSDWP and the SSDWPE.

1.
 XE "Union Education Committee:Composition" Composition of the Union Education Committee TC "Composition of the Union Education Committee" \f C \l "2" 
The Union Education Committee shall vary in size and composition to meet the needs of the Union in Adventist education matters.  

2.
 XE "Union Education Committee:Membership" Membership of the Union Education Committee TC "Membership of the Union Education Committee" \f C \l "2" 
The Union Education Committee membership shall include:

a.
Ex-officio members: (maximum of 5)

Union President, Chair

Union Director of Education, Secretary

Union Associate Director of Education (if elected)

Union Secretary

Union Treasurer

b. Union Youth Director

Union Children’s Ministry Director

Other Departmental Directors as needed.

c. Others appointed as needed from local institutions including:

Academy Principal; 
Elementary Principal; College Teacher Training Faculty Member; College Administrator; laymen active in education.
 

Officers and Department of Education personnel from higher organizations, who are present, are ex-officio participants.

1. 
Quorum TC "Quorum" \f C \l "2" : XE "Union Education Committee:Quorum" 
*A quorum shall consist of a Union officer, Union Education Director or associate and four members or invited Union Departmental Directors.

2.
*Meetings TC "Meetings" \f C \l "2" 

 XE "Union Education Committee:Meetings" 
The Education Committee shall convene sessions with field representation, if desired, with the understanding that membership, time and place(s) shall be determined by the Union Administration.  Usually it will meet on a weekly basis when the Union Education Director or Associate is in the office.  

FE 1041 Terms of Reference TC "Terms of Reference" \f C \l "2" 

 XE "Union Education Committee:Terms of Reference" 
	Type of Action
	Recommend
	Remarks
	Power to Act

	1. Approve itineraries
	
	
	X

	2. Develop/Recommend budget

Budgeting Committee


	X
	To Union Strategic Planning Committee
	

	3. Recommend Strategic Plans, long-range goals and objectives
	X
	To Union Strategic Planning Committee
	

	4. Administer departmental budget
	
	
	X

	5. Plan and coordinate departmental 

programs/activities
	
	
	X

	6.  Monitor, review, evaluate, direct 

Departmental activities in the field
	
	
	X

	7. Plan/Coordinate itineraries for

visiting departmental personnel
	
	
	X

	9. Recommend requests for services


	X
	To Union ADCOM
	

	10. Recommend opening of new academies 
	X
	To Union ADCOM
	


 XE "Union Education Committee:Functions" Functions of the Union Education Committee TC "Functions Of The Union Education Committee" \f C \l "2" 
The functions of the Union Education Committee shall be:

a.
To give counsel and guidance to the overall development of the Adventist education system in the Union territory.

b.
To formulate and implement education policy and practice within the Union jurisdiction in harmony with the SSDWP and the SSDWPE.

c.
To consider agenda items on education recommended by the Union officers or Union Executive Committee.

d.
To approve guidelines for the school calendar and for school catalogues and publications.

e.
To cooperate with both church and state governance in the operation of Adventist education.

f.
To be the ultimate authority within the policies of the SSDWPE in determining the term(s) of approval for church-operated preschools, primary schools, and secondary schools in the Union territory.

g.
To make provision for an ongoing program of curricular and co-curricular development.

h.
To determine school and student admission policies.

i.
To monitor certification qualifications of personnel.

j.
To assist Boards of Control in recruitment and selection of Adventist administrators, faculty, and staff.

k.
To provide for in-service growth and development of education personnel.

l.
To prepare progress reports of the education program in areas, such as, child census, surveys of enrollment trends, school finance, curriculum development, and academic performance.

m.
To approve and/or recommend personnel upgrading and school advancement to a higher level in harmony with policy.

n.
To review the secondary and tertiary evaluation visit reports and to encourage and assist as possible the institutions in fulfilling the recommendations of these reports.

o.
To file a copy of the Union Education Committee minutes with the SSD Department of Education.

FE 1042  XE "Union Educational Coordinating Committee" Union Educational Coordinating Committee TC "Union Educational Coordinating Committee" \f C \l "1" 
Educational Coordinating Committees are recommended when two or more Unions desire to join in cooperative educational endeavors.

1.
Members are to consist of the following: tertiary/university presidents, Union directors of Education, the Union officers, the SSD Director of Education and/or Associate Directors of Education as may be available. Tertiary/university business managers and/or Academic deans may also be invited as may be deemed necessary by the chair.  Other educators who may directly benefit from the planned topics of discuss may be invited.

2.
These committees shall endeavor to meet bi-annually or as needed to coordinate the work of Christian education within the area.

3.
The Director of the SSD Department of Education, or a representative from the SSD, is to be chair of these committees.

4.
These committees are to be called by the SSD Department of Education in consultation with officers of the Unions involved.

FE 1044  XE "Union Quinquennial Education Council" Union Quinquennial Education Advisory TC "Union Quinquennial Education Council" \f C \l "1" 
1.
Each Union Executive Committee should make financial plans to conduct an Education Advisory on a quinquennial basis, making it possible for the education leaders and their administrators to coordinate their plans and objectives in order to seek solutions to educational problems.  

2.
Education policies are to be recommended to the Union Executive Committee.

3.
Such meetings may usually take place following the SSD Advisory the year following the General Conference Session.

4.
In conjunction within these meetings, specialized help may be sought from the Division and tertiary institution serving that territory.

FE 1046 Union Curriculum Committee TC "Union Curriculum Committee" \f C \l "1" 
Each Union/Bi-Union/Tri-Union Coordinating Council shall appoint a standing Curriculum Committee for each country/nation within its jurisdiction.

Function XE "Union Curriculum Committee:Functions" :
The curriculum of Adventist schools is of vital importance to the Church.  The Union Education Department must ensure that what is taught in the schools is fulfilling the mission and objectives of Adventist education.  Inasmuch as the Adventist comprehensive curriculum is taught in conjunction with state/country curriculum requirements local decision-makers can best prescribe, in counsel with the SSD Department of Education, the recommended curriculum and textbooks in Adventist kindergarten, primary and secondary schools.

The responsibilities and general function of the Union/Bi-Union/Tri-Union Coordinating Council Curriculum Committee for each country/nation shall be:

1.
General Curriculum Development TC "General Curriculum Development" \f C \l "2" 
 XE "Union Curriculum Committee:General Curriculum Development" 
a.
To assist the SSD Department of Education in the sequential and articulated development and implementation of distinctive curricula and co-curricula on all levels based on the philosophy and objectives of Adventist education.

b.
To promote the concept of responsibility for grassroots comprehensive curriculum development within the SSDWPE statements of Philosophy and Objectives.

c.
To develop conceptual programs and implementation of work-study-service for all educational levels in the Adventist schools.

d.
To explore and identify ways of organizing resources for the purpose of improving learning opportunities in the Adventist schools.

e.
To assist in the use of curricular guides for subject-matter and interdisciplinary concepts.

f.
To explore ways to achieve articulation in designated curricular areas.

g.
To cooperate with local Conference/Mission education personnel in coordinating Adventist curricula with state/government requirements.

h.
To assist the SSD Department of Education in the evaluation and monitoring of textual materials on all levels of instruction.

i.
To establish curricula with the SSD Department of Education and to fulfill essential competencies in curricula for graduates in Adventist schools.

j.
To evaluate and recommend proposals for experimental programs and research which may be desired or initiated by individual teachers and/or schools.

k.
To select textbooks and publish approved textbook lists for use within the union which best represent Adventist values and educational excellence when Adventist textbooks are not available.

2.
 XE "Union Curriculum Committee:Specific Curriculum Development" Specific Curriculum Development TC "Specific Curriculum Development" \f C \l "2" 
a.
To prepare a statement of philosophy, goals, and objectives of the Adventist comprehensive curriculum to give thrust/direction to the specific areas.

b.
To provide an outline or framework of the content, concepts, and skills to be taught in each discipline, subject, and class. This will correlate the subject areas(s) with biblical principles.

c.
To edit, publish, and market Adventist instructional materials, if deemed desirable and possible.

d.
To prepare curricula guides, recommended instructional materials, a variety of learning experiences, teaching aids, and evaluation techniques.

e.
To edit a course of study as a guide prepared by practicing school administrators, supervisors, and teachers.
 XE "Union Curriculum Committee:Membership" 
FF 1047  XE "Union Education Council" Union Council for Mission/Conference

Superintendents of Education & Secondary School Principals TC "Union Council for Mission/Conference" \f C \l "1" 
Each Union has the responsibility of conducting an education council annually for its:

1. 
Tertiary president(s)

2. 
Secondary school principals
3. 
Principals of Primary/Elementary school where there are 6 or more teachers in addition to the principal

4. 
Conference/Mission Superintendents of Education and associates
5. 
Tertiary Education Department Director.
The major purposes for this council are to provide professional growth through various means including guest presentations. Secondly, to discuss items of general interest that affects the whole scope of their educational system. This allows each of the educational leaders to listen and share so as to give each a better understanding of the educational issues and needs at all levels within their union. 
FF 1048 P-S  XE "Teacher Conventions" Teacher Conventions TC "Teacher Conventions" \f C \l "1" 
Union Executive Committees are to make budgetary plans for conducting Union-wide secondary and elementary teacher conventions which are to be held once in a five-year period. Conventions are to be planned at least one year in advance in order to schedule adequate personnel.
CONFERENCE/MISSION EDUCATION DEPARTMENT
FE 1050 Conference/Mission Department of Education TC "Conference/Mission Department of Education" \f C \l "1" 
The Conference/Mission Department of Education shall be the office of leadership for Adventist education in the local Conference/Mission territory within a structure defined by the local Conference/Mission Executive Committee.

 XE "Conference/Mission Department of Education:Personnel" Personnel TC "Personnel" \f C \l "2" 
The personnel of the Conference/Mission Department of Education shall be the:

a.
Superintendent of Education, and may include,

b.
Staff (such as Associates, Assistants, Supervisors, as needs and finances permit)
 XE "Conference/Mission Department of Education:Functions" Functions TC "Functions" \f C \l "2" :

1. Promotion and Reporting

a. To promote and interpret the education policies and structure of the SSDWP and the SSDWPE at the Conference/Mission level.
b. To publish education bulletins, periodicals, and monographs as may be needed to promote educational functions.
c. To provide leadership, inspiration, and interpretation of Seventh-day Adventist education throughout the Conference/Mission territory.
d. To report educational progress, strengths, and needs to the Church including the World Report to the GC

e. To assist in the articulation and coordination of educational interests throughout the Conference/Mission educational system.
2. Planning and Leading

a. To provide strategic/long-range, short-term/project, and operational planning;

b. 
To develop department programs, activities, and materials.
c. To initiate the development and monitoring of a cohesive sequence of Adventist education at the Conference/Mission level in accordance with policies of the Union, SSD and of the GC Department of Education and to work in cooperation with the local educational institutions.
d. To seek to maintain Christian education on a spiritual, practical, and professional level of balance and quality.
e. To serve as a clearinghouse for requests, problems, and recommendations on educational matters.
3. Personnel Development

a. To recommend candidates for Education Aid and other scholarships with careful input from institution boards, processing and screening applications, tracking student progress according to policy.

b. To find, develop and distribute education administrative resources that will assist in the successful operation of the schools.
c. To plan and arrange continuing education opportunities for educational personnel within the Conference/Mission in such things as teacher conferences, workshops and forums.

d. To recruit, train, orient, evaluate and monitor the principals and teachers of conference/mission to ensure their effectiveness in carrying out the policy and mission of Adventist Education. 

4. Office Responsibilities

a. To keep Conference/Mission department of education staff meeting minutes for mutual understanding and communication.
b. To maintain an office inventory of educational equipment, resources, data and information.

c. To operate the department within the budgets set by the Conference/Mission Executive Committee for strategic plans, departmental expenses, travel and other financial parameters.  
5. Boards and Committees

a. To process agenda items to the Conference/Mission Education Committee for consideration.
b. To organize and preside over Conference/Mission education councils, and ad hoc advisory committees in harmony with the SSDWPE, and to serve on other boards and committees as may be appointed.
c. To serve as ex officio member(s) of all school and educational boards within the Conference/Mission.
d. To convey to the Conference/Mission Education Committee, the Department of Education recommendations for study and action.
6. Curriculum Development and Resources

a. To manage the, promotion, distribution and collection of subscription fees and translation when possible of the Journal of Adventist Education with the goal of reaching every Adventist teacher with the Journal.

b. To develop Adventist curriculum materials and resources appropriate for Asia that are vital to the mission of the Church in its education ministry in the Conference/Mission.
c. To work with the kindergarten, primary and secondary schools on securing and using Union approved textbooks to be used in the Adventist schools within the Conference/Mission. 
7. Policy

a. To initiate and channel recommendations regarding policy to the appropriate committees of the Conference/Mission, Union and SSD.
b. To recommend to the Union proposed amendments/changes and additions in the SSD Working Policy Book II – Education (SSDWPE).
c. To distribute the SSD Education Policy throughout the Conference/Mission and provide and promote education about it.
8. Accreditation and Evaluations

a. To oversee the accreditation process assuring that it is functioning effectively at all educational levels within the Conference/Mission, training accreditation team members, scheduling accreditation visits for the Elementary school level.
9. Supervision

a. To participate in the supervision and evaluation of the school boards and administrators, school programs, and personnel within the Conference/Mission.
b. To schedule periodic field appointments and itineraries to fulfill education functions.
c. To require from institutions, reports as may be requested by the Union and SSD Education Department and the General Conference Education Office.

d. To make recommendations regarding selection of personnel for key positions in the education system.

e. To serve as consultants for education sessions, such as boards, councils, curricular, and co-curricular groups.
f. To serve as consultants on campus and school building construction plans for the Conference/Mission Building Committee.
g. To monitor vital education indicators and set strategic plans for their improvement in all part of the Conference/Mission and attached fields.
h. To provide training to the local church education secretaries (See SDA Church Manual, pp109, 128).
FE 1053  XE "Control and Supervision of Schools" Control and Supervision of Schools TC "Control and Supervision of Schools" \f C \l "1" 
1. No new primary school shall open without Conference/Mission approval.

2. New schools should not be opened unless the tuition charge can fully support the teachers on the Union wage scale.

3. New school should not be opened unless they have union approved textbooks for at least 70% of the students for every class

4. New schools should not be opened unless the teachers are Adventist certified.

5. All schools shall be conducted in harmony with educational policies and regulations adopted by the SSD and the respective Union Executive Committee.

FE 1054 Terms of Reference for Department Activities TC "Terms of Reference for Department Activities" \f C \l "1" 

 XE "Conference/Mission Department of Education:Terms of Reference" 
	Type of Action
	Recommend
	Remarks
	Power to Act

	1. Approve itineraries
	
	
	X

	2. Develop/Recommend budget

Budgeting Committee
	X
	To Conference/Mission Strategic Planning Committee
	

	3. Recommend Strategic Plans, long-range goals and objectives
	X
	To Conference/Mission Strategic Planning Committee
	

	4. Administer departmental budget
	
	
	X

	5. Plan and coordinate departmental 

programs/activities
	
	
	X

	6.  Monitor, review, evaluate, direct 

Departmental activities in the field
	
	
	X

	7. Plan/Coordinate itineraries for

visiting departmental personnel
	
	
	X

	8. Recommend requests for services
	X
	To Conference/Mission ADCOM
	

	9. Recommend addition/revision of departmental policies
	X
	To Conference/Mission ADCOM
	

	10. Recommend opening of new academies 
	X
	To Conference/Mission ADCOM
	


FE 1055  XE "Conference/Mission Department of Education:Guidelines for Work Load" Guidelines for Work Load of Conference/Mission

Education Department Personnel TC "Guidelines for Work Load of Conference/Mission Education Department Personnel " \f C \l "1" 
The following guideline is recommended to ensure that the Conference/Mission Department of Education personnel may have time to properly administer their functions and best serve the schools within their jurisdiction.  If the number of schools is:

a.
Less than 30 primary and secondary teachers:  The Superintendent of Education may be responsible for the work of an additional Department, such as Church Ministries.

b.
Between 30 and 44 primary and secondary teachers:  The Superintendent of Education should not be responsible for more than this one Department or he may have a second Department, if a Primary Supervisor is provided.

c.
Forty-five or more primary and secondary teachers:  The Superintendent of Education should be responsible for this one Department only; further, he should be assisted by a Primary Supervisor, and they should be provided with adequate office secretarial help to accomplish the departmental work with efficiency and dispatch.

FE 1057  XE "Educational Liaison With Governments" Educational Liaison with Governments TC "Educational Liaison with Governments" \f C \l "1" 
Adventist education is often influenced and affected by local and national, laws, decrees, and regulations of government. Each Union and/or local field, therefore, shall designate personnel who will accept responsibility to keep abreast of current and proposed legislative actions and official proclamation of government that may affect Adventist schools. Such personnel shall present Adventist views of education to public officials.

FE 1060 Conference/Mission Education Committee TC "Conference/Mission Education Committee" \f C \l "1" 
The Conference/Mission Executive Committee shall appoint an Education Committee to serve the local Conference/Mission Department of Education as its advisory and legislative body. Those appointed should be a specific group of personnel to provide expertise and professional counsel.

 XE "Conference/Mission Education Committee:Functions" Functions TC "Functions" \f C \l "2" 
The Conference/Mission Education Committee shall have responsibility:

a.
To assume general leadership for long-range/strategic, short-term, and operational planning of the Conference/Mission education program in cooperation with the Union and SSD Departments of Education.

b.
To approve and keep within an adequate, balanced, and annual budget.

c.
To consider and act on the recommendation of the Superintendent of Education in the employment, upgrading, transfer, and dismissal of education personnel.

d.
To help set salary and wage rates for education personnel.

e.
To approve the school calendar with a minimum of instructional and in-service days in cooperation with Union Education Committees and that which is required by state or government regulations.

f.
To support and participate in Union and SSD Departments of Education programs of evaluation and accreditation.

g.
To arbitrate appeals, requests, and grievances.
h.
To evaluate facility needs in terms of student population projections and develop schedules of projections for school construction, renovations, and remodeling.

i.
To receive and consider applications from schools desiring to advance their level(s) of instructional offerings and/or operations in harmony with GCWP, SSDWP, SSDWPE, and Union Educational Policies.
j.
To evaluate recommendations of the Superintendent of Education regarding new schools and/or the consolidation of existing schools.

k.
To recommend actions in Adventist education for the Conference/Mission Executive Committee to consider.

l.
To recommend to the Conference/Mission Executive Committee the starting of new schools which meet minimum requirements.

m.
To recommend to the Conference/Mission Executive Committee the closing schools which fail to meet minimum requirements after reasonable effort and time.

FE 1063 P-S  XE "Conventions & Meetings:Teacher Conventions/Institutes" Teacher Conventions/Institutes TC "Teacher Conventions/Institutes" \f C \l "1" 
Each Conference/Mission Executive Committee are to make budgetary plans and provisions to convene teacher conventions/institutes for their Primary and secondary school teachers every other year. These conventions/institutes should be planned at least 1 year in advance in order to schedule adequate personnel.

INSTITUTIONS TC "INSTITUTIONS" \f C \l "1" 
FE 1070  XE "Schools: Organization & Structure" Schools: Organization & Structure TC "Schools: Organization & Structure" \f C \l "1" 
Concern for the individual is basic to the Adventist philosophy of education.  The organization of a given school should be designed to meet this objective and the needs of the Church community which it serves.

It is the responsibility of the school to determine its specific goals and objectives in terms of the needs and interests of its constituency and in harmony with education policies of the SSD in general and with the SSD Department of Education in particular.

Basic to all other requirements for the establishment and operation of a school, the local church shall:

a.
Give evidence of commitment to Adventist beliefs and educational philosophy.

b.
Indicate a willingness to assume responsibility for the educational process.

c.
Indicate a willingness to cooperate with other denominational agencies for the achievement of broad objectives of the school and the Adventist Church.

d.
Assume the financial responsibility for the support of professionally qualified and dedicated education personnel appropriate to their positions.
FE 1075  XE "Code of Ethics for Members of School Boards" Code of Ethics for Members of School Boards TC "Code of Ethics for Members of School Boards" \f C \l "1" 
The behavior and lifestyle of a member of the School Board must conform to an ethical code. The code must be both idealistic and practical. The School Board member acknowledges that the school/institution belongs to the Adventist Church, and it serves the purpose of providing a Christ-centered education for all the children, youth, and students of the Church.

The actions and lifestyle of the Board member will be viewed and appraised by the constituency, associates, faculty, staff, and students.

Responsibility for Ethical Behavior---In fulfilling this responsibility the school board members should:

1. 
Base decisions on the philosophy, mission and goals of Seventh-day Adventist education and reject proposed actions that are merely expedient.

2. 
Demonstrate attitudes and personal conduct which reflect the standards of the Seventh-day Adventist Church and refrain from actions or involvements which might prove embarrassing to the church or the school.

3. 
Work with other board members in a spirit of decency, harmony and cooperation.

4. 
Avoid using the position as a board member for personal gain.

5. 
Recognize that the authority of the school board is derived from the church (es) that operate the school.

6. 
Accept the denominational policies as a basis for decisions regarding the school and its program.

7. 
Recognize that the authority of the board is only expressed by its actions as a board and that an individual member is to act or speak on behalf of the board only when authorized to do so.

8. 
Abide by and uphold actions of the board and maintain the confidentiality of deliberations and actions especially as they relate to personnel.

Responsibility to Members of the Constituent Church---The school board member representing the members of the constituent church should:

1. 
Consider the well-being of students the fundamental value and basis of decision-making and subsequent actions.

2. 
Fulfill responsibilities with honesty, integrity and confidentiality.

3. 
Recognize the value of quality education as a determining factor in the future welfare of the church.

4. 
Provide the constituency with information regarding the school and its future development.


FE 1080 Determining Denominational Status for Education Institutions TC "Determining Denominational Status for Education Institutions" \f C \l "1" 

 XE "Schools:Determining Denominational Status for Education Institutions" 
1.
Only schools wholly owned and under the control of the Seventh-day Adventist may carry the name “Adventist”.  A denominational educational institution must be wholly under the control of and operated by the Adventist Church, and towards this end

a.
The buildings and equipment must be owned wholly by the Church, and the land owned or secured for use must have at lease of a minimum of 20 years, where permissible by law, or

b.
The use of the property must be assured on a continuing basis over an extended period of time, and the Church must have full responsibility for the policies, administration, finance, and the freedom to operate the institution according to Adventist beliefs and standards.

c.
If separately incorporated, its Articles of Incorporation, Constitution, and Bylaws must clearly state its primary purpose and relationship to the Church consistent with the SSDWPE. It must also state:

(1)
That it is an integral part of the Adventist Church organization.

(2)
That a minimum of two-thirds of the members of its corporate body be composed of members from specific Church constituencies, Boards, or executive committees of organizations that are listed in the current edition of the Adventist Yearbook.

(3)
That in case of dissolution, the net-owned assets of the institution must be transferred to the next higher Church organization, if permitted by law.

2.
The remuneration of employees of an education institution must be in harmony with the SSD denominational wage scale as set for each Union. If an exception to this provision is needed because of unusual conditions, it must be approved by the SSD Executive Committee.

3.
Any new education institution which desires to be recognized as a denominational school should apply to the following organizations:

Elem. - 
Conference/Mission and Union Education Department

Conference/Mission and Union Executive Committee

Sec.
-
Conference/Mission, Union and Division Education Department

Conference/Mission, Union and Division Executive Committee

College -
Union and Division Education Committee and GC Board of Higher Education

Union and Division Executive Committee

FE 1090 S
T Organizational Chart TC "Organizational Chart" \f C \l "1"  XE "Schools:Organizational Chart" 
In all secondary schools and tertiary/higher education institutions the respective administrations shall prepare a line-and -staff Organizational Chart, to be approved by the School Board, and included in the Faculty and Staff Handbook and explained to the respective faculty and staff members.

FE 1095 N/D-K-P  XE "Schools - Primary:Establishment of Kindergarten and Primary Church Schools" Establishment of Kindergarten and Primary Church Schools TC "Establishment of Preschools Kindergarten and Primary Church Schools" \f C \l "1" 
Each Conference/Mission Department of Education, in cooperation with the Union Department of Education, shall develop plans for the establishment of Kindergarten and new primary church schools following the guidelines of the respective Union Executive Committee, inclusive of the remuneration policy.

 TC "Nursery School" \f C \l "1" 

 XE "Nursery School" 
FE 1310 N/D-K Kindergarten Education TC "Preschool Kindergarten Education" \f C \l "1" 
1.
 XE "Kindergartenl Education:Philosophy and Objectives" Philosophy and Objectives TC "Philosophy and Objectives" \f C \l "2" 
As a church, Adventists desire to see the early education of the child as a continual growth process.

It is imperative that a balanced program be instituted to meet the needs of the child's physical, intellectual, spiritual, emotional, and social development from birth through the years of formal schooling.

This concept is predicated upon principles, such as found in Proverbs 22:6 "Train up a child in the way he should go..." and in Child Guidance, page 193: "Too much importance cannot be placed on the early training of children.  The lessons that the child learns during the first seven years of life have more to do with forming his/her character than all he learns in the future years."

In the changing society of today a great need exists for providing an appropriate experiential background for the children.  Without question it is understood that the ideal educational environment still remains in the home.  Due to the socio-economic imbalance in today's society, a need may exist to provide alternative methods and venue for basic foundational education; hence, Preschool Education.

2.
 XE "Kindergartenl Education:Goals" Goals TC "Goals" \f C \l "2" 
Kindergarten Education should involve the following goals:

a.
Reflect an understanding of the principles of child growth and development.

b.
Make provision for achieving intellectual growth as shown by a maturation of thinking processes.

c.
Include the concepts of God as Creator of man and nature.

d.
Provide experience in dealing with feelings, with a strong emphasis on enhancement of self-worth.

e.
Develop the child's ability to interact socially in a positive manner.

f.
Increase the competency for body mastery and motor skills coordination.

FE 1320 K Kindergarten Personnel TC "Kindergarten Personnel" \f C \l "1" 
1.
 XE "Kindergarten:Kindergarten Personnel" Personnel
All staff members who are employed shall be free from past record of crimes involving intentional bodily harm, crimes against children, or crimes involving moral turpitude.  Kindergarten staff members shall not engage in or have a history of behaviors injurious to or which may endanger the health or morals of the children in their care.  


Approved kindergartens are considered part of a primary school.  Kindergarten faculty is part of the primary school teaching faculty.  Kindergarten faculty should have the same qualifications as primary teachers.  They should hold current Adventist teaching certificates, preferably with a kindergarten endorsement.  Kindergarten faculty should be paid on the Elementary Wage Scale and given every benefit as part of the primary teaching faculty.  


Kindergartens will carefully follow SSD recommended curriculum guides, frameworks and manuals for kindergartens to ensure that Church, government and professional standards and are met.   

FE 1510 S  XE "Schools - Secondary:Secondary Church School - Ownership" Secondary Church School - Ownership TC "Secondary Church School - Ownership" \f C \l "1" 
Every school needs to be active in its student evangelism no matter the percentage of Adventist students.  Every school should strive to meet the mission of the church.  If the church is eager to have a school with a high percentage of Adventist students and it is able to support it with tuition fees that are high enough to pay the teachers on the Union wage scale and operate the school with excellence that is the ideal.  If non-Adventist students are needed and welcomed to help the school finances and provide an opportunity for witness that is also acceptable.  Bible should always be a major subject at the school taking at least 4 periods a week no matter what percentage of Adventist make up the student body.   Subsidies for the school will take in many factors and will be dealt with in the financial section of the policy.  
Secondary schools are normally operated by the local Conference/Mission however, there may be exceptions.  The following three categories of academies are listed with brief explanation of each.
Conference/Mission operated academy TC "Conference/Mission operated academy" \f C \l "2" : 

 XE "Schools - Secondary:Conference/Mission operated academy" Conference/Mission operated academy is a school for which the Conference/Mission is mainly responsible for its operation including its financial obligations.  This is often a boarding school which provides facilities where all Adventist families within the local Conference/Mission have opportunity to send their children providing they can meet the financial, academic and behavioral requirements.  These schools should be accredited by the Adventist Accrediting Association and will be granted such upon meeting the proscribed requirements.

Local Church (es) operated academy TC "Local Church(es) operated academy" \f C \l "2" : 

 XE "Schools - Secondary:Local Church(es) operated academy" A local church (es) operated academy is a school which is operated by one or more churches who serve as the school’s constituency.  This school has been started at the request of the local church (es) for the purpose of meeting the specific needs of the constituent churches.  In these schools the local church (es) constituency is responsible for the finances of the school operation.  The local Conference/Mission may or may not subsidize the operation of the school.  These schools should be accredited by the Adventist Accrediting Association and will be granted such upon meeting the proscribed requirements.

Union Conference/Mission operated academy TC "Union Conference/Mission operated academy" \f C \l "2" :
 XE "Schools - Secondary:Union Conference/Mission operated academy" Union Conference/Mission operated academy is a school which for specific reasons is directly under the control of the Union.  This would include academies attached to Union operated colleges or other institutions and are directly under the control of such institution board.  The constituency is the same as the institution to which they are attached.  The controlling institution’s board may serve as the school board or may appoint a separate board with specific conditions under which it operates.  These schools should be accredited by the Adventist Accrediting Association and will be granted such upon meeting the proscribed requirements.

 In each of the above categories the educational guidelines and policies of the school must be in harmony with those guidelines and policies of the SSD, Union and local Mission/ Conference. 

FE 1525 S
Secondary  XE "Schools - Secondary:School Board Membership & Function (Conference operated)" School Board Membership & Function TC "School Board Membership & Function" \f C \l "1" 
(Conference/Mission operated academy)

Membership TC "Membership" \f C \l "2" 
The members of the Conference/Mission operated secondary school board shall consist of 7-13 Adventist church members depending on the size of the student enrollment and shall include the following:


Conference/Mission President, Chair of Board


Academy Principal, Secretary of Board


Conference/Mission Secretary and Treasurer 


Conference/Mission Educational Superintendent


Conference/Mission Youth Director


Parent representative from the Parent/teacher organization

The remainder of the board members is to be elected at the Conference/Mission constituency meeting and will serve a term the same as other elected Conference/Mission appointees.  At least one but no more than two, of these elected members shall be a pastor(s) who has demonstrated a special interest and interaction with youth.  All members should have knowledge and abilities that will contribute to strengthening various operations of the school.

The Union Education Director and the Union officers are ex-officio, voting members of the board but are not considered part of the number of regular board members..  The principal is the only school employee to serve on the board.  The treasurer, or other faculty members may be invited to attend but are not members and do not have voting privileges.

 XE "Schools - Secondary:School Board Function & Duties - Conference operated" Function & Duties TC "Function & Duties" \f C \l "2" 
The school board is responsible for the operation of the school within the guidelines and policies adopted by the Southern Asia-Pacific Division, the Union Conference/Mission and the local Conference/Mission.  Should there by any conflicts in these policies, the policies of the higher organization will be followed.

The school board shall meet no less than five (5) times per school year with the executive committee meeting regularly between board meetings.  Any major action taken by the executive committee should be reviewed and approved in the next board session.

The board members only have authority while officially in meeting.  The board acts as a whole and individual members or committees cannot act in place of the board except when asked to do so by the board.  Actions of the board are implemented through its executive secretary who is the principal.

Specific responsibilities of the board are:

1.
To recommend to the Mission/Conference Executive Committee  school administration,  faculty and staff personnel for employment in harmony with Union and Conference/Mission guidance.

2.
To formulate/approve the policies of the school in harmony with the SSD, Union and Conference/Mission guidelines and policies.

3.
To approve the operating and capital improvements budgets, tuition rates and various charges.

4.
To approve major expenditures of funds including major renovations and construction of new buildings.

5.
To approve master plans which include but are not limited to the physical plant improvements, teacher upgrading assistance, curriculum, and staffing.

6.
To approve the school calendar, handbooks, bulletins and other published documents that represent the school to the parent/public.

7.
To approve major disciplinary actions recommended by administration especially as it relates to faculty and staff.

8.
To approve requests for the use of school property other than that directly related for educational purposes.

9.
To appoint the members of the executive committee.  The membership shall include the Conference/Mission president as chair, the principal as secretary and the Conference/Mission educational superintendent.  The Union officers and Educational Director are ex-officio members.

10.
To review recommended amendments to the school’s constitution or bylaws that will be presented to an upcoming constituency meeting.

11.
To support the Home and School Association or other similar organization and the Alumni Association which are working directly for the benefit of the school.

12.
To transact other business as may be proper to come before the board.

13.
To receive and approve reports from the principal and treasurer about vital issues relating to the school.

14.
To review and respond to audit reports and management letters addressing the accounting of the school taking necessary steps to correct faults identified in the report.

15. 
To ensure that financial procedures and systems are established and functions effectively to address such things as operating and capital budges, inventories, student finance, payroll, school maintenance and landscaping, academic support for teaching resources, library and facilities.

16.
To monitor school accreditations to ensure the administration and board addresses the recommendations in a timely and appropriate manner.

17.
To ensure the constitution and bylaws are carefully followed and recommend changes to the constituency when necessary.

18.
To review, monitor and address legal issues and problems related to the school.

(See the model academy constitution located at the back of this section for additional information.)

FE 1535 S Secondary  XE "Schools - Secondary:School Board Membership & Function (Church operated)" School Board Membership & Function TC "School Board Membership & Function" \f C \l "1" 
(Church constituency operated academy)

Membership
The members of the Conference/Mission operated secondary school board shall consist of 7-11 Adventist church members depending on the size of the student enrollment and shall include the following:

Academy Principal, Secretary of Board


Conference/Mission Educational Superintendent


Pastors from the constituent churches

The remainder of the board members is to be elected at a school constituency meeting and will serve a two year term.  All members should have knowledge and abilities that will contribute to strengthening various operations of the school.

The Union Education Director, the Union and local Conference/Mission officers are ex-officio, voting members of the board but are not considered part of the number of regular board members.  The principal is the only school employee to serve on the board.  The treasurer, or other faculty members may be invited to attend but are not members and do not have voting privileges.

The school board shall elect the board chair and vice chair at the first board meeting following the election of the new board.  The local Conference/Mission Educational Superintendent shall chair this election process.


 XE "Schools - Secondary:School Board Function & Duties - Church operated" Function & Duties
The functions and duties are the same as that listed above for the Conference/Mission operated academy with the addition of responsibility for calling a school constituency meeting as per school constitution.

(See the model academy constitution located at the back of this section for additional information.)

FE 1550 S
 XE "Schools - Secondary:Establishing New Academies (Secondary Schools)" Establishing New Academies (Secondary Schools) TC "Establishing New Academies (Secondary Schools)" \f C \l "1" 
The following policy shall govern the development of secondary schools or the elevation of a lower school to secondary standing:

1.
Local Missions/Conferences wishing to open new secondary schools or to elevate a school of lower grade to the status of an academy shall request Union and Division Education Departments for a survey.  The survey team shall consist of the Division Director of Education or his/her representative, the Union Director of Education, the Mission/ Conference Superintendent, and the Conference/Mission officers.  If the survey team recommends the proposal, the Conference/Mission should send its application through channels to the Division.  Critical issues would include qualified faculty, Union approved student textbooks for at least 75% of the students, faculty paid on Union approved wage scale, facilities that meet SSDWPE standards, tuition charges that will fully support the faculty and program, projected Adventist enrollment that will justify the program.

2.
SSD and Union Conference/Mission approval shall be granted only after the local Conference/Mission has satisfied the Union Conference/Mission Executive Committee and the SSD Education Committee that the proposed new school will, within the required time, satisfy the requirement of a set of minimum standards established by the Commission on Accreditation. This provisional period of time is not to exceed three years.

3.
At the close of the provisional period, the administrative officers of the academy will be expected, in order to secure recognition and accreditation, to satisfy the Commission on Accreditation that the standards for secondary education have been met.  
FE 1620 T
 XE "Schools - Tertiary:Tertiary Institutions With an Extended Campus" Tertiary Institutions with an Extended Campus TC "Tertiary Institutions With an Extended Campus" \f C \l "1" 
The objective and commitment of Conference/Mission and Union Executive Committees within the SSD territory is to provide quality Adventist education to as many Adventist youth and students as possible at the lowest possible cost to the parents.

The Board of Control of a tertiary institution may provide, if the constituency deems it desirable and if it is legally permitted by the state, a satellite institution or an extended campus at an appreciable distance.

This would be determined by a recommendation of the SSD Education Committee to the SSD Executive Committee.

1.
This satellite institution or extended campus shall have a local Board of Control which will be responsible for:

a.
procuring the land and campus

b.
constructing adequate buildings and facilities

c.
executing a master campus plan

d.
providing the fiscal and budgetary structure

e.
facilitating financial operations

f.
selecting qualified personnel
g.
maintaining coordinated interests with the parent tertiary institution

h.
abiding by its Constitution and Bylaws

2.
The satellite institution or extended campus shall be subject to all the policies of the SSD Executive Committee and the SSD education policies for tertiary institutions.
3.
The satellite institution or extended campus shall meet the conditions of the following criteria:

a.
The proposal must provide evidence of a concentration of Adventist student population who are unable to attend the parent tertiary institution.

b.
The proposal for consideration will provide valid statistical projections for a continuing student enrollment.

c.
The proposal must give evidence of sound fiscal responsibility for the initial and on-going basis of operations.

d.
The support for such a satellite institution or extended campus must be demonstrated by a formal action of the constituency of the respective Unions that will be served.

e.
The requirements for the staff/personnel and the comprehensive curriculum are to meet the provisions as stated in the SSDWP and SSDWPE.

f.
The satellite institution or extended campus must have available adequate plant facilities and equipment to represent Adventist education with quality and excellence.

4.
The constituency meeting of the Union(s)/Conference(s) that recommends the establishment of such a satellite institution or extended campus should in its recommendation not only appoint a local Board of Control but also should adopt criteria for the composition of its (a) officers, (b) size of membership, and (c) designation of community and field representation.

The objective is to enhance the mutual and coordinated interests of both the parent tertiary institution and the satellite institution or extended campus.

5.
The SSD Executive Committee will consider and act on the proposal for the establishment of a satellite institution or extended campus of a tertiary institution, if this proposal is duly processed through the regular channels of the Union(s)/ Conference(s) Executive Committee(s) and upon recommendation of the SSD Department of Education.
FE 1650 G Guidelines for the  XE "Schools - Tertiary:Organization of "Schools" in Tertiary Institutions" Organization of Departments and Schools within Tertiary Institutions TC "Organization of \"Schools\" in Tertiary Institutions" \f C \l "1" 
Tertiary institutions wishing to expand their educational structure into new departments and schools should do so within the following guidelines.  Extra administrative structure is expensive and should be done with care and only when it is essential and financially viable.  

Criteria for establishing a department: 

Offer a unique (only program at the school that offers this) degree or 

At least 3 full time faculty in a program with a separately defined curriculum listed in the Bulletin or,
At least 60 students in a program with a separately defined curriculum listed in the Bulletin

Criteria for establishing a school:  

1.
Prevailing patterns of education in the country and requirements of accrediting bodies may warrant establishing the school. 
2.
Total enrollment in the institution should be at least 1500.

3.
The school should include at least 3 departments as defined above.

4.
Enrollment in the school should be at least 300 or 20 percent of the total institution enrollment.

5.
There should be at least six full-time qualified professional teaching staff.

FE 1810 Nur-T Guidelines for Establishing Schools of Nursing TC "Guidelines for Establishing Schools of Nursing" \f C \l "1" 

 XE "Schools - Nursing: Guidelines for Establishment" 
1.
GC approval shall be required in the locating and establishing of junior colleges, schools of nursing, senior colleges or equivalent programs, and the establishing of college extension campuses, the raising of a secondary school to advanced status, the raising of a junior college to senior college status, the establishment of graduate and postgraduate programs, or change of control of a school of nursing.

2.
Such authorization shall be sought through regular denominational channels.

3.
The request for authorization to establish an advanced school or to elevate an existing school to more advanced status shall be accompanied by a report from a Survey Committee appointed by the Division.  This report should describe (a) the purposes of the institution, (b) the field it is to serve, (c) the plans for financing the staffing and, in the case of an established school, (d) the proposed change of organization and scholastic level.  Members of the Survey Committee should include the Division Director of Education, and whenever possible, a representative of the General Conference Department of Education.

4.
Plans to establish a new advanced school, to raise a secondary school to advanced status, or to raise a junior college to senior college status shall not be implemented and/or publicized before the Southern Asia-Pacific Division and the General Conference approval has been received.

The following information should be included in the request to the Division for the establishment of a school of nursing:

1.
Name of the hospital or college sponsoring the school.

2.
Verification of need for the school:  Name of the hospital or hospitals which would be directly served by graduates of the proposed school; the bed capacity and the average patient occupancy.

3.
Verification of resources available to make the establishment of a school feasible, such as the following:

a.
The size (number of students) of school which is proposed.

b.
The sources for student recruitment, e.g. the Adventist schools which will supply potential candidates.

c.
The hospitals listed in the above should be adequate for student experience in all areas of nursing.  If affiliations are necessary, give the name and description of hospitals or agencies which will be used for additional clinical experience.  These hospitals should indicate a willingness to provide clinical experience to students, if a school of nursing were developed.

d.
The facilities which are available, or can be made available, for student housing; the plan for supervision in the nurses' residence.

e.
The name and qualification of the individual which will be available to be the Dean or Director of the proposed school.

f.
The list of full-time faculty which are anticipated and currently available.

g.
The facilities available for classroom and faculty offices and the plan for provision of necessary facilities that is not now available.

h.
The school financial plan:  The tentative budget indicating the source of funds and cost of operation, including faculty salaries, cost of necessary equipment and supplies, upkeep, etc.; the source of sufficient funds to provide a library and essential visual aids such as a skeleton, anatomical models, charts, etc.; the student financial arrangement.

4.
Feasibility of getting government approval for proposed school:

a.
The published statement of government requirements for schools of nursing.

b.
The facilities available for the proposed program of nursing meeting government requirements.

5.
Additional information relative to the proposed school:

Any pertinent additional information which would be helpful in the evaluation of the proposal (Personnel from the Departments of Health and Education shall be involved in surveying resources and studying possibilities before a proposal is made).

FE 1815 Nur Diploma Schools of Nursing -  XE "Schools - Nursing:Class Credit" Class Credit TC "Diploma Schools of Nursing - Class Credit" \f C \l "1" 
Diploma Schools of Nursing shall be encouraged to establish effective relationships with the Adventist tertiary education institution within their Union territory whereby tertiary or undergraduate education credit may be granted for non-nursing course work.  Where feasible, Schools of Nursing shall work toward becoming Collegiate Schools of Nursing.

Only educational accredited institutions may offer academic credit.  Schools of Nursing class offering, when not affiliated with an academic institution are considered profession units and are not transferable as academic credits.

Model School Constitutions

FE 1940 P Model Constitution for Adventist Primary Schools TC "Sample Constitution for Adventist Primary Schools" \f C \l "1" 
The following constitution is the model for a Adventist primary school developing a new written constitution or revising its current one.  

C O N S T I T U T I O N
of the

 XE "Constitution:SDA Priamary School" ADVENTIST PRIMARY SCHOOL

ARTICLE I: NAME
The organization shall be known as the                                  Adventist Primary School.

ARTICLE II:  PURPOSE
The purpose of this organization shall be:

1.
To prepare students for a useful and joy-filled life, fostering friendship with God, whole-person development, Bible-based values, and selfless service in accordance with the Seventh-day Adventist mission to the world.
2.
To operate the school according to the philosophy, goals and policies of the Southern Asia-Pacific Division of Seventh-day Adventists and where ever possible meet the requirements of local accreditation bodies and the country education standards and objectives of the national government.   

3.
To admit students of any race, color, nationality and ethnic origin to all the rights, privileges, programs, and activities generally accorded or made available to students at the school.  It will not discriminate on the basis of race, color, nationality and ethnic origin in administration of its educational policies, admissions policies, scholarship and loan programs, and athletic, and other school-administered programs.

4
Preferential hiring is practiced only on the basis of freely chosen adherence to Seventh-day Adventist tenets as essential to the operation of a Seventh-day Adventist institution.
ARTICLE III: ORGANIZATION
The constituency of the school shall consist of:

1.
Church members in good and regular standing in the sisterhood of Seventh-day Adventist churches.  Other Seventh-day Adventist churches may be admitted as growth of the area makes it necessary.

2.
Any Seventh-day Adventist church which desires to become a member of this constituency shall make formal written application to the School Board.  Acceptance into membership shall be by majority vote only, of any regularly or specially called constituency meeting.

3.
The Adventist district pastor shall chair the constituency meeting unless there are more than one districts involved, in which case, the Conference/Mission President will chair until an acceptable chair is selected.

ARTICLE IV: DUTIES OF THE CONSTITUENT CHURCHES
It shall be the duty of each constituent church to support the school by the following:

1.
Appointing its representatives to the School Board and the Home and School Association.

2.
Assuming its financial responsibility as provided in Article IX.

3.
Participating in all duly called constituency meetings.

4.
The constituency shall have the final and deciding voice in controversial matters of importance that divide the Board and a substantial number of parents of students.  A special meeting to settle such issues not involving established Adventist standards can be convened by means of a petition to the Board containing signatures of at least one-third of the adult constituency above twenty-one years of age in the participating churches.  A majority vote in the meeting shall determine the issue at hand.

ARTICLE V: CONSTITUENCY MEETINGS
Duties of the School Board to the church constituency shall be as follows:

1.
An annual Constituency Meeting shall be called   about 2 months before each school year.  


a.
A quorum shall consist of a total of five members of the elected School Board.

2.
Special meetings shall be called by the School Board or by the method provided in Article IV part 4 above.

3.
Notification of meetings:

a.
Notice of the annual Constituency Meeting shall be given to the constituent churches in time for announcements to be made on two successive Sabbaths.

b.
Special meetings may be called provided notice is given to the constituent churches in time for announcements on one Sabbath preceding the proposed meeting.

4.
Agenda

a.
Agenda items shall be submitted in writing to the chair or secretary of the School Board at least three days prior to the duly called meeting.

b.
The agenda shall be announced in the church notification and agenda items only may be considered for action.

ARTICLE VI:  SCHOOL BOARD
Section 1  The School Board shall consist of the following:

a.
Two representatives from each of the constituent churches.  These two representatives shall be elected or appointed for two years each, with terms beginning on alternate years.

b.
The pastors of the constituent churches.

c.
The principal of the school.

d.
The President, Secretary, Treasurer of the Conference/Mission of Seventh-day Adventists.

e.
The Superintendent of Education of the local Conference/Mission of Seventh-day Adventists.

f.
The leader of the Home and School Association.

(1)
The Home and School Association shall be a committee consisting of one representative from each constituent church.  The Home and School representation shall be elected at the regular church nomination session and assume responsibilities beginning the following July 1.

(2)
The Home and School Association leader shall be selected by the School Board from among the elected church representatives.  

Section 2  Appointments to the School Board by Constituent

Churches

a.
Each constituent church shall appoint its two representatives to the School Board.  These representatives shall hold office for two years, beginning July 1, or at the beginning of a school year.  

b.
Whenever a vacancy occurs, it shall be the duty of the constituent church to appoint a new representative to serve the remainder of the term.  

c.
Only by special review of the School Board may an employee of the School or his/her immediate relative be eligible to hold membership on the School Board.

Section 3  School Board Quorum

The quorum of the School Board shall consist of a number equal to at least one-half of the elected School Board members, in addition to the chair of the Board or vice-chair and secretary.

ARTICLE VII: OFFICERS AND COMMITTEES
Section 1  School Board Officers shall be;

a.

Chair

b.
Vice-Chair

c.
Secretary - (Principal of the school) 

d.

Treasurer
Section 2  The following committees shall be appointed;

a.
Personnel

b.
Budget Planning and Finance

c.
Enrollment, Admissions, and Scholastic

(1)
Admission of all students must be approved by this committee.

(2)
All names of non-Adventist children must be submitted to the School Board for approval on an individual basis.

d.
Buildings and Grounds

e.
Curriculum Committee
Section 3  Ex-officio Members of all committees

a.
Constituent Pastors

b.
Board Chair

ARTICLE VIII: DUTIES OF THE OFFICERS
All officers shall hold office until their successors are duly elected and assume their responsibilities.  Their duties shall be as follows:

1.
Chair

a.
To call all meetings of the School Board and preside thereat.

b.
To preside over all Constituency Meetings.
c.
To perform all other duties as outlined in the Southern Asia-Pacific Division Working Policy Book II – Education (SSDWPE) and the Conference/Mission education policies.  Inasmuch as his/her power is delegated and not inherent, he shall have no authority to act except as voted by the Board.

2.
Vice-Chair

a.
To act in the place of the chair in his/her absence.

b.
To perform such other duties as the Board shall direct.

3.
Secretary

a.
Shall keep the minutes and other records of the Board and of the Constituency Meetings.

(1)  
The secretary shall have copies of the minutes made to be sent to the Conference/Mission Department of Education and presented to the Board members at the following Board meeting.

(2) 
When School Board action requires constituent churches' approval; the secretary shall supply the local church clerk with written minutes of the Board's action at least one day before scheduled church business meetings.

b.
To carry on the necessary correspondence of the Board.

4.
Treasurer

a.
To collect and deposit all school monies.

b.
To disburse funds as directed by the Board.

c.
To render a monthly financial statement to the Board, together with a copy for each local church treasurer in the constituency.

ARTICLE IX: DUTIES OF THE SCHOOL BOARD
It shall be the duty of the School Board:

1.
To organize itself at the beginning of each school fiscal year (July 1, if none other) by electing its officers and appointing the standing committees.

2.
To hold a minimum of nine regularly scheduled Board meetings each year plus as many summer and/or special meetings as become necessary.

3.
To fill officer and committee vacancies when they occur.

4.
To counsel with the Conference/Mission officials in procuring and maintaining an adequate faculty.  Periodic checks should be made by the administration and final recommendations for the coming year be rendered to the School Board.

5.
To operate the school in harmony with the principles and policies of this constitution and the policies of the local Conference/Mission of Seventh-day Adventists.

6.
To provide the equipment and conditions essential for the general welfare and efficient operation of the school at a high scholastic level.

7.
To call annual and special Constituency Meetings.

8.
To prepare the agenda to be considered at the Constituency Meetings.

9.
To prepare and vote a financial budget prior to the opening of each school term.

10.
To plan for finances for the operations of the school.  Delinquencies of each church represented in the constituency are to be brought to the attention of the Board and local church treasurer each month.

11.
To determine the assessment on which the subsidies will be allocated to each constituent church.


a.
Each church's percentage of the subsidy to be based on the average of the percentages of tithe and church membership.


b.
The local campus church, if there is one, is to be exempted from provision of Article IX, K-I (above).  It will be responsible for a flat rate subsidy arranged year by year between the School Board and Church Board.

12.
To attend to all other matters which would come under the responsibility and jurisdiction of the operating Board as indicated by the Southern Asia-Pacific Division School Board Manual.

13.
To determine eligibility of students--major disciplinary and financial problems are to be brought to the attention of the Board for immediate action.

ARTICLE X: AMENDMENTS
Amendments shall be made as follows:

1.
Written notice must be published to the constituent churches at least two Sabbaths in advance of the Constituency Meeting.

2.
This notice shall be published by the School Board.

3.
The School Board may initiate amendments and must act upon any application for an amendment by a constituent Church Board.

4.
Pastors of constituent churches must be notified in writing of any proposed change prior to publication.

5.
Amendments must be approved by a three-fourths majority of the qualified members in attendance at an officially called Constituency Meeting.

FE 1950  S Constitution Model for Adventist Conference/Mission-
Sponsored Education Institution (Academy)
Article I - Name and Location
The school shall be known as the Academy (Secondary High School) of SDA, and shall be located at                                          .

Article II - Object
The object of the              shall be to serve the                  Mission of Adventist in providing for the young men and women of its churches a balanced secondary education of their spiritual, physical and intellectual powers. While this may prove to be a terminal point for some, yet the quality and scope of training offered is to be of such a nature that its graduates can readily continue in further education on the college level.

Article III - Constituency
This institution shall have as its constituency the delegates to the                     Mission biennial session and the following members of the faculty: Administrative officers, librarian, registrar, and teachers who have been connected with the institution for at least three years.

Article IV - Board of Directors
Section 1  Membership
This school operated by the              Mission of Adventist shall be under the direct control of the aboard of directors, elected by the constituency in its sessions. The board of directors shall consist of 7-11 members. Its members shall include the mission president as chair, the head of the school as secretary, the mission treasurer, the local mission superintendent of education, and those members of the local mission committee whose work or abilities will make them of value to the interests of the school. Qualified laymen of educational background may also become elected board members. A vice-chair may be appointed from the board membership if needed. The head of the school shall be the only official representative of the school with a vote, but it shall be understood that the business manager or accountant and vice-principal where provided shall be present at the meetings of the board and the executive committee of the board, to discuss items in their respective areas. On occasion the registrar, heads of departments or others may be asked to report on their respective areas as may be requested by the principal of the school. The chair of the board reserves the right on occasion, to call meetings of the board with only voting members present.

Section 2  Term of Office

The term of office of members of the board of directors shall coincide with the                 Conference/Mission term of office.

Section 3  Duties of the Board of Directors

The duties of the board of directors shall be to recommend to the Mission/Conference Executive Committee  names for employment of administration, faculty and staff , to formulate the policies of the school, to approve the budget including tuition rates and charges, to appoint the associates in administration and the executive committee of the board, to appoint annually the heads of the departments of the institution and the faculty, and to transact such other business as may properly come before the board.

Section 4 Sessions
The board of directors shall hold a session at least once a year on the school campus at such a time as may be named by the chair. Special meetings may be called by the chair when necessary.

Section 5 Vacancies
Vacancies in the membership of the board of directors caused by resignation or removal of non-ex officio members shall be filled by the board of directors.

Section 6 Quorum
A majority of its membership, including the chair or vice-chair, shall constitute a quorum for the transaction of business at the annual meeting.

Section 7 Signatures of Business  

All appointments, contracts, and other similar documents to be executed for the institution shall be signed by both the chair and the secretary of the board of directors.

Section 8 Appointment of Committees

The board may also appoint other special committees such as finance, budget, building plans, and development.

Article V - Executive Committee of

the Board of Directors

Section 1 Membership

The executive committee of the board of directors shall consist of five or six board members, appointed by the board of directors at its first meeting and shall include the                          Mission president as chair, the head of the institution as secretary, the vice-chair where provided, the mission treasurer, and the educational superintendent. The business manager or treasurer is usually asked to meet with the committee but not as a voting member. This Committee should meet monthly.

Section 2 Quorum  

In meetings of the executive committee of the board of directors a majority of the committee, including an officer of the local mission or the vice-chair of the board where such is provided, shall constitute a quorum for the transaction of business.

Section 3  Responsibility of Executive Committee

It shall be the duty of the executive committee of the board of directors to assume the responsibilities of the board of directors between its called meetings according to guidelines as established by the latter.

Section 4  Financial Budget

It shall approve and submit to the board of directors annually a complete financial budget for the ensuing year and approve any budget changes.

Section 5  Employment/Termination of Employees  

This committee shall have responsibility to approve the employment and discharge of employees other than faculty and administrators as may be needed by the institution and as provided by the budget.

Section 6  Filling of Vacancies

Vacancies in the membership of the executive committee of the board of directors caused by resignation or removal of non-ex officio members shall be filled by the board of directors.

Section 7  Additional Duties

This committee may fill vacancies in the school faculty in the interim when the board of directors is not in session. It may also give counsel to the faculty when requested by the administration. It shall also pass the annual calendar as prepared by the faculty.

Article VI - Duties of Officers and Faculty

Section 1  Duties of Principal

The principal, as the chief administrator, shall have charge of the general operation of the school, shall implement the policies of the board, shall have supervision of the faculty, shall hold faculty meetings, and be responsible for all activities of the school. He should meet often for counsel and planning with the business manager or accountant and department heads. A principal's council, including the business manager or accountant and representation from the teaching staff, should be called regularly to discuss school matters.

Section 2  Joint Duties of Principal and Staff

The principal and the faculty shall develop the curricula for approval by the board of directors. The principal and the faculty shall prepare the annual calendar to be approved by the executive committee of the board of directors.

Section 3  Academic Affairs

The principal shall be responsible for all academic affairs.

Section 4  Dormitory Deans

The dormitory deans shall be responsible to the principal and be in charge of resident student activities.

Section 5  Business Manager

The business manager, if other than the principal, shall be responsible to the principal and be in charge of the financial and business affairs of the school and physical plant.

Section 6  Director of Public Relations

The director of public relations, development and student solicitation, shall be responsible to the principal and be in charge of public relations, development and student solicitation.

Section 7  Mode of Operation

The faculty shall conduct the school in harmony with policies and curricula adopted by the board of directors.

Section 8  Duties of the Faculty

The faculty in cooperation with the administration shall be responsible for the discipline of the students, for the teaching, and for all extra-curricular activities of the school.

Section 9  Outside Employment

Full time members of the faculty shall not undertake outside teaching or other employment.

Section 10  Conflict of Responsibilities

While faculty members are encouraged to make continual self-improvement, no teacher shall take resident school work or follow any line of study that would require time from his/her regular duties without board approval.

Article VII - Students
Students shall be admitted to the school by the admissions committee upon written applications signed by the student and parent or guardian.

Recommendations by several responsible non-relatives, including a minister of the church or local church elder, should guide the admissions committee. A medical certificate shall be required of all students.

Article VII – Wages of Employees
The wages of all employees shall be fixed by the board of directors, preferably at a time when a union officer is present. Where it is deemed advisable for the board of directors to appoint a small committee for the purpose of fixing salaries of employees of the institution, a wage auditing committee shall be appointed consisting of from five to seven members, with an officer of the union as chair.

Article IX - Audits
The accounts of this school shall be audited at least once each calendar year by the auditor of the                                     Union Mission.

Article IX - Amendments
This constitution may be amended at any meeting of the constituency by a two-thirds vote of that in attendance, and by the approval of the Union Conference/Mission Committee.  (SSD Working Policy  pp 80-84. 1974)
FE 1970 T Constitution Model for a SDA
Union-Sponsored Education Institutions TC "Constitution Model for a SDA Union-Sponsored Education Institutions " \f C \l "1"  -  XE "Constitution:SDA Colleges & Seminaries" Colleges & Seminaries
The following suggested model is for those Union-sponsored education institutions which have no Constitution and Bylaws in their present operation.

ARTICLE I:  NAME AND LOCATION
The school shall be known as the College (Seminary, Secondary School, Training Institute) of Seventh-day Adventists, and shall be located at                              .

ARTICLE II:  OBJECT
The object of the shall be to serve the Union Conference/Mission of Adventist in the training of young people as employees in all branches of gospel service and to provide for the young men and women of its churches a balanced tertiary/undergraduate education of their spiritual, physical, and intellectual powers.  

ARTICLE III: CONSTITUENCY
This institution shall have as its Constituency the delegates to the 

Union Conference/Mission quinquennial session and the following members of the faculty: administrative officers, librarian, recorder/registrar and teachers with the rank of professors, associate professors, and assistant professors who have been connected with the institution for at least two years.

ARTICLE IV: BOARD OF TRUSTEES
Section 1  Operation of the School

This school operated by the Union Conference/Mission of Adventists shall be under the direct control of a Board of Directors, elected by the constituency in its quinquennial sessions. The Board of Directors shall consist of 15 to 21 members, depending on the size of the institution. Ex officio members shall be the union president  as chair, the head of the school as secretary, the union secretary, the union treasurer, the union director of education, SSD Director or Associate Director of Education the presidents of the conferences/missions within the union. Qualified laymen of educational background may also become elected board members. The balance may include two to three qualified laymen serving the Board on a rotating basis, and other individuals to make a total of from 15 to 21 members. A vice-chair may be appointed from the board membership if needed. It shall be understood that the academic dean, business manager and faculty representative serving on a rotating basis, may be invited to be present at the meetings of the Board and the Executive Committee of the Board. On occasion heads of departments, the registrar or others may be asked to report on their respective areas as may be requested by the Chief Executive Officer of the School. The chair of the board reserves the right, at any time to ask non-members to leave or on occasion, to call meetings of the Board with only voting members present.

Section 2  Term of  Office

The term of office of members of the Board of Trustees shall be five years to coincide with the Union Conference/Mission quinquennial period.

Section 3  Duties of the Board of Trustees

The duties of the Board of Trustees shall be to elect quinquennially the President; to formulate the policies of the school; to approve the budget, including tuition rates and charges; to appoint quinquennially the associates in administration and the Executive Committee of the Board; to appoint biennially the heads of the departments of the institution; to appoint annually the faculty; and to transact such other business as may properly come before the Board.  

Section 4  Sessions

The Board of Trustees shall hold a session at least once per semester on the school campus at such a time as may be named by the chair.  Special meetings may be called by the chair when necessary.

Section 5  Filling of Vacancies

Vacancies in the membership of the Board of Trustees caused by resignation or removal of non-ex officio members shall be filled by the Board of Trustees.

Section 6  Quorum

A majority of its membership, including the chair or vice-chair, shall constitute a quorum for the transaction of business at the annual meeting.

Section 7  Signature of Documents

All appointments, contracts, and other similar documents to be executed for the institution shall be signed by both the chair and the secretary of the Board of Trustees.  

ARTICLE V: EXECUTIVE COMMITTEE OF THE BOARD OF TRUSTEES
Section 1  Membership

The Executive Committee of the Board of Trustees shall consist of from nine to thirteen Board members, appointed quinquennially by the Board of Trustees at its first meeting and shall include the

Union Conference/Mission president as chair, the head of the institution as secretary, the Academic Dean, the Business Manager, the Union Secretary, the Union Treasurer, the Union Director of Education, the local Conference/Mission President where the college is located, one faculty member appointed on an annual rotating basis, and the balance from among the other members of the Board of Trustees, which should include qualified laymen whenever possible.
Section 2  Quorum

In meetings of the Executive Committee of the Board of Trustees a majority of the committee membership, including an officer of the Union or the vice-chair of the Board where such is provided for, shall constitute a quorum for the transaction of business.

Section 3  Duties of Executive Committee

It shall be the duty of the Executive Committee of the Board of Trustees to assume the responsibilities of the Board of Trustees between its called meetings according to guidelines as established by the latter.

Section 4  Financial Budget

It shall approve and submit to the Board of Trustees annually a complete financial budget for the ensuing year and approve any budget changes.

Section 5  Employment/Dismissal of Employees

This Committee shall have responsibility to approve the employment and discharge of employees other than faculty and administrators as may be needed by the institution and as provided by the budget.

Section 6  Filling of Vacancies of Executive Committee

Vacancies in the membership of the Executive Committee of the Board of Trustees caused by the resignation or removal of non-ex officio members shall be filled by the Board of Trustees.

Section 7  Filling Staff Vacancies

This Committee may fill vacancies in the school faculty in the interim when the Board of Trustees is not in session.  It may also give counsel to the faculty when requested by the administration.  It shall also approve the annual calendar as prepared by the faculty.

Section 8  Appointment of Special Committees

The Board may also appoint other special committees--standing or ad hoc--such as, finance, budget, and building plans.


ARTICLE VI: DUTIES OF OFFICERS AND FACULTY
Section 1  Duties of President

The President (or Principal) as the chief administrator shall have charge of the general operations of the school, shall implement the policies of the Board, shall have supervision of the faculty, shall hold faculty meetings, and be responsible for all activities of the school.  He should meet often for counsel and planning with the school administrative officers.  A President's/Administrative Council, including the administrative officers and representation from the teaching staff, should be called regularly to discuss school matters.

Section 2  Joint Duties of the President and Faculty

The President (or Principal) and the faculty shall develop the curricula for approval by the Board of Trustees.  The President (or Principal) and the faculty shall prepare the annual calendar to be approved by the Executive Committee of the Board of Trustees.

Section 3  Academic Dean

The Academic Dean shall be responsible to the President and be in charge of academic affairs.

Section 4  Dean of Students

The Dean of Students shall be responsible to the President and be in charge of student affairs.

Section 5  Business Manager

The Business Manager shall be responsible to the President and be in charge of the financial and business affairs of the school and physical plant.

Section 6  Director of Public Relations

The Director of Public Relations and Development shall be responsible to the President and be in charge of public relations and development.  

Section 7  Mode of Operation

The faculty in cooperation with the officers shall conduct the school in harmony with policies and curricula adopted by the Board of Trustees.  

Section 8  Duties of the Faculty

The faculty shall be responsible for the discipline of the students, for the teaching, and for all extra-curricular activities of the school.  

Section 9  Outside Employment

Members of the full-time faculty shall not undertake outside teaching or other employment.

Section 10  Conflict of Responsibilities

While faculty members are encouraged to make continual self-improvement, no teacher shall take resident school work or follow any line of study that would require time from his/her regular duties without Board approval.  

ARTICLE VII:  STUDENTS
Students shall be admitted to the school by the Admissions Committee upon written applications signed by the student and parent or guardian.  Recommendations by several responsible non-relatives, including a minister of the church or local church elder, should guide the Admissions Committee.  A medical certificate will be required of all students.

ARTICLE VIII: WAGES OF EMPLOYEES
The wages of all employees (except those set by the GC) shall be fixed by the Board of Trustees, preferably at a time when a Division representative is present.

Where it is deemed advisable for the Board of Trustees to appoint a smaller committee for the purpose of fixing salaries of employees of the institution, a wage review committee shall be appointed consisting of from five to nine members, with an officer of the Union or Division as chair.

ARTICLE IX: AUDITS
The accounts of this school shall be audited at least once each calendar year by the Division auditing service.

ARTICLE X: AMENDMENTS
This operating policy may be amended at any meeting of the Constituency by a two-thirds vote of that in attendance and by the approval of the Southern Asia-Pacific Division Executive Committee.
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FF 2005  XE "Administration:Code of Ethics " Code of Ethics

For Seventh-day Adventist School Administrators TC "Code of Ethics For Seventh-day Adventist School Administrators" \f C \l "1" 
Seventh-day Adventist Christian educators are privileged to serve in the areas of administration and supervision whether as administrator, director, superintendent or supervisor representing the constituency of the church in general and ministering to the youth and students of the church in particular. 
Our Mission TC "Our Mission" \f C \l "2"   XE "Administration:Code of Ethics:Our Mission" 
The Seventh-day Adventist Church mission is to proclaim to all people the everlasting gospel, in the context of the three angels’ messages of Revelation 14:6-12, leading them to accept Jesus as their personal Savior, and encouraging them to unite with His church and prepare for His soon return. Within the scope of this mission, the Adventist Educational system exists to lead the employees and students in being witnesses for God’s kingdom and in making disciples of Jesus Christ.  

Likewise, Adventist educational employees will uphold the Adventist Educational Philosophy, Goals and Objectives as stated in the SSDWPE.

Our Responsibilities TC "Our Responsibilities" \f C \l "2" 

 XE "Administration:Code of Ethics:Our Responsibilities" 
Adventist education employees believe:

We are responsible first to God, our Creator. Individuals and collective action must reflect His character and exhibit His love.

We are responsible to the communities in which we work and live and also to the world community. We accept the challenge to be exemplary individuals and corporate citizens. We support good works and charities. We encourage civic improvements, a better quality of live, security, health, and education for all. We are responsible to our fellow educators and church members. We accept accountability for sound leadership decisions and appropriate stewardship.

We are responsible to each other within our respective offices. Every individual deserves to be treated with dignity and respect; to have his or her role and   contribution valued and affirmed; to function in a safe working environment; to experience an atmosphere of challenge, open communication, and commitment.

Our Values TC "Our Values" \f C \l "2" 

 XE "Administration:Code of Ethics:Our Values" 
We value the Bible as the primary reference for life’s

direction and qualities.

We value excellence in all that we do.

We value ethical and moral conduct at all times and in all relationships.

We value creativity and innovation in the completion of our mission.

We value honesty, integrity, and courage as the foundation of all our actions.

We value the trust placed in us by colleagues and by the world Church membership. 

We value people as children of God and therefore brothers and sisters of one family.

Ethical Responsibilities as Employees TC "Ethical Responsibilities as Employees" \f C \l "2" 

 XE "Administration:Code of Ethics:Ethical Responsibilities as Employees" 
We recognize that employment in the Seventh-day Adventist Church implies commitment to the organization’s mission and concurrence with its responsibilities and values. We affirm that the employer-employee relationship grows within reciprocity of mutual regard. Our reasonable service as employees includes the following ethical responsibilities:

Life consistent with church message and mission; While in the employ of the Adventist church in the education work we will live in a manner consistent with the beliefs and values of the Church. We will uphold, in word and conduct, the teachings and principles held and advanced by the Seventh-day Adventist Church.

Respect for Church-owned assets. We will respect the property of our organization, including any intellectual property that is developed in the course of our employment. We will use the property, facilities, and resources solely for the benefit of our organization, unless otherwise permitted or when financial compensation for such use has been arranged.

Respect for colleagues.  We will respect and uplift our fellow employees. We will refrain from intentionally placing another in a position of embarrassment, disrespect, or harassment. We will avoid all behavior that may be construed as sexually inappropriate. We will honor the privacy and guard the safety of others.

Efficiency and attention on the job. The hours of our employment shall be devoted to the work assignments entrusted to us. We will not use the employer’s time for personal business or the advancement of personal interests unrelated to the work assigned by our supervisors. We will not deprive our employer by entering into other employment or activities which impair our performance for the Adventist education work while on the job. We will aspire to greater efficiency and the reduction of waste in time, effort, and resources.

Personal integrity in financial matters. We will not engage in theft or embezzlement of any kind including the misuse of expense accounts, falsification of time reports, or the misapplication of resources for which we are responsible.

Avoiding inappropriate influence.  We acknowledge that the giving or receiving of business gifts can easily inject ulterior consideration in our work and employment relationships. Therefore the use of gifts, payments, or honoraria as incentives or rewards for a particular course of action is unacceptable. We will not offer gifts, favors, payments, or other forms of reward directly or indirectly in exchange for a specific gain or action.

Maintaining an ethical environment in the workplace. We 
accept the obligation of maintaining ethical standards in personal life and in the workplace. We believe it is our personal responsibility to report, through established confidential channels, any behavior that is inappropriate or which undermines the ethical environment in the Adventist education work. We are prepared to be held accountable by our supervisors and peers for professional conduct representing the moral and ethical values of the Seventh-day Adventist Church and Adventist Education.

We follow denominational procedures in personnel recruitment of those currently employed and to discuss possible future employment of a member of the school staff or church organization only after I have secured permission from the responsible official of his employing organization.

We will be loyal to those for whom I am responsible who may have become involved in a difficulty with parent, student, or colleague.  

We will refrain from criticizing a peer, colleague, or teacher in the presence of students, patrons, or other colleagues, but will confer with the individual in private exercising at all times courtesy, frankness, and tact.

We will keep confident all communications given to me in confidence by a communicant, except when I have responsibility to report immediately to an officer of higher organization life-threatening or unethical disclosures.

We will refrain from listening to alleged rumors or idle gossip as the basis for passing judgment on personnel and to confirm unworthiness and inefficiency only after careful investigation and with reliable evidence.

We will write and dispatch letters of reference for students or staff members in a confidential manner.

We will organize and leave in reputable order for my successor all materials, essential data, books of record, and minutes that are the property of my office.  (GC Working Policy)

FE 2010 P-S School  XE "Administration:Administrative Personnel" Administrative Personnel TC "Administrative Personnel" \f C \l "1" 
School administrative personnel have delegated responsibilities and authority in addition to the prerogatives of discretionary and independent judgment in the following areas:

1.
Spiritual leadership

2.
Curriculum and instruction

3.
Supervision of instruction and curriculum development

4.
Personnel management

5.
Financial management

6
School facilities

The organization for administrative services will depend on the size and type of school.  Responsibilities of administrative personnel are to be assigned by the school board in harmony with normal expectations outlined in this policy manual.

FE 2020
P-S The  XE "Administration:School Principal/Headmaster" School Principal/Headmaster TC "School Principal/Headmaster" \f C \l "1" 
Qualifications XE "Administration:School Principal/Headmaster:Qualifications" 
The principal should hold a current Adventist Administrators Certificate or be actively working to obtain it.

The principal is the chief administrator of the school, with the responsibilities and functions listed below and other functions as assigned by conference/mission and school boards.
The board chairman should work together with the Conference/Mission and Union Education Departments to arrange an evaluation of the principal each semester.  This evaluation is to be kept in the principal’s personnel file.
The responsibilities and functions include the following:

1.
General administration TC "General administration" \f C \l "2" 

 XE "Administration:School Principal/Headmaster:General Administration" 

a.
To serve as executive secretary of the school board preparing the agenda and calling board meetings at least 5 times a year and preparing the minutes according to Policy and the school’s constitutional bylaws.

b.
To serve as agent of the school board in administering the school in accordance with the SSD Education Working Policies, and others adopted by the Union, Conference/Mission and the school board.


c.
To prepare the agenda of the school board meetings in counsel with the board chairperson.


d.
To provide leadership to the religious program and activities, and in the development and maintenance of a positive spiritual climate on campus.


e.
To be responsible for the organization of the school program including:



1)
Implementation of the annual school calendar adopted by the school board.



2)
Planning regularly scheduled staff meeting.




 3)
 Assignment of teaching responsibilities and other duties to the members of the school faculty and staff.


f.
To serve as the financial manager and to operate the school on a sound financial basis within the approved budget, including the leadership in the control of accounts and preparation of the monthly financial statement.


g.
To serve as, or designate, the chairperson of all school committees, councils, and meetings.


h.
To develop and maintain a record-keeping system to ensure the security of all school and board records including:



1)
Student scholastic, health, and 
attendance records.



2)
Minutes of faculty meetings and 
committees.



3)
Minutes of school board and board 
committee meetings.


I.
To maintain attendance records in accordance with government regulations.


j.
To maintain a safe environment on campus and to provide safety instruction to students and faculty.


k.
To provide leadership to the school evaluation and accreditation process in cooperation with the Conference/Mission and the Union Office of Education.

2.
Financial TC "Financial" \f C \l "2"   XE "Administration:School Principal/Headmaster:Financial" 

a.
Maintain the working capital and liquidity for the school at or above 100% 


b.
Maintain inventory of capital equipment with depreciation schedules updated annually.


c.
Maintain accounting records of the school so that when audited by General Conference Auditing Service (GCAS) there is a consistent “clean” opinion.


d.
Maintain the outstanding student and faculty accounts receivable to no more than 8%.


e.
Reconcile bank and church transactions monthly.



f.
Avoid school debt that can not be cleared by school operating income within 6 months. 


g.
Maintain a full time student to employee ratio of at least 20 to 1


h.
Use the Union approved wage scale for employee remuneration.


 i.
Pay monthly the employee retirement funds required by the church and government.


j.
Allocate and spend yearly no less than 3% of the school budget for library resources (excluding industries)


k.
Keep accounts current with higher organizations.

3.
Supervision of instruction and curriculum TC "Supervision of instruction and curriculum" \f C \l "2" 

 XE "Administration:School Principal/Headmaster:Supervision of instruction and curriculum" 
a.

To provide leadership of the educational 


program through:



1)
Regular classroom visits.


2)
Formal teacher evaluations at least 2 times a year signed by principal and teacher and kept in the personnel file for the teacher.

3)
Curriculum planning with departments and individual teachers.

4)
Assistance in classroom management.
5)
In-service and professional growth activities for the faculty

6)
Use only Union approved textbooks

7) 
Use SSD Bible textbooks for Bible Classes and meeting at least 4 times a week.



8)
Ensure that students each have the required textbooks for every subject. 



9)
Maintain a faculty holding current Adventist teacher certification with endorsements in their teaching areas.


b.
To provide leadership in extracurricular programs and off-campus activities and tours.

4.
To serve as the liaison between the school board and the faculty and staff in all matters relating to the employment status of the school personnel.

5.
Student behavior and discipline


a.
To maintain student conduct consistent with the guidelines set by the SSD Education Working Policies, the Union, Conference/Mission and specific regulations set by the school board.


b.
To maintain discipline in accordance with Christian principles.

6.
School-community relations


a.
To develop and maintain positive community relations. To represent the school as its official spokesman to the patrons of the school, to the school board, and to the public in general.  To clarify and communicate to the board and the constituency, the education plans and programs of the school.


b.
To acquaint students, parents, and other patrons with the policies and procedures relative to the operation of the school.

7.
School facilities management


a.
To insure the periodic inspection and maintenance of buildings, grounds, and equipment for operating efficiency and to provide for safety of operation throughout the school campus.


b.
To serve as the agent of the school board in equipping and maintaining the campus facilities.
FE 2024 Job Descriptions for School Employees TC "Job Descriptions for School Employees" \f C \l "1" 

 XE "Job Descriptions for School Employees" 
Job Descriptions with responsibilities, evaluation instruments and performance indicators should be developed by the school administration, approved by the board and published in the Faculty and Staff Handbook of each institution carefully following classifications voted in the SSD Wage Scale.    Should there arise the need for new positions not listed in the SSD Wage Scale, application can be made through the Conference/Mission and Union to the SSD Executive Committee for these additions. 

FE 2050 XE "Faculty & Staff:Instructional Personnel"   Instructional Personnel TC "Instructional Personnel" \f C \l "1" 
Teaching personnel are the instructors in the classroom which may include teaching assistants and teacher aids.  These individuals have the direct link of instruction with the students.  Their influence upon the students is of great importance in providing growth, both academic and spiritual, to advance from one level to the next in a balanced manner which will allow the students to eventually reach the goal of being a good citizen of this world and of heaven to come.

1.
Definition TC "Definition" \f C \l "2" 

 XE "Instructional Personnel:Definition" 
Instructional personnel include classroom teachers, teaching assistants, teacher aids, and other personnel who perform related support services such as the librarian, guidance counselor, and registrar.  Any individual that works directly with students in a learning environment is considered as such. 

2.
Qualifications TC "Qualifications" \f C \l "2" 

 XE "Instructional Personnel:Qualifications" 


Church Membership

a.
Instructional personnel are to be members of the Seventh-day Adventist Church and exemplify high standards of Christian conduct.  They are expected to maintain membership in a constituent church and to participate in church activities, programs and finances, including the regular payment of tithes.


b.
Civic
Instructional personnel are to accept the responsibilities and privileges of citizenship, recognize the basic rights of other individuals, be intelligent regarding leading domestic and international issues of the time, exercise a love of country, and be willing to cooperate in efforts to improve the social order consistent with principles of the Seventh-day Adventist Church.


c.
Professional
Instructional personnel are to maintain a personal professional growth program which continues to update their understanding of current information related to their instruction field.  In addition they are to work toward meeting the Adventist teacher credential requirements and upon receiving proper credentials maintain their validity.  (See FF 5070 & Appendix K)


d.
Personnel
Instructional personnel are to give evidence of physical and mental health which qualifies them to instruct and/or associate with children and young people.

3.
Duties and responsibilities TC "Duties and responsibilities" \f C \l "2" 

 XE "Instructional Personnel:Duties and responsibilities" 
General responsibilities of instructional personnel include areas such as, but not limited to, the following:


a.
Provide a dynamic environment with emphasis on Christian living and effective learning.


b.
Establish and maintain effective classroom organization.


c.
Assume responsibility for professional self-improvement.


d.
Participate in church and community activities.


e.
Develop effective relationships with parents, patrons, and colleagues.


f.
Secure and maintain adequate records as required by the school administration and the Conference/Mission Education office.


g.
Cooperate with the administration in caring for school property.


h.
Report for arriving at school and remain on duty as stipulated by the school administration and the Conference/Mission Education office.

4.
Professional ethics TC "Professional ethics" \f C \l "2" 

 XE "Instructional Personnel:Professional ethics" 
The measure of success in and contribution to the teaching profession will be in direct proportion to the standard of behavior and ethics of instructional personnel.  


The Adventist educator has the responsibility to the church to:


a.
Adopt and promote a life style that incorporates principles and practices consistent with those associated with active membership in the Seventh-day Adventist Church.


b.
Have a high sense of loyalty to the aims and ideals of Adventist education, particularly to the philosophy of education upon which has been built the Seventh-day Adventist system of schools.


c.
Recognize the brotherhood of man and the right of equality of opportunity of all according to their ability, without the discrimination on account of race, sex, religion, or social class.


d.
Look upon Adventist teaching as a holy vocation.


e.
Strive for excellence in his/her teaching methods and techniques, always for the purpose of rendering more effective service to his/her students.


The Adventist educator has the responsibility to fellow teachers to:


a.
Give encouragement and moral support to his/her associates on the school faculty and staff.


b.
Give due recognition to lines of authority and to duties and responsibilities assigned to other faculty and staff members and to functions of administration.


The Adventist educator has the responsibility to the students to:


a.
Recognize his/her obligation to meet promptly and faithfully all appointments with his/her classes, with individual students, and with student groups.


b.
Cultivate friendly relationships with his/her students, avoiding undue familiarity.


c.
Allow his/her students the freedom to express their views and the assurance of careful and objective considerations of opinions expressed by them.


d.
Hold in professional confidence the ideas, needs, weaknesses, and failures of his/her students.


e.
Refrain from discussing his/her personal problems with the students.


The Adventist educator has the responsibility to the school to:


a.
Demonstrate his/her loyalty to the school in which he/she is employed by observance of it regulations and policies.


b.
Participate in the activities and programs sponsored by the school and accept and carry to the best of his/her ability such responsibilities as may be assigned to him/her.


c.
Refrain from discussing confidential or official information with unauthorized persons.
FE 2120 P-S-T Long-Range  XE "Master Plan" Master Plan TC "Long-Range Master Plan" \f C \l "1" 
In each secondary school and tertiary institution the administration should develop a strategic, long-range master plan of five years or more.  This will include enrollment projections, curriculum and physical plant master planning, and staffing needs and development.  It will include financial provisions that meet all needs of development and operation through fees, operating and capital subsidies or appropriations and other income sources to make the plans feasible.  These plans are to be approved by the Board of Trustees and a copy filed with the SSD Department of Education.
FE 2130  XE "School:Use of:Healthful Living Guidelines" Healthful Living Guidelines TC "Healthful Living Guidelines" \f C \l "1" 
1.
All Departments of Education and school personnel regardless of level should provide vegetarian meals at all on or off campus organizational meetings, seminars, and teacher conventions.

2.
All schools will provide a vegetarian diet only.

3.
The directors of food services should offer a variety of tasty, well-prepared foods avoiding:


a.
Excessive use of fried foods


b.
Excessive use of sugar


c.
Use of soft drinks

4.
The diet will include an abundant use of locally grown fruits and vegetables.

5.
The school farm and garden should endeavor to provide sufficient amounts of food needed for the cafeteria in a "grow your own food" program.

6.
School librarians are encouraged to include the most recently published Adventist cookbooks as part of their professional resource library for food service personnel.

7.
Home economics teachers should teach the proper use of available national foods.

8.
Faculty members should practice healthful living in their homes, including a vegetarian diet.

9.
The school program should allow a minimum of eight hours sleep for all students.

10.
Physical education program should emphasize activities that promote physical conditioning.
11.
Where campus canteens and snack bars are a part of on campus services provided, school administrators will ensure that they serve only wholesome and nutritious foods.

FE 2140  XE "School:Use of:Programs and Recreation" Programs and Recreation TC "Programs and Recreation" \f C \l "1" 
1.
All school programs will represent the work and character of the Christian school.

2.
Recreation will not be so frequent nor so elaborate that it occupies time needed for regular school work.

3.
Schools will avoid the types of recreation which encourage selfishness, vanity, or theatrical display.

4.
Schools will not present programs in which students participate in scenes portraying worldly conduct, drinking, smoking, lewdness, and violence.
FE 2150  XE "School:Use of:Motion Picture Films and Videos Use in our Schools" Audio Visual Media Use in Schools TC "Motion Picture Films and Videos Use in our Schools" \f C \l "1" 
1.
Before pictures are shown they must be previewed and approved by an authorized evaluation committee composed of faculty members.

2.
Evaluation committees can best serve by confining their efforts to films on the following:


a.
Science


b.
Natural history and wildlife (excluding animated cartoons)


c.
Travelogues


d.
Industrial pictures


e.
Documentary films


f.
Educational productions


g.
Religious films 

3.
Films and videos which portray human passion, violence, crime, murder, sex, multiple marriages, and other evils  are not  shown.

4.
Program committees should consider that the use of motion picture entertainments is generally less desirable to other social activities.

5.
 *The use of feature films which may generate an increasing urge and demand for watching movies is discouraged.

"Finally, brethren, whatsoever things are true, whatsoever things are honest, whatsoever things are just, whatsoever things are pure, whatsoever things are lovely, whatsoever things are of a good report; if there be any virtue, and if there be any praise, think on these things."  Philippians 4:8.
FE 2150  XE "School:Use of:Cultural Programs" Cultural Programs TC "Cultural Programs" \f C \l "1" 
1.
Adventist schools will refrain from the use of content, language, dress, and actions in cultural programs which would not be approved in the normal activities of Christian life.

2.
Each Union/local Conference/Mission will appoint a representative committee to draw up cultural and social program guidelines for the schools within their respective territories.

FE 2155  XE "School:Use of:Music Programs" Music Programs TC "Music Programs" \f C \l "1" 
In order to provide adequate music education and guidance to the Adventist Church in the SSD,

1.
All Adventist colleges and secondary schools, teachers' conventions and workshops, will endeavor to provide orientation classes or sessions for music instructors on all levels.

2.
Unions, Missions/Conferences, secondary and post-secondary schools will appoint a qualified Adventist to serve as counselor to youth organizations and denominationally-operated radio stations.

3.
Every effort will be made to ensure that music festivals and music workshops will be used as a means of providing proper education in different types of Adventist accepted music.

FE 2160
  XE "Flag Etiquette" Flag Etiquette TC "Flag Etiquette" \f C \l "1" 
School administrators should fly/display the national flag on the school premises each school day.   Students should be taught:

1.
To respect for civil government

2.
To show honor to the country

3.
To learn flag etiquette and care

4.
Pride for their country and patriotism

FE 2170  XE "Emergency Evacuation(s)" Emergency Evacuation TC "Emergency Evacuation" \f C \l "1" 
The administration in each educational institution in cooperation with the faculty and staff should study, plan, and practice emergency evacuation drills each semester from the school campus, school buildings, classrooms and dormitories.
Emergency drills should be completed within 2-3 minutes with students going to assigned areas in an orderly manner, record taken to ensure ALL personnel and visitors are accounted for.  Emergency protocol should be established for dealing with medical needs, fire fighting, dangerous people and weapons, land slides and weather related problems.  The school administration should develop emergency and safety manuals outlining the emergency plans that are approved by the board.
 XE "Emergency Evacuation(s):Frequency" Frequency TC "Frequency" \f C \l "2" 
The emergency drill is to be administered a minimum of once a semester on the tertiary level and twice a semester on the secondary and primary levels.  The time of day and situation for these drills should vary where students will be in the classrooms, in dormitories and occasionally during the night when students would be awakened from sleep.  

 XE "Emergency Evacuation(s):Drill time and Recording" Drill time and Recording TC "Drill time and Recording" \f C \l "2"  

The time from the first sounding of the emergency alarm to the time when the “emergency chief” has a complete accounting of all students on campus and knows if any student might possibly still be in the building for which the emergency is sounded should be no more than three (3) minutes.  Each emergency drill, along with its date, time, and situation is to be officially recorded by administration. as a board action.  .

 XE "Emergency Evacuation(s):Verification of Emergency Drills" Verification of Emergency Drills TC "Verification of Emergency Drills" \f C \l "2" 
The Union and Conference/Mission Education Directors are to check these records when they visit the schools to ensure that proper observance of these drills are occurring.  Verification of emergency drills will be part of the school’s AAA accreditation visit.  
FE 2200 Promotion of  XE "Promotion of:Adventist Education" Adventist Education TC "Promotion of Adventist Education" \f C \l "1" 
The promotion of Adventist Education is high priority for Adventist educators at all levels.  The following concepts should be followed whenever possible:

1.
The Adventist ministry from the pulpit should present the responsibility (FE 89; TM 240) of all members to support Adventist education, and they are invited to give further evidence of their support by enrolling their children in Adventist schools.

2.
Principals, Conference/Mission Superintendents, and Union Directors of Education should organize a systematic plan whereby brief articles with pictures appear in Mission/Conference, Union, and Division periodicals setting forth the needs and activities of their schools.

3.
The SSD Department of Education should distribute widely the education leaflets that are available.

4.
The Departments of Education and Church Ministry shall encourage study groups in Adventist homes to use the Bible and Mrs. Ellen G. White's writings on education.

5.
Pastors and education leaders should distribute personal and circular letters among church members to help explain the imperatives of Adventist education.

6.
Mission/Conference and Union Departments of Education personnel should distribute pictures, posters, charts, and graphs of Christian education among their constituents.

7.
Department of Education personnel on all levels should cooperate with church pastors to present high quality programs on Christian education with student participation.

8.
Each Union Executive Committee in cooperation with the SSD Executive Committee shall designate in the church calendar one Sabbath each year as Education Day for the purpose of promoting Adventist education.  This day shall be about two months before the opening of school.  In addition, six months later another Sabbath shall be used for education promotion.  Student participation in these activities is encouraged.  At least two sermons on some phase of Christian education should be preached in every church each year.

9.
Education Rallies 


a.
Weekend Conventions and Rallies---A weekend convention or rally on Christian education shall be held once each year in the larger churches and area meetings for smaller churches.  This shall be under the supervision of the Conference/Mission Superintendent of Education.


b.
Camp Meetings and District Meetings---
Sermons, preferably on Sabbath afternoon, on Christian education should be given at camp meetings and district meetings.


c.
Youth Camps---Special academy and college promotion should be given at all youth camps.


d.
Employees' Meetings---Special education instruction should be given to pastors at employees' meetings.

10.
Pastors, church officers, and teachers are invited to engage in personal visitation for solicitation of students.

11.
Worthy Student Fund
Each Education Secretary in the local church in cooperation with the church pastor should invite every church member to participate in financial support of the worthy student fund.

12.
Employees' Example
All church employees shall give strong moral support to the local church in the work of Christian education by enrolling their own children in Adventist schools.

13.
The Census
A current student census shall be kept in all churches by the church clerk or education secretary which will include:


a.
Names and addresses of parents.


b.
Church membership of the parents.


c.
Name of the student.


d.
Age and sex of the student.


e.
Years in school.


f.
School in which student is currently enrolled.

FE 2220 S-T Promotion of the  XE "Promotion of:Teaching Profession" Teaching Profession TC "Promotion of the Teaching Profession" \f C \l "1" 
g
1.
Each college and secondary school shall foster an organization, such as "Teachers of Tomorrow" to encourage young people to prepare for the teaching profession.  This shall be the responsibility of the Department of Education in the colleges in consultation with the academy principal in the secondary schools.  Goals of the organization include:


a.
Promoting and magnifying the teaching profession.


b.
Developing a favorable attitude toward the teaching profession.


c.
Encouraging youth to train for primary and secondary teaching in Adventist schools.


d.
Encouraging youth to train for educational administration at all levels.

2.
"Teachers of Tomorrow" type clubs should be promoted and organized on the primary and secondary levels under the supervision of the principal or head teacher.

FE 2310 Adventist Philosophy of  XE "SDA Philosophy of:Music (See Appendix G)" Music TC "Adventist Philosophy of Music" \f C \l "1"  
(See Appendix G)
FE 2330 Adventist Philosophy of  XE "SDA Philosophy of:Literature (See Appendix K)" Literature TC "Adventist Philosophy of Literature" \f C \l "1"  
(See Appendix K)
FE 2350 Adventist Guidelines on  XE "SDA Philosophy of:Competition (See Appendix L)" Competition TC "Adventist Guidelines on Competition" \f C \l "1"  (See Appendix L)
FE 2420 P
 XE "Schools - Primary:Guidelines of Relationships For Primary Schools" Guidelines of Relationships for Primary Schools Attached To Other 
Educational Institutions TC "Guidelines of Relationships For Primary Schools To Other Educational Institutions " \f C \l "1" 
The following guidelines clarify relationships between the Conference/Mission primary schools and those attached to tertiary institutions:

1.
College-Attached Primary Schools

a.
When a primary school is attached to a college and the school is a laboratory school for the tertiary institution:



(1)
They shall be administered by the college.



(2)
Primary teacher education supervisors shall be qualified appropriately and may be given academic rank by the college.



(3)
Teachers shall be on the college payroll and their salaries shall be audited by the college audit committee, except as the primary school may employ a full-time religion teacher.



(4)
The Conference/Mission shall give to the school the regular subsidies required by policy, including salary subsidy.



(5)
These schools shall be governed by the College Board with the understanding that time will be provided for due consideration of primary school matters.



(6)
These school board may wish to have an administrative committee chaired by the college Department of Education with the primary school principal serving as secretary.


b.
When the school is not a laboratory schools for the college, they shall be under the Conference/Mission supervision and shall be administered in the same manner as all other primary schools of the Mission/Conference.


c.
Both the college administration and Conference/Mission personnel will have mutual concern for the best interests of students enrolled in the college-attached primary schools.

2.
Academy-Attached Primary Schools
When there are primary schools attached to a secondary school/academy they shall be under the Conference/Mission supervision and shall be administered in the same manner as all other primary schools of the Mission/Conference, except it is recommended that each academy-attached primary school be governed by a unified (primary with secondary/combined) School Board.

FE 2510 S  XE "Schools - Secondary:Standing Committees and Meetings  in Secondary Schools" Standing Committees and Meetings

in Secondary Schools TC "Standing Committees and Meetings in Secondary Schools " \f C \l "1" 
Standing committees in secondary schools shall be organized according to the size of the school and its needs.  Such committees and meetings as the Principal's Council, faculty meetings, staff meetings, Academic Committee, Library Committee, Religious Life Committee, Government Committee, and Social and Cultural Committee, patterned after those found in the colleges, are usually necessary.
FE 2520 S  XE "Schools - Secondary:Local Church-Operated Secondary School" Local Church-Operated Secondary School TC "Local Church-Operated Secondary School" \f C \l "1" 
Local Adventist Churches by Church Board action, wishing to operate a secondary school at their own expense shall counsel with the Conference/Mission Superintendent.  This is operating on the premise that either (1) no existing Adventist-operated secondary school currently is serving the students of the local Adventist Church, or (2) the local Adventist Church wishes to operate a secondary school solely for the purpose of outreach or evangelization in the community to be served, without subsidy from the Conference/Mission.  
Factors that the local Adventist Church Board shall consider in its preliminary deliberations and plans are:

1.
The local school board shall appoint and maintain an active School Board which shall be its Board of Control.

2.
The School shall not operate in competition with any other Adventist mission-/church-operated school in recruitment of students.

3.
The School Board shall be responsible for providing the following:


a.
School campus and buildings


b.
Adequate equipment and supplies


c.
Qualified personnel


d.
Total financial plan with/without Conference/Mission appropriations as determined by the Conference/Mission Committee for:



(1)
Initial funding



(2)
Continuing operations



(3)
Balanced budgets



(4)
Full salaries and benefits for all personnel

4.
The School Board shall cooperate with the Superintendent of Education of the Mission/Conference.

5.
The School Board shall be expected to operate the secondary school according to the standard of the Adventist Church in terms of its physical plant, comprehensive curriculum, qualified personnel, and functional organization.

6.
Non-compliance of this policy will hinder the recognition of the school and the name of Adventist is not to be used.  

Having studied the SSDWP and the SSDWPE in regard to the establishing and operating of Adventist schools (see FF 1550) and having satisfied the local Conference/Mission Department of Education, the local Adventist Church Board is in a position to request, through the regular church Department of Education channels, for a Survey Committee to make recommendations for final decision.  This request should be made at least six months before any construction begins or before the first class starts.  
FE 2530 S  XE "Schools - Secondary:Guidelines for Relationship of College-Attached Academies" Guidelines for Relationship of

College-Attached Academies with the Local Mission/Conference TC "Guidelines for Relationship of College-Attached Academies with the Local Mission/Conference " \f C \l "1" 
The following guidelines clarify relationships between the local Conference/Mission and college-attached academies.  When the academy is a laboratory school with a college teacher training program, the following shall apply:

1.
If the academy has teaching facilities physically separated from the college with a separate faculty, and there are no factors militating against an autonomous operation:


a.
It shall have a separate Board.


b.
Administratively it shall be under the control of the Mission/ Conference.


c.
The academy shall keep separate books of account, teachers shall be paid by the academy, and their salaries shall be audited by the academy remuneration committee.


d.
The Conference/Mission president shall be the academy Board chair.


e.
The college president and the head of the college secondary education department shall be members of the academy Board.


f.
In the employment of academy teachers, the academy principal and the head of the college secondary education department cooperatively shall make recommendations to the Board in order to be certain that the qualifications of these teachers meet the standard essential to be supervising instructors for the college.  


g.
The supervising instructors shall be qualified appropriately and may be given college rank by the college administration and Board.


h.
The supervising instructors may be considered as having dual faculty status.  Their primary assignment will be as academy faculty members.  Their secondary assignment will be as members of the college faculty.


i.
The Conference/Mission shall give subsidy as required by policy since the academy serves the Conference/Mission constituency.

2.
If the academy teaching facilities and staff are integrated with the college:


a.
The academy shall be under the administrative control of the college with the understanding that time will be given by the Board to the agenda items submitted by the academy Principal to the college President.


b.
The College Board shall serve as the academy Board with the academy Principal included as under-secretary of the Board on academy matters.


c.
The academy teacher-training supervisors may be given academic rank by the college.


d.
Teachers shall be on the college payroll and their salaries shall be audited by the college wage audit committee.


e.
The Conference/Mission president where the academy is located shall be a member of the college Board and Executive Committee.  Where considered advisable, two to three Conference/Mission personnel may be appointed to the Board.  These may be in addition to the number of regular members allowed by the policy.


f.
The Conference/Mission shall give subsidies to the academy on the following basis:


(1)
If the academy is the only one in the Conference/Mission and also serves as a laboratory school, then the Conference/Mission shall give the subsidy required by policy.



(2)
If the Conference/Mission has more than one academy and if the college-attached academy is serving as a laboratory school, then the Conference/Mission and college or Union shall share equally in providing the subsidy required by policy.

3.
When the academy is not a laboratory school:


a.
If it is physically separate from the college and has a separate faculty:



(1)
It shall have a separate Board and shall be administered by the Mission/Conference.



(2)
The Conference/Mission president shall be the chair of the academy Board.



(3)
The Conference/Mission shall give the subsidy required by policy.


b.
If the academy teaching facilities and staff are integrated with the college:



(1)
They shall be under the administrative control of the college and the college Board with the understanding that time will be given by the college Board to the agenda items submitted by the academy Principal for the academy.



(2)
The President of the Conference/Mission where the academy is located shall be a regular member of the College Board and its Executive Committee.



(3)
The Conference/Mission shall give the subsidy required by policy since the academy serves the Conference/Mission constituency.
FE 2535 S  XE "Schools - Secondary:College-Attached Academies" College-Attached Academies TC "College-Attached Academies" \f C \l "1" 
1.
For efficiency of operation, wherever there is a college-attached academy, ways are to be devised for the separation of these operations in the following areas:


a.
Physical plant - though both may of necessity remain on one campus.


b.
All matters pertaining to finance - though one group of financial administrators may serve both bodies with separate financial records for each organization.


c.
Teaching faculty - there should be as little overlapping of personnel as possible.


d.
Keeping of records - though one office and its officers may serve both groups.


e.
Housing of students.

2.
Where possible, as plans are laid for future development of the school plants, two separate but closely located campuses should be planned.

3.
All plans for separation are to be done in consultation with the Conference/Mission and/or Union and with the SSD Department of Education.

4.
A unified Board of Control is recommended with the assurance that due consideration will be given to all academy submitted agenda items.
FE 2550 S  XE "Schools - Secondary:Guidelines For Establishing or Upgrading to a Secondary School" Guidelines for Establishing or Upgrading to a Secondary School TC "Guidelines for Establishing or Upgrading to a Secondary School" \f C \l "1" 
1.
A junior academy is defined as a secondary school, offering not more than three years of secondary work in a 6-3-3, 6-6,6-5, or 7-5 system, or not more than two years of secondary work in a 6-4, or 7-4,  system, or not more than four years in a 6-4-2 system.

2.
To open a junior academy or to offer any work beyond the primary level both Conference/Mission and Union approval must be secured before such plans are announced.

3.
Copies of all secondary credits earned by students attending junior academies should be recorded in the Union Department of Education and stored in a fire-proof vault.

5.
To upgrade an ​elementary/primary school to a junior academy/secondary school or establish a new secondary school the following steps must be taken:


a.
The Board must request the Union and SSD Education Departments for a survey.


b.
The survey team must recommend the plan and forward it to the Union for their approval.


c.
The Union must approve the plan and recommend it to the SSD at least six months prior to the opening of the school year in which this plan is desired to be executed.


d.
Approval of the application to operate a full academy, if given, shall be for a two- or three-year probationary period.


e.
At the close of the probationary period, in order to secure recognition and accreditation, the administrative officers of the academy will be expected to satisfy the standards for secondary education as controlled by the Commission on Accreditation.

FE 2575 S  XE "Schools - Secondary:Status Change of Church and Mission Secondary Schools" Status Change of Church

and Mission Secondary Schools TC "Status Change of Church and Mission Secondary Schools " \f C \l "1" 
When a School Board desires to change the status of the school (from a financially self-sufficient school to a church supported school or from a day school to a boarding school, or vice-versa), the following steps should be taken:

1.
The secondary School Board is to study the objectives of the school before submitting the request for a change in status.

2.
The secondary School Board is to inform the Mission/Conference, Union and SSD of its request.

3.
No school is permitted to change its status or assume the characteristics of a different status without approval of the School Board, Mission/Conference, Union and SSD.

4.
In the event that a secondary school wishes to change its status, or a new secondary school is anticipated, planning must begin early enough so that the following steps may be taken:


a.
The School Board approves the plan and recommends it to the Mission/Conference.


b.
The Conference/Mission considers the request, and if the request is approved, the recommendation is forwarded to the Union for consideration.


c.
The Union considers the request, and if the plan is approved, it is recommended to the SSD at least six months before the school year begins in which it is hoped that the new plan might be in operation.


d.
Upon receiving the recommendation from the Union, the SSD Department of Education will initiate a survey and make its report to the SSD Education Committee for final decision.

FF 2580 S  XE "Schools - Secondary:Annual Information Brochure" Annual Information Brochure TC "Annual Information Brochure" \f C \l "1" 
Each secondary school should consider preparing an annual information brochure for general circulation among its constituency.

FE 2610 T
 XE "Schools - Tertiary:Standing Committees and Meetings in Colleges" Standing Committees and Meetings in Colleges TC "Standing Committees and Meetings in Colleges" \f C \l "1" 
In order to facilitate an efficient organization in the college program certain standing committees shall be organized within the staff.  The president may attend any committee as an ex officio member, except the presidential selection committee.  The number of members on each committee is to be determined by the size of the college.  A secretary shall be appointed for each committee, and the minutes are to be kept as a permanent record in a fire-proof vault.  These committees should be approved by the board and included in the Faculty and Staff Handbook with terms of reference.   These committees may include:


1 
Administrators' Committee (Officers' Meeting)



2.
President's Council


3.
Faculty Meeting


4.
Staff Meeting


5.
Academic Committee


6.
Library Committee


7.
Religious Life Committee


8.
Student Affairs Committee


9.
Social and Cultural Committee


10.
Financial Statement Review Committee
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FE 3010 
 XE "School Calendar:Definition of a School/Instructional Day" Definition of a School/Instructional Day TC "Definition of a School/Instructional Day" \f C \l "1" 
An officially recognized instructional day/school day of in-class instruction includes the following elements or criteria:


1.
Planned and organized learning experiences


2.
Direction and supervision by a qualified teacher


3.
Experiences meet educational goals or objectives


4.
Student attendance is required


5.
In session a minimum of four hours exclusive of the lunch period in which at least half the students are involved

The following related instructional activities and tours may be included, if the elements or criteria listed above are met:


1.
Educational field trips


2.
Witnessing/Service activities


3.
Community relief work


4.
Bible conferences


5.
Student leaders’ camp


6.
Track and field activities


7.
Wilderness survival


8.
Outdoor/nature school


9.
Work experience/work education


10.
Conducting Bible studies in homes/shops


11.
Parent-teacher-student conferences

FE 3020  XE "School Calendar:School Holidays" School Holidays TC "School Holidays" \f C \l "1" 
School holidays should follow the required schedules set by the government of the local area.

FE 3040 P  XE "Schools - Primary:Time Standards for Primary Schools" Time Standards for Primary Schools TC "Time Standards for Primary Schools" \f C \l "1" 
The primary school year shall consist of no less than the minimum number of teaching days required by government regulation or 180 days whichever is higher.

FE 3050 S  XE "School Calendar:Time Standards for Secondary Schools" 

 XE "Schools - Secondary:Time Standards for Secondary Schools" Time Standards for Secondary Schools TC "Time Standards for Secondary Schools" \f C \l "1" 
1.
School Year
A minimum of 180 days or the government time requirements for classroom instruction that is required for a school year.

2.
Length of Class Periods
The minimum length of a class period is 40 minutes exclusive of time for passing or changing teachers.

FE 3110  XE "Grades & Records:The Grading System" The Grading System TC "The Grading System" \f C \l "1" 
Each Union shall formulate a grading system to meet its needs.  The system should be the same as that generally followed throughout the country where the school is located.

The following grading system is suggested:   (See Appendix D)



A-- Superior



B-- Above Average



C-- Average



D-- Below Average



E or I-- Incomplete



F-- Failure

FE 3120  XE "Grades & Records:Recording Of Permanent Grades" Recording of Permanent Grades TC "Recording of Permanent Grades" \f C \l "1" 
1.
The Recorder/Registrar is responsible for recording in permanent record form all final credits earned by each student in the school.

2.
If a student has completed only one semester of a two-semester course, even this fraction of credit shall be recorded.

FE 3130 S-T  XE "Grades & Records:Student Transcripts Of Academic Records" Student Transcripts of Academic Records TC "Student Transcripts of Academic Records" \f C \l "1" 
1.
Each student is entitled to one free transcript.  A charge may be made for additional copies.

2.
Transcripts for certification purposes shall be sent upon request to the Union or SSD Departments of Education even though the student owes an account.

3.
Transcripts requested by denominational schools, Union or Division Departments of Education for certification purposes, shall be furnished free of charge.

FE 3135  XE "Grades & Records:Storage of Academic Records" Storage of Academic Records TC "Storage of Academic Records" \f C \l "1" 
1.
All schools shall store academic records in fire-proof vaults to protect them from fire, vermin, and mildew.

2.
Only students who have demonstrated honesty and loyalty may be entrusted with the keeping and handling of records.

3.
The original records must never leave the Recorder's/Registrar's office.  
FE 3140 P-S  XE "Grades & Records:School Register and Government Forms" School Register and Government Forms TC "School Register and Government Forms" \f C \l "1" 
The Conference/Mission Departments of Education are to provide all primary schools and junior academies with school registers and/or government forms.  These records, when completed at the close of the school year, are to be filed by the Superintendent of Education in a fireproof filing cabinet or vault in the office of the Mission/Conference.  Filing systems that are not in alphabetical or year order will provide a higher degree of privacy and security.  

FE 3145 P  XE "Schools - Primary:Records and Reports" 

 XE "Grades & Records:Records and Reports" Records and Reports TC "Records and Reports" \f C \l "1" 
1.
The Daily Register should be used in every Primary school.  This provides for the keeping of attendance records, daily and period grades.


a.
The teacher shall keep the Daily Register and Scholarship Record complete and up-to-date, with all entries in ink.


c.
Scholarship records should be made in the Register BEFORE they are placed on the report card.


d.
The Daily Register and Scholarship Record must be kept secure for daily use.  They should be locked in a safe place.

e.
Documents submitted by students should be carefully verified.

2.
Records of Receipts and Expenditures

The teacher shall keep an itemized record of the receipt and expenditure of money entrusted to him.  It is well to have these records audited at least once a year.  It is unwise for teachers to handle money except where circumstances make it absolutely necessary.

3.
Local Government Regulations Reports

The principal should inform teachers regarding national, provincial, and municipal school laws, so there will be  prompt compliance to the regulations and reports.  Where ever possible, these should be made available in the teacher’s room.

FE 3150 P-S  XE "Grades & Records:Cumulative Records" Cumulative Records TC "Cumulative Records" \f C \l "1" 
Each Union is to develop a cumulative record folder, consistent with government practice, for all students suitable for use by schools within the Union.  These records may include such data as the following:


1.
Name and home address


2.
Photograph


3.
Years student attended school


4.
Birthday


5.
Date of graduation

6.
Responsibilities carried, including disclaimers


7.
Spiritual response, including date of baptism


8.
Reasons for discontinuing school, if student dropped before graduation


9.
What the student accomplished after the graduation or leaving school:



a.
Advanced training



b.
Denominational employment



c.
Private employment


10.
Health record


11.
Conduct and discipline record

FE 3155  XE "Grades & Records:Permanent School Data" Permanent School Data TC "Permanent School Data" \f C \l "1" 
School Recorders/Registers and/or teachers shall record in permanent record form such school data as is applicable which may include the following:


1.
Number of baptisms


2.
Maximum enrollment


3.
Number of students dropped including specific reasons


4.
Graduating class:



a.
Number of graduates



b.
Number baptized



c.
Number going to college or advanced training



d.
Number entering denominational employment



e.
Number entering private employment


5.
Number of students failed


6.
Any faculty changes and reasons for change

FE 3170  XE "Schools - Secondary:School Catalogue/Bulletins" 

 XE "Schools - Tertiary:School Catalogue/Bulletins" School Catalogue/Bulletin/Student Handbook TC "School Catalogue/Bulletins/Student Handbook" \f C \l "1" 
Each school/institution should prepare a current catalogue/bulletin which will include the following:


1.
Official name of school/institution


2.
Location and mailing address


3.
Mission and goals of institution 

4.
Calendar of events


5.
Statement of accreditation


6.
Board Members


7.
Administration and faculty, giving positions, academic degrees and where conferred, and the length of service in the institution


8.
Standing faculty committees


9.
Course offerings and description


10.
Requirements for entrance and graduation


11.
Definition of the system of grading


12.
Standards of student life


13.
Financial information


14.
Description of the school plan facilities, including a campus map.

FE 3210  XE "Students:Student Residency Requirements" Student Residency Requirements TC "Student Residency Requirements" \f C \l "1" 
A student transferring from a non-Seventh-day Adventist school must spend at least one year in residence before graduating.  Exceptions to this rule may be made by vote of the faculty.

FE 3220  XE "Students:Student Failure and Make-Up Work" Student Failure and Make-Up Work TC "Student Failure and Make-Up Work" \f C \l "1" 
1.
When students have failed a final examination, a second test should not be given until sufficient time has elapsed for the student to make a thorough review or restudy of the course.

2.
When an "I" (Incomplete) grade is recorded for a course, it automatically becomes an "F" (Failure) unless the work is completed by the close of the following semester.  Any exception shall be by action of the Academic Standards Committee.

FE 3250  XE "Students:Graduation Exercises" Graduation Exercises TC "Graduation Exercises" \f C \l "1" 
1.
Simplicity and true Christian dignity shall characterize the graduation exercises in all schools.

2.
The graduation exercises shall be limited to the following services:


a.
Consecration


b.
Baccalaureate


c.
Commencement
3.
Schools should avoid student ranking.  Other forms of recognition should be used to affirm student achievement and specified performance levels, of which all may obtain if they achieve the standard, should be considered.

FE 3255  XE "Students:Senior Class Membership" Senior Class Membership TC "Senior Class Membership" \f C \l "1" 
All scholarship deficiencies must be cleared before the student may join the graduating class.

FE 3257 P  XE "Students:Graduation Of Below-Average Students" 

 XE "Schools - Primary:Graduation Of Below-Average Students" Graduation of Below-Average Students TC "Graduation of Below-Average Students" \f C \l "1" 
In exceptional cases, by special consideration of the faculty, below-average students, who have worked faithfully and up to their perceived capacity, may be given a Certificate of Attendance and may be allowed to participate in graduation ceremonies.  This is to be done in counsel with the Conference/Mission Superintendent if the student is in a primary school or with the Union Director of Education if he/she is enrolled in a secondary school.

FE 3340 P
 XE "Library:Library Standards For Elementary Schools" 

 XE "Schools - Primary:Library Standards For Primary Schools" Library Standards for Primary Schools TC "Library Standards for Primary Schools" \f C \l "1" 
All educational media-books, magazines, pamphlets, and audio-visual materials shall reflect denominational standards.  These should be carefully and prayerfully selected by the principal and the teachers.  They should reflect the curricular areas needed and the students' levels of interest and reading ability.

Organization and Equipment
1.
The library record system should include:


a.
An alphabetically-arranged card catalog with an author, title, and subject card for all print and non-print materials.


b.
An up-to-date shelf list with accession numbers of each copy of a book title listed on the card.


c.
All books classified in a simple manner, using the Dewy decimal classification (or national equivalent).  In most cases they need be classified only to the second summary (nearest 10's) with the author's surname initial also appearing on the call number.


d.
A book pocket, book card, date due slip with the accession number appearing on the book, pocket, and card on all materials.


e.
A simple and efficient loan system.

2.
Physical facilities should be provided as follows:


a.
Shelves or bookcases


b.
Browsing area for recreational reading, such as comfortable chairs, carpet or mats


c.
A simple card catalog, (a box can be used for the cards)


d.
A stand or table for the dictionary and atlas

3.
Printed materials:


a.
Reference:



(1)
Encyclopedias suitable for primary students not more than 6 years old.



(2)
Dictionaries--at least one for each room suitable for age level and reading ability.

 

(3)
World atlas (less than 6 years old).



(4)
Current almanac or yearbook.



(5)
Bible dictionary and concordance.



(6)
Spirit of Prophecy volumes.  (Should include Conflict of Ages series, Messages to Young People, Education, Testimony Treasures, Ministry of Healing, Christ's Object Lessons, Steps to Christ, and others as needed).


b.
Supplementary books should include a minimum of five per student enrolled.



(1)
Grades 1-4 should include the following subjects with many easy-to-read books for the first two grades:




(a)
Character-building stories




(b)
Mission stories




(c)
Child activities




(d)
Social studies




(e)
Safety articles




(f)
Poetry




(g)
Health articles




(h)
Nature stories



(2)
Grades 5-8




(a)
Inspiration, devotion, and mission stories




(b)
Biographies




(c)
Health, science, nature, and history articles




(d)
Cultural studies




(e)
Literature - selected articles




(f)
Fine arts




(g)
Manual arts, hobbies, and crafts



(3)
Duplicate textbooks and books that are old and unusable, out-of-date, or irrelevant to the interest level of the students should be discarded.  They should not be counted in the minimum of five books per student. 


(4)
Magazines




(a)
Current subscriptions to appropriate denominational magazines




(b)
Secular magazines suitable for the students




(c)
Magazines should be carefully filed and bound (can easily be bound by hand) and kept for future use.



(5)
Library Expenditures




A library fee shall be charged:




(a)
To discourage delinquent book returns




(b)
To establish a fund for purchase of library books and journals
FE 3350 S-T  XE "Library:Library Standards For Secondary & Tertiary Education Schools" 

 XE "Schools - Secondary:Library Standards For Secondary & Tertiary Education Institution" 

 XE "Schools - Tertiary:Library Standards For Tertiary Education Institutions" Library Standards for Secondary & Tertiary TC "Library Standards for Secondary & Tertiary Education Institutions " \f C \l "1"  Education Institutions
All educational media--books, periodicals, pamphlets (print), and audio-visual materials (non-print)--shall reflect denominational standards.  These standards should be carefully and prayerfully selected by a Library Committee and should reflect the curricular area needed and the students' levels of interest.

1.
 XE "Library:Organization and Equipment" Organization and Equipment TC "Organization and Equipment" \f C \l "2" 

a.
The Library record system shall include



(1)
All educational materials--print and non-print--with the accession number listed on the shelf card, the item itself, the book pocket, and the book card.  The accession book may be replaced by the shelf list system.  Some governments still require the accession book.



(2)
For all Library materials, printed and audio-visual, an alphabetically-arranged card catalog containing three cards for each item: the author, title, and subject.



(3)
An up-to-date shelf list with accession numbers of each copy of a book title listed on the card.



(4)
A flexible and efficient check-out system in operation that provides security against book loss.



(5)
The use of the Dewy decimal or Library of Congress classification, or the national equivalent.  Author's surname initial must also appear on the call number.  Cutter numbers from the Cutter author table are optional for libraries under 10,000 books.


b.
The Library shall provide physical facilities as follows:



(1)
A central location with adequate space for good reading and study conditions.



(2)
Well lighted, properly heated/cooled, and adequately ventilated to meet acceptable standards.



(3)
Air conditioners or dehumidifiers in humid tropical climates.



(4)
Browsing areas for recreational reading.



(5)
Work area, production space, and storage.



(6)
Room for expansion as needed.



(7)
Adequate tables and chairs of suitable size and height.



(8)
Adjustable shelving or stationary shelving which accommodates various sizes of materials.



(9)
A dictionary stand or table and atlas stand.



(10)
Card catalog cases as needed.



(11)
A vertical file cabinet or suitable equivalent.



(12)
A check-out desk with adequate security arrangements.



(13)
Typewriter/word processor.



(14)
A book card for materials and equipment.



(15)
A rack or shelf for current periodicals and newspapers.


(16) 
A lockable display case to display special collections and materials of interest.


(17)
A video viewing area with video player and headphones.



(18)
A tape listening area with tape player and headphones



(19)
Computers for student access to library computer resources and Internet access.

2.
 XE "Library:Printed Material" Printed Materials TC "Printed Materials" \f C \l "2" 

a.
General works shall include a minimum of ten (10) books per student enrolled, or 3,000 usable titles as minimal in secondary schools.  Senior colleges should strive for a minimum of 15,000 titles for the first major field offered and 2,000 more titles for each additional major field. Diploma schools of nursing should have 2,000 volumes.  This excludes textbook duplicates, old, unusable, and out-of-date books and textbooks as well as books that are irrelevant to the needs and interests of the students and the curricular offerings.  Periodic weeding must be done to meet the scholastic, cultural, and spiritual needs of the school.


b.
Reference works shall include:



(1)
Encyclopedias (less than  6 years old).



(2)
World atlas (less than  6 years old).



(3)
Unabridged up-to-date dictionary, bilingual dictionaries as may be needed.



(4)
Current almanac or yearbook.



(5)
Bible concordance and atlas.



(6)
Bible dictionary.



(7)
Seventh-day Adventist Commentary Set.



(8)
Spirit of Prophecy volumes and the three-volume Index.  (This should include the Testimonies, Conflict of the Ages series, Education, Ministry of Healing, Messages to Young People, Christ's Object Lessons, Adventist Home, Child Guidance, Steps to Christ.


c.
Periodical subscriptions for academies should include a minimum of ten (10) periodical subscriptions which meet denominational standards with adequate provision for binding, or otherwise preserving the back numbers for permanent use.


d.
College libraries shall subscribe to denominational journals and a minimum of two professional journals for each academic department.


e.
University, college and academy libraries shall provide a selection of Adventist publications (both books and periodicals).

f.
Archive and history of the school (yearbooks, bulletins, pictures, printed programs etc.)
3.
 XE "Library:IMC (Library) Expenditures" Library Expenditures TC "Library Expenditures" \f C \l "2" 

a.
Three percent (3%) of the total annual  school budget should be spent each year for library materials--this includes only books, periodicals, newspapers, encyclopedias, reference materials, and supplies.  This annual expenditure excludes salaries, utilities, equipment, binding and repair, audio-visual materials, and the distribution of administrative and indirect expenses.


b.
Funds budgeted for the Library and its equipment must be used for their intended purposes, or if unused, set aside as a reserve fund backed by cash.

4.
 XE "Library:IMC Director (Librarian)" Library Director (Librarian) TC "Library Director (Librarian)" \f C \l "2" 

a.
The Library director should meet the government requirements for a school librarian and have a minimum of a minor in Library training for secondary libraries and a Bachelor's degree (preferably an M.A.) for the college library.


b.
It is suggested that the library director's work be evaluated as   one-half of a teaching load in secondary schools and in colleges according to the size of the library.  Assistants (adult volunteers and student assistants) should assist in routing library tasks, enabling the director to have more time to assist teachers and students.


c.
The Library shall be open and available to all students and faculty during school hours and should be supervised at all times by either the library director or a responsible assistant who could be another teacher, a trained volunteer adult or a trained responsible student.


d.
The director and/or language teacher(s) shall give all students training in library skills on various grade levels, so that they can use properly and effectively the library.


e.
At the beginning of each year, the director shall develop and provide an inservice training program to acquaint the teachers with the services and materials available for curriculum enrichment.

 5.
Library Hours XE "Library:Library Hours"  TC "Library Hours" \f C \l "2" 

The library should provide a schedule of operation that would allow every student to access the library at least one period a day.  Library personnel should be sufficient to allow time for the librarian to order and process newspapers, magazines, books and other media apart from the time assisting and supervising the library patrons.

FE 3360 Curriculum Library for Teachers  TC "School Curriculum Library" \f C \l "1" 

 XE "Library:School Curriculum Library" 
A curriculum library for the teachers should be developed in addition to the general library collection with resources for each subject/course taught at the school.  This should include selected textbooks, teacher’s manuals, course syllabi, bibliographies, lesson plans, sample tests, supporting media, internet links, curriculum guides, key leanings, SSD Subject Supplements, maps, charts, educational games and exercises, Bulletin board ideas and supplies and sample lesson plans.  Books from the Union approved textbook list should be part of this collection.

FE 3410 P  XE "Schools - Primary:Primary School" Primary School TC "Primary School" \f C \l "1" 
The teachers shall use the textbooks on the approved Union Textbook List.  They should make use of the SSD Subject Supplements and SSD REBIRTH –Christ Centered Values Education materials, in the preparation of their lesson plans.  

1.
Organization
The school should be organized and conducted in harmony with policies, plans, and standards of the SSD, Union, and Conference/Mission Departments of Education and in compliance with government laws.  
2.
Classification of Pupils
Pupils will normally be placed according to their previous grade placement and scholarship. 
3.
Acceleration
The skipping of a grade or double promotions are permitted only after counsel with and approval of the Union Director of Education and the Conference/Mission Superintendent and if the government regulations allows.  No commitments or announcements are to be made by the teacher until such counsel is sought. (See FE 3430)
4.
Final Examinations
Final examinations are given in all subjects in all upper grades of the primary school. 

5.
Physical Education and Recreation
The teacher should carry on a program of physical education as recommended by the Union Department of Education.  The teacher shall plan and supervise the recreation period of the children. Agricultural pursuits such as gardening should also be considered appropriate activities for physical education and recreation.

6.
Emergency Drills
Organized emergency drills shall be conducted on a regular basis. (See FE 2170)

7.
Sanitation of the School
Daily inspection and care of all sanitary facilities including safe drinking water are required.

FE 3430 P  XE "Schools - Primary:Acceleration/Advance Placement of an Primary Student" Acceleration/Advance Placement of

Primary Students TC "Acceleration/Advance Placement of Primary Students " \f C \l "1" 
1.
Criteria
Criteria for acceleration or advanced placement of a primary education student shall be based on the following minimal requirements:  (See FE 6265)

a.
On a standard achievement test battery a student is expected to have a composite score which places him above the 90th percentile.


b.
The student must demonstrate satisfactory evidence of academic, emotional, physical, and social readiness for acceleration/advanced placement to the school teachers and to the parents.  

c.
Prior written requests for acceleration/advancement of the student in primary education (e.g. two years in one, or three years in two) must be submitted to the Conference/Mission Department of Education.  Written approval must be on file at the school.


d.
The student, if accelerated/advanced, must maintain average or above-average level of achievement on the accelerated/advanced program.

2.
Procedure
The procedure for the approval to accelerate/advance a student shall be as follows:


a.
The principal and teachers must submit a letter/a form of application to the Conference/Mission Department of Education to initiate the acceleration/advanced placement of a student.  This application must include the written consent of the parent(s) and the student.


b.
The application must be approved by the Conference/Mission Department of Education and must be made a matter of record before a student is permitted to begin work on acceleration/advanced placement.

FE 3435 P The  XE "Schools - Primary:Exceptional Child - Grade Placement & Acceleration" Exceptional Child in Primary 
School-Grade Placement & Acceleration TC "Exceptional Child in Primary School-Grade Placement & Acceleration " \f C \l "1" 
The exceptional child may be any child outside the usual variations at any point between the gifted academically and fast learners to the slow learners and seriously challenged.
1.
At the beginning of a school year each child must present a record of his/her work for the previous year before his/her grade placement is official.

2.
Both parents and teachers should put forth effort to assist slow learners to achieve.  Usually, it is inadvisable for a child to be demoted.  It may be necessary for a child to take two academic years to complete the work of one grade/one course.  Children who are seriously challenged should be referred to professional agencies for help when possible.

3.
Over-age students may be accelerated only in counsel with the Conference/Mission Superintendent of Education.  4.
Criteria for placement and acceleration shall be established and followed by the principal in liaison with  faculty and in counsel with the Conference/Mission Superintendent of Education.

FE 3440 P Guidelines for Child's Initial Entrance TC "Guidelines for Child's Initial Entrance" \f C \l "1"   XE "Schools - Primary:Entrance into Formal Education at 7+ years of age" 
into a Formal School at Seven Years or Older

The following guidelines are for use by administrators and teachers in placing children who begin their formal school experience at 7 years or older:

1. 
That a minimum time period of two to four weeks be used by a primary grade teacher to evaluate the child's readiness before placement in a particular level or grade.

2. 
That the child's age should not be the primary basis for placement but that total development (social, physical, and emotional) should be evaluated.

3. 
That placement is determined from the results of teacher observation and diagnosis in consultation with the parents and the local conference office of education.

FE 3520 S  XE "Schools - Secondary:Secondary School Curriculum" Secondary School Curriculum TC "Secondary School Curriculum" \f C \l "1" 
An Adventist school will have a unique philosophy of Adventist education that makes it distinctive in the community.  The school shall be expected:

1.
To provide a program of study that integrates the Adventist principles, beliefs, and values into every component of the curriculum and further to require all students to complete one unit of Bible for each year in attendance.

2.
To cooperate in good conscience with the government requirements for schools.  

3.
To strive to maintain academic excellence in all classes.

4.
To organize a work program.
5.
To include a well-balanced physical education program:


a.
To establish proper lifestyle principles to carry into adult life,


b.
To emphasize health and physical fitness and motor skills,


c.
And to learn a balanced use of leisure time.

6.
Include a practical vocational program which will help to prepare youth to earn a living.

7.
Offer a curriculum which will include points mentioned above and the following:


a.
National languages


b.
Social science (including not only national and world history but the establishment of a Christian home)


c.
Natural science (including two laboratory courses)


d.
Mathematics


e.
Foreign language (including English)


f.
Health and Physical Education 

g.
Fine arts (including choir and instruction on the application of Adventist principles guiding in the selection of both spiritual and secular music).

FE 3522 S  XE "Schools - Secondary:Religion Classes In Secondary Schools" Religion Classes In Secondary Schools TC "Religion Classes In Secondary Schools" \f C \l "1" 
1.
Religion/Bible class is required of all students for every year of attendance in Adventist secondary schools.

2.
Religion/Bible classes shall meet one full period five days each week.

3.
Religion/Bible classes shall be taught by a certified teacher with a Bible endorsement and whenever possible, a teacher- certified ordained Adventist minister.

FE 3524 S  XE "Schools - Secondary:Vocational And Industrial Training" Vocational and Industrial Training TC "Vocational and Industrial Training" \f C \l "1" 
Each secondary school should study the average number of students who can not or choose not to attend college within the first two years after leaving the school.   If the average is considerable, the school should plan extra vocational and practical career training that will help these students find work opportunities.  Student work opportunities, internships, apprentices, and volunteer positions should be arranged by school personnel with employers in the local towns for such students to give them practical work training.  Clear performance evaluations should be established to help the student focus on job skills.  The school may also choose to offer some vocational classes that can demonstrate direct career paths for the students while being financially viable to the school.   School labor programs should not be construed as vocational training even though work programs may be essential to school finances.  Well defined work skills that are clearly career helpful should guide the school in meeting the needs of students not bound for college.

College bound students may also profit from carefully planned vocational training as part of their general life skills but the school’s investment in these programs should be carefully measured against the mission and finances of the school.  All students should learn how to prepare a resume, what employers expect from their employees, and how to represent their God and Church in their employment.

FE 3526 S  XE "Schools - Secondary:Credit In Music" Credit in Music TC "Secondary Credit in Music" \f C \l "1" 
Private music lessons may be provided for which a ½ credit hour of academic credit is normally given for one thirty-minute lesson per week with not less than one period per day of practice for one school year.  

The same credit may be given in instrumental or vocal music for two hours of participation per week in organizations, such as band, chorus, or orchestra.

Academic credit may not be granted when music is studied or taught in organizations not directly under the school administration.

FE 3528 S  XE "Schools - Secondary:Typing Minimum Credit Standards" Typing Minimum Credit Standards TC "Typing Minimum Credit Standards" \f C \l "1" 
Academic credit for typing may be given in harmony with the national curriculum standards when the following minimum standards are reached.  In the absence of such national requirements, the following standards shall apply:






Words Per Minute (wpm)
One-half unit (90 minutes of class


per week for 36 weeks)


30

One unit (180 minutes of class


per week for 36 weeks)


45

The speeds are based on tests of ten-minute periods on new material with a maximum of five errors.
FE 3529 S
 XE "Schools - Secondary:Shorthand Minimum Credit Standards" Shorthand Minimum Credit Standards TC "Shorthand Minimum Credit Standards" \f C \l "1" 
Academic credit for shorthand will be based upon the attainment of the following speeds on standard test material:






Words Per Minute (wpm)



One Unit


60




Two Units


100

FE 3530 S  XE "Schools - Secondary:Student Load" Student Load TC "Secondary Student Load" \f C \l "1" 
1.
A full scholastic load for a student shall be recognized as being equal to that permitted by the respective government regulations plus one unit of Religion/Bible for each year that the student is enrolled.

2.
Students who do below-average work shall have a reduced academic load.

FE 3540 S-T  XE "Schools - Secondary:Co-Curricular Point Guidelines For Students" 

 XE "Schools - Tertiary:Co-Curricular Point Guidelines For Students" Co-Curricular Point Guidelines for Students TC "Co-Curricular Point Guidelines for Students" \f C \l "1" 
To help administrators balance the co-curricular loads of students, the following point system is recommended:  The full-time student extra-curricular load at any time shall not exceed 15 points if the student is to be permitted to carry a normal scholastic load during the school year.  For comparative purposes, 15 points are equivalent to five (5) forty-five-minute class periods per week on the academy level or 16-semester units on the college level.

Administrators should recognize in assigning point values to the various responsibilities listed below that the size of the school, club, class, and the time demands made, and whether or not these responsibilities are shared with other co-leaders, are factors which should determine the weight given.  When loads are shared, the points should also be shared.

Some schools will find it judicious to link the overall grade point level of achievement of the student, and in some cases by subject, with limitations imposed upon the students in application of the plan.  

Suggested Co-Curricular Point Guidelines:
     Minimum Point Val

Student association president


8


Class president




6


Editor of school yearbook/paper


6


Class vice-president




4


Supporting student association offices

Up to 4



(depending on demands)


Supporting paper and yearbook offices

Up to 3



(depending on demands)


AY leader (Per meeting per month)



2½


Sabbath School leader (Per meeting per month)
2


Sabbath School class teacher (Per meeting/month)
2


Witnessing Your Faith band leaders


2


(Per meeting per month)


Club leader (Per meeting per month)

2


Other class officers (Depending upon

Up to 2 extent of demands)


AY secretary (Per meeting per month)

1


Sabbath School Secretary (Per meeting per month)
1


Editor of school paper (Per issue during year)

1


Club supportive officers (Per meeting per month)

½


AY or S.S. pianist (Per meeting per month)

¼


AY or S.S. chorister (Per meeting per month)

¼

FE 3550 S  XE "Schools - Secondary:Tutoring" Tutoring TC "Tutoring" \f C \l "1" 
1.
Academic credit will be granted for work done under private tutorship only when prior approval is granted by the faculty who will follow standard academic procedures and practice.

2.
Full-time teachers shall not be engaged in tutoring as a sideline.

3.
Teachers shall not tutor their own students for extra income.  

4.
Should a student need a hired tutor, it may be arranged by the school from someone other than the child’s teacher.  Money will be paid to the school and not directly to the tutor. 
FE 3560 S  XE "Schools - Secondary:Acceleration/Advanced Placement of  Secondary School Students" Acceleration/Advanced Placement of

Secondary School Students TC "Acceleration/Advanced Placement of Secondary School Students " \f C \l "1" 
1.
Criteria
Criteria for acceleration/advanced placement/early graduation of a secondary school student shall be based on the following minimal requirements:


a.
The student will have achieved a cumulative grade point average of 3.5 and continues to maintain the grade point average following approval as a candidate for early graduation.


b.
The student has achieved a composite score above the 85th percentile on Conference/Mission or Union Mission/Union Conference Department of Education-sponsored or recommended standardized achievement tests.


c.
The student is to meet the graduation requirements of the respective secondary school which apply to all graduating seniors.


d.
The preceding requirements are operable if neither the secondary school nor the state precludes acceleration/advanced placement of a secondary school student.

2.
Procedure:
The procedure for the approval to accelerate/advance a secondary school student shall be as follows:


a.
The student is to write a letter to the secondary school with the specific request and reason(s) for acceleration/advanced placement/early graduation.


b.
The parent(s) should provide written consent.


c.
The secondary school principal, in counsel with teachers will consider whether the applicant has academic ability, physical and emotional stability, and spiritual growth to warrant such request.


d.
The secondary school, if favorable, will forward to the Conference/Mission Department of Education its recommendation for acceleration/advancement/early graduation.


e.
The final decision will be made by the Conference/Mission Department of Education.

FE 3565 S  XE "Schools - Secondary:Graduation Of Below-Average Students" Graduation of Below-Average Students TC "Secondary Graduation of Below-Average Students" \f C \l "1" 
(Secondary Education)
The possibility exists if the proper procedures are followed.  This Certificate of Attendance is sometimes known as a School Leaving Certificate.  

FE 3570 S  XE "Schools - Secondary:Textbooks" Secondary Textbooks TC "Secondary Textbooks" \f C \l "1" 
Textbooks are selected and recommended by the Union Director of Education in counsel with the secondary school Principals and Conference/Mission Superintendents of Education or the Union Curriculum Committee.  Optional choices of textbooks may be offered in some cases, but individual teachers should not make selection without Union approval. Government regulations should be considered a priority unless those recommendations do not support the philosophy and doctrines of the Adventist church.

FE 3590 S-T  XE "Schools - Secondary:Work Experience Education" Work Experience Education TC "Work Experience Education" \f C \l "1"  XE "Schools - Tertiary:Work Experience Education" 
All students and teachers are expected to participate in the school work program as an outlet for physical activity and fellowship between faculty and students. By working together with faculty members, students will learn the dignity of labor and be able to develop work skills. The school program shall provide for all boarding students and teachers to participate in the work-study program.

FE 3595 S-T Academic Credit for  XE "Schools - Tertiary:Work Experience for Academic Credit" Work Experience TC "Work Experience" \f C \l "1"  XE "Schools - Secondary:Work Experience for Academic Credit" 

 XE "Work Experience Education:Academic Credit" 
All SSD colleges may give academic credit for work experience.  This would include class instruction, work experience, supervision, and evaluation.  The following are suggested work experiences:

1.
A class entitled "Philosophy of Work" for all new college students.  This would include instruction from the Bible and Spirit of Prophecy and several hours of work experience each week.

2.
Colporteur experience using the following guidelines:


a.
Two or three hours credit may be given according to criteria set up by the college and in counsel with the Publishing Department.


b.
Instruction must be given in a class setting before beginning this experience.  "Modern Christian Witness" may be considered the title of the class.


c.
There must be supervision during the period of canvassing.

3.
Academic credit may be given for work as a student missionary in union approved programs. .

4.
Work in school industries and departments.

5.
Work experience in institutions, organizations, shops, and offices in the community that can be arranged with mutual satisfaction.

6.
Work experience credit at the college level is made up at the rate of 2½ clock hours (or 3 periods) of supervised laboratory per week for one semester to achieve 1 semester hour of credit when supervised with performance evaluations. 
FE 3620 T  XE "Schools - Tertiary:Securing Authorization For Tertiary Curriculum" Securing Authorization For TC "Securing Authorization For Tertiary Curriculum " \f C \l "1" 
Tertiary Curriculum

When there is consideration for initiating a new college curriculum program the following are to be considered and obtained:

1.
Assessment of the present and future curricular needs of the institution.

2.
Consideration of the adequacy of facilities and availability of qualified personnel.

3.
Request to the SSD to authorize a survey team to determine the need for the curriculum, qualifications of proposed staff, adequacy of facilities, student potential, adequacy of financial support, and library holdings in the content area.

4.
Provision for continuous evaluation of the curriculum.

5.
Approval of the curriculum by the Academic Standards Committee, the College Board, the Union Committee, the SSD Education Committee, and the GC International Board of Education.  SSD and GC approval will be based upon the recommendations of the survey team.

6.
Approval from the local government when necessary.

The following principles and procedures shall be followed in colleges securing authorization for a new curriculum:

1. 
General Conference Application for New Programs form (Application) filled out.

2. 
Institutional Board reviews Application and recommends to the Union with date and action number. 

3. 
Government authorization is explored to see if the new program will be possible when approved by the General Conference International Board of Education (IBE).

4. 
Union Executive Committee reviews the Application and recommends to the SSD with date and action number.

5. 
SSD  reviews the Application and may form a SSD Visiting Committee to visit the campus to study the Application and potential in more detail and plans a visit date. 

6. 
The following committees will review Application and the report from the SSD Visiting Committee and recommend to the IBE with date and action number


Education Committee (for undergraduate program); 


SSD Graduate Board of Education (for graduate programs): 

7. 
IBE Reviews the Application and may form an IBE Visiting Committee to report to the IBE.  


8. 
IBE Reviews the Application and the IBE Visiting Committee report and takes final action for approval with recommendation to the Adventist Accrediting Association (AAA) with date and action number.  School may now begin the new program.

FE 3630 T  XE "Schools - Tertiary:Education Courses" Tertiary Education Courses TC "Tertiary Education Courses" \f C \l "1" 
College departments of primary and secondary education shall offer courses which will qualify the prospective teachers for denominational and government certification.

FE 3635T Objectives for  XE "Schools - Tertiary:Ministerial Training, Objectives for " Ministerial Training TC "Objectives for Ministerial Training" \f C \l "1" 
Because the training of ministers is so critical to the mission of the Seventh-day Adventist Church special attention is given to this training program.  Every college offering ministerial training should obtain a copy of Handbook of Seventh-day Adventist Ministerial and Theological Education available from the SSD Ministerial and Education Departments.  This Handbook outlines the procedure for the authorization of new programs or new institutions offering ministerial training.  The Handbook also contains the essential qualities commitments and skills of a Seventh-day Adventist minister, pastor, religion/theology teacher and chaplain.  In addition the Handbook lists the Basic subject areas and expected outcomes in ministerial formation.  This publication lays the foundation for the college ministerial program and will form the basis of the curriculum.

FE 3637 T   Four Year Ministerial Training Required Courses
84 Semester Credits

Meets AIIAS prerequisites for M.Min, and MA programs.

The following classes of pre-Seminary studies are required for training ministerial students.  Specific course names, course groupings, and credit hours may vary some within the 84 credits offered.  Colleges that offer a B.Th. should include 120 major credits including those listed below.  Schools are strongly urged to keep the total class load of the students at about 18 units per semester with no more than 144 total units required for graduation for a for year program. 








Semester

BIBLICAL STUDIES










Units
1.
Old Testament
Law and Writings –Survey, touching on

history, archaeology and exegesis

3

OT Prophets Survey, touching on history, archaeology and exegesis 3Daniel (intro. and exegesis of selected portions)


3  

2.
New Testament
Jesus and the Gospels -intro., survey, exegesis of selected texts



3

Acts and Epistles (intro., exegesis of selected portions)




3 Revelation (intro. and exegesis)

3

Biblical Languages
Intro. to Biblical Hebrew
3
NT Greek

6

THEOLOGICAL-HISTORICAL STUDIES
1.
Theology and Christian Philosophy
Intro. to Theology - Hermeneutics

3 

Bible Doctrines (or Systematic Theology)
3 

Life & Ministry of EG White-Gift of Prophecy
3  

2.
Church History
Church History –including historical theology 
3

Asian Church History 
3

History of SDA Church including Asia

3

PASTORAL-MISSIOLOGICAL STUDIES
1.
Health
Principles of Health & Health Ministry

3  

2.
Church and Ministry
Speech, Homiletics, Voice Production
3 

Church Organization, Administration, 
3 

Pastoral Ministry – Technology, Youth, Lay training, Stewardship, Women & Children 

3 

Pastoral Psychology, Counseling, Marriage Family




3  

Pastor as Educational Leader & Teacher /
Philo of Christian Education


3

Worship & Church Music (emphasis in

regional/national reality)   


3 Evangelism – personal and Public, including Field School   
         
          


3

Discipleship
3 

3.
World Mission
World Mission & Religions (special emphasis on regional/national reality)
3

PERSONAL FORMATION

Pastor’s Personal Formation 


Spiritual formation, Life & Career Mngt, 



Professional Ethics, Personal Stew & Finance 3

ELECTIVES





 6

Meeting general studied requirements with classes in the major.

Where general studies(GS) requirements push the total graduation requirements beyond 144 units or 18 credits per semester, consideration should be given to fulfilling the general studies requirements with classes in the major(M) that are in related areas of the general studies, in order to reduce the total credits required for graduation  i.e.  (GS) speech – (M) homiletics; (GS) music/fine arts--(M) church music;  (GS) language--(M) Greek/Hebrew;  (GS) History – (M) church history;   The intent of the general studies requirement for religion should easily be met by a major in religion and not require additional credits.

FE 3638 T  XE "Schools - Tertiary:Requirements For College/Tertiary Credit" Requirements for College/Tertiary Credit TC "Requirements for College/Tertiary Credit" \f C \l "1" 
The SSD Department of Education recognizes the following:

1.
A quarter unit represents twelve hours (with an absolute minimum of ten hours) of class work.

2.
One semester hour represents eighteen hours (with an absolute minimum of fifteen hours) of class work.

3.
A class hour shall be a minimum of fifty minutes (See Appendix E).
4.
One class period should be supported by two hours preparation outside of class.

FE 3640 T  XE "School Calendar:Time Standards for Colleges/ Tertiary Institutions" 

 XE "Schools - Tertiary:Time Standards for Colleges" Time Standards for Colleges/

              Tertiary Institutions TC "Time Standards for Colleges/Tertiary Institutions " \f C \l "1" 
1.
Six hundred minutes of class instruction shall be considered equivalent to one quarter hour.

2.
Nine hundred minutes of class instruction shall be considered equivalent to one semester hour.

FE 3910      XE "Sports" Sports TC "Sports" \f C \l "1" 
While spontaneous, occasional sports are not considered objectionable, every effort should be made to eliminate from the recreational program organized sports which are highly competitive, involving long-standing teams, and which build up an unwholesome spirit of competition.

1.
Group games are to be encouraged.

2.
Regular competitive sports organizations and tournaments are to be discouraged.

3.
There shall be no competitive games with other schools.

4.
Moderation is to characterize our physical education and recreation program.

FE 3915  XE "Sports:Competitive Sports" Competitive Sports TC "Competitive Sports" \f C \l "1" 
Adventist educational institutions strive to provide a program of instruction that harmoniously develops the physical, mental and spiritual aspects of the whole person. (E.G. White, Education, p. 13). The aim of such instruction is to make capable youth who realize their appointment as ambassadors of heaven and that their purpose is to give the gospel of Jesus Christ to the world in this generation (Education, p. 16). 

The Adventist church has a perspective on competition that guides in the approach the school uses in contests involving such things as choirs, speech, sports, student ranking and grading systems and even comparisons of institutions.  This is expressed in a statement on competition voted by the General Conference. This statement is fundamental to our education philosophy and should be carefully studied and discussed by faculty, parents and students in relationship to school activities.  It should be reviewed by the school board when considering related issues.  It may be found in the Appendix I.  

FE 3920  XE "Contests" Contests TC "Contests" \f C \l "1" 
Unwholesome rivalry which enters into contests in which students vie with each other for first place shall be eliminated.  In contests, a high standard of excellence shall be the goal for each of the contestants instead of individual awards for first place.

When awards are given they shall be granted to those who meet certain minimum standards toward excellence rather than by the traditional manner of rating.  (See Appendix L).

FE 3930 S-T  XE "Tour/Project Groups" Tour/Project Groups TC "Tour/Project Groups" \f C \l "1" 
The following guidelines are to be observed by any organization or institution within the SSD territory which wishes to sponsor tour groups outside of the union territory.

1.
Plans for organized tour/project groups should originate with the Board/Committee of the sponsoring body, recommended for approval to the Union Executive Committee, and given final approval by the SSD Executive Committee.

2.
If sponsored by a college, and when academic credit is given, the program should be approved by the academic standards committee of the school.

3.
Educational objectives should be the main purpose of denominationally-sponsored tour groups.

4.
Participants in tour/project groups should primarily be members of the Adventist Church.

5.
Tour/project groups should be financially self-supporting.  Tour fees are to be paid in cash and in advance.

6.
There should be a well-defined understanding with members of the group that the tour/project will properly represent the church in standards, conduct, dress, and Sabbath keeping.  Travel and sightseeing on the Sabbath should be excluded as far as possible.

7.
Adequate travel, accident, and personal effects insurance for students, staff and vehicles shall be provided and included in the tour fees.

8.
Contingency plans should be made in case of illness by members of the tour/project group.

9.
All arrangements for travel, housing, food, and sightseeing should be made well in advance of the tour/project.  Groups are not to make plans that would make them dependent on denominational facilities for self-planned activities outside of the approved arrangements.

10.
A tour/project leader approved by the sponsoring organization should be designated to be responsible for the activities of the group.  This leader should be designated even if a commercial tour agency is handling all the arrangements.

11.
A summary plan submitted to the Board/Committee of the sponsoring body for authorization, therefore, would include:


a.
Purpose of tour/project


b.
Schedule and program


c.
Transportation arrangements


d.
Insurance coverage for all personnel and vehicles


e.
Safety provisions


f.
Written parental approval


g.
Supervision arrangements

12.
Upon completion of the educational tour/project the teacher(s) should:


a.
Conduct an assessment of what had been learned, and


b.
Provide suitable follow-up

13.    Should the trip extend outside the SSD territory to institutions in another Division, the institution should request the SSD education department to inform the Division to be visited.  In no case should funds be solicited during this trip without a specific request to that Division and written permission.
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FE 4001
 XE "Finance:Basic Principles of SDA School Finance" Basic Principles of Adventist School Finance TC "Basic Principles of Adventist School Finance" \f C \l "1" 
Every member of a Board of Control for Adventist education institutions and every Adventist educator would do well at the beginning of each school year to read the special counsel given to the Adventist Church as found in Testimonies for the Church, Volume Six, pages 206-218.

The following principles may be considered for successful financial operations:

1.
Each Adventist school should have a constituent church or constituent churches.

2.
Each Adventist school should operate debt-free with balanced capital and operating budgets.

3.
Each Adventist school shall set expenses within the income.

4.
Current inventories should be kept at functional minimums.

5.
Management should keep overhead as low as possible.

6.
Management should practice lessons in simplicity, usefulness, orderliness, cleanliness, thrift, and economy.

7.
The amount of tuition and fees should be calculated carefully with the constituency in mind and also with the operating needs of the school.

8.
The constituency of each Adventist education institution should establish a worthy student fund and, if possible, an endowment fund.

9.
The normal income for the school will be from:


a.
Tuition and fees


b.
Subsidy/Appropriation(s)


c.
Gifts


d.
Bequests/Estates


e.
Donated labor and materials


f.
Industrial gains

10.
In lieu of not participating in the normal Adventist Church subsidy/ appropriations, non-Adventist students may be assessed higher school tuition and fees.

11.
Departmental and student financial statements shall be issued on a periodic basis.

12.
All financial statements and books of original entry shall be audited on an annual basis.

13.
The Adventist constituency shall take responsibility to provide adequate cash flow through appropriations or tuition rates that would support the quality of Christian education as determined by the constituency.

FE 4010 P  XE "Funds:Church Educational Funds" Church Educational Funds TC "Church Educational Funds" \f C \l "1" 
The duty of providing Christian education should fall on every church member.  A combination of the following plans for raising funds is suggested:

1.
The School Self-Help Plan
The church school self-help plan has been developed to help meet two major primary school problems:  to help meet the operational costs of the school, and to provide summer or vacation employment for teachers.


a.
Literature Sales
Special literature has been prepared to be sold by church members and students to support the school.


b.
Agriculture Projects
Groups of church members have found very satisfactory financial returns by banding together in a cooperative agriculture enterprise for the support of the school.  They donate the labor necessary for growing a crop and give all the proceeds to the school.

2.
Tuition Plan
Schools Charge A Tuition Fee

a.
Tuition rates are recommended by the Union.


b.
Tuition rates shall be high enough to cover 70 percent of the teacher's salary.


c.
It is the duty of the church to provide funds beyond the tuition and Mission/ Conference subsidy as necessary for the successful operation of the school.


d.
No Adventist child is to be deprived of the privileges of attending church school for financial reasons.  Parents, however, should always have some involvement.

3.
Pledge Plan
In the pledge plan patrons of the school are solicited to make pledges to meet the expenses above tuition income.  Pledges are solicited from all members of the church.

FE 4020  XE "Funds:Providing Funds for Capital Expenditures for Schools" Providing Funds for Capital Expenditures for Schools TC "Providing Funds for Capital Expenditures for Schools" \f C \l "1" 
Each Union shall establish a definite program of providing funds for capital expenditures for its college and each Mission/Conference shall establish a program for providing the academies with capital funds.

FE 4070  XE "Finance:Financial Management Crisis Policy" Financial Crisis Management Policy TC "Financial Management Crisis Crisis Management Policy" \f C \l "1" 
(This is the same as T 60 05 in the SSD Policy

Administration and Management— Administrators and boards of management must realize and accept their responsibility for careful financial management of the institution for which they are appointed.  They are held responsible by their constituency to ensure that long-range financial planning is done and that the institution or organiza​tion they represent maintains a sound financial status at all times.

At times boards and administrators do not fulfill these expectations.  They do not fully accept the responsibilities they have been given and the institution or organization runs into financial trouble.  A financial manage​ment crisis results from this abdication of responsibility.

When a financial crisis comes the institution or organization involved is not the only one to suffer.  Other sister organizations are affected through the necessity to share appropriations to rescue the ailing entity.  The good name of the organization also suffers.  The higher organization must at times stand good for loans, etc., in order to effect a come-back for the institution in crisis.  In some cases it may take years and hundreds of thousands of dollars to bring about the changes needed.  During this time many personnel suffer, the work does not progress as it should and great loss is sustained.
Crisis Definition and Indicators— Management crisis indicators that reveal that an organization or institution is in a crisis are as follows:

CATEGORY A (Only one indicator required)

Indicator                         Information Source        Person/Dept/

                                   
Responsible
1.  Finances unauditable
Letter from auditor
Auditing

2.  Liquidity below 25%
Financial statement
Treasury

3.  Contingent liability
Threatened litigation
Officers

     which could bring
 liquidity below 25%
Financial statement
All Depts.

4.  Violations of the laws 
Annual instrument
Legal
      of the country  
of Legal Affairs Dept.


CATEGORY B (Three indicators required)

Indicator
Information Source
Person/Dept 
Responsible

1. Audit disclaimer or 
Auditor’s report
Auditing

adverse opinion

2. No financial statements 
SSD listing of
Treasury
 for six months
statements received
3. Working capital below 0
Financial Statement 
Treasury

4. Internal control below 50%
SSD internal control
Treasury
5. When needed plant
Appointed inspector’s     
Appointed 


maintenance costs
report
inspector 
would bring the liquidity

 below 25%

6. Liquidity below 50%
Financial Statement
Treasury
Intervention Procedures— When any one of Category B of the above indicators take place, the immediate higher organization shall become directly involved by implementing one or more of the following activities:

1.
A task force will meet with the controlling committee or board to assess the crisis and develop a 6 to 12 month plan of action to turn the organization/institution around.  The task force should be formed as follows:
Organization in Crisis
Task Force Composition
Responsible 


to appoint 







Task force

Mission Institution
Union Officers and 
Union 

appropriate Union
Officers


dept. personnel
Union/Union
SSD/union officers  SSD Institution/                            

                                           Missions/and 



            appropriate SSD officers
Conferences/
union department

Attach​ed Missio​ns
personnel



2. 
In the case of mission institutions, if the next higher organiza​tion has not taken meaningful steps to alleviate the crisis within three months, the SSD will appoint the task force.


3. 
If the administration of the organization/institution is crisis fails to carry out the plan, the task force will again meet with the board to change the administration of the organization in crisis.


4. 
If the controlling board has not been effective in correcting the problem, the task force will meet with the constituency to change the membership of the board.

Organization in Crisis
Task Force Composition  Responsible 


To Appoint




Task Force
Local Mission/ 
Mission/Conference 
Mission/ 
Conference/Institution
officers & Appropriate
Conference

Union Dept Personnel
Officers


Mission/Conference/
Union Officers  &
Union


Union Institutions
Appropriate SSD
Officers 


Dept. Personnel

Union/SSD appropriate
SSD officers
SSD Officers

Attached Missions
SSD Department

Institutions/
                                                                                     and Personnel 
FE 4101  XE "Budget:School Budget" School Budget TC "School Budget" \f C \l "1" 
1.
Each school is to prepare a balanced operating budget for Board approval before the opening of every school year.

2.
The budget should be based on the actual operation of the previous year and any known factors which will alter the operation for the ensuing year.

3.
Within the first month of the opening of school, a revised budget based upon the actual enrollment should be submitted to the Board for adoption.

4.
An institution closing a financial year, and having incurred an operating deficit and/or a decrease to regular net worth during the year, shall endeavor to make full provision for such losses in the preparation of the budget for the ensuing year if the available operating capital is less than 100 percent of the requirement and the liquid assets on hand are inadequate to cover current liabilities and reserves.

5.
The budget format should reflect fund accounting.

6.
The process of preparing the budget should be based on the strategic plans of the organization involving personnel in each cost area.  Once the budget and cash flow plan has been approved, the authority to use the budget should be delegated to the appropriate personnel in the cost area. 

FE 4105  XE "Finance:Financial Statements" 

 XE "Budget:Financial Statements" Financial Statements TC "Financial Statements" \f C \l "1" 
1.
Financial procedures and a sample statement are available from the Division auditor's office.

2.
Monthly operating statements must be prepared by the 20th of the following month and made available to the Board members.  The College Board should appoint a committee, with appropriate terms of reference that will review the monthly statements and identify areas of concern that may need attention.  Minutes of the committee’s actions should be kept by the VP finance/treasurer and copies sent to the higher organization.  College monthly operating statements shall be sent to the Union president, treasurer, , and Department of Education; the Division treasurer, , and the Department of Education.  Academy statements shall be sent to the Mission/ Conference president and treasurer; the Union treasurer,  and Department of Education. 

FE 4110
 XE "Finance:Operating Grants and Subsidies to Schools" 

 XE "Subsidies:Operating Grants and Subsidies to Schools" Operating Grants and Subsidies to Schools TC "Operating Grants and Subsidies to Schools" \f C \l "1" 
1.
Each local Mission/Conference shall maintain a central fund to be used in stabilizing and equalizing the operating and maintenance of church schools.  At the minimum this should be equivalent to 25 percent of all teacher salaries in the Mission/Conference for the current year including the summer salary allowance, and should be distributed by each local Mission/ Conference Committee in accordance with the needs of each school.

2.
The minimum yearly Mission/Conference subsidy for the primary schools shall be 25 percent of the teachers' salaries and allowances.

3.
Secondary schools and colleges shall receive the following minimum subsidies:


 Self-Supporting Schools:
 Schools established primarily for non-Adventist for the purpose of evangelism (with the exception of newly established schools in previously un-entered areas) are generally to be self-supporting in their finances.


 Subsidized Schools:

School established primarily for educating Adventist students will receive the following minimum subsidies: 


a.
Secondary, boarding:  An amount equal to a half budget for each grade level from the Mission/Conference.


b.
Secondary, day:  An amount equal to a half budget for each grade level, half of this from the Mission/Conference and half from the supporting churches.


c.
College extension campuses, where there are a minimum of three full-time teachers, are to receive an amount equal to two budgets from the Union in addition to subsidies received for secondary or primary schools which may be attached to them.


d.
Junior colleges are to receive an amount equal to three budgets from the Union plus the equivalent of budgets as outlined above from the Mission/Conference for the secondary and primary schools which may be attached to the college.


e.
Senior colleges are to receive an amount equal to a minimum of five budgets from the Union.  In addition, the college shall receive the equivalent of budgets as outlined above from the Mission/Conference for the secondary and primary schools which may be attached to the college.

4.
A "budget" for the above purposes includes all salary and allowances and is defined as an amount equal to   100 percent of the packaged wage factor for colleges and  90 percent of the wage factor for secondary schools. 
5.
The amount of subsidies as explained above is to be provided in addition to any SSD budgets (such as overseas budgets) which may be assigned to the school.

6.
The setting of teachers' salaries and auditing of their accounts shall be done in harmony with the policies fixed by the Division.

7.
It is the policy that schools in the SSD do not accept government subsidy for salaries or operating income.  There is no implied prohibition from accepting donations of equipment or capital in this statement.  

FE 4120  XE "Finance:Operating Capital" 

 XE "Budget:Operating Capital" Operating Capital TC "Operating Capital" \f C \l "1" 
Operating capital requirements for the educational institutions of the Division shall be based on the following percentages:

1.
Twenty percent of the operating expense of the preceding 12 months for colleges and college and academy industries plus allocated net worth (reserves).

2.
Fifteen percent of the operating expense of the preceding 12 months for boarding academies and day schools plus allocated net worth (reserves).  (See SSDWP V15 20).  
FE 4125  XE "Finance:Student Accounts Receivable" Student Accounts Receivable TC "Student Accounts Receivable" \f C \l "1" 
1.
Payments
All tuition, fees, room charges, and minimum board shall be paid at least one month in advance.

2.
Settlement Days
Settlement of accounts shall be made on specified days after which no student will be admitted to classes unless he has made satisfactory arrangements with the school management.

3.
Admission to Senior Class
Senior students shall make satisfactory arrangements with the business office either by full payment of all bills or by making satisfactory payment arrangements before being admitted to the class organization.

5.
Withholding Final Grades
Final grades and credits are withheld until all school bills are paid.  (The Recorder/ Registrar is authorized to issue a transcript to the Union or Division Department of Education for certification purposes only, even though the former student does have an unpaid account.)

6.
An Adventist school shall not accept a student from another Adventist school without financial clearance from the previous school attended.
7.
Each School Board shall study and adopt a policy of uniform procedure for the collection of, or satisfactory arrangements for the collecting of, all delinquent student accounts.  

FE 4128  XE "Teachers:Cash Policy, Advance to Workers" Cash Policy, Advance to Employees TC "Cash Policy, Advance to Employees" \f C \l "1" 
It shall be the policy throughout the Division for all treasurers to work on the basis of a full and complete settlement with denominational employees at the close of each month.  The giving of advances is discouraged except as may be required for traveling expenses, etc.  Employees are, therefore, urged so to arrange their personal affairs that it will be unnecessary to apply for advances on living expenses between dates for regular salary settlement.  No treasurer is authorized to permit a employee to overdraw his/her account, except in an extreme emergency, in which case the controlling committee shall authorize such an overdraft.  

FE 4130  XE "Finance:Tuition Rates and Fees" Tuition Rates and Fees TC "Tuition Rates and Fees" \f C \l "1" 
1.
Tuition rates should be approved by the Union and set high enough to maintain a quality educational program.

2.
As a general guideline, fifteen secondary students should support one secondary teacher, and twenty-five primary students should support one primary teacher.  Salaries should be in harmony with the SSD wage scale. Tuition should provide sufficient for the teacher’s salary.

FE 4135  XE "Finance:School Fees" 

 XE "Budget:School Fees" School Fees TC "School Fees" \f C \l "1" 
All schools are to use specific fees only for the purpose for which they were collected.  Funds collected from these fees, such as library, computer, yearbook, laboratory, should be recorded as separate items on the financial statement and not combined or placed in general operating accounts. 

FE 4150  XE "Wage Scale:Educational Remuneration Policy" 

 XE "Finance:Educational Remuneration Policy" Educational Remuneration Policy TC "Educational Remuneration Policy" \f C \l "1" 
Philosophy of Remuneration
1.
Objectives - The Adventist Church has accepted the commission given by Jesus Christ to His disciples to proclaim the gospel to the entire world.  The Church employs many agencies to accomplish its spiritual task, but all of its several organizations (conferences, missions, schools, health-care institutions, food factories, publishing houses, radio and television ministries, Adventist Book Centers, etc.) have one central objective - the salvation of man.  Because of this, every denominational employee has a responsibility to participate in the mission of the church.

2.
Philosophy - To provide a basis for the remuneration of various classes of employees, a denominational remuneration scale has been adopted. The philosophy of this remuneration scale is predicated upon the fact that a spirit of sacrifice and dedication should mark God's employees irrespective of the position they hold or the department they represent. The work of the Church, including every denominational organization, is a mission to which lives are dedicated rather than a business or commercial venture. The Church remuneration scale does not always compensate its dedicated employees in monetary units commensurate with their talents, accomplishments and contributions, but does provide employees with a modest living income, which gives recognition of responsibilities borne, preparation undertaken, professional attainment, previous experience and years of service. In addition to basis remuneration, the Church has also made provision for assisting employees with certain other personal and family expenses.

3.
Spirit of Sacrifice - The Church believes that modesty and good taste with reasonable comfort will govern the lives of Christian employees. It recognizes that some areas of its work are more directly affected by economic factors outside of the Church organization than are others, and by local economic conditions in different geographical areas. The spirit of sacrifice on the part of Adventist employees will be manifested not only by the level of their financial remuneration but also by the dedication of time, talents and energy to the cause of God and humanity. Men and women called to labor in the cause of the Adventist Church are to be employees of single purpose and allegiance. With Paul the great missionary of the early Christian church, they say, "This one thing I do."

4.
Commitment - The Church philosophy of remuneration was developed on the scriptural and spiritual imperative, "Give us this day our daily bread." It is a plan which provides an income covering the needs of individuals who believe that God blesses the spirit of selfless service and who believe that the Adventist Church has a worldwide mission. The philosophy, from its inception, has anticipated that in addition to the contribution of time and talent, a Adventist employee will also, from his/her modest remuneration, return a faithful tithe and make voluntary gifts to accelerate the proclamation of the gospel and thus exhibit a further demonstration of faith and commitment. Because of this philosophy, all denominational employees in the Adventist Church are regarded as church employees calling for commitment and sacrifice.

5.
Nondiscrimination - If considered in the light of these principles, the remuneration scale policy of the Adventist Church will be seen to be in harmony with the spirit of nondiscrimination, equal pay and other requirements, as well as being in conformity to the teachings and beliefs of the Church.  

General Conference of Seventh-day Adventists

SOUTHERN ASIA-PACIFIC DIVISION

WAGE SCALE

                                            
Basic
 Salary  
Responsibility

November 9, 2006                   Rate 
Allowance

                                                  Min   Max    
Max***

TERTIARY INSTITUTIONS

*President                                    80  100     
19

*Major Administrative Officer    80  100     
15

   (Vice President)

*Dean of School                          80  100     
14

Professor (Librarian)**               

80  100     
14

Head of Major Industrial Dept    

80  100     
12

Assistant Business Manager                      
80  100      
9

Associate Professor (Assoc. Librarian)**      80  100      
9

Treasurer                                       

80  100      
7

Assistant Professor (Assist. Librarian)**       80  100      
4

Director of Food Service                        
80  100

Director of Health Service                      
80  100

Director of Other Services                      
80  100

Farm Manager                                    
80  100

Industrial Head                                 
80  100

Plant Service Manager                           
80  100

Registrar                                       

80  100

Residence Hall Dean                             
80  100

Instructor (Library Instructor)                 
69   99

Associate Director of Other Services            
75   95

Assistant Director of Other Services            
70   90

Senior Accountant/Chief Accountant            68   98

Accountant                                      

63   93

Assistant Director - Food Service               
60   90

Assistant Director-Health Services (with RN)52   82

Assistant Residence Hall Dean                   
49   79

Nurse without RN                                
30   60

Admin Office Secretary                          
50   80

Cashier                                         

45   75

Office Secretary                                
47   77

Clerk/Typist                                    

43   73

Journeyman/Craftsman                            
43   73

Laundry Manager                                 
43   73

Receptionist                                    

43   73

Switchboard Operator                            
43   73

SECONDARY SCHOOLS*

Principal/Headmaster*                           
80  100      
5

Treasurer*                                      

80  100      
3

Vice Principal*                                 
80  100      
3

Director of Food Service 

68   98

Director of Health Service

68   98

Industrial Head**

 68   98

Registrar

 68   98

Residence Hall Dean

 68   98

Teachers' Maximum as per Following Teaching Certificates

     Professional 

80 100
     Standard 

67   97

     Basic 

62   92

     Non-Licensed, with 4 year college degree
 55   85

     Non-Licensed, with 2 year college degree 50   80

     Non-Licensed, with less than 2 yr college 45   75

Accountant 

59   89

Cashier 

40   70

Office Secretary 

40   70

Clerk/Typist 

38   68

Librarian - Equiv to Teaching Certificate

INTERMEDIATE & ELEMENTARY SCHOOLS*

Principal*

69   99

Home School Teacher/Teacher Aid** 

47   77

Teachers' Maximum as per Following Teaching Certificates

     Professional 

80  100

     Standard 

67   97

     Basic 

62   92

     Non-Licensed, with 4 year college degree 55   85

     Non-Licensed, with 2 year college degree
 50   80

     Non-Licensed, with less than 2 year college 45   75

*      Plus 2% for principals serving in schools with >300 students

**Home Schooling Spouses are paid a 25% of FT budget for teaching 1 or 2 children in one grade; a 33% of FT budget for teaching 2 to 4 children in two grades; a 50% of FT budget for teaching 3 to 5 children in three grades, and a 67% of F

FE 4160 Wage  XE "Wage Scale:Increments" Increments TC "Increments" \f C \l "1" 
Wage increments should follow the SSD Working Policy dealing with remuneration.  See Y 0505, 6

FE 4164  XE "Wage Scale:Application of" Application of the Wage Scale TC "Application of the Wage Scale" \f C \l "1" 
We recognize the historical denominational position which provides that an employee is paid on the scale for the general classification and category in which he is employed.  For example:  Personnel employed in hospitals will be paid on the hospital scale and those employed in general educational or academic administrative and teaching areas will be paid on the educational scale for their category.

In the operation of this wage scale it is left to the discretion of the Union Committee concerned to determine the rate of any employee where the maximum or minimum rate of the wage scale exceeds the rate being paid for a similar kind of work in the community.

FE 4180 Student Tithe TC "Student Tithe" \f C \l "1"   XE "Tithe, Student" 

 XE "Students:Tithe" 
1.
All students shall be encouraged to pay tithe on their earnings while in school.

FE 4190  XE "Teachers:Annual Vacation Pay for Teachers" Annual Vacation Pay for Teachers TC "Annual Vacation Pay for Teachers" \f C \l "1" 
All teachers employed in Adventist schools in the SSD shall receive their full earned annual vacation remuneration according to policy.  Where teachers are on a regular school year basis receiving one week's pay before school and one week after the close of school, teachers should have two weeks counted as annual vacation within the school calendar year.  When a teacher is eligible for more than two weeks vacation, he/she will be entitled to paid vacation time for the remainder of vacation not taken during the school year.
FE 4210  XE "Allowances:Book" Book Allowance TC "Book Allowance" \f C \l "1" 
Each Union shall make provision for an annual book allowance subsidy up to a maximum of 25 percent of the wage factor.  This subsidy will be based on paid receipts of books and professional journals.

Professional Books and Magazines for College Teachers
Colleges shall provide annually for the giving of allowances for professional books, journals and memberships in professional organizations for national college professors who are ranked according to the SSD educational policies.

1.
Professors are to be reimbursed one-half of the amount spent up to a total of the equivalent of US$50. (The amount spent in excess of the equivalent of US$50, up to a maximum of the equivalent of US$150, shall be fully reimbursed.).  For example, the professor may spend up to the equivalent of US$25 from his/her own funds and the college up to a maximum of the equivalent of US$100.

2.
Associate professors are to be reimbursed one-half of the amount spent up to a total of the equivalent of US$30.  (The amount spent in excess of the equivalent of US$30, up to a maximum of the equivalent of US$75, shall be fully reimbursed.)  For example, the associate professor may spend up to the equivalent of US$15 from his/her own funds and the college up to a maximum of the equivalent of US$60.

3.
Assistant professors are to be reimbursed one-half of the amount spent up to a total of the equivalent of US$20.  The amount spent in excess of the equivalent of US$20, up to a maximum of the equivalent of US$50 shall be fully reimbursed.  For example, the assistant professor may spend up to the maximum of the equivalent of US$10 from his/her own funds and the college up to a maximum of the equivalent of US$40.

4.
Instructors are to receive the book allowance according to the Union educational policy.

5.
In order to qualify for these allowances supporting receipts are to be presented.

6.
These allowances are not applicable in countries where government subsidies above the regular salary are given directly to the teacher or where the government requires that a research allowance be given the teacher.

FE 4220  XE "Teachers:Rent and Home Owner's Subsidies" 

 XE "Subsidies:Rent and Home Owner's Subsidies" Rent and Home Owner's Subsidies TC "Rent and Home Owner's Subsidies" \f C \l "1" 
Full time regularized school employees will receive rent and home owner’s subsidy, utilities, funeral allowances and other remunerations, based on the SSD Working policy Y 15
FE 4270 T  XE "Teachers:Sabbatical Leave" Sabbatical Leave TC "Sabbatical Leave" \f C \l "1" 
Provisions of the sabbatical policy for college/graduate school personnel shall be as follows:

1.
Academic administrators (presidents, academic deans, registrars, dean of students) with the rank of professor and those who hold doctorates with an associate professor rank, who are full-time employees with the institution, and who have completed the time requirement specified in number 3 below, will be eligible for a  three (3) months Sabbatical Leave with the following provisions:


a.
The total reportable expense for the Sabbatical Leave shall not exceed US$6000 for 84 months (7 years) of qualifying time.  


b.
The local salary is to continue during the time of the Sabbatical Leave and is not to be considered part of the reportable expenses and is not reportable to the Union and SSD for reimbursement.  

c.
The total reportable expense in which the Union and the SSD will participate in financial assistance include the following items:



1.
A daily allowance as follows for the additional cost of living and incidentals as needed related to their studies:




a)
Within SSD:  An allowance equal to the SSD per diem rate when residing away from their home residence but within the territory of the Southern Asia-Pacific Division, OR




b)
Outside SSD:  An allowance equal to the SSD per diem or the per diem where the Sabbatical is taken whichever is higher. 



Receipts are required for the following:



2.
Travel expense including actual travel cost, cost of documents for leaving the country and travel insurance.



3.
Lodging when away from home residence.



4.
Cost for attending research and writing activities.



5.
Actual cost of research/writing and equipment. 



6.
Cost for recipient's publication.


d.
Any expenses which will be accepted by the institution above the scheduled maximum must be agreed upon in writing at the time of approval of the Sabbatical Leave.  This additional expense will be totally at the expense of the institution.


e.
When a recipient includes his/her family with any activity connected with the Sabbatical Leave, it is a personal expense. 



f.
Priority for a Sabbatical Leave shall be given to teaching faculty whose teaching duties and responsibility constitute 75 percent or more of their time and work.  Administrators may be granted Sabbatical Leave providing all first priority candidates have been served.

2.
Financing for up to the allowed reportable expense of the sabbatical shall be made possible through the following provisions:


a.
Total allowed cost of reportable expense shall be provided on the following basis: Union 25 percent; college, 75 percent.


b.
The college may request up to 50 percent of its share of these reportable expenses up to the allowed total expense which will be charged to the institution’s SSD Bursary Fund.  


c.
Should a professor serve in more than one college/Union within the Division during the seven-year period before he becomes eligible for a sabbatical, each college/Union shall be responsible for a prorated share of the sabbatical expenses when it becomes due.


d.
Should a professor leave employment of an institution of higher learning within the Division at any time before his/her sabbatical is due, he will not be eligible for any portion of the provisions of this policy.


e.
Each college and Union shall set up and maintain a reserve fund for sabbatical expenses adequate to cover the accrued liability.  When a teacher is appointed to the rank of professor or associate professor holding the rank of a doctorate, the college and Union at that time shall begin paying into their reserve accounts and shall continue doing so on a yearly basis.

3.
Other provisions of the sabbatical policy shall be:


a.
Seven years of uninterrupted service in Adventist institutions of higher learning shall be required (For exception see number 5 below) for a sabbatical and shall be counted from:



(1)
The time of appointment to the rank of professor, OR



(2)
The time of completion of the doctoral program (providing one has been granted at least the rank of associate professor at that time), OR



(3)
The close of a previous sabbatical, OR



(4)
The end of a period of upgrading.

b.
Since the sabbatical is not a time of vacation, but rather an opportunity for development, professional growth, and enrichment of the teacher and the strengthening of the school program, well-laid plans shall be made in advance and approved.



(1)
The administration of the college, Union, and the Division Director of Education shall enter into the planning with the teacher.



(2)
A written proposal giving the time, purpose, estimated costs, and the detailed plans including travel plans must be approved by the Board, the Union, and the Division.



(3)
A written report at the conclusion of the Sabbatical Leave is required of all recipients.  The report must be suitable for publication and presented to the president of his/her employing institution prior to being given the final 10% of his/her reimbursement settlement.  In the case of college officers it will be presented to the Division Director of Education. 


c.
The sabbatical reportable travel expense shall be limited to a direct route to the place where the sabbatical activities will be carried out.


d.
Authorized sabbatical activities shall be as follows:



(1)
Attending specific classes, seminars or workshops related to the teacher's specialty area.



(2)
Visiting Adventist colleges or academies in a direct route between the sending institution and the place where the sabbatical activities are to be accomplished.



(3)
Engaging in research.



(4)
Studying and writing.



(5)
Attending Adventist educational meetings as an observer when authorized.  




(6)
Mentorship in senior educational institutions with named mentor and time frame.


e.
Maximum credit for eligibility shall be 84 months (7 years).  No additional credit or benefits will be allowed for additional time.  


f.
The recipient shall be required to sign a deed undertaking to comply with all the terms and conditions of this Sabbatical Leave policy.

g.
All requests for Sabbatical Leave along with a complete proposal and the College and Union recommendation shall be sent to the SSD Education Department at least six months prior to departure. Retroactive requests shall ordinarily be denied by the SSD Education Committee.


h.
Any change (time, substance, etc) to a sabbatical program for a recipient must have prior approval from the SSD Education Committee before it can be effective.

4.
A qualified potential sabbatical candidate shall serve in Adventist institutions of higher learning for an uninterrupted period of seven years (for exception see number 5 below) prior to the sabbatical leave and shall return to the sending college and serve that college an additional three years after the sabbatical leave.  If a sabbatical recipient accepts another call prior to the completion of the three years of obligated service, the calling institution must reimburse the sabbatical expense of the sending college, Union, and SSD institution's Bursary Fund, the same percentage as is the time remaining to be amortized calculated in the context of the pre- and post-sabbatical ten years.

5.
Shorter Sabbatical Leaves may be granted if  a tertiary/graduate education institution may find it more effective to grant shorter sabbatical leaves intended for professional renewal, development or research, the respective organization or institution may approve sabbatical candidates who have served between 60 and 84 months for sabbatical leave, with the understanding that the benefits and length of the so-called "sabbatical" would be in proportion to the percentage served of the 84 months.

Special limitations on shorter Sabbatical Leaves are as follows:

Maximum total reportable expense:

72 months shall be US$5,000.

60 months shall be US$3,500.

6.
Any form of personal remuneration such as salary, grants or cash awards in addition to the sabbatical recipient's salary shall be returned to the sending institution and divided among the SSD, union and college in proportion to the percentage of their contribution.

7.
Institutions seeking SSD approval for Sabbatical leave should not be in a financial crisis as described by SSD policy. Schools in a financial crisis shall be advised to restudy their expenditure priorities.

FE 4280   XE "Teachers:Severance Allowance" 

 XE "Allowances:Severance Allowance" Severance Allowance TC "Severance Allowance" \f C \l "1" 
Y 35 Termination Settlement
(SSD Working Policy)
Y 35 05 Termination Settlement— Provision— Employees whose employment is terminated may be eligible for a termination settlement if they meet the conditions of this policy.

Y 35 10 Eligible Recipient— 1. Regular Employees— An employee who:

a. 
Has completed their probationary period

b. 
Is classified as a regular employee

c. 
Receives regular remuneration that does not exceed the denominational remuneration scale

d.     Is not eliminated under the provisions of Y 35 15–Ineligi​ble Recipient

2. 
Surviving Spouse/Dependent Children— The surviving spouse or dependent children of a full-time employee who would have qualified under 1 above, but who died while in active service.

3. 
Surviving Parent— The surviving dependent parent of an unma​rried full-time employee who would have qualified under 1 above, but who died while in active service.

Y 35 15 Ineligible Recipient—1.  An employee and/or the surviv​ing spouse, dependent, or surviving dependent parent of the following:

a. 
An employee who voluntarily terminates their employm​ent or terminates while on leave of absence or immediately following a leave of absence.

b. 
An employee who transfers to another division on the basis of an independent transfer.

c. 
A person who is fully remunerated on a commissioned basis including, but not limited to, literature evangelists.

d. 
A permanently returning interdivision employee.

e. 
A permanently returning intradivision employee, except for Q 50 35 #2.

f. 
An employee who is classified as temporary or non-regu​lar.

g. 
Contract workers.

h. 
An employee, including one who is not reelected at the time of a session, who has to be terminated because they do not accept reassignment in the same organization or a call to another denomi​national organization in an area of service for which the person has acquired qualifications through training and/or experience.

Y 35 20 Eligibility Requirements— Termination settlements may be granted providing the employee meets at least one of the following conditions and is not eliminated under the provisions of Y 35 15.

1. 
Dismissed— Is dismissed.

2. 
Medical Disability— Is not able to continue employment be​cause of medical disability as determined by appropriate medical certifi​cation and the controlling denominational committee, and is not eligible for disability retirement benefits.

3. 
Counseled to Resign— Is counseled to resign by the employing organization.

4. 
Ineligible for Retirement Benefits— Is employed until or after age 65 but is not eligible for retirement benefits.

5. 
Closure of Organization— Is an employee of an organization being closed or moved to a different location and is therefore not able to continue employment.

6. 
Financial Exigency— Is an employee of an organization that is required to reduce staffing because of financial exigency.

Y 35 25 Service Record— Termination Settlement— 1.  The termi​nation settlement shall be noted in the employee’s personal service record but does not cancel any part of their service credit.

2. 
No Service Credit— The termination settlement shall not add service credit to the employee’s personal service record.

Y 35 30 Basis of Allowance— l.  Amount— The basis of the severa​nce allowance shall be one week’s salary for each year of service ren​dered, up to a maximum of three months salary, excluding all other allowances, including but not limited to travel, housing, and cost of living allowances.  In the case of a surviving dependent parent, as pro​vided for under Y 35 10 (3), no more than 5 years of full-time service shall be counted.

2. 
Method of Payment— The settlement computed in paragraph 1 above shall be paid in a lump sum consistent with the terms of Y 35 35.

3. 
Independent Transfers— In the case of an independent transfer by the employee to the SSD, the settl​ement shall be calculated on only years of service earned as a church employee within he territory of the SSD or as a regular appointed interdivision employee or intradivision employee from the SSD.

4. 
Other Insurance Proceeds— A benefit paid from the other insurance proceeds, whether provided by the employer or at employee expense, shall in no way affect this settlement.

5. 
Unpaid Benefits— Any unpaid employee benefits earned by the employee, including but not limited to unpaid vacation time, are not part of this settlement and shall be paid separately to the employee.

Y 35 35 Termination Settlement Expense— 1.  Employer Pays— Termination settlements are the responsibility of the employing organiza​tion.

2. 
Sharing of Costs— The settlement amount shall be shared prop​ortionately by the employing organizations served during the employee’s previous nine years.

Y 35 40 Release of Liability— As a condition of receiving a termina​tion settlement, employees are required to execute a release of any and all liability against the employer, related organizations and entities, agents and employees.  Therefore, the settlement is not to be construed as an employee benefit.  If the release is not signed within 30 days of going off the payroll for regular remuneration, including accrued paid leave or accrued vacation, the termination settlement shall be for​feited.

Y 35 45 Future Employment/Settlements— 1.  Reemployment— Any person who has received a termination settlement shall not be rein​stated or employed by another organization until the following require​ments are met:

a. 
A review of the reasons for termination.

b. 
A recommendation from the committee or board of the former employing organization.

2. 
Further Settlements— If an employee who has received a termi​nation settlement is reemployed in denominational service at a later date, any further termination settlements(s) would be based on service accrued since the date of the previous settlement.  No employee shall receive a termination settlement more than once for the same period of service.

3. 
Retirement Severance Allowance— In accordance with SSD WP Z 45 05, Retirement Severance Allowance, employees who receive a termination settlement and later return to denominational employment shall be eligible for only a retirement severance allowance based on the years of service credit earned after the termination settlement.

Y 35 50 Local Government Requirements— Where local governm​ent laws require a termination settlement which exceeds the provisions of this policy, the union in counsel with the SSD may establish a termination settlement policy in harmony with the government guidelines.
FE 4290   XE "Teachers:The Retirement Plan" Retirement Plan TC "The Retirement Plan" \f C \l "1" 
See SSD Working Policy section Z for retirement policy
FE 4310
 XE "Upgrading of Teachers:NSD Education Aid Policy" 
FE 4320
T
 XE "Upgrading of Teachers:NSD Bursary Policy" SSD  XE "Bursary Policy" Bursary/Education Aid /LEAD Policy TC "Bursary/Education Aid Policy" \f C \l "1" 
PURPOSE  To assist Adventist college and universities, primary and secondary schools and mission, conference, and unions in upgrading their educational personnel with graduate level education.

In special situations where there are wide spread educational needs on the undergraduate level or where the pool of potential Bursary/Education Aid candidates are very limited, a Union may request special consideration for undergraduate studies for selected students.

The Leadership Education and Development (LEAD) scholarships will follow the provisions of this policy unless specifically stated in FE 4325.

FUNDING TC "FUNDING" \f C \l "2"   The Southern Asia-Pacific Division (SSD) shall assign annually and shall hold in reserve an amount of money for each Union for this bursary/education aid plan.  Each Union may use these funds for local upgrading, upgrading within the SSD or outside the SSD if appropriate education is not available.  However, Adventist educational institutions should be patronized. 

The SSD Bursary/Education Aid funds budgeted for each union shall be placed in a SSD  fund held at the Division and allowed to accumulate from year to year whereby a union may plan and prepare for certain types of expensive upgrading (see 2c).

1.
Sharing Responsibility 

Each college/university in cooperation with its Union and the SSD shall join in selecting and sponsoring individuals to be upgraded for teaching in the various colleges and other positions approved by the SSD.  Division funds may cover all authorized expenses expressed in this policy up to the amount held in the union's SSD bursary/education aid trust fund.

2.
Budget 


a.
It is the responsibility of each Union to balance its bursary/education aid budget.  Any expense exceeding the amount of money available being held at the Division shall be charged to the Union.

b.
All colleges/universities within the SSD shall be requested to budget from their own funds an adequate amount to add to funds made available by the SSD for teacher upgrading.


c.
When a union's bursary/education aid  funds exceeds a three-year accumulation of bursary/education aid appropriations, the excess beyond the three years accumulated appropriation will be reassigned by the SSD Education Committee.

3.
Qualifications and Needs of Applicants TC "Qualifications and Needs of Applicants" \f C \l "2" 
Bursary/Education Aid applicants shall be selected according to:


a.
Their demonstrated ability as an Adventist educator and loyalty to the principles of the Adventist church.


b.
The prospects of their giving, upon completion of their studies, many years of service within the SSD,


c.
 The need for personnel with specific advanced degrees in the sponsoring union/institution.

4.
Guidelines for Bursary/Education Aid Students TC "Guidelines for Bursary/Education Aid Students" \f C \l "2" 
All bursary/education aid students shall be required to comply at all times with the following guidelines:


a.
Scholarship


(1)
Undergraduate GPA minimum 2.50 (4.0 = A)



(2)
Graduate GPA minimum of 3.00 or the minimum GPA requirement of the program (4.0 = A).



(3)
English Proficiency Examination results:  must meet the minimum requirements of the institution at the time of application.



(4)
Fulfill all matriculation requirements (GRE or GMAT, if required)


b.
The application with supporting documents must be prepared and attached together before the application is to be considered for approval by the union executive committee and the SSD Education Committee (see section 6).


c.
Before the end of the first quarter/semester, the candidate must submit to the SSD Department of Education a proposed schedule including the time required for completing course work, comprehensive examinations, development of proposal, gathering of research data and writing of project or thesis, and defense of the same as these are worked out between the student and major advisor.


d.
At the end of each school year the student must submit to the SSD, Department of Education and the institution from which he/she came, a complete progress report of academic activities for the year. The SSD Education Committee will review this report and determine whether to allow the student to continue through the next year.


e.
The applicant understands that all of the upgrading expense is considered a loan.  The applicant must sign a notarized/stamped contract (deed) which legally binds him/her to amortizing (repayment of) the upgrading expense as described in sections 13 and 15 of this policy.


f.
The applicant understands and agrees that upon completion of the upgrading experience he/she will return to the employment of the sponsoring institution/union respectively.   


g.
When  non-bursary/education aid funds are used for upgrading, the sponsoring institution/organization are strongly encouraged to follow all provisions of the SSD bursary/education aid policy so that all sponsored students will be treated the same.    

5.
Approval
The degrees sought, the area of study and place of study are to be approved by the sponsoring organization, the Union and the SSD.

6.
Application Procedure TC "Application Procedure" \f C \l "2" 
a.
Selection of Candidate for Bursary/Education Aid Sponsorship
Each institution should study the personnel needs of their institution and list in order these with an upgrading plan, without names, for approval of their boards.  For example: English teacher with MA, Education teacher with Ph.D.  Generally, an upgrading plan would ensure that a number of teachers in an institution would hold master’s degrees before considering the upgrading personnel for the doctoral level.  For non-college institutions the employee needs list and upgrading plan will be passed to the Mission/Conference and the Union for screening and prioritizing for the larger field.  

For tertiary institutions, each school and department should identify their personnel needs and upgrading plans.  These should be passed on to the academic administration for prioritization.  

When the greatest personnel needs are identified, then potential students should be identified who can best meet these needs.  Qualifications, potential years of service, fulfillment of prerequisites should be taken into consideration in the selection.  The institution should consider not only its employees but personnel outside the institution for the best candidates for upgrading.  The only requirement is that they return to serve in their appointed educational post for which educational need they were intended to fill.

The best candidates will be chosen and asked to make application to the appropriate upgrading institution.  SSD Bursary/Education application forms should be filled out completely with required supporting documents and sent to the SSD Education Office.  The SSD will not consider any application until all the required documents have been received and filled out completely.


All applications for SSD Bursary/Education Aid loan must meet the following requirements before the Union Committee is to consider the application for approval and recommendation to the SSD Education Department.  




(1)
The Bursary candidate will be selected by the college/university board based on the criteria in section three (3) above.  The Education Aid candidate will be selected by the Union with recommendation from the school/conference/mission based on the criteria in section 3 above.  



(2)
The SSD Bursary/Education Aid Application form must be completely filled out and signed by the applicant and the appropriate administrators as shown in the form.



(3)
The union/institution administrator must write a statement giving the following information:




a.
The reasons why and process used in the selection of this applicant.




b.
The exact area(s) of study the applicant is being sent to take and what academic degree the applicant is expected to obtain. 




c.
The position this employee will fill when he/she returns from upgrading and how that position relates to the master plan for the institution/union.




d.
An evaluation of the contribution the applicant has made to the institution/union.




e.
An evaluation of the loyalty of the applicant to the doctrines of the Adventist church.



(4)
A copy of the undergraduate and graduate transcript and photocopy of the certificate of his/her highest degree presently held. 



(5)
An original copy of the notarized/stamped contract/deed the applicant has signed showing his/her agreement to all conditions of the contract/deed and recognizing the moral and legal obligation for amortizing this loan.



(6)
An admission letter from the intended institution of upgrading outlining the program of studies, degree conferred upon completion and the approximate required time to complete the applicant's upgrading program.


b.
Approval Process
(1)
The college/university board/institution approves the application and submits the application and above documents indicated with a * to their Union Director of Education. 



(2)
 The applicant and sponsoring institution will prepare a financial analysis sheet including the amount of the monthly allowance to applicant, tuition and other costs of upgrading.  



(3)
The Union Director of Education presents the application to the Union Executive Committee and if approved he forwards the application with attached documents to the SSD Education Department.



(4)
The SSD Education Department reviews the application and all accompanying documents, then makes its recommendation to the SSD Education Committee.



(5)
The SSD Education Office will inform the Union Director of Education and the  head of sponsoring institution of its action.



(6)
The Union Education Director is responsible for seeing that the applicant arrives at the institution for upgrading as scheduled.  

Under no circumstances should an applicant be sent for upgrading prior to the approval of the SSD Education Committee if any portion of the upgrading expense is to come from SSD Bursary/Education Aid funds.  If this does occur, the Union is responsible for the full cost of the upgrade expenses until it is approved. 



Beginning Date for Payment
The term of upgrading begins on the date of arrival in designated institution of study.  Salary of the denomination sponsored upgradee shall not be terminated by the sending organization until the upgradee leaves and arrives at the designated institution of study.  The period for the application for an exit permit and entry visa to the designated place of study shall not exceed three (3) months beyond which the recommendation for the study program shall be reconsidered.

The student who is voted Bursary/Education Aid assistance should process his/her travel documents in a timely way.  Should he/she be unable to obtain his/her documents within 3 months period, the Union/SSD will review his/her Bursary/Education Aid action to determine if it should be reconsidered.
7.
Progress Evaluation TC "Progress Evaluation" \f C \l "2" 
The Division Director of Education or designated personnel within the Department of Education shall be responsible for annually evaluating the progress of bursary/education aid students.  It shall be the responsibility of the SSD Director of Education or designated personnel to advise the SSD Education Committee and the concerned Union when a bursary/education aid student's progress appears to be delayed.

8.
Grades and Transcripts TC "Grades and Transcripts" \f C \l "2" 
Each bursary/education aid recipient shall be required to sign a statement authorizing and requesting the school where the upgrading is being taken to send to the SSD Department of Education and the sponsoring college/university/institution:


a.
a copy of the current scholastic grades at the end of each term.


b.
a complete transcript of all scholastic class work upon completion of his/her studies.

9.
Travel and School Expenses -- Study Outside SSD TC "Travel and School Expenses -- Study Outside SSD" \f C \l "2" 
Priority will be given for Bursary/Education Aid funds to be used for sponsorship within the SSD.

The following allowances shall be provided for the category of employees listed below whom shall be studying in a country outside of the SSD:


a.
Unmarried Employees


(1)
Travel expenses - Travel on a round-trip basis by the most economical route including a reportable international per diem allowance for up to three days in route to the place of study and up to three days on the return trip.



(2)
Travel Documents - Required travel documents (passport, visa, and health certificate where required) expense excluding postage and travel for acquiring documents.  Expenses that exceed US$200 must be pre-approved by the Union and the SSD Education Committee.



(3)
Stipend - A monthly living allowance of 60 percent of the wage factor of the area in which the study is undertaken shall be granted.  In addition to the living allowance but included in the stipend is an amount to assist in the cost of rent, utilities and local transportation. (See 22a (2),b,c)



(4)
School Expenses - These expenses include regular tuition charges, registration fees, graduation fees, textbooks, local transportation by public conveyance from place of residence to the school, and assistance towards the actual cost for dissertation/thesis/project development. (See section 20) 


b.
Employees Authorized To Attend Without Families
No upgrading plan will be approved where husband and wife will be separated for more than six months.



(1)
Travel Expense - Travel expenses on a round-trip basis by the most economical route including a reportable international per diem allowance for up to three days in route to place of study and up to three days on return trip.



(2)
Travel Documents - Required travel documents (passport, visa, and health certificate where required) expense excluding postage and travel for acquiring documents. Expenses that exceed US$200 must be pre-approved by the Union and the SSD Education Committee.



(3)
Stipend - The stipend includes a monthly living allowance of 50 per cent of the wage factor of the area in which the study is undertaken shall be granted.  In addition to the living allowance but part of the stipend is an amount to assist in the cost of rent, utilities and local transportation. (see 22a(2);b;c) 



(4)
Home Allowance - Provision for the family remaining in the homeland shall be equal to 50 percent salary at the audited rate of the bursary/education aid recipient and shall include an adequate provision for housing.  The home allowance will be paid by the sending institution directly to the family.



(5)
School Expenses - These expenses include regular tuition charges, registration fees, graduation fees, textbooks, local transportation by public conveyance from place of residence to the school, and assistance towards the actual cost for dissertation/thesis/project development. (See section 20) 


c.
Employees Authorized To Attend With Families:  

The following allowances apply only to members of the family approved by the Division to accompany the bursary/education aid recipient.



(1)
Travel Expenses - Travel expenses on a round-trip basis for employee and spouse and authorized children by the most economical route.  Up to three days per diem in route to place of study and up to three days on return trip will be given on the international per diem basis.

Children who will enter college before the period of upgrading is over will not be authorized for travel unless unusual circumstances indicate that it is necessary.  These children must be voted special approval to accompany parents.



(2)
Travel Documents - Required travel documents (passport, visa, and health certificate where required) expense excluding postage and travel for acquiring documents.  Expenses that exceed US$200 must be pre-approved by the Union and the SSD Education Committee.



(3)
Stipend - The stipend is composed of four (4) parts: 1) a monthly living allowance equal to 60 percent of the wage factor of the area in which the study program is undertaken.  2) Five percent (5%) for each child, up to a total of 20%.  3) Five percent (5%) for each child attending a Adventist church school, up to a maximum total of 20% percent.  These three parts shall not exceed 100% of the wage factor.  4) An additional part of the stipend is assistance for the cost of rent, utilities and local transportation and shall not exceed 40% of the wage factor. (see 22a(2);b;c)



(4)
School Expenses - These expenses include regular tuition charges, registration fees, graduation fees, textbooks, local transportation by public conveyance from place of residence to the school, and assistance towards the actual cost for dissertation/thesis/project development. (See section 20) 



(5)
Spouse School Expenses - If the upgrading of the spouse is part of the long range plan of the sending institution and is approved by the employing institution, union and SSD and is part of the contractual agreement, bursary/education aid funds may be used to pay the spouse's actual school expenses (as outlined in (4) above. No stipend or other benefits will be given other than that received by the upgradee except for service records and other form of benefits required by government.

10.
Travel and Upgrading Expenses -- Outside of the Home Area but Inside the SSD TC "Travel and Upgrading Expenses -- Outside of the Home Area but Inside the SSD" \f C \l "2" 
The following allowances will be provided for employees who are obtaining upgrading from institutions outside of their home area but within the SSD.  This includes all upgradees who are upgrading full-time and are required, due to distance, to move their principal place of residence to other housing near the school.  Those attending Spicer Memorial College are included in this group.  


a.
Unmarried Employee


(1)
Travel Expenses - Travel expenses on a round trip basis by the most economical route including a reportable international per diem allowance, as approved by the sending Union, for up to three days in route to the place of study and up to three days on return trip.



(2)
Travel Documents - Required travel documents (passport, visa, and health certificate where required) expense excluding postage and travel for acquiring documents. Expenses that exceed US$200 must be pre-approved by the Union and the SSD Education Committee.



(3)
Stipend - A monthly living allowance shall be granted that is equal to  40% of the wage factor in the country where the upgrading is being taken.  In addition to the living allowance but part of the stipend is an amount to assist in the cost of rent, utilities and local transportation. (see section 22a(1)(d);(2);(3);(4);b;c)



(4)
School Expenses - These expenses include regular tuition charges, registration fees, graduation fees, textbooks, local transportation by public conveyance from place of residence to the school, and assistance towards the actual cost for dissertation/thesis/project development. (See section 20) 


b.
Employees Authorized To Attend Without Families

No upgrading plan will be approved where husband and wife will be separated for more than six (6) months.



(1)
Travel Expenses - Travel expenses on a round trip basis by the most economical route including a reportable international per diem allowance, as approved by the sending Union, for up to three days in route to place of study and up to three days on return trip.



(2)
Travel Documents - Required travel documents (passport, visa, and health certificate where required) expense excluding postage and travel for acquiring documents. Expenses that exceed US$200 must be pre-approved by the Union and the SSD Education Committee.



(3)
Stipend - A monthly living allowance of  34% of the wage factor in the area of upgrading.  In addition to the living allowance but part of the stipend is an amount to assist in the cost of rent, utilities and local transportation. (see section 22a(1) (d);(2); (3);(4);b;c)



(4)
Home Allowance - Provision for the family remaining in the homeland shall be equal to 50 percent salary at the audited rate of the bursary/education aid recipient and shall include an adequate provision for housing.  This allowance is to be paid by the employing institution.



(5)
School Expenses - These expenses include regular tuition charges, registration fees, graduation fees, textbooks, local transportation by public conveyance from place of residence to the school, and assistance towards the actual cost for dissertation/thesis/project development. (See section 20) 


c.
Employees Authorized To Attend With Families

The following allowances apply only to members of the family approved by the Division to accompany the bursary/educational aid recipient.

(1)
Travel Expenses - Travel expenses on a round trip basis for a employee and spouse and authorized children by the most economical route.  Up to three days per diem in route to place of study and up to three days on return trip, if approved by the sending Union, will be given on an international per diem basis.


Normally children who will enter college before the period of upgrading is over will not be authorized to accompany their parent outside their home country unless unusual circumstances indicate that it is necessary.  These children must be voted special approval to accompany parents.



(2)
Travel Documents - Required travel documents (passport, visa, and health certificate where required) expense excluding postage and travel for acquiring documents. Expenses that exceed US$200 must be pre-approved by the Union and the SSD Education Committee.



(3)
Stipend - A stipend consists of the four (4) parts and shall be granted as follows:




(a)
a monthly living allowance equal to  67% of the wage factor of the area in which the study program is undertaken.




(b)
spouse allowance (see section 22 b).




(c)
 three and one half percent  3.5% for each child accompanying the family, up to a total of  14% of the wage factor.




(d)
assistance in the cost of rent, utilities and local transportation not to exceed 27% of the wage factor. (see section 22a(1)) 
One hundred percent rent and utility assistance will be given for AIIAS on-campus housing up to the rent charges for the least expensive 3-bedroom apartment.  Those living off campus will be given rent and utility assistance according to receipts up to that amount.  Those wanting a more expensive house may pay the difference. This is with the recognition that AIIAS has a policy for assigning housing according to family size and need.  
Students sponsored by Bursary/Education Aid/LEAD attending an Adventist College/Graduate School 
and staying in college housing appropriate for their family size may claim full reimbursement for housing expenses.  Basic furniture offered by the college may be included if the students come from outside the union where the college is located.


(4)
School Expenses - These expenses include regular tuition charges, registration fees, graduation fees, textbooks, local transportation by public conveyance from place of residence to the school, and assistance towards the actual cost for dissertation/thesis/project development. (See section 20) 



(5)
Spouse School Expenses - If the upgrading of the spouse is part of the long range plan of the sending institution and is approved by the upgrading institution, union and SSD and is part of the contractual agreement, bursary/education aid funds may be used to pay the spouse's actual school expenses as outlined in (4) above.  

Spouses that upgrade must complete their approved program before or at the same time as the primary upgradee.  If their program is not finished they must either return home with the upgradee or remain alone to finish. They will receive only their spouse allowance, cost of living allowance, and school expenses.

11.
Travel and School Expenses -- Study in Home Area TC "Travel and School Expenses -- Study in Home Area" \f C \l "2" 
This category includes those who are not full-time upgradees or in school break study and no primary resident change is required.  The following allowances shall be provided for employees who are obtaining their post baccalaureate degree in their home area: (Also see section 19)


a.
Travel Expenses - Travel expenses on a round-trip basis by the most economical route including the local union per diem allowance, if approved by the sending Union, for up to two days in route to the place of study, and up to two days on the return trip.


b.
Salary & Benefits - The salary and benefits as specified by the Union shall be granted to bursary/education aid students upgrading in their homeland and paid by the employing organization. (See section 19) However, if the upgradee is a full-time student with no school teaching assignments and not receiving  salary from the employing organization, they shall receive the same benefits as provided to upgradees attending without family or single as the case may be. (See Section 10a3 or 10b3)

c.
School Expenses - These expenses include regular tuition charges, registration fees, graduation fees, textbooks, local transportation by public conveyance from place of residence to the school, and assistance towards the actual cost for dissertation/thesis/project development. (See section 20) 


d.
Rent Subsidy -   Rent subsidy shall be allowed up to 27% of wage factor where the study program is undertaken. This only applies to the cost of a second residence on/ near the institution where upgrading and when residency there is necessary.

12.
Additional Allowances TC "Additional Allowances" \f C \l "2"  


a.

Freight Allowance  The following allowances shall be provided for all bursary/education aid recipients to cover books or personal items that they need to take back to their homeland.  This excludes customs clearance expenses:



International:
Married with Family: US$400.00 for husband and wife and US$50.00 for each child up to two children only.

Unmarried or sent as married without accompanying   family: US$200.00




Inside the Homeland:

Married with Family: US$150.00 for husband and wife and US$25.00 for each child up to two children only.

Unmarried or sent as married without accompanying family: US$100.00


b.

Outfitting Allowance
This allowance is to be paid only at the beginning of the upgrading and is to be paid by the remuneration center at the place of study.



(1)
Upgrading Outside the Homeland



a)
Family authorized to upgrade shall receive US$ 200.00.




b)
Single upgradee shall receive US$100.00.



(2)
Upgrading inside the Homeland but have had to move to a new residence because of the distance to the upgrading institution.



a)
Family shall receive an amount equal to 25 percent of the local wage factor, but in no case to exceed US$ 200.00.




b)
Single upgradee shall receive an amount equal to 15 percent of the local wage factor, but in no case to exceed US$100.00.


(3)
Furniture Allowance



Sponsored students who come from outside the country and move into unfurnished housing will be given a one time additional allowance of US$200 for single and US$300 for married students to assist in the purchase of basic furniture.  This will be charged to the home union and is not to be a personal expense of the sponsored student.

c.
Medical Expense


(1)
The cost of any required college or university student medical insurance is reportable.



(2)
Emergency medical expenses for student and family members not covered by the college or university student medical insurance plan nor by any medical expense insurance of the employees home division is reportable and shall be processed under the medical expense policy in effect in the area where the study program is undertaken.  

Note: Emergency medical are medical costs that are a result of a current accident or sickness.  No eye glasses, dental work, physicals, surgery or hospitalization (other than caused by a current accident/ illness) are covered by this policy. These items should be covered by the sponsoring organizations according to their policy.


d.
Automobile Depreciation -- No automobile depreciation is allowed unless paid for by the sending institution or organization.


e.
Auto Insurance -- If the employee operates a car in the area where he is studying he should arrange such insurance coverage as is appropriate in the area of his/her study program, including personal and denominational protection at personal expense or, if voted by the sending organization, at the expense of the sending organization.


f.
Travel Accident and Personal Effects Insurance TC "Travel Accident and Personal Effects Insurance" \f C \l "2"  -- The Union shall be responsible for arranging for US$10,000 travel, accident, and US$1,000 personal effects insurance for the duration of the upgrading period and for both forward and return journeys.  


g.
Whereas, the children of SSD employees who qualify for educational assistance and who are sponsored students that live with their parents at AIIAS but study at AUP will be given 60% assistance on the cost of daily transportation to AUP in lieu of staying in the dormitory.



h.
That 66.6% of the ECOLA allowance be given to the Bursary/Education Aid/LEAD sponsored students studying in the Philippines based on the union in which they are studying.
The union or sponsoring institution will be responsible for 


Church and government required retirement funds during upgrading… 


Continued Service record as an employee


Education for college students as other employees


Non-emergency medical expenses as other employees i.e., births, chronic health problems, major medical.


Immediate education employment upon return to field

 
Tracking amortization of study expenses in education and SSD notification of non-compliance


Punitive actions should sponsored student fail to amortize study expenses according to the signed contract.

13.
Amortization of Upgrading Expense TC "Amortization of Upgrading Expense" \f C \l "2" 

a.
Persons who receive additional training, often at great expense to the school, should consider that all funds expended are a loan and recognize their commitment to the sending organization in particular and to the church in general. Although upgrading costs may be amortized in a few years, upgraded employees should feel a moral responsibility to give continuing dedicated service to their sponsoring organization and/or to the church even though their upgrading costs may have been amortized.


b.
All prospective personnel to be upgraded are to be acquainted with the conditions of upgrading, including the amortization policy and are requested to sign a notarized and stamped contract/deed with the sponsoring organization to be effected thereof and that they will return to that organization at the end of their upgrading period for a term of service not less than the period of amortization described in paragraph "c" below.


c.
Amortization Requirements



(1)
All employees who have upgraded within the SSD, including Spicer Memorial College, shall amortize their upgrading by serving the sending institution two times the length of the period of upgrading.



(2)
All employees who have upgraded in a country outside of the SSD shall amortize their upgrading by serving the sending institution three times the length of the period of upgrading.


d.
When an employee who has been upgraded is called to another Adventist institution within the SSD before amortization is completed, the call shall be passed through regular channels with the employing institution having the right to withhold passing on such a call.


e.
In the event that an upgraded employee is transferred to another institution within the SSD, the unamortized portion of the SSD share shall be reimbursed by the calling institution to the SSD whereby the SSD may credit the bursary/education aid funds of the sending institution an amount equal to that which is owed the SSD. The calling institution must reimburse the sending institution for all unamortized portions of their investment. 


f.
In the event that an upgraded employee leaves denominational employment, he shall be immediately liable to pay the unamortized loan to the employing organization and the SSD which are calculated at the rate outlined in paragraphs "c" above and "g" below.


g.
In calculating upgrading costs, the following expenses shall be included:

Transportation, tuition fees, required textbooks, salary, benefits, house or rent allowance, and any other expense directly attributable to the employee's study.


h.
When the spouse of a employee has been upgraded and has received primarily tuition fees and required textbooks only but no stipend and other benefits, the amortization period shall be one-half of that listed in section "c" above.


i.
Because the bursary/education aid program has been in existence for many years, each institution should have a minimum number of teachers and administrators holding a doctor's degree.  Each college within the SSD shall be protected from losing teachers with doctor's degrees to other institutions or organizations.  An organization or institution who wishes to call an employee holding a doctor's degree from a college must reimburse the sending college 100 percent of the cost of upgrading one employee to the doctoral level if the sending college does not have the same number of full-time teachers with doctor's degrees equaling the number of four-year programs being offered by the sending college, or if the upgraded employee being called is the only teacher in that department holding a doctoral degree. In this way, a college which has planned and saved for the enrichment of a certain program can have a minimal guarantee that they will be able to maintain a certain standard of quality throughout the school.  However, the sending institution may choose not to exercise (13i) in consultation with the SSD Department of Education.

14.
Unmarried Dependent Children TC "Unmarried Dependent Children" \f C \l "2"  (prior to completion of Secondary level education)
Upgradee studying within the SSD


The SSD bursary/education aid pays the following for unmarried dependent children who have not completed secondary school:



a.
 3.5% of wage factor for up to four children (maximum of  14% of wage factor).



b.
emergency medical as defined under medical section (12c)

c.
60% of primary and secondary tuition and required school fees excluding private lessons, tutoring, club fees, optional field trips, travel cost to and from school, and food, etc.
Upgradee studying outside of the SSD 

 The SSD ordinarily pays educational assistance for children of upgradees on the same basis as is paid by the Division in the local area where the study is being done. However, when children are sent with their families on the bursary/education aid plan which provides less support than the rate of the educational assistance of the division where the employee is studying, unmarried dependent children attending denominational elementary, secondary, or liberal arts schools, shall be granted only 60% of the actual cost of their tuition and required school fees.

Note: When a dependent child graduates from secondary school, all allowances from this policy cease including the 5% child allowance, medical assistance and education subsidy.  These costs will be passed onto the homeland Union for request of payment.
15.
Contract/Deed With Employees TC "Contract/Deed With Employees" \f C \l "2" 

a.
The bursary/education aid recipient shall be required to sign a notarized and stamped contract/deed with the sponsoring organization. An original copy of this notarized and stamped contract/deed must be attached to the application for review by the union committee and the SSD Education Committee.  No application is to be approved unless this document is properly signed and attached.  A copy of this contract/deed will be filed with the SSD Department of Education.

b.
All travel costs, allowances, and salary referred to in this policy shall be regarded as a loan under a notarized and stamped contract/deed.


c.
When a employee subject to a contract/deed is called by another organization, prior to the complete amortization of study load, any balance remaining shall be assumed by the calling organization and paid to SSD Bursary/Education Aid account.


d.
If the employee withdraws or is released from denominational employment before the loan is amortized, he shall repay immediately the unamortized amount to the SSD.
16.
Make-up Equivalent Studies
Upon approval of study program, full financial assistance under the above policies shall be made available for make-up/equivalency studies as required provided the employee/spouse is enrolled for full-time work and when certified by the institution where the upgrading is being done.   The institution shall notify the SSD Education Department regarding the projected normal time required to complete the degree for which the employee is being sponsored, including any make-up of the deficiencies required for entering the degree program. 

17.
Minimum Study Load
The minimum study load for those benefiting from the bursary/education aid provisions shall be 12 units per term.  With special permission from the SSD Department of Education, a person may take 8 units only for the first term.



1st term of study

  
8 units



2nd term of study and onward
12 units

18.
Union Sponsored Upgrading
When a Union or one of its institutions wishes, with its own funds, to sponsor a employee for upgrading, the following allowances shall be granted:


a.
If outside SSD territory, the allowances specified in the Division Bursary/Education Aid policy for graduate level study shall be applied. (T-a 42 SSD Working Policy)


b.
If within the SSD territory, but outside the home Union, the allowances of the SSD Bursary/Education Aid Plan shall be applied. (T-a 42 SSD Working Policy)

19.
Upgrading while Continuing School Assignment 
If the bursary/educational aid recipient is taking upgrading in their homeland and only taking course work in the evenings or during their school breaks, the recipient shall be entitled to and subject to the following reimbursements and guidelines:


a.
Regular tuition charges


b.
Registration fees


c.
Graduation fees


d.
Local transportation by public conveyance to and from the residence to the school


e.
Allowance for assistance in writing the dissertation/thesis/project. (See section 20)


f.
Text book allowance shall be granted per policy. (See section 20)


g.
Full salary and benefits are continued by the employing organization


h.
No bursary/education aid applicant applying for school break time upgrading shall be approved unless their name is found on the long ranged upgrading plan for the union. The long range upgrading plan must show that any applicant receiving Division bursary/educational aid money will be able to attend continuous school break sessions until the completion of their program. Ordinarily all applicants applying for one school break at a time will be denied.

The institution and employee must be committed to long term employment at the school which will extend at least two years beyond the completion of the sponsored program. 

20.
Special Assistance for School Expenses TC "Special Assistance for School Expenses" \f C \l "2" 
a.  
Textbooks:  An allowance for textbooks is included as 


part of the bursary/education aid assistance.  An

 
equivalent of US$25.00 per course will be given for


courses which require textbooks.  Courses which do


not require textbooks such as research or thesis classes 


will not be given a textbook allowance. 



Maximum assistance for:



Maximum assistance for MA program= US$400.00



Maximum assistance for EdS program=US$350.00
 


(above MA program)


Maximum assistance for Ph.D. program = 

US$450.00 
(above MA program)


b.
Dissertation/Thesis/Project:  An allowance for assistance in the preparation of a dissertation/thesis/ project shall be given as follows:

Dissertation preparation for Doctoral or EdS. degree = US$1000

Thesis/project preparation for Master's degree = US$700

Doctor on Ministry degree thesis/project = US$700


Students are encouraged to select topics for their thesis and dissertation that have relevance to the work for which they have been sponsored.  The topics must have a scope and design that are within financial resources of the bursary/education aid scholarships.  Topics that require extensive travel or expensive data gathering should be entered with great caution and only after the approval of the SSD Education Committee.


When a student selects a topic that requires travel for data gathering outside of the union where the student is studying, the thesis or dissertation topic and the financial plan should be approved by the SSD Education Committee before the student travels.


Students are encouraged to avoid controversial topics that may alienate them from serving effectively upon the completion of their degree.


c.
Purchase of Computer for Graduate Level Study: To provide an allowance of US$500 towards the purchase of a computer providing the upgradee has the skill available to use the computer for the preparation of the thesis/project.  No portion of the Dissertation/ Thesis/Project allowance may apply toward the purchase of the computer, printer, or word processing software.  This computer allowance will be limited to one (1) per family.
21.
Union’s Responsibility for Excess Expenses TC "Union’s Responsibility for Excess Expenses" \f C \l "2" 
Each union shall be responsible to balance their bursary/education aid funds and shall also be responsible for any charges that exceed the amount available in their Division Bursary/Education Aid Trust Fund.
22.
Financial Remunerations TC "Financial Remunerations" \f C \l "2" 
a.
All upgrading employees shall receive the following financial remunerations:




(1)
Stipend -The stipend, for which no receipts 




are required, is composed of:



(a)
A monthly living allowance based on the wage factor of the area in which the school is located.



(b)
Spouse allowance as follows:




1)
 7% of the upgradee's wage factor for
 



the spouse who is not approved for





upgrading.




2)
17% of the upgradee's wage factor if





the spouse is approved by the sending




organization for part-time upgrading




and is enrolled in a minimum of two
 



(2) courses per quarter/semester.




3)
27% of the upgradee's wage factor if

 



the spouse is approved by the sending





organization for a full-time study
 



program towards a degree or




certificate which involves for 





undergraduate study a minimum of 12
 



credits per semester, or for graduate
 



study enrollment in the minimum
 



permitted by the institution for a full-




time regular student.  



(c)
A child allowance for children accompanying
 


the parents equal to 3.5% of the wage factor
 


per child up to the maximum of 14%.  (See
 


section 14)



(d)
A cost-of-living allowance which includes an 



average for the cost of rent, utilities 



assistance, local transportation assistance and


 
other miscellaneous expenses for which there
 


is a demonstrated need.  This amount will not

 


exceed 27% of the wage factor. 


(2)
Additional remuneration requiring receipts will be 



limited to:



(a)
Actual emergency medical expense for the
 


family who accompanied the upgradee (see
 


12c).



(b)
Accompanying children's tuition assistance
 


according to policy. (See section 14)



(c)
The actual cost up to the allowed amount for
 


preparing the dissertation/thesis/ project. (see
 


section 20)



(d)
Travel documents and actual expenses
 


directly related to government required documents for remaining in the country of study if outside the homeland.  Expenses that exceed US$200 must be pre-approved by the Union and the SSD Education Committee.




(e)
One time travel costs to and from the institution of study. 



(3)
School expenses including tuition for the upgradee will be paid directly to the school if it is an Adventist institution.  If a non-Adventist institution, the upgradee is responsible for paying the school costs and submitting receipts for reimbursement.



(4)
The purchase of graduation garments and accessories is considered a personal expense and is not covered under graduation costs.  The rental fee for graduation garments is reportable. 


b.
The upgradee will complete a remuneration report form each month and submit it to the remuneration center to which he/she has been assigned.   The remuneration and allowable receipted expenses will be reimbursed at the time arranged with the remuneration center.


c.
The remuneration center will verify remuneration report stipends, receipted expenses, tuition and textbook costs, then send these items to the SSD Education Department which will instruct the SSD treasury to release funds back to the remuneration centers.  Unions will be billed by the SSD for their agreed portion of the upgradee's bursary/education aid expense. 
Bursary/Education Aid Retirement Policy

When organizations request employees to go for upgrading through a governing committee action, the regular voted salary rate at the time of leaving is/her regular duties would be used in figuring the contribution of the Employer and the employee's voluntary contribution.  This rate would be used until the employee comes back to the organization and resumes his normal work after upgrading.   At the time of resuming his/her duties the contribution will be increased to the current salary rate for his/her current duties.  If an employee transfers to another organization, the new organization will take over the previous employer's contribution at the previous rate until resumes his normal duties.  If an employee resigns, all retirement payments by the employer will cease.   

See: SSD Working Policy Section ZA 120 - Contribution to the Plan Section D. Employee Upgrading

FE 4325 LEAD Scholarships

Preamble

Human resource development is vital to every thriving organization.  The Southern Asia-Pacific Division (SSD) considers the imperative of training and development of church leaders as a priority.   Such priority has led to the creation of the LEAD Conferences and LEAD Scholarships.  LEAD is the acronym of Leadership Education and Development.  Inaugurated in 2002, LEAD Conferences are a SSD-initiated program conducted annually in all unions and attached missions.  Attendees include union and mission officers, department directors, and institution heads.

Launched concurrently with the LEAD Conferences were three LEAD Scholarships.  Recipients of the scholarship studied in the Adventist International Institute of Advanced Studies (AIIAS) in the areas of Master of Business Administration (MBA) and Doctor of Ministry (DMin).  

Beginning 2006, LEAD Scholarships have expanded to cover every union and attached mission.  Each entity has the privilege of sending one candidate for upgrading.  The expansion of the Scholarships has made it necessary to formulate guidelines in the process and procedures of application and implementation.

Purpose

The purpose of the LEAD Scholarships is to provide financial assistance to unions and attached missions in upgrading their leaders in AIIAS in the areas of business and ministry.

Qualifications

Applicants shall be selected on the following criteria:

1.
Should be full-time employees in church organizations at least five years.

2.
Should have demonstrated loyalty to the principles and policies of the SDA Church.

3.
Should have exemplified humility and integrity in leadership.

4.
Should have demonstrated leadership capacity in the past and have potential for greater service in the future.

5.
Should have BBA as entrance requirement for MBA program and Master of Divinity or equivalent for DMin program. 

6.
Minimum GPA 3.00 (on a 4-point scale) for MBA and 3.33 for DMin.

7.
Should have demonstrated the capacity to pursue higher education.

8.
Should be less than 40 years old.

Procedures for Approval

1.
Each mission leadership makes a shortlist of potential candidates and submits them to the executive committee for consideration.  The mission executive committee votes one candidate and recommends that name to the union.

2.
The union executive committee evaluates all the names submitted by local missions and conferences.  The committee votes three names and recommends them to the SSD.  Attached mission may recommend their candidates to the SSD directly.  All names should be sent to the SSD Secretariat to be channeled to the Administrative Council (AdCom) for approval. 

3.
The AIIAS DMin program has three areas of emphasis: ministry, mission, and leadership.  Each union/attached mission should assess the needs of the field and decide which area of emphasis the candidate should study.  The area of emphasis should be clearly spelt out in the committee action.

4.
The SSD Administrative Council votes the qualified candidate and informs the respective union and attached mission.

5.
Scholarship recipient makes application to AIIAS.

6.
Recipient passes English proficiency test (Michigan test 80% or higher, 550 or higher on the written TOEFL or 213 or higher on the computer-based TOEFL) before going to AIIAS.

7.
Recipient meets program entrance requirements and be formally accepted by AIIAS into their respective program prior to their departure for AIIAS.

8.
Union signs Memorandum of Agreement with recipient.

9.
Recipient makes housing reservations one week before classes.

10.
Recipient secures passports and visas.

11.
Recipient quits his/her job.  The salary continues till recipient leaves.

12.
Recipient works with union/attached mission treasurer to purchase tickets to AIIAS to arrive no more than one week before school begins.

13.
Education stipend will begin upon the arrival at AIIAS.  

Documents Required

1.  
Transcript and diploma of bachelor/master’s degree.

2.  
A study program check sheet from AIIAS.

3.  
A letter of acceptance from AIIAS.

4. 
Three (3) references – one from a supervisor, one from peer, and another from a subordinate.

Cautions in Selecting Leaders for Upgrading

1.
Select leaders on the basis of character and dedication.

2.
Select leaders who are humble and teachable.

3.
Do not select leaders on the basis of seniority.

4.
Do not select leaders on the basis of politics.

5. 
Do not select leaders as a reward to long years of service.

6.
Do not select leaders based on family or ethnic ties and connections.

7.
Do not select leaders just to get rid of them from your organization.

8.
Do not select leaders who are “difficult” and who you do not wish to keep.

Progress Evaluation
At the end of each school year scholarship recipient must submit to the SSD Secretariat and the Education Department, a complete progress report of academic activities for the year.  SSD AdCom shall evaluate the progress report.

Additional Provisions in the Bursary/Education Aid Policy

Additional provisions for LEAD scholarships will follow the Bursary/Education Aid Policy FE 4320.

FE 4340  XE "Teachers:Upgrading of Teachers Within Unions" 

 XE "Upgrading of Teachers:Upgrading of Teachers Within Unions" Upgrading of Teachers Within Unions TC "Upgrading of Teachers Within Unions" \f C \l "1" 
1.
Teachers are counseled against taking graduate work before having a few years of practical experience in the classroom.

2.
Teachers are counseled against taking work in non-Adventist institutions unless approved by the controlling organization for specific work not available to them in Adventist colleges.

3.
Graduate Study and Summer School Policy:


a.
Frequency of Attendance
Each teacher who is a college graduate should be encouraged to attend summer school at least once in four years, and teachers who are not college graduates are required to attend each year.


b.
Service Contract Agreement
Teachers doing graduate study at Mission/Conference or institution expense should agree to serve the sending organization as long as the period of amortization stipulated in the "Amortization Policy."  (See FE 4020 13c)


c.
Agreements covering leave of absences for graduate study should be in writing.


d.
The academy Board and Mission/Conference Committee should select teachers for attendance upon the recommendation of the Union Department of Education.


e.
Finances
Each Union should develop its own detailed plan for the upgrading of teachers within its own Union with priority given to Adventist Certification programs at the standard, administrator, and supervisor levels.  This should be within the following guidelines:



Costs paid by the employing organization:




(a)
Transportation to and from school




(b)
Tuition




(c)
Fees




(d)
Books




(e)
Full salary for heads of families.

FE 4345  XE "Teachers:Upgraded Workers to Return to Sponsoring Organization" 

 XE "Upgrading of Teachers:Upgraded Workers to Return to Sponsoring Organization" Upgraded Employees to Return to 
Sponsoring Organization after Study TC "Upgraded Employees to Return to Sponsoring Organization after Study " \f C \l "1" 
As a general rule a sponsored employee shall return to his/her sponsoring organization or institution after the completion of his/her course of study for a minimum of three years before consideration is given to a transfer by any calling organization.

FE 4350  XE "Upgrading of Teachers:Education Upgrading Funds to be used in SDA Schools" Education Upgrading Funds to be used in Adventist Schools TC "Education Upgrading Funds to be used in Adventist Schools" \f C \l "1" 
The use of SSD Bursary funds and Educational Aid funds shall be assigned to SSD Adventist graduate programs if the educational employee is seeking upgrading in an academic discipline being offered by an SSD Adventist graduate school.  If the academic discipline is not offered in an SSD Adventist graduate school, the upgrading should be obtained from an Adventist university abroad.  Educational personal may use Division upgrading monies to attend local non-Adventist schools if special circumstances warrant an exception to the above policy.  Candidates applying for exceptions must hold a valid Adventist teaching certificate.  All exceptions must be approved by the Board, the Union Executive Committee, and the SSD Executive Committee.

FE 4355  XE "Upgrading of Teachers:Education Upgrading Funds Extension Programs" Education Upgrading Funds for Extension Programs TC "Education Upgrading Funds Extension Programs" \f C \l "1" 
Division Bursary funds and Educational Aid funds may be used to support properly approved educational employees in upgrading at extension campuses being administered by the Adventist institutions  during summer sessions.  Each Union shall be responsible for keeping its total upgrading effort within the financial budget as provided for by the SSD.  Not more than 25% of the Bursary/Education Aid budget will be used for non-resident extension programs. Upgrading expenses that exceed funds assigned to Unions shall be the responsibility of each Union.

FE 4360  XE "Upgrading of Teachers:Financial Responsibility for Sponsorship" 

 XE "Finance:Financial Responsibility for Sponsorship" Financial Responsibility for Sponsorship TC "Financial Responsibility for Sponsorship" \f C \l "1" 
In cases of sponsorship where the GC must assume some financial responsibility and requires the SSD to become responsible, the SSD shall look to the Union Mission/Conference for financial guarantee.

FE 4370  XE "Grants & Scholarships:Scholarship Grants To Dependents of Employees" Scholarship Grants To Dependents of Employee TC "Scholarship Grants To Dependents of Employee" \f C \l "1" 
See SSD Working Policy Y 1530 for policy on Scholarship Grants To Dependents of Employees
FE 4380  XE "Grants & Scholarships:Literature Evangelist Scholarship Plan" Literature Evangelist Scholarship Plan TC "Literature Evangelist Scholarship Plan" \f C \l "1" 
SSD Working Policy FP 82 for Literature Evangelist Scholarship Plan

FE 4402 P  XE "Schools - Primary:Primary School Budget" Primary School Budget TC "Primary School Budget" \f C \l "1" 
1.
A budget shall be prepared four months in advance of the opening of school.  Budget forms are to be secured from the Mission/Conference Superintendent.

2.
The Mission/Conference treasurer and Superintendent of Education shall work with the school Board in preparation of the budget.

3.
Items in a primary church school budget are:


a.
Income
Church school self-help funds, tuition (number of students in each grade and rate of tuition per student), fees, donations, church subsidy, mission subsidy, other income.  (Under no circumstances shall a teacher be required to remit any part of his/her salary back to the church under the guise of "love offering" or any other such arrangement.)


b.
Expense
Teacher's salary, light, water, heat, supplies, library books and magazines, laboratory equipment and supplies, upkeep of building or rent, insurance, taxes and other expenses.

FE 4405 P  XE "Schools - Primary:Primary School Subsidies" Primary School Subsidies TC "Primary School Subsidies" \f C \l "1" 
Eligibility for Primary School Subsidies:
1.
Submission of a budget by the School Board to the Mission/Conference on blanks prepared by the Mission/Conference.

2.
Close adherence to all government, Union, and SSD educational policies and curriculum.

3.
Employment of denominationally-certificated teachers.

4.
Meeting at least the minimum requirements for buildings and equipment.

5.
All primary schools shall deposit with the Mission/Conference an amount equal to 75 percent of the cost of the salaries and allowances for three months, to be held in reserve for the last three months of the school year.

6.
All primary schools shall deposit their share (75%) of the teachers’ salary and allowances with the Mission/Conference each month.

7.
All personnel shall be hired or released only upon the approval of the Conference/Mission executive 
committee”

FE 4407 P  XE "Schools - Primary:Operating Statements for Primary Schools" Operating Statements for Primary Schools TC "Operating Statements for Primary Schools" \f C \l "1" 
The school treasurer shall prepare monthly operating statements and a full financial report at the close of each school term.  It is recommended that standard forms for these reports be prepared by each local Mission/Conference.  Copies shall be sent to the chair of the Board, Mission/Conference Superintendent, and treasurer.  

FE 4410 P P XE "Schools - Primary:Payment of Primary Teachers" ayment of Primary Teachers TC "Payment of Primary Teachers" \f C \l "1" 
* Is this policy being practiced?

1.
Primary church school teachers are employees of the Mission/Conference and are paid by the Mission/Conference treasurer on a plan whereby the church agrees to send salary funds promptly each month to the Mission/Conference treasurer.

2.
To assure a clear understanding between the church and the Mission/Conference regarding payment of the teacher's salary, agreement should be signed each year by the Mission/Conference and the church, covering the following points:


a.
The exact amount due from the church each month.


b.
The amount of subsidy being given by the Mission/Conference.


c.
The date of each month on which the payment from the church is due at the Mission/Conference office.

3.
It is understood that if the church defaults in remitting its share of the teacher's salary to the Mission/Conference office, the Mission/Conference will continue to pay the teacher's salary throughout the current school year.  However, in order for the school to be authorized to operate the following year, the church must pay up the deficit, plus an additional 3 months advance deposit must be maintained throughout the next school year.

FE 4420 
P  XE "Schools - Primary:Purchase of Equipment and Supplies" Purchase of Equipment and Supplies TC "Purchase of Equipment and Supplies" \f C \l "1" 
1.
All non-budgeted and major purchases are made by authorization of the school Board.

2.
It is advisable to make a petty cash fund available to the teacher for the purchase of small routine supplies.  Receipts are to be required for money spent.

3.
All bills are paid by the church school treasurer.

FE 4430 P Applying  XE "Schools - Primary:Stewardship Principles in Church Schools" Stewardship Principles in Church Schools TC "Stewardship Principles in Church Schools" \f C \l "1" 
Local Missions/Conferences shall activate a program of applying stewardship principles in churches where there are church schools for the purpose of making these schools more financially sound.

FE 4445 P  XE "Schools - Primary:Assistance to Worthy Students" Assistance to Worthy Students TC "Assistance to Worthy Students" \f C \l "1" 
1.
Tuition assistance to students unable to meet the full tuition is given upon recommendation of a Student Aid Committee appointed at the beginning of each year to fix rates for all needy students.  It is recommended that the church leader, pastor or elder, and the school treasurer be members of this committee.

2.
The work of this committee should be to study carefully the applications for church assistance from parents unable to make full tuition payment, in order to avoid extravagance in the use of church funds, yet in a sympathetic manner which will not embarrass sincere applicants.

3.
The details in each needy case may be secured through personal interviews during the student-solicitation campaign, on written applications or by the parents appearing personally before the committee.

FE 4540 S  XE "Schools - Secondary:Worthy Student Fund" Worthy Student Fund TC "Secondary Worthy Student Fund" \f C \l "1" 
Missions/Conference and Unions are requested to establish a scholarship fund to aid worthy students who attend an academy.

FE 4550 S Secondary School  XE "Schools - Secondary:Evangelism Funds" Evangelism Funds TC "Evangelism Funds" \f C \l "1" 
* Is this being practiced? Do the unions Ministerial Secretaries have a form for evangelism?
Each Union shall set up each year a specific evangelism fund for use by the secondary schools for outreach activities and training for all students.  Guidelines for use of these funds are as follows:

1.
Students and teachers must both be involved in the evangelistic outreach throughout the school year.

2.
The head Bible teacher/chaplain is responsible to organize five aspects of this evangelistic outreach:

a.
A witness training weekend during the first term of each school year.

b.
An ongoing door-to-door witnessing program.

c.
A program for conducting Bible seminars (Bible studies)/ Voice of Youth meetings.

d.
One or more evangelistic efforts.

e.
On-campus witnessing activities.

3.
The secondary school/union/conference/mission will share the finances as follows:

Secondary School

10 percent

Mission/Conference

15 percent

Union



75 percent

4.
Funds must be requested on the appropriate form and forwarded to the Union ministerial secretary by October 1 for evangelism activities planned and estimated for the following year.

FE 4650 T  XE "Schools - Tertiary:College Evangelism Funds" College Evangelism Funds TC "College Evangelism Funds" \f C \l "1" 
The Union sets up each year a specific evangelism fund for use by the college/colleges for the training of future ministerial and Bible employees in addition to witness training for all students. Guidelines for use of these funds are as follows:

1.
Students and teachers must both be involved in the evangelistic outreach throughout the school year.

2.
The Bible Department head or one designated by the department is responsible to coordinate the following evangelistic outreach and it is understood that the pastor of the church shall also make plans for evangelism, and there should be coordination between the two within the appropriate committee of each college.

a. 
A witness training weekend during the first term of each school year.

b.
An ongoing door-to-door witnessing program

c.
A program for conducting Bible seminars (Bible studies)/Voice of Youth meetings

d.
One or more evangelistic efforts

e.
On-campus witnessing activities

f.
Witness training activities for ministerial students - an externship program

3
The college/union/conference/mission will share the finances as follows:

College


10 percent

Mission/Conference

 5 percent

Union



85 percent

4.
Funds must be requested on the appropriate form and forwarded to the Union Ministerial Secretary by October 1 for evangelism activities planned and estimated for the following year.

FE 4670 T  XE "Schools - Tertiary:Exchange Professors" Exchange Professors TC "Exchange Professors" \f C \l "1" 
1.
Institutions of higher education in the SSD who wish to participate in an exchange of professors for the mutual benefit of their institutions shall file with the Department of Education of the SSD the name of the exchange professor(s) with his/her respective qualifications and the courses he will teach or lectures he will give.

2.
All arrangements for such exchange should be approved by the College Board.  Arrangements must be made through regular denominational channels.

3.
The benefiting institution shall provide the:

a.
Transportation expenses by the most direct route to and from the institutions benefited.

b.
Entertainment (room and board) for the period.

4.
The employing organization will continue the professor's salary.

5.
If the professor is invited to an institution where the wage factor is higher than in his/her home field, the amount he receives will be equivalent to that of teachers of similar rank and experience employed by the calling institution.  The salary differential will be borne by the benefiting institution.

6.
All other expenses that may be incurred which are not provided for above shall be a matter of mutual agreement between institutions concerned.

FE 4901  XE "Teachers:Substitute Teachers" Substitute Teachers TC "Substitute Teachers" \f C \l "1" 
1.
Qualification
Substitute teachers for the Primary and secondary school levels should meet at least the minimum certification requirements for teachers and shall be approved by the Mission/Conference Superintendent of Education. .

2.
Salary

a.
Each Union shall set an average rate at which substitute teachers will be paid in cases of short periods of service up to two weeks.  This shall take into consideration the current wage scale and the substitute teacher's years of service and professional training.


b.
The employing organization, the Mission/Conference, academy, or college bears the expense of substitute teachers.

FE 4910
S-T  XE "Industries" Industries TC "Industries" \f C \l "1" 
1.
Academy and college administrations and Boards should give study to the development of industries to provide labor for students.

2.
School administrators shall select and train industrial superintendents and shall give them status commensurate with the important role they play in helping to achieve the objectives of the school.

3.
Efforts shall be made to increase the student's work output by:


a.
Independent work projects


b.
Careful supervision of student labor


c.
Use of piecework where possible

4.
When a school industry fails to provide an operating gain from which the school operations may be subsidized, the School Board should make a thorough investigation and analysis regarding the contributing factors of this condition.  This trend should be altered to a more favorable one that will meet this goal and insure industrial growth and development.

5.
An Industrial Finance Committee shall be formed to direct the industry finances of the school.    This Finance Committee should meet regularly, preferably prior to the academy or college Board meeting, that their requests may be submitted to the Board for prompt action.

6.
Separate operating statements shall be produced for each major industry.  The operations of all other school industries shall be disclosed through the departmentalization of the school's financial statement.

7.
At the close of each fiscal year up to 50% of each major industry's net operating gain may be appropriated by that industry to the school under which it operates.

FE 4920  XE "Insurance:Travel Accident Insurance-National Student Missionary" Travel Accident Insurance-National Volunteers TC "Travel Accident Insurance-National" \f C \l "1" 

All national student missionaries going from their home country to another country shall follow the policies and procedures of the Adventist Volunteer Services (AVS) Policy.  Application forms should be properly filled out and approved through the SSD Secretariat.  This will help protect the students with coverage by the GC Insurance Plan including Accident and Sickness Protection for volunteers (pre-existing conditions are excluded), workers’ compensation and personal effects floater (up to US$3000 coverage)  
FE 4950  XE "Conflict of Interest:Conflict of Interest Policy" Conflict of Interest Policy TC "Conflict of Interest Policy" \f C \l "1"  

(See SSDWP E 85)

It is the responsibility of the institution heads to secure the signed conflict of interest statements declaration from all their board members and employees.

Statement of Policy:  
All trustees, officers and employees of denominational organizations have a duty to be free from the influence of any conflicting interest when they represent the organization in negotiations or make representations with respect to dealings with third parties, and they are expected to deal will all persons doing business with the organization on a basis that is for the best interest of the organization without favor or preference to third parties or personal considerations.

A conflict of interest arises when a trustee, officer, or an employee of the organization has such a substantial personal interest in a transaction or is a party to a transaction so that it reasonably might affect the judgment he exercises on behalf of the organization.  He is to consider the interests only of the organization, always to avoid sharp practices, and faithfully to follow the established policies of the organization.

Conditions Constituting Conflict:   

Although it is not feasible in a policy statement to describe all the circumstances and the conditions that might have the potentiality of being considered as conflicts of interest, the following situations are considered to have the potentiality of being in conflict and, therefore, are to be avoided:

1.
Engaging in outside business or employment that permits encroachment on the denominational organization's call for the full service of its employees even though there may not be any other conflict.

2.
Engaging in business with, or employment by, an employer that is in any way competitive to or in conflict with any transaction, activity, or objective of the organization.

3.
Engaging in any business with, or employment by, a non-denominational employer who is a supplier of goods or services to the denominational organization.

4.
Making use of the fact of employment by the denominational organization to further outside business or employment, or associating the denominational organization or its prestige with an outside business or employment.

5.
Owning or leasing of any property with knowledge that the denominational organization has an active or potential interest therein.

6.
Lending money to or borrowing money from any third person who is a supplier of goods or services or a trustor or who is in any fiduciary relationship to the denominational organization or is otherwise regularly involved in business transactions with the denominational organization.

7.
Accepting any gratuity, favor, benefit, or gift greater than nominal value beyond the common courtesies usually associated with accepted business practice, or of any commission or payment of any sort in connection with work for the denominational organization other than the compensation agreed upon between the denominational organization and the employee.

8.
Making use of any confidential information acquired through employment by the denominational organization for personal profit or advantage, directly or indirectly. 
FE 4955  XE "Conflict of Interest:Conflict Of Interest Declaration" Conflict Of Interest Declaration TC "Conflict Of Interest Declaration" \f C \l "1"   

(SSD WPE 85 40)
Model Statement of Acceptance*—The following model statement of acceptance may be modified in a manner appropriate to the organization concerned.

THIS DECLARATION applies, to the best of my knowledge, to all members of my immediate family (spouse, children, and parents) and its provisions shall protect any organization affiliated with or subsidiary to the ____________________________.  In the event facts change in the future that may create a potential conflict of interest, I agree to notify the ___________________________ in writing.

1.
I have read the Statement of Ethical Foundations and the policy on Conflict of Interest and/or Commitment.

2.
I am in compliance with my employer’s policy on Conflict of Interest and/or Commitment as printed above.

3.
Except as disclosed below:



a.
Neither I nor my family has a financial interest or business relationship which competes with or conflicts with the interests of the ______________________________.                                                            



b.
Neither I nor my family have a financial interest in or am or have been an employee, officer, director, or trustee of, nor receive/have received financial benefits either directly or indirectly from any enterprise 






(excluding less than five percent (5%) ownership in any entity with publicly traded securities) which is or has been doing business with or is a competitor of the_______________________________________.     




c.
Neither I nor my family receive/received any payments or gifts (other than of token value) from other denominational entities, suppliers, or agencies doing business with the ______________________.


d.
Neither I nor my family serve/have served as an officer, director, trustee, or agent of any organization affiliated with or subsid​iary to the __________________________ in any decision making process 
involving financial or legal interests adverse to the __________________________.

Disclosures:

1.  

2. 

3. 

4. 

5.  

___​______       ________________    ______________        
Name


Position/Title


Date 
*When this is not prohibited by law.
FE 4970  XE "Government Aid For Schools" Government Aid for Schools TC "Government Aid for Schools" \f C \l "1" 
The Adventist Church has taken the position that the church and state may serve institutions and individuals in certain functions that may seem to overlap, although religious liberty for all is best achieved, guaranteed, and preserved, both through the separation of church and state.  All entanglements should be avoided that would jeopardize the mission and viability of an Adventist education institution.


Each Adventist education institution and/or its personnel that desire to receive government aid or recognition shall present through its Union, its case with full supporting data to the SSD Education Committee for approval, outlining in detail all aspects of the program and the desirable Adventist participation in the plan.

The guidelines under which Adventist institutions or their personnel may accept gifts would include:


a.
Capital improvements


b.
Scholarship grants for students


c.
Scholarship grants for teacher upgrading

Guidelines for programs which should be declined would include, such as:


a.
Teacher-salary subsidies or supplements


b.
School-operating subsidies
The guidelines for recognition under which Adventist institutions should decline include, 

a. Programs requiring board membership and leadership inconsistent with SSD policy and models.

b. Enrollment requirements inconsistent with the school mission.

c. Curriculum and academic requirements or limitations inconsistent with SSD policy and mission.
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FE 5001
Qualifications of Department of Education Personnel TC "Qualifications of Department of Education Personnel" \f C \l "1" 
When educational department personnel are appointed, they are to have the following professional qualifications:
 XE "Union Department of Education:Qualifications of Union Directors of Education" 

 XE "Professional Qualifications:Union Directors of Education" Union Directors of Education TC "Union Directors of Education" \f C \l "2" 
1. Possess at least a Master's, and preferably an Educational Specialist degree or a Doctorate in a field of education.

2. Have at least 3 years of successful Adventist teaching experience.

3. Have at least 3 years of successful Adventist secondary school administrative experience.

4. Qualify for an Adventist Administrator's Certificate or be steadily working toward this objective.
5. Writing skills in English for accreditation reports and promotion;

6. Computer skills for communication, reporting and resource development;

7. Public and interpersonal communication skills;

8. Organizational skills to meet the demanding work load;

9. Vision to initiate projects, programs and curriculum development;

10. Financial skills to managing strategic and departmental budgets, scholarships and revolving funds;

11. Spiritual experience and devotion with commitment to the Bible, Spirit of Prophecy and the Adventist church mission and message;

12. Supervisory skills to lead and direct the union and Conference/Mission and institution’s educational leaders;

13. Have or be involved in an active academic program in obtaining Adventist credentials in supervision and administration.

 XE "Union Department of Education:Qualifications of Union Supervisors of Elementary Education" 

 XE "Professional Qualifications:Union Supervisors of Primary Education" Union Supervisors of Primary Education TC "Union Supervisors of Primary Education" \f C \l "2" 
1.
Possess a Master's degree in Primary Education.

2.
Have at least 5 years of successful Adventist Primary teaching experience.

3.
Have at least 3 years of successful Adventist Primary or Academy administrative experience and qualify for a professional certificate.

 XE "Professional Qualifications:Conference/Mission Superintendents of Education" Conference/Mission  XE "Conference/Mission Department of Education:Qualifications of Superintendents of Education" Superintendents of Education TC "Superintendents of Education" \f C \l "2" 
1. Have at least 3 years of successful Adventist teaching experience.

2. Have at least 3 years of successful Adventist Primary or Academy administrative experience.

3. Qualify for an Adventist Standard Teaching Certificate and be working toward a Professional Certificate.
4. Hold a Masters degree with some education in Adventist schools;

5. Writing skills in for accreditation reports and promotion;

6. Computer skills for communication, reporting and resource development;

7. Public and interpersonal communication skills;

8. Organizational skills to meet the demanding work load;

9. Vision to initiate projects, programs and curriculum development;

10. Financial skills to managing strategic and departmental budgets, and book order funds;

11. Spiritual experience and devotion with commitment to the Bible, Spirit of Prophecy and the Adventist church mission and message;

12. Supervisory skills to lead and direct the Conference/Mission and institution’s educational leaders;

13. Have or be involved in an active academic program in obtaining Adventist credentials in supervision and administration.

 XE "Professional Qualifications:Conference/Mission Supervisors of Primary Education" Conference/Mission  XE "Conference/Mission Department of Education:Qualifications of Supervisors of Elementary Education" Supervisors of Primary Education TC "Supervisors of Primary Education" \f C \l "2" 
1.
Possess a Bachelor's degree in Primary Education, and preferably a Master's degree in Primary Education.

2.
Have at least 5 years of successful Adventist Primary teaching experience.

3.
Qualify for an Adventist Standard Certificate and be steadily working toward a Professional Certificate.

Where educational leaders do not meet the qualifications for their position as listed above, they should actively work toward meeting these requirements during summers and/or classes arranged around their work schedule and their employing organization should fund their studies to meet these requirements. 
FE 5110  XE "Non Discrimination Policy" Non Discrimination Policy TC "Non Discrimination Policy" \f C \l "1" 
The Adventist Church in all of its church-operated schools, admits students of any race to all the rights, privileges, programs, and activities generally accorded or made available to students at its schools, and makes no discrimination on the basis of race in administration of education policies, applications for admission, scholarship or loan programs, and extracurricular programs.

The governing body of the church has ruled officially, and in practice abides by the following policies:

1.
Equal employment opportunities shall be afforded, with no discrimination in recruitment or hiring against any employee or applicant because of race, color, ethnic background, country of origin, age, or sex, except where age or sex are bona fide occupational qualifications.

2.
Preferential hiring shall be practiced only on the basis of freely chosen adherence to Adventist tenets as an essential to the operation of an Adventist institution.

3.
Compensation and benefits will be administered without regard to race, color, ethnic background, country of origin, creed, age, or sex, except where age or sex are bona fide occupational qualifications.

4.
Decisions for the promotion of employees will be based upon the qualifications of an individual as related to the requirements of the position for which he/she is being considered.

5.
Inasmuch as the personal life and the professional identity of an individual are inseparable, all employees are expected to conform to the standards of conduct that are in harmony with Adventist practices.

Each controlling Board of Trustees shall take an action which confirms the above.

FE 5150  XE "Academic Freedom:Statement of Academic Freedom" Statement of Academic Freedom TC "Statement of Academic Freedom" \f C \l "1" 

(See Appendix K)
FE 5160 A Statement on  XE "Academic Freedom:Theological Freedom and Accountability" Theological Freedom and Accountability TC "Theological Freedom and Accountability" \f C \l "1"   (See Appendix J & K)
FE 5170   XE "Teachers:Dealing With Controversial Issues" 

 XE "Academic Freedom:Dealing With Controversial Issues" Dealing with  XE "Controversial Issues, Dealing with - FF 6062" Controversial Issues TC "Dealing with Controversial Issues" \f C \l "1" 
Teacher academic freedom shall be recognized within the following guidelines:

1.
The teacher shall identify his/her own views on the issues with which he/she teaches.

2.
The teacher may express, clarify, and interpret various views as long as they do not lead to:


a.
The neglect of the beliefs of the Adventist church.


b.
The unsettling of confidence in Adventist beliefs.


c.
The active promotion, either overt or covert, or self-appointed movements that are divisive and/or disloyal to the church.

3.
In cases where a question arises with respect to the views or activities of any teacher, the following procedures are recommended:


a.
Insofar as possible, the matter should be settled informally between the head of the school and teacher on the basis of mutual confidence and trust.


b.
If such a procedure should prove to be insufficient, the teacher should be informed in writing by his/her administrator of the doubts that have arisen about him and given an opportunity to explain further his/her views and behavior in private, without prejudice to his/her status as an employee.


c.
Where such steps are not sufficient to clear the matter, it is recommended that the case be referred to a duly appointed faculty committee so that the teacher may state his/her views and discuss his/her behavior with them.


d.
The responsible employing committee should give careful consideration to the faculty committee's recommendations in the disposition of the case.

FE 5210  XE "Teachers:Credentials & Licenses & Certification" Credentials & Licenses & Certification TC "Credentials & Licenses & Certification" \f C \l "1" 
1.
Certification of teachers
The certification of teacher is a professional authorization issued by the Union Department of Education and signed by the Union Director of Education, to teachers who qualify for a certificate according to the SSD and Union certification policy found in FE 5215.  This should not be confused with credentials issued by the church for “Commissioned Ministry of Teaching Credential/License/Certificate” mentioned below which recognize the spiritual calling in the education profession. 

2.
Licenses and Credentials

a.
Ministerial Employees -- Ordained and Licensed.



(1)
Ministerial Credentials, to ordained ministers.



(2)
Ministerial License, to non-ordained pastors, evangelists and Bible teachers who are progressing towards ordination.


b.
Non-Ministerial Employees (Other Than Teachers)



(1)
Missionary Credential, to employees with significant experience in denominational service, usually not less than five years, who demonstrate proficiency in the responsibilities assigned to them and whose remuneration is at approximately the maximum for their category in the denominational wage scale.  These will include regularly employed field, medical, educational and office employees, Bible instructors, and career literature evangelists.



(2)
Missionary License, to employees with limited experience (less than five years) including regularly employed field, medical, educational, institutional and office employees and Bible instructors.  It may also be given to office and institutional employees bearing lesser responsibility who are members of the Adventist Church, who have served at least five years and who, it is considered, should no longer carry an Employment Certificate.



(3)
Teachers (Credentials and Licenses)




(a)
Criteria





1)
Commissioned Ministry of Teaching Credential--To teachers with a life-long commitment to and significant experience in the Adventist system of education, usually not fewer than six years, with demonstrated proficiency in assigned responsibilities.  Such teachers will also exhibit a keen sense of Christian responsibility for nurturing and leading souls to Christ, for consistently upholding Christ as the focal point of all curricula and instruction, and for demonstrating positive interpersonal relationships, thus providing an environment of social, spiritual, and emotional stability.





2)
Commissioned Ministry of Teaching License--To licensed/certificated teachers with not fewer than three years of satisfactory service who have demonstrated a commitment to service in the Adventist system of education, who support the fundamental beliefs of the Church, and whose lifestyle is consistent with acceptable Adventist Christian behavior.





3)
Ministry of Teaching Certificate--Generally granted after one year of internship, initiating their work in the Adventist education system.  This is a provisionary status for all newly employed teachers.




(b)
Procedures




1)
Candidates eligible for Commissioned Ministry of Teaching credentials and licenses shall be reviewed and recommended by their respective employing bodies (K-12 or College Boards) to the appropriate issuing authority.





2)
Employees holding a Commissioned Ministry of Teaching License, after an appropriate period of service, may be eligible for the Commissioned Ministry of Teaching Credential.





3)
It is recommended that an appropriate commissioning service be conducted when an employee is granted a Commissioned Ministry of Teaching Credential.




(c)
Renewal--After the initial period of approval, renewal of such licenses and credentials shall be in harmony with the provisions of (SSDWP D10)

c.
Other Employees


(1)
Employment Certificate - issued by the employing organization or institution rather than the committee usually issuing credentials and licenses to all employees not holding credentials or licenses from a denominational organization.



(2)
Employment Certificate - shall also be issued in the same way by the employing organization or institution to employees who are not members of the Adventist Church.

2.
Special Identification Papers
In areas where, for special reasons, certain employees require identification other than the regularly issued denominational credentials and licenses, Unions concerned may authorize the issuing of special identification papers to meet local needs.  (See SSDWP D 0530).

3.
Teaching Internship
Each beginning teacher shall serve a minimum of one year in an internship program under the supervision of an experienced teacher or school administrator.  During the year a minimum of two teacher evaluations shall be accomplished.  When the year is successfully completed, the teacher, if eligible, shall be granted certification and shall be employed on a regular basis.

During the internship period, the intern is eligible for teacher's beginning salary and benefits according to policy by the employing organizations.  If the teacher is given regular employment at the end of the internship period, service credit for the year of internship shall also be given.
FE 5215 P-S  XE "Teachers:Certification of Teachers" Certification of Teachers TC "Certification of Teachers" \f C \l "1" 
1.
Responsibility
The SSD Executive Committee has delegated the responsibility of issuing the Primary and Secondary teaching certificates to the Union Departments of Education.  Each Union is requested to develop its own certification policy by:


a.
Using the SSD certification requirements as the framework within which the Union policy is built.


b.
Taking into consideration the certification requirements of the countries involved.


c.
Requesting approval of the Union Educational Committee and the SSD  Education Committee.



Each tertiary teacher training program should establish a “teacher certification representative” to assist students in meeting teacher certification requirements.  Certification check sheets should be provided to all Adventist education students and the representative can assist in submitting the certification forms to the union.  



Graduation should be considered the ideal time to present qualified students with their teaching certificates and the school certification representative should work with the Union education personnel to have the certificates prepared for graduation day.  The school should invite Union education department personnel or their representatives to make a short acknowledgment of this achievement and assist in the presenting of the certificates. This does not need to lengthen the graduation service if the presentation of the Certificates are included with the diploma presentations.

2.
General Provisions
In the SSD the Union Director of Education has been delegated by the Division Department of Education to act as their agent in issuing certificates to Primary and Secondary teachers who satisfy the requirements for certification as approved by the Union Education Committee and the SSD Department of Education.


a.
Procedure for securing Primary and secondary certification.

In the SSD the Union Director of Education has been delegated by the Division Department of Education to act as their agent in issuing certificates to Primary and Secondary teachers who satisfy the requirements for certification as approved by the Union Education Committee and the SSD Department of Education.

To certificate teachers the Union Directors of Education should:



(1)
Secure teacher transcripts



(2)
Develop office procedures and instruments for the evaluation of transcripts.



(3)
Evaluate transcripts



(4)
Prepare certificates




(5)
Issue certificates



(6)
Store transcripts and individual teacher files in a fire-proof vault.



(7)
Renew certificates according to policy.


b.
Eligibility Prerequisites


(1)
Age:  A candidate for a teaching certificate issued by the Adventist denomination shall be of legal age in the country in which the teaching will be done.



(2)
Church Membership:  A candidate for a teaching certificate issued by the Adventist denomination must be a member in good and regular standing in the Adventist Church and must exemplify high standards of Christian conduct.



(3)
Ethical Responsibility:  A candidate will affirm his/her intention to subscribe to and teach within the framework and philosophy of the Adventist Church.



(4)
Health:  A candidate for certification must be physically fit and demonstrate emotional stability.



(5)
Scholarship:  For denominational certification, "C" or its equivalent is the minimum grade accepted for professional education and religion requirements, or for subject area endorsements.



(6)
Performance Competence:  Performance competence will be demonstrated in such areas as organization and management of the classroom, teaching procedures, and lesson planning.  In the case of institutional recommendation, competence will be attested by the representative of the Teacher Education Department.  In the case of direct application, competence will be attested by the applicant's Superintendent, Principal or Supervisor.

3.
Certificates Issued
The GC and SSD Departments of Education authorize the following types of Primary and Secondary certificates for teachers:


Basic Teaching Certificate TC "Basic Teaching Certificate" \f C \l "2" 

The Basic Teaching Certificate is the initial certificate 

issued to an applicant who:


a.
Presents a "Verification of Eligibility" form from a Adventist college/university with an approved teacher education program, and/or;


b.
Meets the following general requirements for the Basic Teaching Certificate and;


c.
Meets the specific requirements for a regular endorsement as specified in "C (1)".

A Basic Teaching Certificate is valid for three years of teaching within a five-year period from the date the "Verification of Eligibility" form was issued and/or when the certification requirements were met.

If the candidate does not apply for a Basic Teaching Certificate within two years after the "Verification of Eligibility" form has been issued and/or the certification requirements have been met, the following additional work is required.




Time Lapse

Requirements




3-8 years

Twelve quarter (8 semester) hours of courses in professional education or in area(s) of endorsement.




9+ years

Eighteen quarter (12 semester) hours of courses in professional education or in area(s) of endorsement.

Academic credits submitted toward meeting the above requirements must be taken within the five-year period immediately prior to the request for the certificate.  Four quarter (3 semester) hours earned toward validation may apply toward the nine quarter (6 semester) hours needed to obtain the Standard Teaching Certificate.


a.
General Requirements


(1)
Meets eligibility requirements (See Section 2-b)



(2)
Holds a bachelor's degree



(3)
Has completed the following:




(a)
A minimum of eighteen quarter (12 semester) hours in religion at an Adventist college/university, to include courses covering the following areas:





1)
Spirit of Prophecy: A study of the gift of prophecy as revealed in the Bible and the writings of Ellen G White.





2)
Seventh-day Adventist Church History.





3)
Biblical studies: A minimum of twelve quarter (8 semester) hours are required in Biblical studies including:






a)
Bible Doctrines






b)
Other courses such as: Daniel and the Revelation, Life and Teachings of Jesus, the Writings of Paul, and Old Testament Studies.




(b)
A study of health principles as found in the Bible and the writings of Ellen G. White.




(c)
Thirty quarter (20 semester) hours of professional education.  Required areas shall include:





1)
Principles and Philosophy of Adventist Education as based on the Bible and the writings of Ellen G White.





2)
Developmental or Educational Psychology





3)
Technology in Education





4)
Educational Testing




5)
The Exceptional Child in the Classroom.  








6)
Student Teaching as prescribed by the college/university from which the degree was earned.  (If the student teaching is not done in an Adventist school, significant structured experiences in an Adventist school are required.)





7)
Eighteen quarter (12 semester) hours of the required professional education courses must be taken within the five year period prior to the date of application for the Basic Teaching Certificate.


b.
Endorsements (See section 6)


c.
Renewal of the Basic Teaching Certificate
If the teacher has not completed three years of teaching within five years from the date the "Verification of Eligibility" form was issued and/or the certification requirements for the Basic Teaching Certificate were met, the certificate may be renewed by meeting the following requirements:




Time Lapse

Requirements



6-8 years

Nine quarter (6 semester) hours of courses in professional education or in area(s) of endorsement.




9+ years

Eighteen quarter (12 semester) hours of courses in professional education or in area(s) of endorsement.

Academic credits submitted for renewal of the Basic Teaching Certificate must be taken in the five-year period immediately prior to the renewal of the certificate.  Four quarter (3 semester) hours may apply toward the nine quarter (6 semester) hours needed to obtain the Standard Teaching Certificate.

Standard Teaching Certificate TC "Standard Teaching Certificate" \f C \l "2" 
a.
General Requirements
The Standard Teaching Certificate may be issued to an applicant who:



(1)
Meets eligibility requirements. (See "2(b)")



(2)
Has met the requirements for a Basic Teaching Certificate.



(3)
Has completed a minimum of three years of teaching.



(4)
Has completed nine quarter (6 semester) hours of professional education or courses in area(s) of endorsements beyond the requirements of the Basic Teaching Certificate.  



(5)
Submits official transcripts of academic credit earned.


b.
Endorsements (See section 4)


c.
Renewal of the Standard Teaching Certificate
The Standard Teaching Certificate shall be valid for seven years.  Eighteen quarter (12 semester) hours of approved post-baccalaureate/graduate professional education or approved courses in area(s) of endorsement shall be required for renewal of the Standard Teaching Certificate.  Up to one-half of the required hours for renewal may be earned in Professional Activity Credits (PAC) by participation in approved professional activities.  (See "4H" for definition of professional activity credits.)

If not previously completed, at least two of the following courses must be taken for the renewal of the Standard Teaching Certificate with a Primary endorsement:

(1)
Applied arts

(2)
Art methods



(c)
Children's literature



(d)
Computers in the classroom



(e)
Music methods



(f)
Physical education methods


All course work or Professional Activity Credits (PAC) submitted for renewal of the Standard Teaching Certificate must be completed during the seven years that the current Standard Teaching Certificate is valid.


d.
Reinstatement of an Expired Standard Teaching Certificate
When a teacher applies for the reinstatement of a Standard Teaching Certificate that expired two or more years prior to the time of application, the following criteria must be met:

(1)
Current requirements for the Standard Teaching Certificate.



(2)
Eighteen quarter (12 semester) hours of post-baccalaureate/graduate professional education, or courses in area(s)of endorsement.



(3)
All work submitted for reinstatement of the Standard Teaching Certificate must be taken in the five-year period immediately prior to reinstatement of the certificate.

4.
Endorsements for the Basic and Standard Teaching Certificate


a.
Regular Endorsements



(1)
Primary Endorsement - Valid for teaching grades 1-9 in a Primary school.  In addition to fulfilling the general requirements for a Basic/Standard Teaching Certificate, an applicant will qualify for a Primary endorsement by completing:




(a)
A minimum of eighteen quarter (12 semesters) hours of credit in Primary curriculum methods.





1)
Required areas: science, health, mathematics, reading, language arts, religion, and social studies.





2)
Recommended areas: art methods, music methods, physical education methods, children's literature, computers in the classroom, and applied arts.




(b)
In addition to or as part of the student-teaching requirements, the applicant must have experience in a multi grade classroom.  (A minimum experience would be the equivalent of three weeks on a full-time basis.  A multi-grade classroom is defined as having a minimum of three grades with one teacher.)



(2)
Secondary Endorsements - Valid for teaching in grades 7-12 those subjects in which the endorsement is obtained.  In addition to fulfilling the general requirements for a Basic/Standard Teaching Certificate, an applicant will qualify for a secondary subject or teaching field endorsement by completing:




(a)
A major in a subject matter field that is commonly taught in the secondary school.




(b)
One or more courses in secondary curriculum materials and methods.




(c)
A reading methods course at the secondary level.  This is required of applicants for the Basic, Standard, and Professional Teaching Certificates and for the renewal of the Basic and Standard Certificates.




(d)
Special provisions or requirements:




1)
Additional Endorsements - The applicant who has completed a major in a subject matter field that is taught in the secondary school may obtain additional endorsements by completing a minimum of twenty-seven quarter (18 semester) hours for each subject area to be endorsed.





2)
Additional Endorsements in Science and Mathematics - An applicant who has a major in mathematics and a minor in one of the science areas (i.e. biology, physics, chemistry) or a major in one of the science areas and a minor in mathematics may qualify for an endorsement in either or both of the other science areas by taking eighteen quarter (12 semester) hours of credit in each area to be endorsed.





3)
Bible Special Requirement -   A methods course in the teaching of secondary Bible in addition to the required hours in Bible content and the secondary curriculum materials and methods course(s).


b.
Specialty Endorsements


(1)
Junior Academy - may be issued to the applicant who:




(a)
Qualifies for a Primary endorsement and/or a Secondary subject area endorsement.




(b)
Has a minimum of thirteen quarter (9 semester) hours in each subject area to be endorsed.




(c)
Special provisions:





1)
English - Freshman English may not be included as part of the thirteen quarter (9 semester) hours required for the English endorsement.





2)
Bible - An endorsement to teach Bible requires the applicant to complete a Primary or Secondary Bible Methods course.



(2)
Kindergarten - may be issued to the applicant who:




(a)
Qualifies for a Primary endorsement.




(b)
Has taken courses that include:





1)
Methods of instruction for the kindergarten level.





2)
Organization and administration of kindergarten education.





3)
Has student teaching experience in kindergarten education.



(3)
Media Director/Librarian - may be issued to an applicant who:




(a)
Qualifies for a Primary endorsement or a Secondary subject area endorsement.




(b)
Completes a minimum of twenty-seven quarter (18 semesters) hours in library science and instructional media.



(4)
Reading - may be issued to an applicant who:




(a)
Qualifies for a Primary endorsement or a Secondary subject area endorsement.




(b)
Completes a minimum of eighteen quarter (12 semester) hours in reading.



(5)
Computer Science - may be issued to an applicant who:




(a)
Qualifies for a Primary endorsement or a Secondary subject area endorsement.




(b)
Completes a minimum of eighteen quarter (12 semesters) hours in computer science and related studies.



(6)
Guidance and/or Counseling - may be issued to an applicant who:




(a)
Qualifies for a Primary endorsement or a Secondary subject area endorsement.




(b)
Completes a minimum of twenty-seven quarter (18 semesters) hours in guidance and/or counseling.



(7)
English as a Second Language - may be issued to an applicant who:




(a)
Qualifies for a Primary endorsement or a Secondary subject area endorsement.




(b)
Completes a minimum of eighteen quarter (12 semester) hours in English as a Second Language.



(8)
Special Education - may be issued to an applicant who:




(a)
Qualifies for a Primary endorsement or a Secondary subject area endorsement.




(b)
Completes a minimum of eighteen quarter (12 semesters) hours in special education.


c.
Professional Teaching Certificate


(1)
General Requirements



The Professional Teaching Certificate may be 



issued to an applicant who:




(a)
Meets eligibility requirements.  (See "2(b)"




(b)
Qualifies for a Standard Teaching Certificate.




(c)
Meets one of the following:





1)
Holds a master's degree





2)
Has completed a prescribed fifth-year teacher-education program.





3)
Has earned sixty quarter (40 semester) hours of graduate/post-baccalaureate-upper division credit.  Forty-five quarter (30 semester) hours must be in professional education courses and/or in no more than two areas of endorsement.





4)
Has earned graduate/post-baccalaureate-upper division work in at least two of the following areas:






a)
Learning theory






b)
Curriculum development






c)
Improvement of instruction






d)
The exceptional child in







the classroom



(2)
Endorsements (See "E" below)



(3)
Renewal of the Professional Teaching Certificate
The Professional Teaching Certificate is valid for seven years.  Renewal of the certificate requires twelve quarter (8 semester) hours of additional credit which may be earned in one of the following ways:




(a)
By taking graduate/post-baccalaureate - upper division course work in professional education or area(s) of endorsement or;




(b)
By taking the equivalent work in Professional Activity Credits (PAC) or; (See "4H" for definition of Professional Activity Credits)




(c)
By taking any combination of the above.

All work submitted for renewal of the Professional Teaching Certificate must be taken in the seven-year period immediately prior to the renewal of the certificate.



(4)
Reinstatement of an Expired Professional Teaching Certificate
When a teacher applies for the reinstatement of a Professional Teaching Certificate that expired two or more years prior to the application, the following criteria must be met:




(a)
Current requirements for the Professional Teaching Certificate.




(b)
Twelve quarter (8 semester) hours must be earned.  At least half of the required hours must be academic credit in appropriate professional education courses and/or in the area(s) of endorsement.  The remaining hours may be taken in Professional Activity Credits (PAC).




(c)
All work submitted for reinstatement of the Professional Teaching Certificate must be taken in the five-year period immediately prior to reinstatement of the certificate.



(5)
Endorsements for Professional Teaching Certificates



(a)
Transfer of Endorsements
The endorsements of the Standard Teaching Certificate shall be transferred to the Professional Teaching Certificate.




(b)
Additional Specialty Endorsements
In addition to the regular endorsements, the following specialty endorsements are available to those who take additional graduate/post-baccalaureate-upper division work in the following selected areas:





1)
Curriculum and Instruction - Twenty-seven quarter (18 semester) hours in curriculum and instruction.





2)
Media Specialist - A media director/librarian endorsement plus thirteen quarter (9 semester) hours of additional graduate work in media services.





3)
Reading Specialist - A reading endorsement plus twenty-seven quarter (18 semester) hours in reading and/or supporting courses such as psycho linguistics, linguistics, children's literature, reading diagnosis, remediation, and practicum.





4)
Special Education Specialist -  A Special Education endorsement plus twenty-seven quarter (18 semester) hours in special education and supporting courses.

d.
Administrator Certificate TC "Administrator Certificate" \f C \l "2" 


(1)
General Requirements



(a)
Meets eligibility requirements. (See "1(b)".




(b)
Qualifies for a Professional Teaching Certificate.




(c)
Holds a master's degree.




(d)
Has a minimum of twenty-seven quarter (18 semester) hours of graduate courses selected from the areas of curriculum, school administration, supervision, school law, school finance, school plant planning, personnel administration, school public relations, religious education, and field experience.




(e)
Meets the requirements for endorsement in at least one of the following areas:





1)
Principal - A minimum of one graduate course each in curriculum, supervision, school law, school administration, and school finance.





2)
Supervisor of Instruction - A minimum of two graduate courses in curriculum, two in supervision, and one in school administration.





3)
Superintendent of Education





a)
A minimum of thirty-six quarter (24 semester) hours of graduate courses including at least one course in each of the following areas: school administration, personnel administration, curriculum, supervision, school law, school finance, and school plant planning.






b)
A minimum of three consecutive years of successful school administration and/or supervision of instruction.



(2)
Renewal
The Administrator Certificate is valid for seven years.  Renewal of the certificate requires twelve quarter (8 semester) hours of additional credit, which may be earned in one of the following ways:




(a)
By taking graduate/post-baccalaureate - upper division course work in professional education or area(s) of endorsement or;




(b)
By taking the equivalent work in Professional Activity Credits (PAC) or; (See "4H" for definition of Professional Activity Credits)




(c)
By taking any combination of the above.


e.
Designated Subjects/Services Certificate


(1)
General Requirements



(a)
The Designated Subjects/Services Certificate is issued to an experienced individual who has demonstrated expertise in a specific area(s) and who by experience and training can provide a valuable contribution to the educational program.  This certificate cannot be substituted for the Basic, Standard, or Professional Teaching Certificate, or used in a way to circumvent the meeting of the requirements for those certificates.




(b)
The application for the Designated Subjects/Services Certificate shall be recommended by the Conference/Mission Department of Education for consideration by the Union Department of Education.




(c)
The following requirements must be met:





1)
Eligibility requirements. (See "2(b))"





2)
Possesses a high school diploma or has passed an equivalency examination as designated by the Union Department of Education.





3)
Verification of successful and recent experience in the technical skill, trade vocation, or non-vocational subject named on the certificate with a minimum equivalent of five years of experience.  One year of the required experience must be within the three-year period immediately preceding the issuance of the certificate.  Work experience is defined as paid work experience or its equivalent.



(2)
Qualifying Experience



 Education and/or Training Years of Work   


 Experience Required:  
High school diploma or equivalent plus 5   years. 
One year of occupational preparation plus 4 years appropriate or related to teaching field
 Two years of occupational preparation plus 3

 years appropriate or related to teaching field
Three years of occupational preparation plus     2 years appropriate or related to teaching field 

Baccalaureate degree with a major plus 2 years in or related to teaching field.
Completion of an apprenticeship plus 2 years or similar program in accordance with industry and labor standards.


(3)
Renewal of Designated Subjects/Services Certificate
The designated Subjects/Services Certificate shall be issued for one to three years and may be renewed if the applicant participates in an approved program of personalized in-service training, arranged through the Department of Education and approved by the Union Conference/Mission Department of Education.  Requirements for renewal will be determined at the time of issuance.


f.
Conditional Teaching Certificate


(1)
General Requirements
A Conditional Teaching Certificate may be issued under certain circumstances to an applicant who does not meet the requirements for a Basic Teaching Certificate, but who has at least one hundred forty-four quarter (96 semester) hours of college work.  The Conditional Teaching Certificate is valid for one year.

Individuals who are initially employed will not be eligible for a Conditional Teaching Certificate unless they hold a minimum of a baccalaureate degree and are working toward the Basic Teaching Certificate.



(2)
Renewal
The Conditional Teaching Certificate may be renewed, provided the applicant has completed at least nine quarter (6 semester) hours of college work during each contract year, until the full requirements for the Basic Teaching Certificate are met.

This nine quarter (6 semester) hours shall be completed in courses to be selected from areas of the applicant's greatest need as determined by the certifying officer of the Union department of education in cooperation with the employing organization and the college/university.

If the applicant is not a graduate of a Adventist college/university or has not met the religion requirement, he/she shall complete a minimum of one course in religion each contract year as part of, or in addition to, the required nine quarter (6 semester) hours until the religion requirement is met for the Basic Teaching Certificate.

4.
Certification Policies

a.
Certification Review Committee
The Union Certification Review Committee is to study and resolve problems relating to certification.  Members of the Certification Review Committee should include:



(1)
Union education personnel.



(2)
College -- department/university school/Department of Education representative(s).



(3)
Representatives from the teaching profession (principals, Superintendents of Education or teachers) as selected by the Union Department of Education.


b.
Conversion of Certificates


(1)
Definition of Conversion of Certificates
Conversion refers to the addition of:




(a)
A Primary endorsement to a valid Basic, Standard, or Professional Teaching Certificate with a Secondary subject area endorsement.




(b)
A Secondary subject area endorsement to a valid Basic, Standard, or Professional Teaching Certificate with a Primary endorsement.



(2)
Conversion to a Primary Endorsement
An applicant with a Basic, Standard, or Professional Teaching Certificate with a Secondary subject area endorsement may qualify for an Primary education endorsement by completing a minimum of eighteen quarter (12 semester) hours of credit in Primary methods courses to include the areas of: science, health, language arts, mathematics, reading, religion, and social studies.



(3)
Conversion to a Secondary Subject Area Endorsement
An applicant with a Basic, Standard, or Professional Teaching Certificate with a Primary endorsement may qualify for a Secondary subject area endorsement by successfully completing:




(a)
Secondary curriculum materials and methods.




(b)
The requirements for subject area endorsement(s) in teaching field(s).  (See "C")


c.
Date of Issuance and Expiration of Certificates
All certificates are effective beginning with the date on which the application, with satisfactory supporting documents, is approved by the Union Department of Education.  Certificates expire at the close of the school year of the final year for which they are issued.


d.
Extension or Correspondence School
Credit earned from Home Study International or other accredited extension or correspondence schools may be accepted in fulfillment of requirements for certification, including additional endorsements.  Religion correspondence courses are accepted only from Home Study International or a Adventist college/university.


e.
Legal Name
Certificates are official documents; therefore, the applicant's full legal name shall be used.


f.
Life Teaching Certificates
Life Teaching Certificates issued prior to 1957 will be honored during the continuous teaching experience of the holder.  These certificates are no longer issued.


g.
Permanent Certification Records
Transcripts submitted for certification become a part of the individual's permanent certification record at the Union Department of Education.  When a teacher transfers to another Union, the certification records are forwarded to that Union upon request of the teacher or the Union certification officer.


h.
Professional Activity Credits (PAC)


(1)
Professional Activity Credits may be earned by participation in professional activities such as:




(a)
Professional conferences, seminars, and workshops




(b)
Educational tours




(c)
Courses offered through THE JOURNAL OF ADVENTIST EDUCATION




(d)
Earning the "Professional Growth Certificate" (one PAC)




(e)
Other professional activities related to the teacher's area of certification and/or as recommended by the Conference/Mission Department of Education.



(2)
Professional Activity Credit
 
1   PAC = 25 clock hours = 1 quarter   hour of non academic credit


1 ½ PAC = 38 clock hours = 1 semester hour of nonacademic credit



(3)
Satisfactory involvement in professional activities shall be verified by the Conference/Mission Superintendent of Education.  For further information see the Union education requirements.


i.
Exemption from Renewal of Certificates
Teachers who are 60 years of age or older may, at the discretion of the Union certification officer, be excused from the requirement for renewal upon written recommendation from the local Superintendent of Education.


j.
Student Teaching Deficiency
For an applicant who has not graduated from a teacher education program, the student teaching deficiency may be met in one of the following ways:



(1)
Through the regular channels of a college/university program of student teaching.

(2)
Through a college/university internship program.



(3)
The total requirement may be waived after three consecutive years of successful teaching upon recommendation of the Superintendent of Education.  This requires supervision by the local Department of Education personnel and written evaluations submitted annually to the Union Department of Education.  The student teaching waiver does not reduce the thirty quarter (20 semester) hour professional education requirement for the Basic Teaching Certificate.


k.
Suspension or Revocation of Certificates
The teaching certificate may be suspended or revoked based on improper conduct and a decision made by the Union Education Committee.


l.
Waivers or Substitutions
Exceptions by waivers or substitutions authorized by the Union Certification Review Committee are to be recorded and maintained in the teacher's permanent certification file.  If a teacher transfers to another Union, a current certificate will be accepted by the Union.  However, the Union where the teacher is employed may require that deficiencies be removed and/or special requirements be met before the certificate is renewed.

FE 5220  XE "Teachers:Professional Ethics For Teachers" Professional Ethics for Teachers TC "Professional Ethics for Teachers" \f C \l "1" 
1.
The Christian teacher should exercise his/her full rights as a citizen of his/her church and his/her country but should avoid controversies in both areas.

2.
The teacher is a servant in the highest sense, and should be selfless in his/her dedication to truth.

3.
The teacher’s personal interests must never interfere with his/her personal integrity.

4.
The teacher must always endeavor to be impartial and just.  He will also endeavor to grade students objectively.

5.
The teacher will always maintain the confidence of his/her students and the records of his/her school.

6.
The teacher will work toward the closest co-operation between the home and school.

7.
The teacher will realize that he/she is at all times an ambassador for God.

8.
The teacher will avoid criticism concerning the administrator or another teacher's methods of teaching, discipline, and relationships with his/her students.

9.
The teacher should avoid criticism and innuendo of either his/her successors or his/her predecessors.

10.
The teacher will avoid using the profession as a stepping-stone to some other position.

11.
The teacher should not exploit himself or his/her school through newspaper or other notices or advertisements, or by other non-professional means.

12.
The teacher should never accept commission, royalty or gratuity for books or supplies or any other thing whose purchase he/she can influence or decide; nor should he/she accept compensation of any kind for helping another teacher find a position.

13.
The full-time teacher shall refrain from all sidelines of business and give himself wholly to denominational work.

14.
The teacher shall refrain from accepting direct payment or other gratuities for private tutoring of his/her students unless made part of his/her teaching load and payments are made through the school.

15.
If a situation exists in the school, which is so serious that its remedy requires the help of a higher authority, it is the obligation of the teacher to present a formal, confidential report to the proper school official.  If, after carefully adhering to this procedure, he/she feels that a matter should have further study, he/she may appeal directly to the Conference/Mission Superintendent of Education.

16.
If a teacher wishes to be relocated he/she should first make his/her desires known to his/her Conference/Mission Superintendent of Education or Union Director of Education.

17.
Both the teacher and the employing organization should adhere faithfully to the contract until it is dissolved by mutual consent.

FE 5224    XE "Teachers:Teacher Relationships" Teacher Relationships TC "Teacher Relationships" \f C \l "1" 
The effective Adventist teacher will foster relationships with the various people associated with the school, such as the following:

1.
With Students:

a.
To reflect by precept and lifestyle the emulation of Jesus as Christ and Lord.

b.
To provide continually a wholesome teacher-learner environment.

c.
To create a personal contact with each student.

d.
To manifest an interest in the total development of each student as a person.

2.
With Peers:

a.
To act in a cordial manner toward fellow educators.


b.
To avoid criticism of peers before students, parents, and fellow teachers.


c.
To temper attitudes with Christian courtesy and consideration.

3.
With Parents:

a.
To encourage open channels with parents.


b.
To work cooperatively with parents for the sake of their children.


c.
To provide parent-teacher conferences or make home visits, if possible.


d.
To send written notice of all activities involving the parents/guardians.

4.
With the Community:


a.
To provide a lifestyle of consistent Christian behavior.


b.
To be known as one who meets all financial obligations.


c.
To be recognized as a law-abiding citizen.

5.
With the Church:

a.
To set an example in church relationships and responsibility.


b.
To transfer Adventist membership to the school or local constituent church.


c.
To support actively as time permits the programs of the local church, Conference/Mission, or Union.


d.
To express loyalty to God in paying an honest tithe and observing His Sabbath day to keep it holy.

FE 5226 P  XE "Teachers:Educator's Responsibilities" 

 XE "Administration:Educator's Responsibilities" Educator's Responsibilities TC "Educator's Responsibilities" \f C \l "1" 
The principal and/or teacher should:

1.
Protect and care for all school property, equipment and supplies entrusted to him.

2.
Conduct the school program in harmony with the approved daily schedule. The educator:


a.
Declares no vacation days unless previously approved by the Board.


b.
Should secure Board and parent approval for all excursions and field trips.


c.
Should arrive at school at least 30 minutes prior to the opening of the school day and not leave the premises during the school day except by having made prior arrangements with the proper authorities.


d.
Should not leave the school at the close of the school day until all children/students have gone home or are under the care of other mature individuals.

3.
Emphasize patriotism by:


a.
Proper display of the national flag.


b.
Display of appropriate pictures of national leader(s).


c.
Singing the national anthem.

FE 5230  XE "Teachers:Probationary Teacher Termination" Probationary Teacher Termination TC "Probationary Teacher Termination" \f C \l "1" 
During the first two teaching years of any teacher, or a teacher new to the education institution, it is recommended practice to give such an individual special instructional supervision to help the person succeed.

1. Introduction:  The following guidelines relate to procedures to be followed where a probationary teacher fails to demonstrate adequate professional competency, and when the administration considers possible termination.
To avoid appearing unfair, the principal should have a regular program of teacher evaluations for every teacher at least once each semester.  These should be filed in the personnel file which is kept for each teacher.  There should be clear performance indicators with a date and signature of the teacher and evaluator.  Areas that are indicated as needing urgent attention should be carefully discussed and specific measurable action plans should be documented in the evaluation within a time frame.   Due process, including careful dated documentation, is essential to ensure reasonable opportunity is given to the teacher for improvement.  The teacher should understand the consequences of failing to make improvement in essential areas.  Should problem areas continue without measurable improvement, then the administrator should talk with the teacher about finding a job in which he/she could be more successful.  It is best if the teacher recognizes his/her unsuccessful performance and voluntarily seeks other employment.  Should other options fail, steps may need to be taken to terminate the teacher.  If a change in employment is necessary, it is best to do it at natural breaks such as the end of the school year so it will be easier for the children to adjust and call less attention to the transition to a new teacher.  


These guidelines involve aspects of the teacher's professional performance only.


The local Conference/Mission or Union Executive Committee will handle situations arising from such personal problems as: prolonged illness, moral issues, or relationships with the Adventist Church.

A teacher may show unsatisfactory performance in any one of the four professional areas:



a.
subject matter/content



b.
teaching methods



c.
effects on students



d.
personal attitudes


Seldom is inefficiency in a single area sufficient cause for dismissal, but incompetence in several areas form the basis for termination.


Administration should be appraised of the local civil laws concerning personnel, and due process must be accorded.

2.
Remedial or Removal Procedures:  The following remedial or removal procedures are recommended:


a.
When a teacher's performance appears less than satisfactory



(1)
the problem should be identified,



(2)
objectives established, and



(3)
specific standards of acceptable performance should be agreed upon.


b.
The teacher and the principal should then work together on a definite program of teacher improvement and strategies for meeting the objective(s) set which are agreed mutually in writing.


c.
The principal and/or a peer selected by the teacher shall



(1)
monitor the teacher's performance,



(2)
measure against these objectives, and



(3)
record the results of progress, observation visits, and regularly scheduled evaluation sessions with the teacher.


d.
Written, recorded, and dated documentation of the progress, improvement, or incompetence is essential.


e.
The principal shall appraise the Conference/Mission and/or Union Department of Education of the situation, and they should be invited to assist, if the probationary teacher agrees.


f.
Efforts at remediation are demanded by fairness to the teacher, as well as by the mandate for due process.


g.
This remediation process should be initiated not later than the beginning of the second year of the probationary period, and it should extend a minimum of an academic term.  

h.
A fair and conscientious effort will result in improvement or cause for dismissal, the written report with documentation being given by the principal and/or Director(s) of Education to the appropriate employing authority for decision.

FE 5040 T  XE "Administration:Administrator Tenure And Transfers" Administrator Tenure and Transfers TC "Administrator Tenure and Transfers" \f C \l "1" 
Boards of Trustees, in tertiary institutions, should use the following guidelines in recruiting administrators:

1.
Seek to encourage administrators in tertiary institutions to serve a minimum term of five years in order to provide more stable administrative leadership.

2.
Appoint a search committee with adequate representation from the faculty and other significant groups in the institution's community.

3.
Recruit administrators for tertiary institutions by giving preference to sources of administrative personnel in the following order:


a.
Promotion from within the staff of the institution.


b.
Calls for administrators from sister institutions or other sources.

4.
Fill administrative vacancies by seeking guidance from:


a.
SSD and Union Directors of Education.


b.
Officers of other tertiary institutions.

Undergraduate teaching experience should be considered an essential qualification for an administrator of a tertiary institution.

.     
FE 5260  XE "Professional Growth:The Journal Of Adventist Education"  Journal of Adventist Education TC "The Journal of Adventist Education" \f C \l "1" 
 The Journal of Adventist Education is the voice of Adventist education and is essential to the professional growth of Adventist teachers.  Union Education leaders in non-English speaking areas should arrange for the translation and printing of the Journal for their territory.  Financial arrangements are to be made so that the following will get copies of the Journal:  

1.
Adventist teachers

2.
All education institution/school libraries


3.
School Board chairmen 

FE 5270  XE "Teachers:Sexual Harassment" Sexual Harassment TC "Sexual Harassment" \f C \l "1" 
Personnel constituting administrators, faculty, staff, and education field employees are to exemplify the Christ-like life and should avoid all appearance of wrongdoing.  They shall live and work with propriety and with mutual respect and courtesy for one another.

They will not place another peer member or employee in a position of embarrassment or disrespect due to sexual overtures.  They will not indulge in sexual behavior--verbal or otherwise--unbecoming a Christian gentleman or a Christian lady.

Sexual harassment in the work place or elsewhere will not be tolerated in Adventist education institutions.

FE 5280  XE "Students:Acquired Immune Deficiency Syndrome (AIDS) & Chemical Dependency" Acquired Immune Deficiency Syndrome (AIDS) & TC "Acquired Immune Deficiency Syndrome (AIDS) & Chemical Dependency " \f C \l "1" 
Chemical Dependency

Should any AIDS or Chemical/Drug Dependency case in an Adventist education institution come to the attention of an education administrator, teacher, staff member, or education field employee, he/she should counsel immediately through regular channels with the Union Mission/Union Conference and SSD Departments of Health and/or with the services of Adventist Health Services/Asia before taking actions that may prove to be regrettable.  See Appendix O for Church statement on AIDS
FE 5310  XE "Churches:Local Church Education Secretary - Responsibilities" Local Church Education Secretary TC "Local Church Education Secretary" \f C \l "1"  -

Responsibilities and Activities
(See SDA Church Manual, pp109, 128)
The function of the local Church Education Secretary is to nourish, promote, and encourage Adventist education in every way possible at the local church level.  Since Adventist education plays a vital role in the developing of attitudes and values of Adventist youth, it is necessary to have a church officer at each local church who fosters this aspect of the church program.  The person should be a church member who has demonstrated support for Adventist Christian education.  Below are listed suggested functions of this officer of the church:

1.
Contact all Adventist homes where there are school-age children or young people to encourage them to attend the local church school, the Conference/Mission Adventist academy, or the Adventist undergraduate college of the Union.

2.
Where there are problems regarding attendance in Adventist schools, assist in finding solutions to these problems.

3.
Contact Adventist members who have no school-age children, encouraging them to provide financial aid to needy Adventist students.

4.
Maintain contact with students from the church who are in attendance at Adventist schools away from the home church.

5.
Work with the youth leader of the church to assist those students studying in non-SDA schools to find the best possible way of witnessing to their companions and teachers.

6.
Make every possible effort, where church schools are not available, to encourage the church to provide Adventist education in the area through establishing a church school or providing some type of special Bible classes for the children and youth of the church.

7.
Maintain an up-to-date census of all the children and youth of the church.

8.
Send in the annual report to the Conference/Mission Superintendent of Education using forms supplied by the Conference/Mission.

FE 5330 T-G  XE "Conventions & Meetings:Seminars For School Board Members" Seminars for School Board Members TC "Seminars for School Board Members" \f C \l "1" 
The SSD Department of Education should hold periodically "Orientation Seminars for Board Chairpersons & Members" at each institution of higher education to serve all education levels in the geographic vicinity.

FE 5401 P  XE "Schools - Primary:Responsibilities Of The Elementary School Teacher" 

 XE "Teachers:Responsibilities Of The Elementary School Teacher" Responsibilities of the Primary School Teacher TC "Responsibilities of the Primary School Teacher" \f C \l "1" 
1.
Spiritual Responsibilities

a.
The teacher's first spiritual responsibility is "to be what he/she desires his/her students to become--Christ Centered."


b.
The teacher's spiritual responsibility is to work continually toward the one great goal of providing a "total Christian environment."


c.
The teacher's spiritual responsibility should include some means of creating personal contact with each individual student.

2.
Responsibilities to the Principal

a.
The teacher will report to the Principal on arrival at school and inquire as to the duties assigned for the year.


b.
The teacher will look to the Principal for guidance and will assist the principal in policy making for the school.


c.
The teacher shall present to the Principal his/her daily lesson plans for each week.


d.
The teacher will notify the Principal in case of illness.


e.
The teacher shall discuss major discipline problems with the Principal.

3.
Responsibilities to the Superintendent

a.
All opening and closing reports must be sent to the local Conference/Mission Superintendent's office.  The opening report is due two weeks after the opening of the school, and the closing report should be mailed within one week after the close of the school.


b.
Before receiving the final salary payment all records must be filled out completely and correctly.  The Daily Register with all permanent grades and other final reports should be mailed to the local Conference/Mission Superintendent immediately after the close of the school year.


c.
The teacher should counsel closely with the Superintendent concerning any special problems of the school.

4.
Responsibilities to the School Board

a.
The Principal or teacher shall report periodically to the School Board the progress, condition, and needs of the school.


b.
The Principal or teacher shall report to the School Board delinquent and unresponsive children, or those who may be a detriment to the standards and progress of the school.


c.
The Principal or teacher shall see that the school property is maintained.

5.
Responsibilities to Parents

a.
The teacher will keep in close touch with the parents, visiting each home at least once a semester.


b.
The teacher will send report cards regularly and promptly to the parents by the third day after the close of each term.  The report cards are to be returned to the school within two days.


c.
The teacher will require a written excuse from parents or guardian for each case of absence, tardiness, or early dismissal.

6.
Responsibilities to the Church

a.
The teacher should transfer his/her membership to one of the churches which support the school.  The teacher should participate in its activities.


b.
The teacher's attendance at church services should be regular.


c.
Where teachers are asked to teach a Sabbath school class, it should usually be composed of members other than their regular students.

d.
Churches are counseled against requesting teachers to accept major church offices.


e.
The teacher must be faithful in paying tithes and giving offerings.


f.
The teacher should present to the church pastor the names of student baptismal prospects.

E 5404 P Primary School  XE "Administration:Principal Of The Elementary School" Principal’s Duties TC "Principal’s Duties" \f C \l "1" 
The Board shall designate one of the teachers as principal.  His duties shall include the following:

1.
To lead out in a Christ-centered religious program including daily Bible classes.

2.
To organize his/her staff and assign to each member his/her responsibilities in counsel with the Board.

3.
To establish school rules and regulations in consultation with his/her co-employees.

4.
To inspect regularly and maintain the plant, grounds, equipment, supplies, and all school property.

5.
To see that a daily program for all classes and other school activities is prepared and followed.

6.
To require all teachers to submit long-ranged class objectives and weekly lesson plans for his/her approval.

7.
To set up an adequate system of records.

8.
To represent the school and its official spokesman, to the Board, the Constituency, and the public.

9.
To seek to maintain student conduct and discipline in keeping with denominational standards.

10.
To operate the school on a financially sound basis (100% working capital and liquidity) within the approved budget, keeping all necessary records and submitting monthly statements to the Board.
11.
To use Union approved textbooks for every class with each student having a copy.

FE 5406
S Secondary  XE "Administration:Vice-Principal’s Duties" Vice-Principal’s Duties TC "Vice-Principal’s Duties" \f C \l "1" 
The vice-principal of a secondary school is to assist the principal in developing and administering the educational program within the framework of established policies.  His responsibilities may be classified as mandatory and discretionary.  Mandatory are required duties and discretionary are requested duties.  Below are examples of such duties, although a vice-principal may assume more as deemed necessary by the Board and the principal.

Mandatory Duties:
1.
To keep regular office hours.

2.
To be present during Board meetings when invited by the chair as a non voting member.

3.
To assist the principal in the supervision of instruction.

4.
To assist the principal in planning and conducting in service programs for teachers.

5.
To assist the principal in developing the school's master plan in curriculum, finance, personnel, building, and instructional facilities.

6.
To assist the principal in administering school discipline.

7.
To assist the principal in student campaign programs.

 Other Duties which may be assigned as needed:
1.
To assist the principal in preparing and conducting faculty meetings.

2.
To assist the principal and recorder/registrar in preparing curriculum schedules.

3.
To assist the principal in keeping and updating personnel records.

4.
To assist teachers in the interpretation of education policies and school regulations.

5.
To assist teachers in securing instructional aids and other professional helps.

6.
To assist the principal/treasurer in the preparation of the school budget.

7.
To assist the principal in recruiting teachers.

FE 5410 P  XE "Schools - Primary:Meetings and Programs" Meetings and Programs TC "Meetings and Programs" \f C \l "1" 
1.
Faculty Meetings
The principal shall conduct a faculty meeting at least every two weeks.  He/she shall appoint a secretary to keep minutes of all actions taken, and record them in a permanent record book.  Professional and spiritual studies shall be included monthly in the faculty meetings.  This means more than the faculty morning worship time with announcements.
2.
Faculty Devotional Meetings

a.
Wherever possible, a brief meeting of the teachers shall be held for prayer each morning before the beginning of the day.


b.
Special times shall be set apart for faculty prayer seasons.

FE 5421 P  XE "Teachers:Preschool Activities and Registration" 

 XE "Schools - Primary:Preschool Activities and Registration" Preschool Activities and Registration TC "Preschool Activities and Registration" \f C \l "1" 
The teacher should report to the Principal or Superintendent at least two weeks prior to the opening of school to care for the following items:

1.
Visit the parents and students in their homes.

2.
Record all student names in the Daily Register and Scholarship Record.

3.
Procure all textbooks and school supplies.

4.
Prepare a daily program, make long-and short-range lesson plans/syllabi and prepare classrooms for the opening day of school.

5.
Involve school constituency in preparation of school facilities and grounds.

6.
Send personal contact information such as mobile phone, mailing address and email to the local Conference/Mission Superintendent of Education.

FE 5424 P  XE "Teachers:Year-End Responsibilities" Year-End Responsibilities TC "Year-End Responsibilities" \f C \l "1" 
1.
Before receiving the last month's salary the teacher shall:

a.
Take a complete inventory of equipment and supplies and store it in a safe locked place.  If this is not possible, they should be stored at the Conference/Mission office.


b.
Leave the classroom in a neat, orderly condition.


c.
Order textbooks for the coming school year.


d.
Return all borrowed books and materials.


e.
Inform the Board chair and Education Superintendent of his/her vacation address.


f.
Deposit the key to the classroom with the Principal. (The School Board chair when the principal is gone)

2.
All Conference/Mission and government reports must be completed, mailed, and report cards distributed to the students prior to the teacher's leaving.

3.
Teachers should plan to remain at the school for approximately one week after school closes to complete these final details.

FE 5426 P  XE "Schools - Primary:School Related Activities" School Related Activities TC "School Related Activities" \f C \l "1" 
1.
Ingathering
In cooperation with the church plan, a maximum of two school days, or the equivalent, may be used for a well-organized Ingathering campaign.  (Local government regulations must be considered in organizing the Ingathering program.)

2.
Field Trips

a.
Definition  

A field trip is a planned activity in which a class or a group of students leave the school grounds for the purpose of extending the program of instruction.
Great care should be taken to avoid expensive trips that financially distract from education essentials such as paying for tuition fees, student textbooks for every child, teachers’ pay on the Union wage scale. 

b.
Guidelines


(1)
Field trips shall be educational in nature and related to the subject matter and the objectives of instruction at the particular grade level.  The field trip shall be considered as instruction and planned as such with definite objectives determined in advance.



(2)
Appropriate instruction shall precede and follow each field trip.

c.
Procedures


(1)
A teacher will discuss and plan all field trips with the school principal; or, in case of a one-teacher school, with the School Board chairman.



(2)
All field trips shall be in harmony with the Union policies for Primary school off-campus activities.



(3)
Field trips requiring an overnight stay are to have the approval of the local School Board and the Conference/Mission Superintendent of Education.



(4)
The teacher must secure written authorization from the parent or guardian of each student who plans to go on the field trip or excursion.



(5)
There should be at least one male and one female adult in attendance on any field trip where both boys and girls are present.



(6)
The teacher and principal should make sure the field trip is covered by student and vehicle insurance.

FE 5430 XE "Teachers:Primary School Teacher Load"  P  XE "Schools - Primary:Primary School Teacher Load" Primary School Teacher Load TC "Primary School Teacher Load" \f C \l "1" 
In the absence of a government standard, the maximum load shall be:

4 grades 
------ 30 students

3 grades 
------ 35 students

1 or 2 grades
------ 40 student

(Schools which have an international student body will need to adjust the teacher load to allow for various language problems and cultural backgrounds).

FE 5530 S  XE "Teachers:Secondary Teaching Load" 

 XE "Schools - Secondary:Secondary Teaching Load" Secondary Teaching Load TC "Secondary Teaching Load" \f C \l "1" 
1.
The maximum load is five subjects or six periods daily (if there is more than one section for the same subject) plus fifteen co-curricular points. (See FE 5584).

2.
The work-load credit is considered ½ unit for each teacher-conducted laboratory subject.

3.
Language teachers may have a maximum load of five classes daily when themes are required and when student readers are not used.

4.
Salaried music teacher’s load shall be 50 one-half hour music lessons per week.

5.
The registrar, farm manager, dean of boys, dean of girls, and director of food services, if there are less than 75 students, may teach three subjects or two subjects when there are more than 75 students, providing they are given an assistant.

6.
When teachers participate in supervision of the student work program one hour labor per day is to be considered the equivalent to one point in the co-curricular point system. (For College See FE 5781)

FE 5535 S  XE "Administration:Secondary School Principal's Load" 

 XE "Schools - Secondary:Secondary School Principal's Load" Secondary School Principal's Load TC "Secondary School Principal's Load" \f C \l "1" 
1.
The principal's load shall not exceed:


a.
Less than 75 students, four subjects daily or more than 20 periods per week.


b.
75-110 students, three subjects or fifteen periods per week.


c.
110-150 students, two subjects each day or ten periods per week.


d.
More than 150 students, one subject daily or five periods per week.

2.
The principal's load at an academy attached to a college:


a.
75-150 students, four subjects daily or twenty periods per week.


b.
More than 150 students, three subjects daily or fifteen periods per week.

FE 5540 S  XE "Schools - Secondary:Co-Curricular Guidelines for Secondary Teachers" Co-Curricular Guidelines for 
Secondary Teachers TC "Co-Curricular Guidelines for Secondary Teachers" \f C \l "1" 
To help administrators balance the co-curricular loads of teachers, the following point system is recommended:  

1.
Suggested co-curricular point guidelines:


Minimum Point Value

Pastor of the school church (where


9 points 



primarily students and staff attend)


Sponsor of school yearbook



9 points


Sabbath School teacher (not S.S. class

9 points



sponsor) if teaching weekly


Assistant pastor of the school church

7 points



(where primarily students and staff attend



and where the speaking appointments are shared



equally with the pastor)


Sabbath School superintendent or sponsor

6 points


Class sponsor





6 points


Committee chairman



up to 6 points


Chief of fire department



3 points


Faculty or staff committee membership
up to 3 points


Club sponsor if meeting monthly


3 points


Adventist Youth leader or sponsor

2 ½ points



(per meeting per month)


Pianist or chorister, per organization

2 points


Deacon or deaconess




1 point


Church treasurer of school



1 point


Church for students and staff mainly 1 point for each 100 






      members or major 






      fraction thereof 
Sponsor of school paper
1 point per issue during year

The maximum full-time teacher's extra-curricular load shall be 15 points, which is comparatively equivalent to five (5) forty-five minute class periods per week.  (When the teacher's extra-curricular load exceeds the maximum, his/her teaching load shall be reduced proportionately.)

2.
Administrators should recognize in assigning point values to the various responsibilities listed that the size of the school, the specific nature of the co-curricular activity, and whether or not these responsibilities are shared with other staff members are factors which should determine the points given.  When loads are shared, the points should also be shared.

3.
The load of the Bible teacher should allow ample time for personal work and counseling.
FE 5550 T-G Recognition of Non-Academic Degrees, Certificates, Diplomas
The church and its various institutions and entities must not fund studies or recognize for remuneration, or give public recognition, rank, for any academic purpose, certificates, diplomas or degrees from non-Adventist institutions that are not recognized by national governments at appropriate levels or have no accreditation from related or duly recognized, accreditation bodies.  Interpretation of this policy should be done in consultation with the Adventist colleges and universities of the employee/s’ union and of the union in which the institution in question is located.  Appeals can be made to the SSD Education department.  Church funds should not be spent for such non-recognized programs unless they are for non-academic purposes and will not carry a degree or title.  Each union should develop procedures to implement this policy.

FE 5605 T-G  XE "Teachers:Academic Rank of Higher Education Teachers" Academic Rank of Higher Education Teachers TC "Academic Rank of Higher Education Teachers" \f C \l "1" 
Each tertiary institution should vote their own academic ranking policy giving consideration to the national standards but should not be any less that the following:

Ranking Categories
1.
Instructor
A beginning college teacher or a teacher with less than a master's degree.

2.
Assistant Professor

a.
A teacher with at least three years of successful college teaching experience and holder of a master's degree, or


b.
A teacher who holds the doctorate without previous teaching experience, or


c.
A teacher with several years of successful teaching experience and within ten units of completing the requirements leading to a master's degree may, under exceptional circumstances, be eligible for recommendation to the rank of assistant professor.

3.
Associate Professor

a.
A successful teacher with a minimum of three years experience in teaching as assistant professor, and 


b.
A holder of a doctor's degree or one who has at least one full year of study beyond the master's degree.

4.
Professor

a.
A successful teacher with a number of years of college teaching experience including research and publication, and


b.
One who has been an associate professor for at least three years, and


c.
One who is a holder of a doctor's degree.


d.
The rank of professor may in exceptional cases be given to an associate professor without having the doctorate on the following basis:



(1)
He is a teacher with outstanding success in the classroom



(2)
He has been a teacher a minimum of 20 years



(3)
He has made outstanding contributions in writing and/or research



(4)
He fulfills the other requirements for the rank of professor



(5)
This is done in counsel with the SSD Department of Education and by vote of the institution Board of Trustees.

5.
Lecturer
A recognized authority on a particular field who devotes only a small fraction of his/her time to teaching at the college, often on a voluntary basis.
6
Academic Rank Guidelines for Library Personnel

A.
Instructor (Library Instructor)


A beginning college teacher (librarian) or a


teacher (librarian) with less than a master's

degree.


B.
Assistant Professor (Assistant Librarian)


a.
A teacher (librarian) with at least three
 

years of successful college teaching
 

(library) experience and holder of a master's degree (for librarians at least a bachelor or masters degree in library science) or



b.
A teacher (librarian) who holds the 




doctorate without previous teaching 




(library) experience, or



c.
A teacher (librarian) with several years of
 



successful teaching(library) experience and
 


within ten units of completing the requirements leading to a master's degree (or library degree on either level) may, 



under exceptional circumstances, be eligible for recommendation to the rank of assistant professor 
(assistant librarian).


C.
Associate Professor (Associate Librarian)


a.
A successful teacher (librarian) with a 




minimum of three years experience in 




teaching (library) as 
assistant professor 




(assistant librarian), and 



b.
A holder of a doctor's degree or one who 




has at least one full year of study beyond


 

the master's degree.


D.
Professor (Librarian)


a.
A successful teacher (librarian) with a 




number of years of college teaching 




(library) experience including research and 




publication, and



b.
One who has been an associate professor 




(associate librarian) for at least three years, 




and



c.
One who is a holder of a doctor's degree
 



(librarian with a second master’s degree).



d.
The rank of professor may in exceptional
 



cases be given to an associate professor 




(associate librarian) without having the 




doctorate(second masters degree) on the 




following basis:




(1)
Is a teacher (librarian) with 




outstanding success in the
 



classroom (library 




administration, innovative 




library services, programs or 




education)




(2)
Has been a teacher (librarian) a 
minimum of 20 years




(3)
Has made outstanding 
contributions in writing and/or 
research




(4)
Fulfills the other requirements 
for the rank of professor 
(librarian)




(5)
This be done in counsel with 
the SSD Department of 
Education and by vote of the 
institution Board of Trustees.


E.
Lecturer

A recognized authority on a particular field who 

devotes only a small fraction of his time to 

teaching at the 
college, often on a voluntary 

basis.



When initial ranking or promotion in ranking is 


considered, the president, in consultation with his/her
 

college dean and the department head, should present the 


recommendations to the Board.

FE 5620 S-T  XE "Teachers:Religion/Bible Teachers" 

 XE "Schools - Tertiary:Religion/Bible Teachers" Religion/Bible Teachers TC "Religion/Bible Teachers" \f C \l "1" 
The evangelistic and pastoral functions of classroom Bible teaching are recognized as vital and integral functions of the Adventist ministry.  In recognition of the importance of Religion/Bible teaching, the following has been adopted:

1.
That classroom Religion/Bible teaching be recognized as requiring particular abilities and professional training, and that college students who give evidence of potential ability as Bible teachers be encouraged to earn their teacher certification with an endorsement in Bible as a requirement for Bible teaching.   A ministerial license be granted to qualified beginning Bible teachers who have had professional training for Bible teaching or the ministry. 
4.
That prospective Bible teachers spend some time in the pastoral-evangelistic ministry before beginning, or concurrently with, their work in the classroom.

5.
That beginning Bible teachers have the opportunity of an apprenticeship in the classroom under the supervision of experienced instructors.

6.
Academy and college administrations shall make provision for Bible teachers to be given frequent field experience in pastoral-evangelistic lines at least once every three years.  Such experience should cover a minimum of the regular school break in a given year's schedule.  Salary shall be continued and travel expense shall be borne during the field experience by the employing organization or as may be agreed by the employing organization and the field.

7.
That where Bible teachers have given clear evidence of their call as soul-saving ministers in public evangelistic soul-winning and in their influence and counseling on the campus and in the classroom, they should be regarded as candidates for ordination.
FE 5630  XE "Schools - Tertiary:College Teaching Load" 

 XE "Teachers:College Teaching Load" College Teaching Load TC "College Teaching Load" \f C \l "1" 
1.
Fourteen semester hours teaching is considered a full load.  When a second section of the same class is taught by the same teacher it shall be evaluated at 2/3 of the regular class credit.

2.
Heads of Departments
Ten to twelve semester hours teaching is considered a full load according to the size of the school and the department.

3.
College Dean
Four to seven semester hours teaching is considered a full load.

4.
College Co-Curricular Point System
The administration of each college shall develop a co-curricular point system that will balance the extra-curricular responsibilities of its teachers.
FE 5830 Nur  XE "Schools - School of Nursing:School of Nursing Teaching Load" School of Nursing Teaching Load TC "School of Nursing Teaching Load" \f C \l "1" 
The following policy applies where government regulation does not specify something different.
1.
Twelve semester hours teaching is considered a full-time teaching load.  The clinical supervision ratio is 3:1.  Examples of a typical teaching load are:


CLASS     CLINICAL          TOTAL    CLINICAL 


HOURS    SUPERVISION    UNITS     SUPERVISION

10

12
=
12      12 x 3 = 
36 hrs. per week 










5

 7
=
12
 7 x 3 = 
21 hrs. per week


8

 4
=
12
 4 x 3 = 
12 hrs. per week

2.
Three to six semester hours’ teaching is considered a full teaching load for the dean or director.
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FE 6200 A Bill Of Rights TC "A Bill Of Rights for Student" \f C \l "1"   for

 XE "Students:Bill Of Rights For Students In SDA Schools" Students in Seventh-day Adventist Schools
Each student in an Adventist School, regardless of education level, has the inalienable right and privilege

1.
To be recognized as a person

2.
To think and speak creatively and constructively

3.
To act responsibly and cooperatively

4.
To learn experientially and vicariously

5.
To develop personality and civility

6.
To pray for self and others

7.
To seek to know God's will

8.
To enjoy solitude and meditation

9.
To observe models of Christian lifestyle

10.
To grow with positive stimuli

11.
To breathe in an atmosphere of love

12.
To be perceived as a candidate for immortal honors

FE 6205 P-S   XE "Students:Code of Student Behavior" Code of Student Behavior TC "Code of Student Behavior" \f C \l "1" 
Each student enrolled in an Adventist school, whether from an Adventist family or not, shall be expected:

1.
To attend school regularly and punctually.

2.
To leave the school premises during the day only with the request or permission of the parent or guardian and with the approval of the head teacher or principal.

3.
To go to and from school in an orderly manner.

4.
To respect the Holy Bible as the inspired Word of God.

5.
To practice acceptable principles of Christian morals, ethics, fair play, and courtesy in all school relationships, abstaining from rough and uncouth behavior.

6.
To keep language above reproach, refraining from the use of profanity and filthy words and conversation.

7.
To maintain a constructive and cooperative attitude.

8.
To care properly for all school properties.

9.
To replace damaged property for which he may be responsible.

10.
To practice principles of healthful living as taught by the Adventist Church.

11.
To refrain from attending the theater, dances, or other questionable forms of amusements, such as inappropriate home videos.

12.
To dress in a modest, healthful, and becoming manner.

13.
To exhibit moderation in the use of cosmetics.

14.
To refrain from reading objectionable literature.

15.
To refrain from inappropriate hair styles.

16.
To decline the use of tobacco, liquor, marijuana, and other addictive drugs.

17.
To avoid hurting self, others, and things.

18.
To look for ways to be a help to fellow students and the teachers.

19.
To encourage a happy and peaceful atmosphere.

20.
To be aware of the presence of God.

FE 6210  XE "Students:SDA Child Census" Adventist Child Census TC "Adventist Child Census" \f C \l "1" 
A cumulative student census of all Adventist school-age children shall be kept in each Adventist Church by the Church Clerk or by the Education Secretary, the current record including:

1.
Name and mailing address of the parents

2.
Church membership of the parents and children

3.
Name of each child/student

4.
Age and sex of the student

5.
Number of years of schooling

6.
Name of school/education institution in which each student is enrolled in the current academic year.

FE 6220  XE "Students:Dress" Student Dress TC "Student Dress" \f C \l "1" 
The Christian principles of refinement, culture, and good taste embodied in the denominational attitude toward dress should guide each Union in development of a statement on dress in terms of local culture.

Standards on dress should include provisions which will avoid:

1.
The extreme

2.
The extravagant

3.
The unhealthful

4.
The immodest

FE 6230  XE "Students:Citizenship" Citizenship TC "Citizenship" \f C \l "1" 
1.
Teachers should inspire love and loyalty for country and respect for recognized authority.

2.
Teachers should emphasize that obedience to government law is a citizen's privilege and duty.  The laws are to be obeyed except when they conflict with God's expressed will.

FE 6235  XE "Students:Discipline" Discipline TC "Discipline" \f C \l "1" 
The teacher is responsible for maintaining proper order and conduct in the classroom.  Where serious discipline occurs, the following guidelines are to be used:

1.
Corporal punishment, if permitted by law, should be administered only in rare cases, and in the presence of another adult witness--never in the presence of other students.  The use of corporal punishment is discouraged.

2.
Suspension:  A student may be suspended only by a principal generally for not longer than three days.

3.
Expulsion:


a.
It is usually preferable for a student to withdraw from school before expulsion is necessary.


b.
Expulsion is by action of the college or secondary school faculty committee or by the primary school board.


c.
The student and parents are to be informed of the reason.


d.
Safe transportation should be arranged by administration for the student to reach his/her home when suspended or expelled. 

FE 6240 P-S  XE "Students:Class Attendance" Class Attendance TC "Class Attendance" \f C \l "1" 
Students are expected to be punctual and regular in attendance.  A student who absents from class more that twenty percent of the time may expect to fail those classes.

FE 6245 P  XE "Students:Absences and Excuses" Absences and Excuses TC "Absences and Excuses" \f C \l "1" 
Sickness, extreme emergencies, and/or death in the family are considered the only legitimate excuses for absences.  Written excuses should be required for all absences and tardiness in the primary schools.  These should be kept on record until the close of the school year.

FE 6250 Student  XE "Students:Physical Examinations" Physical Examinations TC "Physical Examinations" \f C \l "1" 
Physical examinations are required of all students in the SSD education institutions as follows:

1.
Upon entering school for the first time

2.
Annual vision and hearing screening (Recommended)

3.
At the beginning of junior secondary school

4.
At least once during senior secondary school

5.
At least once during tertiary/undergraduate education

A physical examination will be considered current, except scoliosis examination, if taken not more than twelve months prior to any of the foregoing dates and the report has been submitted to the school.

When a student transfers, the receiving education institution should request the health record from the student's former school.

FE 6255 Student  XE "Students:Health Service" Health Service TC "Health Service" \f C \l "1" 
The school health program should provide for:

1.
A comprehensive program of school health services, including a recommended annual vision and hearing screening.

2.
The care of emergency sickness and injury.

3.
The prevention and control of communicable diseases, to include state-required vaccinations and immunizations.

4.
A periodical safety (audit) inspection.

So far as possible each school should arrange for the services of a professional nurse, and should provide facilities for administering first aid and emergency care.

FE 6258  XE "Students:Health Records" Health Records TC "Health Records" \f C \l "1" 
Complete health records, including medical/physical examinations should be kept by the school nurse on secondary school campuses and by the principal in primary schools.

FE 6260  XE "Students:Exceptional Students--The Gifted" Exceptional Students--The Gifted TC "Exceptional Students--The Gifted" \f C \l "1" 
Adventist educators recognize that most, if not all, students are endowed with gifts of one kind or another--artistically, musically, manually, academically, or physically.

Such children/students may individually have ability levels far above average.  These students often need specially adapted educational programs for optimal development.

Teachers who perceive students with interests of specific talent or who excel consistently in academic achievement are thus challenged to provide enrichment through (a) alternative teaching models, (b) multiple learning styles, and (c) independent and integrated experiences.

FE 6262  XE "Students:Slow Learners" Slow Learners TC "Slow Learners" \f C \l "1" 
When it becomes apparent to a teacher that a child/student is not making normal progress, the teacher should:

1.
Confer with the parents

2.
Make provision for work and activities on a level which the child/student can do successfully and still have opportunity for growth and development

3.
Give consideration to the age (chronological and mental) and to the physical, mental, and social development of the individual

4.
Retain a child/student only after due consideration by the teacher with the respective parent(s), principal, and Mission/Conference Superintendent of Education.

FE 6265 P-S  XE "Students:Accelerated/Fast & Slow Learners" Accelerated/Fast & Slow Learners TC "Accelerated/Fast & Slow Learners" \f C \l "1" 
The pace of teaching normally is pegged to the average ability students, the very intelligent finding schooling somewhat a boring experience and the slow developers may find it difficult to keep pace with the rest.

Some children/students come from advantaged homes where home-support for learning has been well established; some on the other hand may have come from deprived homes where there has been little or no tradition of schooling.  Some children/students may have enjoyed the benefit of a kindergarten education, while others have not had any previous preschool experience; hence, remedial measures or special tutoring may be considered.

With accelerated/fast and slow learners/developers there may be a wide range of ability in the classroom.

FE 6268  XE "Students:Exceptional Students--Special Education" Exceptional Students--Special Education TC "Exceptional Students--Special Education" \f C \l "1" 
Adventist schools have not been established for the purpose of offering special education, and most teachers are ill-equipped to teach special cases.  Therefore, it is recommended that Adventist schools should exercise caution in accepting atypical children.  Parents with such children would be well advised to counsel with the Mission/Conference Superintendent of Education to consider the desirability of enrollment in a school for exceptional children.  Adventist schools are unable to accept students who have serious physical, scholastic, or behavioral problems.

Special education, such as for the blind, deaf, spastic, physically handicapped, and mentally retarded children and youth, may be provided by different voluntary organizations with assistance from the respective government bodies.

Department of Education personnel and school administrators on the various education levels shall endeavor to counsel and guide Adventist parents who may have disabled children and youth in need of special education.

For limited services within the Adventist Church for the blind and deaf, contact the international offices of the Christian Record Services, Incorporated, P.O. Box 6097, Lincoln, Nebraska 68506, U.S.A.; and  in Southeast Asia, the Singapore Mission of Adventists;  
FE 6270 P-S  XE "Students:Language Other Than the Mother Tongue" Language Other Than the Mother Tongue TC "Language Other Than the Mother Tongue" \f C \l "1" 
Limited bilingual facility on the part of some children/students may contribute to lower literacy levels, particularly with the instructional language medium.  If the students are pursuing learning with an instructional language medium other than their mother tongue/national language, the students should be given consideration until language proficiency is acquired. Special tutors may need to be provided until the students’ language reaches an acceptable level.
Upon gaining proficiency in the language of the instructional medium, the students shall be expected to achieve at a normal rate of learning.

FE 6280
 XE "Students:Religious Education For Adventist Children Not in SDA Schools" Religious Education for Adventist Children TC "Religious Education for Adventist Children Not in Adventist Schools" \f C \l "1" 
Not in Adventist Schools
Each Union Department of Education, in cooperation with the respective Mission/Conference, shall study the needs and shall develop plans for conducting religious instruction in each Adventist church for children and youth who are not able to study in Adventist schools, utilizing parents and other volunteers as teachers. The SSD Bible textbooks should be used as the basis of the religious instruction for grades 1 -12. 
FE 6290 School  XE "Schools:Publications"  Publications TC "School Publications" \f C \l "1" 
All school publications, such as papers and annuals, shall maintain high standards which are within the framework of the objectives of Adventist education by including

1.
A well-defined editorial policy


a.
High quality pictures and articles shall portray the purposes of the school.


b.
Sentimentalism, the glorification of sports, projection of the cheap, criticism, and sarcasm shall not be permitted.

2.
A faculty sponsor

3.
A carefully-chosen editorial staff

4.
A business manager

5.
A realistic budgetary

6.
An arrangement for auditing

7.
Advertising controls

8.
A well-organized circulation campaign without the spirit of rivalry.

FE 6301 Home and School Association TC "Home and School Association" \f C \l "1" 
(See Appendix F)
FE 6401 P
 XE "Students:Admission of Primary School Students" Admission of Primary School Students TC "Admission of Primary School Students" \f C \l "1" 
1.
Minimum Age
Students shall not be admitted to the kindergarten unless they have attained the chronological age of six by the date of the opening of school.

2.
Application for Entrance
The names of all children admitted to the school shall be approved either by the School Board or by an Admissions Committee appointed by the Board.

3.
Student Progress Report
New students should present to the teacher a promotion or grade card as evidence of their proper grade placement.

4.
Non-Adventist Students in Church Schools
School Boards shall exercise extreme caution in accepting children from non-Adventist homes, admitting only those who have potential and commitment to cooperate with the program.  A few non-Adventist students may be admitted, prerequisites for their admission include:


a.
Adequacy of available school facilities and teaching personnel.


b.
Character and home background of applicants.


c.
Presentation of accumulative and/or scholastic records.


d.
Suitable, verified character references.


e.
The total number should not exceed twenty-five percent of the student body.

FE 6510 S-T  XE "Students:Housing of Students" Housing of Students TC "Housing of Students" \f C \l "1" 
Unmarried students are required to live in the school dormitories, in the bona fide home of the parents or legal guardians, or with faculty members as approved by the school administration.

Note: this above item is covered in the “Essential Elements with the goals.

FE 6725 T Essential Competencies for Tertiary Education  XE "Schools:Essential Competencies for Tertiary Education" Graduates TC "Essential Competencies for Tertiary Education Graduates" \f C \l "1" 
Each graduate of an Adventist tertiary institution should be able:

1.
To possess basic and life skills (See FE 6524)

2.
To continue the search and acceptance of truth

3.
To have solved one's identity

4.
To establish priorities on a daily basis

5.
To live with a sound, consistent conscience

6.
To increase the capacity to appreciate people

7.
To deny present gratifications for future satisfactions

8.
To have chosen an area for lifework

9.
To be conscious of one's abilities

10.
To give evidence of ability to earn a living

11.
To live a life of responsible behavior

12.
To be a role model for younger individuals

13.
To convey the cultural heritage of the race

14.
To appreciate nature and the fine arts

15.
To choose morally correct decisions regardless of environment

16.
To give intelligent reasons for one's convictions

17.
To maintain a growing and happy relationship with God.

FE 6730 T-G  XE "AMiCUS--Organization and Promotion" AMICUS--Organization and Promotion TC "AMiCUS--Organization and Promotion" \f C \l "1" 
Each Union should adopt the mission and objectives for AMICUS as described by the GC and work to form chapters that will minister to Adventist students attending non-Adventist colleges and universities.  The working guidelines are as follows:

1.
AMICUS stands for Adventist Ministry to College/University Students.

2.
Resource Departments:  Church Ministries, Youth, Education, Ministerial and Chaplaincy (joint forces).

3.
AMICUS Objectives:


a.
To establish contact with all college/university students in the territory.


b.
To nourish an informed Adventist faith.


c.
To provide to the sector of Adventist membership evidences that the Church values them and wishes to involve them in its mission.


d.
To help and guide these students in solving problems that result from studying in non-Adventist college/university campuses.


e.
To provide ideas and models of Christian service and outreach.

4.
Suggested Procedures:


a.
The appointment of an AMICUS Coordinator at the Union and Conference/Mission levels.


b.
The appointment of an AMICUS Committee at the Union and Conference/Mission levels.


c.
The formation of an AMICUS Chapter in areas where there are Adventist students attending one or more non-Adventist colleges/universities.


d.
A Conference/Mission appointment of a Chapter Chaplain to minister particularly to the Adventist students studying in non-Adventist colleges/universities.


e.
Prepare a current list of Adventist college/university students attending non-Adventist colleges/universities.

5.
Activities:


a.
Organize seminars for Adventist students attending non-Adventist colleges/universities.


b.
Cooperate with the GC/SSD AMICUS Coordinator in organizing workshops for campus chaplains and ministers of university centers.


c.
To distribute the GC publication "College and University Dialogue" and other AMICUS materials that are made available.
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FE 7001 Guidelines for School Construction TC "Guidelines for School Construction" \f C \l "1" 

 XE "Guidelines for School Construction" 
The SSD guidelines in planning major school construction projects are as follows:

1.
Education Survey TC "Education Survey" \f C \l "2" 

 XE "Guidelines for School Construction:Educatiion Survey" 

a.
The school administration conducts an educational survey to determine the facility needs and prepares a proposal.


b.
The survey proposal is presented to the Board of Trustees.


c.
If the Board is favorable to the idea, the Union Director of Education studies the proposal and seeks counsel from the SSD Department of Education and the Building Committee chairman of the SSD.

2.
Procedures for Building Development TC "Procedures for Building Development" \f C \l "2" 

 TC "Procedures for Building Development" \f C \l "2" 

 XE "Guidelines for School Construction:Procedures for Building Development" 

a.
The Board appoints a Building Committee which prepares educational specifications. This committee is composed of administrators, teachers, students, and community representatives, and if possible an educational facilities planner. Every effort is to be made to insure that the construction fits into the master plan of the institution.

These specifications are shared with the Union and SSD Departments of Education for counsel.

c.
The Building Committee then hires an architect to work with the committee to include the specifications in his/her working drawings.  Theses specifications are written in detail for every aspect of the school by the people who are going to use that particular area. The specifications should include:



(1)
The development of the total site



(2)
Working Drawings (with English translation):




(a)
Floor plans




(b)
Electrical specifications




(c)
Plumbing specifications




(d)
Specific educational needs for each classroom.



(3)
Cost estimates


d.
The administration and controlling organization officers develop a financial plan.


e.
The School Board studies the recommendations of the Building Committee and the financial plan, approves the overall project, and submits the blueprints, financial plan, and site plan through the local Mission/Conference Committee to the Union or, if a Union institution, directly to the Union Executive Committee.


f.
The working drawings, financial plan, and plot plans are studied and approved by the Union Executive committee and forwarded to the SSD building committee if exceeding the cost as specified by SSD policy.   

3.
If the basic site plan, construction plan and the financial plan are changed to any marked degree at any later date, the changes must be approved by the Union and the SSD.

4.
When approval of the working drawings and educational specifications are secured after vote of the committees concerned, the bids for contracts of construction are presented to the School Board for approval.  The School Board awards the bid and authorizes construction.  Every effort is to be made to hire a reputable contractor who is respected in the area and can give proof of the quality of his/her work.

FE 7004
P-S  XE "Schools:Site Selection" Site Selection TC "Site Selection" \f C \l "1" 
1.
Size
The secondary school site shall include at least 2.5 hectares of land and shall meet the minimum government requirements for the playground.  Primary schools must also meet minimum government playground space requirements.  Both levels of schools must allow space for buildings, future expansion, landscaping, play area, horticulture, and parking.

2.
Accessibility
The site should be accessible easily to the Adventist community it serves.

3.
Environment
The environment of every school should provide to the greatest possible degree:


a.
Safe and healthful conditions for the students and teachers while on the school grounds, in the building, and while in the immediate neighborhood of the school


b.
Freedom from disturbing noises


c.
Freedom from obnoxious odors


d.
Surroundings pleasing to the eye, that will tend to create a feeling of pride, happiness, and contentment


e.
A location in a country environment outside the cities and towns

4.
Elevation and Drainage
The site should be high enough above nearby streams to avoid flooding, and should not lie at the foot of hills where surface water from severe rainstorms will wash across it.  It is always better for the site to be well above the road or street rather than below it, to afford proper drainage.

5.
Grading, Landscaping, Safety
The site should be well drained, properly graded, beautified with appropriate plantings, and kept clean and attractive at all times.  It should be remembered that if the soil does not provide gravel or other mud-resistant materials, some kind of surfacing, such as sand, gravel or grass, should be provided.

FE 7007 Construction TC "Construction" \f C \l "1" 

 XE "Construction" 
1.
Construction and Plans TC "Construction and Plans" \f C \l "2" 

 XE "Construction:Construction and Plans" 
Before any building project is launched or any financial commitments are entered into, definite estimated costs with plans and specifications and full statements as to how the project will be financed must be submitted to the Union Executive Committee.  


a.
No construction work shall be undertaken until 50 percent of the funds for the proposed project or stage of development is on hand in cash or in readily convertible assets, approval has been given by the responsible committees and a suitable person has been appointed to supervise the construction.  The appointment of such an individual shall not relieve the Union Executive Committee of its responsibility of overseeing the project, including fulfillment of plans as approved, and proper conclusion of financial details in accordance with existing policies.


b.
Construction shall proceed and obligations shall be incurred only as funds are available.  In fields where small inexpensive chapels are erected and are financed by the local constituency, the Union Executive Committee may consider such a project as an exception to the general rule governing building projects. Any building which is erected should be considered as a part of the master plan to insure appropriate placement for proper space relationships.


c.
Multiple Units - In the case of a construction project involving more than one unit, the budget and the plans for each unit shall be submitted to the controlling committees for approval before commitments are made. Such budgets shall provide for the full amount of funds required to complete the project by cash in hand or by yearly budgetary appropriations underwritten by the local and union conferences/missions concerned. Construction shall proceed and obligations shall be incurred only as funds are available. When it is necessary to use the provisions of paragraph 2, the 50 percent provision may be applied to each unit. (This should be a part of the master plan.)


d.
Payment of Existing Indebtedness - Any plans for institutional expansion shall include provision for the payment of any existing indebtedness within the period of time over which the building or expansion program is financed.


e.
When buildings are purchased, the same guidelines shall be followed.

2.
Southern Asia-Pacific Division Approval TC "Southern Asia-Pacific Division Approval" \f C \l "2"   (See SSDWP S 15 10) 

The following thresholds shall be set for referral to the SSD prior to the beginning of construction:


a.
SSD approval is required if building and financial plans of building projects, when completed, involve borrowing of more than six times the annual wage factor or funding from SSD appropriation of more than six times the annual wage factor.


b.
SSD approval is required if building and financial plans of building projects, when completed, involved expenditures of more than ten times the annual local wage factor.

The above threshold shall not apply to equipment or to internal renovation paid for by locally generated funds unless such renovation significantly changes the design of the building.

3.
Materials TC "Materials" \f C \l "2" 
While avoiding unnecessary expense as far as possible, it is recommended that in all construction, functional and substantial materials be used in order that the denominational buildings may be as permanent as possible and the upkeep expense be reduced to a minimum.  Due consideration and care shall be given to all denominational buildings to guard against the invasion of termites and other destructive insects.

4.
Alterations and Additions TC "Alterations and Additions" \f C \l "2" 
No alterations or additions whatever shall be made to any permanent buildings without the advice and consent of the controlling committees.  Ordinary repairs, not involving alterations, shall be made upon the advice of the Union Executive Committee.  The repair of church buildings shall be the responsibility of the local church.

5.
Arrangement - Site Plans TC "Arrangement - Site Plans" \f C \l "2" 

a.
It shall be the duty of the local Conference/Mission Executive Committee, in counsel with the Union officers, to plot carefully each piece of Conference/Mission property, outlining plans for its development.  These sites shall be approved by the Union Executive Committee.  No person shall erect even a temporary building upon Conference/Mission premises without the consent of the controlling committee.


b.
It is required that all Conference/Mission property and premises shall be kept as neat as possible.

FE 7010 Land and Buildings - Sales and Purchases TC "Land and Buildings - Sales and Purchases" \f C \l "1"  XE "Land and Buildings - Sales and Purchases" 
Before any land or building is purchased, or any financial commitments are entered into, 50 percent of the entire cost must be cash in hand, or in readily convertible assets, and approval must have been given by the Union Executive Committee.  If the transaction involves expenditure in excess of ten times the annual local wage factor, or its equivalent, approval shall be requested from the SSD Executive Committee.  The sale of land or buildings shall be approved by the controlling committees and Union Executive Committee and subject to the action taken by FED Executive Committee found in the minutes of Nov. 15, 1989---89-843.  This approval may be included with a building or similar enterprise project.

FE 7015  XE "Schools:Repairs" Repairs TC "Repairs" \f C \l "1" 
In each Union those in responsibility shall use special care to make sure that denominationally-owned buildings within their territory are in proper repair in order that depreciation in value may be reduced to a minimum.  Care should be taken to protect properly all exposed woodwork, metal surfaces, and roofs.  

FE 7020  XE "Schools:Fire Protection in Denominational Buildings" Fire Protection in Denominational Buildings TC "Fire Protection in Denominational Buildings" \f C \l "1" 
Fire safety is dependent on a balanced combination of good building construction, proper attention against specific hazards, approved fire detection systems, adequate fire-extinguishing equipment, and a well-organized fire-prevention and evacuation procedure.  Preventing loss of life or personal injury by fire is the first objective of all fire-protection programs.  The following standards are among those which shall be applied.

1.
New Construction TC "New Construction" \f C \l "2" 

a.
In the construction of new buildings, a definite effort shall be made to meet the requirements of fire-resistive construction.


b.
All plans drawn for any denominational building shall be in accordance with national building and safety codes.  In the event of a conflict between national and local codes, the more stringent one shall be applied.  A statement to the effect that the blueprints conform to these codes shall be included in the specifications for the building which shall be submitted to the SSD Building Plans Committee for approval before any construction commences.


c.
The use of wood frame and/or combustible materials should not be considered in the construction of buildings of more than one storey, unless completely protected by an automatic sprinkler system, including adequate pressure and water supply.  Single or double family dwellings, small service buildings, and farm buildings are excluded from this requirement.  Heavy and hazardous industries of any size and single-storey education buildings of combustible construction with a value of US$200,000 or more shall be protected completely by an approved automatic sprinkler system.  
2.
Existing Buildings TC "Existing Buildings" \f C \l "2" 

a.
In order to avoid unsafe fire conditions during major remodeling of existing buildings, consultation shall be obtained from Adventist Risk Management Service before remodeling begins.


b.
Existing wood frame and/or combustible construction of buildings of more than one storey shall be completely protected by an approved automatic sprinkler system.  Single or double family dwellings, small service buildings, and farm buildings are excluded from this requirement.  Heavy and hazardous industries of any size, and single-storey educational buildings of combustible construction with a value of US$200,000 or more are to be completely protected by an approved automatic sprinkler system.


c.
All open stairways in existing buildings shall be enclosed and have solid-core fire resistive doors installed in such a way as to close off each floor automatically.  Such construction shall have a minimum fire resistance of 90 minutes.  Doors shall be installed to swing with the exit traffic and equipped with self-closing devices.


d.
Fire doors shall not be blocked, wedged, or fastened in the open position.  Fire doors may be held open only with an approved automatic self-closing device.


e.
Approved fire extinguishers of the proper type and quantity should be placed throughout the premises.  Soda acid and carbon tetrachloride extinguishers shall not be used.


f.
Electrical wiring shall be installed and maintained in accordance with the national electrical code. 

3.
Dormitories and Other Sleeping Quarters

a.
All dormitories shall have approved interior fire alarm systems.


b.
Dormitories not of fire resistant construction shall be completely equipped with an approved sprinkler system.


c.
All sleeping areas not located on ground level shall have a minimum of two well separated exit stairways leading to the ground level.  All outside fire escapes should be the stair type only.

FE 7022  XE "Schools:Fire Insurance and Extended Coverage" Fire Insurance and Extended Coverage  TC "Fire Insurance and Extended Coverage" \f C \l "1" (SSDWP S 65)
1.
Adequate insurance shall be carried on all denominational properties for perils of fire and extended coverage, or multi peril coverage, where applicable, it being recommended that the coverage be on the basis of replacement values on buildings and actual cash value on contents.  All buildings shall be covered from commencement of construction.


a.
The treasurers of the SSD, Unions, Missions/Conferences and institutions shall survey the buildings in their respective territories, including the contents of such buildings, to determine the insurable value of all property.


b.
If appraisal for determining the estimated replacement value and the estimated insurable value is needed, then the services of Adventist Risk Management should be requested.

FE 7024  XE "Schools:Theft Insurance" Theft Insurance TC "Theft Insurance" \f C \l "1" 
It is recommended that the SSD, Unions, Mission/Conferences, institutions, churches and schools protect their properties and moneys from the perils of theft, burglary and robbery through the Adventist Risk Management Service master contract for theft insurance.

FE 7030  XE "Schools:Campus Maintenance Guidelines" Campus Maintenance Guidelines TC "Campus Maintenance Guidelines" \f C \l "1" 
The upkeep of the campus buildings and grounds are an essential part of school planning and operation. People who come on campus often first judge the school’s operation and reputation based on what they see.  A school campus that is in poor maintenance reflects negatively upon the principal, teachers, school board, and the Adventist church. 

Every school administration is to have a written Schedule of Maintenance which provides for keeping all buildings, vehicles, and grounds in a state of good repair. This will include but not be limited to painting, plumbing, electrical, roofing, sidewalks, lawns, and trimming of trees and shrubs. This schedule is to be reviewed by the school board annually with actions voted to proceed with specific repairs including source of funding.  Such actions will be executed as soon as feasible within the school year.

The following guidelines are recommended for building maintenance:

1.
Paint
All surfaces that are composed of something other than stone, brick, cement, plastic, or non-oxidizing metals shall be examined for signs of, or conditions facilitating, deterioration and shall be painted.  Deterioration shall be defined as:


a.
A surface with cracked, chipped, or peeling paint


b.
Easily deteriorating surfaces without paint


c.
A surface where paint has long since peeled off or where paint has decomposed to a powder or chalky substance


d.
A surface that has begun to oxidize, destroying the paint and metal


e.
A surface that is covered with an excess of dirt or grime whereby the surface is unsightly.

The above conditions should be identified at an early stage and should not be allowed to develop beyond a six-month period.

2.
Structural Damage
All buildings need to be inspected for signs of structural damage and for conditions that are, or may in the future, cause structural damage.  Damages due to vandalism need to be repaired immediately.  Structural damage shall be defined as follows:


a.
When the material or substance of construction has deteriorated to a point where a portion or the total of the material needs to be replaced.


b.
Material or substance damage that has been caused by high winds, shifting earth, impact, fire, water, or explosion that has caused cracking, bending, breakage, or deterioration.

3.
Repair
An individual shall be appointed at every institution or organization to check and repair broken or malfunctioning portions of the physical plant.  Indicators that physical plant repairs are needed shall be defined as follows:


a.
When a service, utility, system, or any part of the infrastructure is not functioning as it was ideally intended to function or originally designed.


b.
When a service, utility, system, or any part of the infrastructure shows excessive wear and usage, resulting in an unsightly condition or a potential system failure.

4.
Safety
Since buildings are used by people, safety shall be a foremost consideration.  Safety shall be assured and defined in harmony with the following guidelines:


a.
Sanitation - Areas, systems, utilities, facilities, or machineries that are designed to eliminate or limit exposure to contaminated materials, solutions, wastes, or odors shall be functional and operating fully.  It shall be a violation of this guideline when individuals are exposed to contaminate due to negligence in maintenance or janitorial services.


b.
Fire - All systems, equipment, and procedures designed to prevent fire, extinguish fire, or escape from fire, shall be fully functional at all times.  Conditions that prohibit or limit the function of a fire safety system, equipment, or procedure, shall be a violation of this policy.


c.
Dangerous Conditions - Conditions that prevail within the environment of a building which have potential to injure individuals shall be identified clearly by warning devices, such as signs, lighted signs, lines, barriers, railings, locks, or alarms.


d.
Cleanliness - The building and its grounds shall be cleaned on such a schedule that would cause the buildings and grounds to be free from undesired dirt, dust, mold, rodents, insects, trash, garbage, and odors.


e.
Use of dangerous materials such as asbestos.

FE 7405 P  XE "Schools - Primary:Classrooms of the Primary School" Classrooms for Primary Schools TC "Classrooms for Primary Schools" \f C \l "1" 
1.
Type
School grounds and school buildings are to be separated from the church.  The classroom should be at or above ground level.

2.
Appearance
For student and teacher morale the classrooms should meet the following stipulations:


a.
The ceilings should be a flat white color and the walls of light or pastel shades.


b.
The classroom should be kept in good repair.


c.
The classroom should be clean and orderly.


d.
The classroom should be attractive, well arranged with suitable decorations, pictures, and a display of children's work in keeping with the philosophy of Adventist education.

3.
Atmosphere
The atmosphere of the classroom should be Christ-like:


a.
A spirit of orderliness should be manifested.


b.
The atmosphere should give an indication that the students are happy and interested in their work.


c.
A spirit of cheerful cooperation, respect for others, love, and unity should be cultivated.

4.
Furnishings
The following standards should be met for school furnishings:


a.
Adequate space should be provided for the care of personal effects of students and teachers.


b.
Individual, movable, adjustable, properly-sized desks or tables for students


c.
A teacher's desk and at least two chairs


d.
The library or a designated area shall have a reading table and chairs.


e.
A chalkboard section for every grade taught in the classroom.  Height for lower grades from floor, 60cm-70cm height for upper grades from floor, 70cm-80cm; length per classroom, 7meters; color - dark green is recommended on which it is easy to write and erase.  Concave chalk boards to lessen glare are recommended.  Good white boards with dark color markers are also acceptable.


f.
A backboard sufficient to display student's work and classroom activities.


g.
A supply cupboard, or equivalent, which can be locked


h.
A filing cabinet, or equivalent


i.
A clock, bell, pencil sharpener, and wastebasket


j.
A national flag and pictures of national leaders

5.
Janitorial and Maintenance Service
The classrooms, halls, toilets, and service rooms, should be kept clean, orderly, and attractive at all times.

6.
Lighting
Natural and/or artificial light should meet the following standards:


a.
Windows - minimum window area:  1 square meter of window space for every 5 square meters of floor space.  


b.
Large windows are essential, particularly where there are long overhanging roofs.


c.
There should be an even distribution of light with no glare.

7.
Number and Size
Classrooms should be sufficient in number to accommodate the student’s enrolled allowing adequate space for the library, cupboards, tables, and classroom furniture.  Each classroom should provide at least 2 square meters per student.  (For example, a classroom 7x9 meters would accommodate thirty students.)  The minimum ceiling height should be 2 ½ meters.  If the minimum government standards exceed the above they should be followed.

8.
Ventilation
The rooms should be well ventilated.  In warm climates rooms must have adequate cross ventilation.
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FE 8001 P-S  XE "Schools:School Facilities and Equipment Profile" School Facilities and Equipment Profile TC "School Facilities and Equipment Profile" \f C \l "1" 
1.
Objective
To make Adventist schools in the SSD more beautiful and functional.

2.
Standards or Requirements for Elementary and Secondary Schools:


a.
Every school shall have:



(1)
The national flag properly displayed.



(2)
An adequate first-aid kit.



(3)
Separate boys’ and girls’ toilets that are properly labeled. (See FE 8006)



(4)
Sanitary drinking facilities.



(5)
A clock whose face is at least 8 inches in diameter.


(6)
Fire fighting equipment properly maintained for each major building. (See FE 8008)



(7)
The interior painted in a light color and decorated attractively.



(8)
School grounds landscaped with appropriate flowers, plants, trees, walkways, flagpole, and waste receptacles.



(9)
Attractive daily timetable posted and followed.



(10)
Student and teacher desks and chairs clean and in good repair.



(11)
Building exteriors attractively painted.



(12)
Playground equipment in every elementary school or physical education equipment in every secondary school.


b.
Every classroom shall have:



(1)
A picture of the president or the head of state posted.



(2)
An adequate standard dictionary.



(3)
A suitable wastepaper receptacle.



(4)
Attractive bulletin boards and chalkboards.



(5)
Been left clean and neat at the close of every school day and be found clean at the beginning of each day.



(6)
A locked teacher's supply cabinet.

FE 8010 P-S  XE "Schools:Teaching Equipment and Aids" Teaching Equipment and Aids TC "Teaching Equipment and Aids" \f C \l "1" 
The school equipment should include:

1.
Teaching Aids

a.
Teacher's Guide, desk copies, manuals, and grading keys


b.
Maps for Bible, history, and geography


c.
Charts for health, science, and nature


d.
Flash cards and reading charts


e.
Dictionaries and encyclopedias suitable for the grades taught


f.
Practical and vocational arts equipment and supplies

2.
Records and Guides

a.
Daily Register and Scholarship Record


b.
Progress Report


c.
Curriculum Guide


d.
Library Book List


e.
Expendable school supplies such as chalk, crayons, and paper

4.
Audio-visual

a.
A file for pictures


b.
Teacher-made audio visual materials

5.
Physical Education and Recreation
Equipment and supplies for physical education and recreation shall be in harmony with the needs of the students.

6.
Maintenance
The school supplies and equipment are to be clean and in good repair at all times.

FE 8015  XE "Schools:School Supplies" School Supplies TC "School Supplies" \f C \l "1" 
It is recommended that secondary (and larger elementary) school facilities should include the following: 

1.
Indoor Playroom

An indoor playroom should be provided for use during rainy or winter weather
2.
Practical Arts or Craft Room---One or more rooms should be provided for the teaching of crafts, woodwork, agriculture, sewing, cooking, and home mechanics
3.
Music Room and Facilities

4.
Science Room and Laboratory Facilities

5.
Janitorial Room for the housing of supplies and equipment

6.
Teacher's Room

FE 8020  XE "Schools:Toilet Facilities" Toilet Facilities TC "Toilet Facilities" \f C \l "1" 
There should be separate, plainly labeled toilets for boys and girls.  For children in grades 1-3, a single toilet may be acceptable.  Other standards to be met include the following:

1.
Number of fixtures:

Enrollment
  Boy's Urinals
Stools    
       Lavatories







G
B

G
B

  1 -    30

1

2
1

1
1


31 -    60

2

3
2

2
2


61 -    90

3

4
2

2
2


91 -   120

4

5
2

2
2

           120 – 150

4

6
3

3
3

Schools without sewerage should contact the Conference/Mission Department of Education for building instructions and plans for outdoor toilets.

2.
One or more mirrors in each washroom

3.
Proper lighting, ventilation, and disinfection

4.
Sanitary washing facilities

5.
Sanitation---soap, toilet tissue, towels are recommended

6.
An inspection of the school sanitary facilities should be made daily, and all health precautions and sanitary procedures be scrupulously observed
7.
It is usually advisable to have the toilets near, but not necessarily a part of, the classroom building
FE 8030  XE "Schools:Fireproof Storage" Fireproof Storage TC "Fireproof Storage" \f C \l "1" 
Adequate security-proof and fireproof storage should be provided for the following:

1.
Registrar's permanent records and grades

2.
All permanent and current financial records, such as accounts receivable and payable, insurance papers, and deeds
FE 8101   XE "Schools:Safety Education--SDA Philosophy & Central Purpose" Safety Education--SDA Philosophy & Central Purpose TC "Safety Education--SDA Philosophy & Central Purpose" \f C \l "1" 
The following goal and central purpose of safety education statement applies to all Adventist schools. The goal of safety education is to conserve life, limb, and property through the reduction of both the frequency and the severity of accidents.  It is essential, therefore, to understand the true nature of accidents.  A popular notion is that an accident is an unexpected incident that unavoidably results in property damage, bodily injury, or death.  The implication is that such chance occurrences cannot be predicted and, therefore, the accident-producing circumstances cannot be controlled.  Carried to the extreme, this attitude would make meaningless those engineering endeavors designed to shape environments as free as possible from hazards, application of common sense rules for human behavior within faulty environments, and efforts to educate people for safe living.

SDA children and youth should learn to recognize contributing factors to safe and happy living.  Pure air, sunlight, abstemiousness, rest, exercise, proper diet, the use of water, and trust in divine power constitute a natural prescription to preserve alert minds, strong and healthy bodies. Safety is an integral part of the overall education experience provided for students and staff members.  Safety education will consist of protective as well as instructional components coordinated through an administrative and organizational structure at every grade level.  The program will be designed to contribute to immediate and long-range needs of citizens by imparting knowledge applicable to preservation of life, limb, and property, and developing those behavioral traits that are associated with a more safe and satisfying life in this present world.

Statement of Central Purpose TC "Statement of Central Purpose" \f C \l "2" :  The central purpose of safety programs in Adventist schools is to provide children, youth, and staff with a protective environment and instructional experience which will enable them to perform normal and desirable activities in an efficient manner with a genuine concern for the safety of themselves and others.  Teachers will help students to trust in God as they willfully avoid danger, to know that one of youth's greatest dangers is the lack of self-control, and to remember that obedience to God's will promotes safety.

FE 8105  XE "Health and Safety Facilities" Health and Safety Facilities
Each school in the SSD should consider having these important facilities:

1.
Safe drinking water supply

2.
Sanitary drinking facilities

3.
First aid equipment quickly available for each school room

4.
Fire protection

5.
Handrails on all stairways

6.
Non skidding mats or floor covering at the base of stairs or other landings.

7.
Appropriately placed trash receptacles 

8.
Fences where needed

9.
Provision shall be made for handicapped children

FE 8110  XE "Schools:Fire Prevention and Control" Fire Prevention and Control
1.
Adequate provision shall be made for the protection of life and property in the case of fire.  Students and faculty are to be instructed in the proper method of evacuating the buildings in emergencies as follows:


a.
Regular fire drills be conducted at least once each month and recorded in the daily register.  Drills should include:



(1)
Evacuating the building quickly and orderly



(2)
Going to a designated safe area



(3)
Accounting of all students and staff


b.
Adequate fire extinguishing equipment shall be available in all schools.


c.
All classrooms shall have two doors.

2.
The following four-point program is to be followed:


a.
Organization
In each institution a fire officer is to be appointed to work under the direction of the administrator.  He shall supervise all fire control efforts and correct potentially hazardous conditions.  The fire officer shall be adequately trained and made responsible for the personnel in fire prevention precautions and escape procedures.


b.
Prevention
Fire hazards shall be removed.


c.
Escape
Every possible arrangement is to be made to:



(1)
Provide for early detection of fires



(2)
Promptly sound alarms



(3)
Plan routes of escape


d.
Control
Control systems and devices are to be installed in all buildings to reduce escape time and to retard the spread of fire.

3.
Adequate fire insurance is to be carried on all buildings (including those under construction) and equipment in harmony with the SSD Working Policy S 65 50.
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FF 9001  XE "Accreditation:Evaluation of Schools" Accreditation of Education Institutions TC "Accreditation of Education Institutions" \f C \l "1" 
Introduction TC "Introduction" \f C \l "2" 

 XE "Accreditation:Introduction" 
The Accrediting Association of Seventh-day Adventist Schools, Colleges, and Universities is the accrediting body established by the Seventh-day Adventist Church to provide coordination, supervision, and quality control to its education system.  The Association is commonly knows as the Adventist Accrediting Association and operates under the acronym of AAA.  The association serves the thirteen divisions of the world church and is assisted in its work by the divisions’ directors of education and the educational commissions and committees of each division.

Accreditation is a self-regulatory mechanism of the education community and plays a significant role in fostering confidence in the educational enterprise of the church.  Accreditation and the self-study process serve to maintain minimum standards, enhance institutional effectiveness, and provide inter-institutional recognition.

Accreditation is concerned principally with the improvement of educational quality in institutions operated by the Seventh-day Adventist church around the world.  Accreditation of an institution by AAA signifies that the institution has a purpose appropriate to service the educational needs of those in its constituency and has the resources, programs, and services sufficient to accomplish the institution’s goals.

The accrediting standards used by the Adventist Accrediting Association make up the criteria for accreditation.  These criteria are subject to periodic evaluation and provide consistent guidelines for the evaluation of educational institutions.  (See GC AAA Accreditation Handbook)

Purpose of AAA TC "Purpose of AAA" \f C \l "2" 
The Adventist Accrediting Association was established by the church to provide professional assessment and recognition to the schools.  It works to ensure that Adventist schools continue to strive toward the highest goals of academic and moral excellence, consistent with the ideals of the church.

Schools having accreditation from the Adventist Accrediting Association enjoy recognition by other institutions with the same accreditation. Students transferring from one institution to another find the acceptance of their programs and credits much easier. Many institutions, upon learning about the standards and process of the Adventist Accrediting Association accept the programs and credits from these institutions much more readily. Accredited schools are listed in the education directory of the Adventist Yearbook as AAA accredited.

Similar to Other Associations

The Adventist Accrediting Association operates much like other accrediting associations. It has standards, accrediting instruments, and a system of school evaluations. Schools are evaluated by a team of professionals that represent not only local educators but often include members from regional and international educational institutions.

Association Works with Church Leaders

The Accrediting Association works closely with the church leaders that have been selected to direct and operate the church educational institutions at the mission, union, division and world levels providing international advice and recognition. The Accrediting Association will assess whether the institution is operating according to the education policies of the church.

Seek Other Accreditation

The church encourages the institutions to also seek accreditation from other local and international accreditation and educational licensing bodies where it will be helpful and consistent with the mission of the institution.  Approval for this process should follow policy guidelines. 

All To Be Accredited TC "All To Be Accredited" \f C \l "2" 
It is the intent of the Seventh‑day Adventist church that all secondary and tertiary academic institutions operated by the church be accredited by the Adventist Accrediting Association. While some institutions may not yet meet accreditation standards, their greatest efforts will be aimed in that direction.

Fees for Accreditation TC "Fees for Accreditation" \f C \l "2" 
Unlike most accrediting associations there are no large fees for accreditation. Most of the administrative expenses for the organizations are funded through the church s education department budgets. Expenses for the accreditation school visits are not charged to the institution as you would expect, but are paid by the team participant s institutions on a reciprocal basis. That means when the evaluation team comes to your school there are no transportation charges but if and when someone from your institution is call on to participate in an evaluation for another school, your institution would be expected to pay for the travel expenses. The school being accredited should plan on entertaining the evaluation team with appropriate housing and meals.

Related Boards

In addition to the Adventist Accrediting Association there are other bodies that direct the educational program of the church. The Board of Higher Education is a world body of the church made up of not only educators, but of church clergy. This body approves the applications for new programs and institutions of higher education with the task of deciding if they are in the best interest of the church and its mission. It explores not only what is best for that institution and local need but how these programs and institutions fit into the whole educational system of the church. Another body is the Board of Ministerial and Theological Education which addresses the ministerial training programs and faculty in the Adventist educational system.  The committee on health professional education of the IBE gives direction to healthcare educational programs.

Elementary Level Accreditation TC "Elementary Level Accreditation" \f C \l "2" 
In 2002 a new provision was approved for Adventist Accreditation on the elementary level. With the Association s approval of regional standards and evaluation instruments, the church regional divisions were authorized to offer elementary accreditation certificates to qualifying institutions. The process for accreditation are similar to those of the secondary and tertiary.

Internal Evaluation Programs

Institutions are encouraged to establish their own systems of evaluation and improvements. Such things as teacher and administrator evaluation programs that include student, peer and supervisor assessments, syllabi reviews, and student performance monitoring on national or international norms.

The Evaluation Process TC "The Evaluation Process" \f C \l "2" 
School administrators, at schools which are already accredited, should carefully monitor the expiration of their accreditation as marked on their certificates.  Working with the union education director, they should request the SSD for an accreditation team visit to their campus before their term expires.   Union and Mission education leaders should carefully monitor the institution=s expiration dates in their territory and help schedule these visits to maintain their accreditation.   Union Directors will arrange the teams for secondary school visits and recommend them to the Division.  Mission superintendents will arrange the teams for their territory and recommend them to the union.   

Preparation for an evaluation team visit should begin at least a year before the actual visit. First, the school administration should obtain the latest self‑study evaluation instrument and the guide that accompanies it from the mission or union education office.  Following the instructions in the guide, a steering committee should be formed to direct and monitor the self‑study.  The self‑evaluation should include input from not only the administration, faculty, staff and students but also from the board, parents and alumni. The goal is for the institution to identify their strengths and weaknesses and to begin to explore ways to improve.

Goal of Self-study TC "Goal of Self-study" \f C \l "2" 
The goal of the self‑study is for the school to identify their strengths and weaknesses in an effort to improve their institution. This should always be kept clearly in mind. The school should be careful to avoid simply preparing a report to gain accreditation for the school. The process of self evaluation is almost more important than the actual report produced. If the school fails to learn from the process and responds with plans and actions to better the school, the main purpose for the self‑study has been defeated. 

Criteria and Standards

The self-study instrument is arranged according to selected areas standards or criteria.  These standards include the whole spectrum of the education experience at the school from philosophy to alumni relations.  They include academics, finance, student services and physical facilities to name a few.  

Importance of Self-Study

The self‑study process is as important as the evaluation team's visit and should be carefully undertaken. The findings should be thoroughly discussed by the faculty, administration and board and appropriate responses made.

Self-study Reviewed, Voted and Sent

After the self‑study has been prepared, reviewed and discussed by the faculty, administration and board, it should be sent to the members of the visiting team for their study before their arrival on campus. They should receive it 2 to 4 weeks before the visit. School Request for AAA Accreditation Visit

When the self-study is complete and voted, the school should requests the Accrediting Association to send an evaluation team to visit the school. This request should go through the union education department to the Division. The visit should be scheduled during the regular school session so the team will be able to observe the classes and school activities. 

View Point of Team and School Personnel

The attitude of the team will be that of professional consultants, eager to assist the school in their mission to be most successful. The attitude of the school personnel should be that of professional educators, eager to learn how their institution can be improved through the accreditation process. There should be an attitude of openness in sharing the strengths and weaknesses in an effort to reveal to the team the true picture of the school in order to better help.

Introductions and Faculty Orientation 

Soon after arriving on campus the team members should be welcomed and introduced to the faculty and staff. After a short orientation time with the team, the administration will assist the team in scheduling visits and interviews with the students, faculty, administration and other school related groups. A campus tour may be scheduled to acquaint team members with the campus and programs.

Limit Obligations

While it may be an honor to have certain respected educators on the campus, the purpose of the visit must not be compromised by speaking appointments or other activities unless they in no way will conflict with the evaluation.

Housing and Working Facilities and Meals Needed

Housing and meals should be arranged for the evaluation team along with a secure meetings area that has working tables and electrical outlets for laptop computers and printers.  Meals should be provided for team members.

Files, Documents and Exhibits

Documents will be needed for the evaluation including such things as the financial statement, constitution, board and committee minutes, samples of faculty lesson plans and course outlines, faculty evaluation documents as requested by the team. These should be made available when the team arrives on campus. The team will not usually require duplicate copies of all the documents requested.  The team may want to review files to see how student records are handled or how faculty or academic files are maintained.

Team Activities TC "Team Activities" \f C \l "2" 
The activities of the team will include group and individual visits with students, faculty and staff and administrators and may includes visits with board members, alumni, parents and other parties interested in the school. School administrators should assist in arranging these interviews. The team will tour the campus and observe the facilities and school programs in action.

Classroom Visits

Teachers should understand that the team members will want to observe their classes and they normally are conducted. This should not be a time for special events such as sports day, field trips or alumni gatherings that might disrupt the normal class functions.

Teachers should have their course outlines listing their schedules for what will be taught throughout the year, along with their lesson plans for the day. These should be available for the team members upon entering their classrooms.

Interviews

While the accreditation team may not choose to interview every member of the administration, faculty and staff or visit every department or classroom, the personnel should be available should the team wish to speak with them. Administrators and teachers should especially be present during the evaluation visit.
Evaluations other than AAA TC "Evaluations other than AAA" \f C \l "2" 
The education departments of the union or conference/mission may have their own evaluation programs. The evaluation done by the accreditation team during their short visit on campus should not be seen as a substitute for these important evaluation programs. The school should not rely on the accreditation team for its only means of evaluation. Other internal and external evaluation efforts should be established to assist the school in being all that it should be.

Team to Prepare Report

The visiting team will prepare a report of commendations and recommendations taken from their review of the school s self‑study and school documents, campus interviews and observations. This report will be taken very seriously by the board and school personnel with the goal to have each recommendation fulfilled before the next visit.

Oral Exit Report TC "Oral Exit Report" \f C \l "2"   

Usually a summary report of the evaluation team will be given to the board, administration and faculty at the close of the visit. Where ever possible, a draft copy of the report will be left with the school for duplication and distribution to the board and faculty members following the visit. This exit meeting of the accreditation team is a time for the team to share their findings and recommendations to the board and the school.  It may not be necessary to read the entire report since a written draft copy will be left with the school administration, but the team may explain or emphasize some of the key findings and recommendations.  

Usually, following the presentation of the oral exit report the head of the institution and or the board says a few words in response.  Since the report that is left at the school is a draft copy, if the school finds there are some factual errors or corrections that need to be made, these can be given to the chairman or secretary so that the final copy is accurate.  

Term of Accreditation TC "Term of Accreditation" \f C \l "2" 
For those institutions who have achieved at least minimum standards, a term of accreditation will be granted.  A term of two year candidacy will be given to the school who, for the first time has met the accreditation standards. The schools given the candidacy status will enjoy all the recognition and benefits of fully accredited schools. A term of 1‑5 years will be given to school that will have their accreditation renewed. The length of the accreditation is an indicator of the school’s strength in meeting accreditation standards and fulfilling church educational policy. Stronger schools will demonstrate their self‑monitoring and self‑correcting efforts toward educational excellence.

Report is Recommendation to Commission

The evaluation team will pass its report to the Southern Asia-Pacific Division Commission on Accreditation.  This body is made up of educators representing Adventist institutions on the tertiary and secondary levels as well as church clergy and educational leaders. The GC AAA has delegated the authority to direct the programs of accreditation for the secondary and elementary schools to this commission.  It is scheduled to meet twice a year at the Mid-year and Annual council time.  The visiting team reports of all the schools evaluated since the previous meeting are considered and minutes of that meetings action are passed on the General Conference AAA.

AAA Issues Certificate TC "AAA Issues Certificate" \f C \l "2" 
The General Conference Adventist Accrediting Association considers the recommendations of the Commission on Accreditation for the SSD along with those from other divisions and if and when they are voted grants the accreditation and issues the certificate for the specified term and accredited programs. Most schools proudly frame their accreditation certificate and hang it is an appropriate place.
School Responds to Recommendations TC "School Responds to Recommendations" \f C \l "2" 
After the accreditation team has left the campus the evaluation process does not stop.  The board and administration should organize a systematic plan to address each of the recommendations given in the report.  Committees may be formed to deal with specific items that fall into their area of responsibility or talent.  Action plans should be made and regular meetings checking of the progress of these plans will be held.  Some recommendations may be easily met while others may require the involvement of the union, board, mission, alumni, parents or donors in order to fulfill.  

See Also:  policy sections 9060, 9510, 9520, 9530, 

FF 9005 School System Evaluation in the SSD TC "School System Evaluation in the SSD" \f C \l "1" 

 XE "School System Evaluation in the SSD" 
It is the responsibility of the SSD, Union, and Conference/Mission Departments of Education to implement regularly scheduled programs of evaluation, utilizing the instruments which are recommended by the SSD Commission on Accreditation.

While the value of national, state, ministry of education, and/or regional accreditation is recognized, the Adventist Church evaluation and subsequent accreditation demands priority consideration.

The education institutions or schools in the SSD are an integral part of the worldwide system of Adventist education operated for and by the Adventist Church.  The Church, therefore, has both the right and responsibility to monitor the institutional members of its system.

FF 9010  XE "School Evaluation:Evaluation of Schools" Evaluation of Schools TC "Evaluation of Schools" \f C \l "1" 
1.
Kindergarten and Primary Schools TC "Kindergarten and Primary Schools" \f C \l "2" 

 XE "Evaluation of Schools:Kindergarten and Primary Schools" 
Kindergarten and primary schools are to be evaluated yearly by the Conference/Mission education department.   A special accreditation type visit will be held alternate years by a team selected from the following:  


Union Director of Education or designee as chair


Superintendent of Education of an adjacent Conference/Mission

Superintendent of Education from local Conference/Mission
A nearby Primary School Principal

A nearby Primary School Teacher

A nearby School Board Chairman
Elementary education teacher at an Adventist College

The report of the evaluation team shall be given to the faculty and then later to the chairman and members of the School Board, the Home and School Association leader, the district leader, and to the Conference/Mission Education Committee.

2.
Secondary Schools TC "Secondary Schools" \f C \l "2" 

 XE "Evaluation of Schools:Secondary" 
Each secondary school shall be evaluated by a committee appointed by the SSD Department of Education, utilizing the AAA Accreditation Handbook.  The number of years between evaluations will be dependent upon the period of accreditation granted by the SSD Commission on Accreditation.  
3.
Colleges and Schools of Nursing TC "Colleges and Schools of Nursing" \f C \l "2"   XE "Evaluation of Schools:Colleges and Schools of Nursing" 
Colleges and schools of nursing are to be evaluated according to the policies of the SSD.

FF 9015  XE "School Evaluation:Self Evaluation" 

 XE "Accreditation:Self Evaluation" Self Evaluation TC "Self Evaluation" \f C \l "1" 
In the two-step process, the self-evaluation by the education institution itself is more important than the visit of the on-site visiting committee for professional and institutional growth.  Two full academic or school years for a self-study should precede a periodic visit by an on-site committee for the most favorable results in professional growth.

When too short a time is arranged for a comprehensive self-study by the institution administration, injustice is done to all the public, and the resultant organization, committee discussions, and reporting becomes a burden, and the professional value is lost.

FF 9020  XE "Schools:Institutional Stability" Institutional Stability TC "Institutional Stability" \f C \l "1" 
The following qualities help reflect the stability of an education institution:

1.
Adherence to the institutional mission statement

2.
Length of continuous operation

3.
Reputation of its products and graduates

4.
Service satisfaction of the faculty and staff

5.
Continuity of leadership

6.
Faculty and staff turnover

7.
Experience in education program(s) being offered

8.
Enrollment of students

9.
Constituency moral and financial support

10.
Fiscal responsibility and constraint

11.
Capacity for development and growth

12.
Strategic, project, and operational planning

13.
Continuous program of self-evaluation

FF 9030  XE "Schools:Evaluation Versus Supervision" 

 XE "School Evaluation:Evaluation Versus Supervision" Evaluation versus Supervision TC "Evaluation versus Supervision" \f C \l "1" 
The evaluation cycle and supervisory cycle are closely related.  Supervision must include evaluation.  Evaluation out of the context of improving instruction is dysfunctional.  The two functions go hand in hand.  The end result of supervision is the improvement of instruction and learning. The end result of evaluation is to provide objective information about growth and summary recommendations about competence.

On-going, continuous self-evaluation is the ideal that promotes awareness and desire for growth and development.

FF 9040  XE "Grades & Records:Academic Assessment" 

 XE "Schools:Academic Assessment" Academic Assessment TC "Academic Assessment" \f C \l "1" 
All teachers regardless of education level shall be expected to grade their students as objectively as possible.

Their criteria for grading should include assessment of:

1.
Class participation

2.
Oral and written assignments

3.
Library reports

4.
Class and laboratory work

5.
Quizzes

6.
Tests

7.
Final examination, if administered for documented progress in academic status.

Grades shall be earned and determined by measurable methods.

The function of the "grade" is to reflect for the student his/her accomplishment(s) and progress in the respective class, course, assignment, or academic grade level.  (Study the Appendix D and E).

FF 9050 XE "Schools:Physical Plant & Facility Evaluation & Assessment" 

 XE "School Evaluation:Physical Plant & Facility Evaluation & Assessment"  Physical Plant & Facility Evaluation & Assessment
Every education institution---primary, secondary, and higher education--should have an annual evaluation and assessment of its physical plant, campus, and facilities.

The local administration and management should administer this self-evaluation and assessment in harmony with procedures and forms recommended by the SSD and respective Union Departments of Education. 

Such routine inspection will include every building and structure for:

1.
Condition of exterior appearance

2.
Condition of interior appearance

3.
Status of durability

4.
Adequacy of stairways and ramps

5.
Adequacy of entrances, doorways, and exits

6.
Freedom from fire and safety hazards

7.
Enumeration of breakage, damage, or loss

8.
Adequacy of ventilation and sanitation

9.
Cleanliness of facility and environment

10.
Existing weakness or violation needing attention

11.
Identification of undesirable features

12.
Report on user satisfaction

After the inspection, the administration and management of the education institution shall send the report(s) to the responsible higher organization(s) and then shall proceed to make the needed repairs, renovation, alteration, or maintenance.

FF 9060  XE "Accreditation:Accreditation Organizations" Accreditation Organizations TC "Accreditation Organizations" \f C \l "1" 
The General Conference Adventist Accrediting Association (AAA) is the accrediting body for the SSD colleges and schools of nursing.  The SSD Commission on Accreditation makes recommendations to the GC Adventist Accrediting Association.  Secondary schools are accredited by the SSD Commission on Accreditation.

Accreditation of educational institutions by agencies other than those provided within the denomination shall be on the following basis:

1.
Official recognition by an agency, bureau, ministry of education, or department of a government shall be undertaken only with the approval of the Union Executive Committee in which the school is located.

2.
Membership and accreditation by non-governmental agencies or organizations shall be sought only with the approval of the Union Executive Committee in which the school is located, upon recommendation of the Board of Control of the institution, and in harmony with the SSD Working Policy Book II - Education.

The SSD Commission on Accreditation is delegated authority by the General Conference Adventist Accrediting Association to direct the program of accreditation in the SSD on the primary and secondary education levels.  Recommendations for accreditation of secondary schools and tertiary level schools are to be reviewed and confirmed by the General Conference Adventist Accrediting Association.

FE 9400 P Elementary Level Accreditation TC "Elementary Level Accreditation" \f C \l "1" 

 XE "Schools - Elementary :Elementary Level Accreditation" 
In 2002 a new provision was approved for Adventist accreditation on the elementary level. With the Association’s approval of regional standards and evaluation instruments, the church’s regional Divisions were authorized to offer elementary accreditation certificates to qualifying institutions. The processes for accreditation are similar to those of the secondary and tertiary.

FF 9510 S Secondary Accreditation Visiting Committee Report TC "Secondary Accreditation Visiting Committee Report" \f C \l "1" 
1.
Appointments & Scheduling TC "Appointments & Scheduling" \f C \l "2"  XE "Secondary Accreditation:Appointments & Scheduling" 

a.
All visiting committees shall be appointed by the SSD Education Department in cooperation with the Union Director of Education.


b.
All secondary evaluations shall be scheduled by the SSD Office of Education at least two years in advance to allow adequate time for schools to prepare all required documents for presentation to the visiting committee.  Exception: A shorter time may be allowed when schools are requesting an evaluation for the first time.
2.
Visiting Committees TC "Visiting Committees" \f C \l "2" 

 XE "Secondary Accreditation:Visiting Committee" 

a.
Number of Members:  The committee shall have from six (6) to ten (10) persons as members of the committee excluding the SSD personnel.  


b.
Membership: The committee shall include but not be limited   to:

SSD Education Director/Associate Director or 
designee as chair


Union Education Director from an another Union



Union Education Director from the local Union



Secondary education teacher at an Adventist College



Teacher from an adjacent secondary school



Librarian from an adjacent secondary school or 





college



Principal from an adjacent secondary school



Education Superintendent from adjacent 






Mission/Conference



Education Superintendent from local 






Mission/conference



School treasurer or Mission/Conference treasurer from adjacent Mission/Conference

c.
Notification:  All members of the visiting committee are to be notified by the Union Director of Education sufficiently ahead of time to allow them to arrange their schedules so they can be at the school throughout the entire evaluation process including the reading of the report to the faculty and board members.


d.
Cost:  The cost of travel for the committee shall usually be paid by the member's employing organization.  If this is not possible the Conference/Mission shall be responsible for paying the travel costs.  The preparation and cost of lodging and food during the evaluation shall be the responsibility of the school being evaluated. 

3.
Preparation for Visiting Committee TC "Preparation for Visiting Committee" \f C \l "2" 

a.
Self-Study Report:   XE "Secondary Accreditation: Preparation" 


1)
Union Director of Education is responsible for:




a)
Notifying the Conference/Mission Superintendents and the secondary schools of the date for evaluation



b)
Supplying and orienting the secondary school administration on the evaluation process and how to organize and complete the self-study report
 


c)
Distributing the completed self-study reports to the visiting committee members two weeks prior to the evaluation


2)
School principal is responsible for:




a)
Organizing and appointing 




membership to the required 





committees



b)
Coordinating the self-study process




c)
Collecting the data from the different 






committees



d)
Preparing the required number (one for each member of the visiting committee) of typed copies of the self-study report



e)
Providing a finished self-study report to the Union Director of Education one month prior to the evaluation date

b.
Visiting Committee Report: XE "Secondary Accreditation:Visiting Committee Report" 


1)
The report shall be composed of statements, commendations, and recommendation about specific areas of the school program following the AAA evaluation criterion. 



2)
The report will include the following recommendations to the SSD Commission of Accreditation:




a)
Usual Term of Accreditation (0-5 







years)

b) Addition requirements such as annual 


written report, interim visits, etc.




3)
A copy of the final edited report will be supplied to the principal, the Conference/Mission Superintendent, and the Union Director of Education.  In most evaluations, a copy of the report will be left with the principal following the reading to the faculty and school board members.

4.
Accreditation TC "Accreditation" \f C \l "2" 
All visiting committee reports are recommended to the SSD Commission on Accreditation.  This committee meets twice a year, at Mid-Year (May) and Year-End (November) Southern Asia-Pacific Division Committee time.  Recommendations are considered and the term and other consideration are voted.  Certificates of Accreditation are issued to the schools as voted by the SSD Office of Education upon the approval of the General Conference Adventist Accrediting Association.  These Certificates of Accreditation are to be displayed in the administrative area of the schools.

FF 9520 S  XE "Accreditation:Annual Written Reports" Annual Written Reports TC "Annual Written Reports" \f C \l "1" 
The school administrator is responsible for preparing a written report at the end of each school year listing each recommendation from the last visiting committee's report and what action has been taken regarding that recommendation.   XE "Schools - Secondary:Annual Written Reports" A sample of this report is available from the Union Education Office which includes specific directions for the preparation of this report.  Where the school has the capability of using a computer and word processing, an electronic copy of the last school evaluation is available also from the Union Education Office.  The use of this electronic copy will greatly reduce the amount of work in preparing these annual reports.

This written report is to be read to the school board with an action being taken and entered into their minutes accepting the report as written prior to sending the report to the Union Education Office.  

Two (2) copies are to be sent to the Union Director of Education.  The Union Director will forward one (1) copy to the SSD Office of Education.

FF 9530 S  XE "Accreditation:Accreditation Extension Review Committee" Accreditation Extension Review     
Committee TC "Accreditation Extension Review Committee" \f C \l "1" 
An accreditation review committee appointed by the Union Executive Committee and chaired by the Union Director of Education may be asked to visit the school during the last six months of the school's accreditation term.  This committee will study the written reports and evaluate the progress of the school in completing the recommendations of this report.  If satisfactory progress has been made, the accreditation review committee will recommend to the SSD Commission on Accreditation an extension of time up to the completion of a full five-year term of accreditation.

FF 9540 S  XE "Accreditation:Minimum Standard for Accreditation" 

 XE "Schools - Secondary:Minimum Standard for Accreditation" Minimum Standard for Accreditation TC "Minimum Standard for Accreditation" \f C \l "1" 
In order for a secondary school in the Southern Asia-Pacific Division to be accredited, it must be in compliance with the following requirements.  The Academy has:

Official recognition by the Southern Asia-Pacific Division.


"Denominational Status" (See SSD Working Policy Book II 



- Education FE1080).


Incorporated the use of Union approved Adventist curriculum and 



textbooks.


A financial base that can be shown to support an academy program 
including tuition that will support teachers on the Union wage 
factor; working capital and liquidity of well above crisis levels.


Classroom facilities that will provide for the students, teachers and 



administrational needs.

Qualified administrational staff including a principal, treasurer and registrar each with the appropriate necessary educational training and experience.


Qualified teaching staff -- in each subject area the teacher meets 
the national standard of qualifications and hold Adventist teacher 



certification with endorsements in their major subject areas.


A library which provides:

· easy student access

· seating for a minimum of 20% of academy enrollment.

· desk and work space for the librarian

· book accession list 

· student check-out system

· librarian in library available to every student a minimum of 


1 class period per school day
· a minimum of 500 books which include:

· A minimum of 25% in English and a minimum of 50% in 


· language of instruction:

· Active subscriptions to:
local newspaper
national news magazine

all major Adventist magazines in print in the country 
· Reference Materials which include multiple copies of national language dictionaries equal to a minimum of 10% of academy enrollment.
· Multiple copies of national language/English dictionaries equal to 10% of academy population.
· One national encyclopedia set which is not older than 6 years as calculated by copyright date.
· One English encyclopedia set
· One current atlas which is not older than 6 

years as calculated by the copyright date.

· One copy of all E.G. White books published 
in national language.
Note: textbooks are not to be included in this count.
· Laboratory facilities, equipment and supplies as recommended by the national government standardized list.  This would include Biology, Physics and Chemistry laboratories.
· Definite plans for the purchase of computer equipment to teach basic use of the computer-- especially word-processing
· Budget of 3% of the school budget for library resources

· Librarian with at least 6 classes in library science
FF 9610 T  XE "Schools - Tertiary:Higher Education Institution Internal Survey" Higher Education Institution Internal Survey TC "Higher Education Institution Internal Survey" \f C \l "1" 
Each administrative, instructional, and industrial department of higher education institutions shall be surveyed once at least every two years by an internal survey committee consisting of selected college administrators, consultants, and the head of the department.

FF 9620 T  XE "Schools - Tertiary:Affiliation Procedures --- SSD Higher Education" Affiliation Procedures --- SSD Higher Education TC "Affiliation Procedures --- SSD Higher Education" \f C \l "1" 
Institution Affiliated with an Institution outside the SSD

When an SSD institution of higher education is interested in exploring a possible affiliation with an Adventist college or university outside of the SSD for wider recognition of its academic credits, acceptance of its graduates, or for purposes of accreditation, the following procedures shall be respected:

1.
Upon authorization of its Board of Trustees a post secondary school, or college, desiring affiliation for recognition of academic credits leading to a degree, an upgraded program, or quasi-accreditation for recognized certificates and diplomas, should request the SSD Department of Education to study the need and proposal.

2.
If the SSD Department of Education recommends such an affiliation and the SSD Executive Committee approves it, then the SSD Director of Education shall correspond with the GC Department of Education for counsel.

3.
The GC Department of Education shall:


a.
Study the application for affiliation.


b.
Study the substantiated needs of the SSD School.


c.
Survey possible opportunities for a parent or sponsoring school outside of SSD


d.
Initiate and coordinate the possible affiliation between the two institutions.


e.
Recommend to the SSD Board of Higher Education contractual arrangements involving organization, program, services, finance, and personnel.

4.
The two institutions concerned shall work out all of the details and incorporate them into a contract to be signed by the chief administrators of the two institutions, the Executive Secretary of the Board of Higher Education and the Director of the GC Department of Education.  Among the items that should be taken into consideration in drawing up the affiliation contract are the following:


a.
The organization of the program


b.
An outline of the program to be established


c.
Services to be rendered by both institutions


d.
Personnel to be involved:



(1)
The term of service should be indicated (possibly a period of one or two years).



(2)
Once an affiliation has been approved, travel plans for the personnel involved shall be submitted to the GC Overseas Travel Committee for recording.



(3)
The sending college is to make adequate arrangements with the GC or SSD transportation offices to ensure that appropriate travel and accident insurance has been extended to cover the individuals concerned for the full term that they are abroad. This is to be the expense of the receiving institution.



(4)
The receiving institution to pay salaries and allowances of the visiting professors.



(5)
The SSD is to be responsible for the visiting professor's social security payments.



(6)
Policies regarding allowances and other benefits for missionaries do not apply.



(7)
The policy with regard to the 25 percent homeland deposits does not apply to "exchange professors" in an affiliation program.  However, the SSD, where it deems it advisable, may pay the exchange professor his/her salary in accordance with its policy in dealing with regular missionaries.

5.
The contractual instrument shall be submitted for approval to the Boards of the respective institutions concerned, the SSD Executive Committee and to the GC Executive Committee.  Copies of this affiliation contract shall be filed with the SSD Board of Higher Education, the GC Department of Education, Secretariat, and Treasury offices.
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APPENDIX A
 XE "Appendix:CRITERIA WHICH IDENTIFY THE SDA SCHOOL AS THE CHURCH" CRITERIA WHICH IDENTIFY THE

Adventist SCHOOL AS THE CHURCH

1.
The mission of the school and the church is identical; redemption and salvation, the task. Education, pp. 15, 16.


a.
In studying the great commission, Matthew 28:18-20, the basic task of the church is an educational task.


b.
The Adventist school system--especially elementary, secondary, and undergraduate education--has as its basic evangelistic task the redemption and education of the children and youth.  In pursuing this objective the schools influence them more continuously than any other agency of the church.


c.
The church operates the school system to help ensure that the children and youth of the church may receive a balanced physical, mental, moral, social, vocational, and practical education.  The primary aim of each Adventist educational institution is to reflect accurately and to uphold the principles of the Adventist Church.  Adventist schools are to be an effective influence in the salvation of the children and youth and to help provide the employees for the worldwide tasks of the church.  The stated interest of the church is the optimum development of the whole person for both this life and the life hereafter.

2.
Legal titles to mission and church schools and secondary schools, tertiary/undergraduate, and graduate schools shall be held by the Union Mission/Union Conference and SSD Associations.

3.
The faculty are tithe-paying Adventist members who receive appointments to service in the same manner as does the pastoral ministry.  Employment qualifications, licenses and credentials, wages, benefits, and retirement are all established and regulated as are those of any other denominational employee.

4.
Students generally come from Adventist homes and/or are Adventist members themselves.  The concentration of educating Adventist children and youth is, among other reasons, to prepare Adventist employees to perform the services of the church.


a.
A basic policy for Adventist church schools sets the maximum percentage of non-Adventist students who may attend Adventist schools.


b.
Schools which are primarily operated as "mission schools" are not limited by the enrollment restrictions.

5.
The financial support of Adventist elementary and secondary schools comes from the church and its members.  In most instances the sources are:

a.
Student tuition


b.
Local church subsidies

c.
Local Mission/Conference, Union Mission/Union   Conference, and/or SSD subsidies or appropriations.

6.
The local School Boards, Mission/Conference and Union Mission/Union Conference Education Committees are composed of Adventist church members, local church officers, and Mission/Conference, and Union Mission/ Union Conference staff.


a.
Each school Board shall be composed of members of the Adventist Church who represent a cross-section of the respective school constituency and who are supportive of Adventist education.


b.
Union Mission/Union Conference Education Committees shall be composed of church officials, representatives of various church institutions, and lay members of the church.

7.
The comprehensive curriculum in Adventist schools is designed uniquely in that


a.
The comprehensive curriculum on all education levels reflects the philosophy and objectives of Adventist education, an awareness of the principles of human growth and development, and the process of encouraging, guiding, and sustaining the learner as he seeks to understand himself, relate to his/her fellow human beings, and to his/her Creator.


b.
Church leaders and educators are involved in developing curricula and co-curricula to achieve the church's objectives in Christian education.


c.
The comprehensive curriculum includes Adventist witnessing and/or service programs and activities at all levels.

 XE "Appendix:IDENTIFICATION OF "SDA" INSTITUTIONS" IDENTIFICATION OF ADVENTIST INSTITUTIONS
Denominationally owned and operated education institutions in the SSD territory should identify themselves as Adventist institutions.

Privately owned institutions are to refrain from the use of denominational names, such as "Seventh-day Adventist," "SDA", or "Adventist" in their nomenclature and promotion.

APPENDIX B
 XE "Appendix:COMMON GRADING SYSTEMS" COMMON GRADING SYSTEMS
Meaning   
     Letter
Percentage
  Numbers 
Malay





          British 
Excellent   


A (A- to A+)
90-100A-
  Very Good 
PassA1-A2

   


    


(or 95-100)  
 
Pass    
(Distinction)        

Above Average

B 
(B- to B+)
80- 90


B-Credit  
3-6 Credit) 
   

    




(or 85- 94)


Average


C (C- to C+)
70- 80)
  C-Good    
Pass




   (or 75- 84)

Below Average

D (D- to C-)
65- 70


D-Pass     
7-8





(or 65- 74)

Failure


F



Below 65

F-Fail
9-10

Grades vary with Cambridge & Oxford Examining Boards.
APPENDIX C
 XE "Appendix:GRADE CALCULATION FORMULA FOR CREDIT HOUR(S)" GRADE CALCULATION FORMULA FOR CREDIT HOUR(S)
EQUIVALENTS
SEMESTER HOURS                  
   QUARTER HOURS

½ 
   
........................................ 

 3/4

 2/3

........................................

1
¾

........................................

1-1/8

1

........................................

1-1/2




1-1/3

........................................

2

1-1/

........................................

2-1/4

2

........................................

3

2-1/2

........................................

3-3/4

2-2/3

........................................

4

3

........................................

4-1/2

3-1/3

........................................

5

3-1/2

........................................

5-1/4

4

........................................

6

4-1/2

.......................................

6-3/4

4-2/3

........................................

7

5

........................................

7-1/2

5-1/3

........................................

8

5-1/2

........................................

8-1/4

6

........................................

9

6-2/3

........................................

10

7

.......................................

10-1/2

7-1/3

........................................

11

8

........................................

12

9

........................................

13-1/2


CONVERSION FORMULA
Semester hours to quarter hours:   




Multiply semester hours by 3;   divide 




that answer by 2.   



(or - 1-1/2 X semester hours equals 




quarter hours)

Quarter hours to semester hours:

Multiply quarter hours by 2;


Divide the answer by 3.


(or - 2/3 of quarter hours equals 



    semester hours)
APPENDIX D
 XE "Appendix:HOME AND SCHOOL ASSOCIATION" HOME AND SCHOOL ASSOCIATION
There shall be an organized, active Home and School Association meeting monthly in every church where there is a church school.  It shall carry out the functions as outlined by the Department of Education.  This organization has proved itself one of the greatest assets of the schools, contributing significantly to the schools not only financially, but also intellectually and socially.

Plans and activities of this organization shall remain true to the Adventist standards.  Information concerning organization and study may be obtained from the SSD, Department of Education.

1.
Objectives of the Home and School Association:

a.
To advance the cause of Christian education in home and school.


b.
To develop Christian character in all its members and in their dependent children.


c.
To provide an agency by which greater cooperation may exist between church schools and academies and the parents and guardians of the students.


d.
To foster and maintain love and Christian faith and to stimulate harmony and understanding in every Adventist home.


e.
To enroll every eligible Adventist child in the church school.


f.
To assist in providing the school with the necessary equipment to enable it to meet the highest standards.


g.
To provide opportunity for personal counsel concerning child growth and development.

2.
Membership

Adults of the church school constituency should become members.

3.
Officers

The officers of the Home and School Association shall consist of a president, vice-president, past president, secretary-treasurer, all of whom shall be chosen by the church at the annual election.  These are elected to serve the school calendar year.


The officers of the Home and School Association shall be Adventist with experience and success in training children.  They shall be receptive to new ideas, apt to teach, and believe thoroughly in the importance of Christian education.  It is the officers' duty to promote interest in the work of the school and cooperation between parents and teachers.

4.
Executive Board

The Executive Board shall consist of the officers, the principal or a teacher, and the chair of the Room Mothers' Committee.

5.
Duties of Officers

a.
The president shall be chair of the Association and shall direct the monthly meetings.


b.
The past president shall be chair of the Ways and Means Committee.


c.
The vice-president shall be chair of the Promotion Committee.


d.
The secretary-treasurer shall keep the records of the Association and make the specified quarterly reports to the Mission/Conference. Association funds are given to the church treasurer or kept in a private fund at the bank under Home and School Association and administered by the Home and School treasurer.

6.
Standing Committees and their Duties

Committees necessary to the discharge of Association business may be appointed by the officers.


a.
A Program Committee shall plan the regular meetings to promote the principles of the Christian school.  The committee shall consist of three to five members with the Home and School president as the chair.  The principal or a teacher shall also be a member of this committee.



Monthly meetings shall:



(1)
Include participation of the school children.



(2)
Provide opportunity for parents to see 






children's work.



(3)
Provide discussions on:




(a)
Cooperation between parents and 







teachers.




(b)
Child growth and development.




(c)
Teenage problems and opportunities 






in career education.




(d)
Parents' participation in school 







activities.




(e)
Philosophy of Christian education.


b.
A Promotion Committee shall have as its chair the vice-president and will have two or three members.  It is the duty of this committee to:



(1)
Encourage attendance at all Home and School Association meetings.



(2)
Advertise the Home and School Association 





meetings.



(3)
Arrange the meeting place.



(4)
Extend courtesies to speakers and guests.



(5)
Seek the enrollment of all students in church 





schools.



(6)
Propose implementation of Home and School 

activities.


c.
A Ways and Means Committee (Project Committee) shall have as its chair the past president.  There may be two or three members in this committee.  It shall be the duty of the Ways and Means Committee to plan projects for raising money for the purchase of school equipment and library reading books.


d.
A Room Mothers' Committee shall be chosen by the 




Executive Board which will appoint the chair.



(1)
The chair will be one from the three mothers 





chosen.



(2)
Each school should have three mothers who 





will assist the teachers when needed.




(a)
Help with field trips




(b)
Assist in caring for needs of students





--drinking water





--weigh and measure students, etc.




(c)
Class activities such as picnics, 







socials, and programs.



(3)
The room mothers should strengthen the 






confidence of the patrons in the schools.



(4)
The room mothers should assist in social and public relations with students and parents of the school.

APPENDIX E
 XE "Appendix:SDA MUSIC GUIDELINES" Adventist MUSIC GUIDELINES

Introduction

Music, as created by God, is a most powerful vehicle for expressing praise to the Creator. Angels praise Him verbally to a particular emotional level that breaks forth into song, heightening the level of praise. However, through the medium of music, the blending of the best and the worst can be done more subtly than through almost any other media form. There is increased confusion regarding what is considered "acceptable" or "unacceptable" music. The incursion of the latter into the realm of the sacred has become so prevalent that some church leaders and laymen, musicians and educators have expressed concern to the Church a need for positive guidance in this area. It is hoped that those involved in all aspects of music, whether as musicians or ministers, will give more intense self study to this important issue.

One must read these guidelines in the context and spirit for which they are intended. These guidelines were created form a redemptive perspective -- that fallen man might be restored as close to the original as possible. For the true Christian, everything that is done in this life is done from this perspective. Musically, the Christian is to move toward the spiritual ideal of God rather than to dwell on the carnality of man.

Several years ago an attempt was made to help clarify the Church's position on music. A special committee consisting of a wide range of musicians from diverse backgrounds as well as non-musicians met for almost a week to establish these guidelines for the use of music in the various aspects of the church program. These guidelines were approved by an Annual Council of the General Conference. Because of erosion of music standards in churches, schools, and evangelistic meetings, it is felt that this document needs to be revised, reaffirmed, and revival sought in establishing a clearer position regarding music.

Erroneous thinking often leads one to conclude that since Scripture doesn't specifically mention problems of music, we are left in a spiritual void to sort out the varieties of music available strictly by 'taste'. However, a serious seeker of truth will soon discover that through careful study there is ample light. The prayer of Paul in Phil. 1:9 is a good commencement for this topic: "And this is my prayer, that your love may grow ever richer and richer in knowledge and insight of every kind and may thus bring you the gift of true discrimination." NEB (emphasis supplied).

"Music is often perverted to serve purposes of evil, and it thus becomes one of the most alluring agencies of temptation. But, rightly employed, it is a precious gift of God designed to uplift the thoughts to high and noble themes, to inspire and elevate the soul" --Education page 167.

Today, the Church is facing problems with its music standards. Music that was once thought of as being permissible is now considered to be acceptable by some. Great care must be exercised to discern whether the changes in music are due to certain sociological fluxes or if it is the intrusion of the secular into the realm of the sacred. Thus there is a need to reevaluate where we have been, where we are, where we are headed and where we should have been headed.

The Adventist Church came into existence in fulfillment of prophecy to be God's instrument in a world wide proclamation of the Good News of salvation through faith in the atoning sacrifice of God's Son and of obedience to His commands in preparation for our Lord's return. The lives of those who accept this responsibility must be as distinctive as their message. This calls for total commitment by each church member to the ideals and objectives of the Church. Such commitment will affect every department of church life, and will certainly influence the music used by the Church in fulfillment of its God-given commission.

Music is one of God's greatest gifts to man and is one of the most important elements in a spiritual program. It is an avenue of communication with God, and "is one of the most effective means of impressing the heart with spiritual truth." -- Education, page 168. Dealing as it does with matters of eternal consequence, it is essential that music's tremendous power be kept clearly in mind. It has the power to uplift or degrade; it can be used in the service of good or evil. "It has power to subdue rude and uncultivated natures; power to quicken thought and to awaken sympathy, to promote harmony of action and to banish the gloom and foreboding that destroy courage and weaken effort." --Ibid., pages 167, 168.

Those, therefore, who select music for the distinctive purpose of this Church must exercise a high degree of discrimination in its choice and in its use. In their endeavors to meet these ideals, more than human wisdom is needed. Turning then to revelation for guidance, the following general principles are revealed:

The music should:

 1.
Bring glory to God and assist us in acceptably worshiping 



Him. (1 Cor. 10:31)

 2.
Ennoble, uplift, and purify the Christian's thoughts. (Phil. 



4:8; Patriarchs and Prophets, page 594)

 3.
Effectively influence the Christian in the development of Christ's character in his/her life and in that of others. (MS pp. 57, 1906)

 4.
Have a text which is in harmony with the scriptural teachings of the Church in clearly stated language rather than a vague allusion. Review & Herald, June 6, 1912)

 5.
Reveal a compatibility between the message conveyed by the words and the music, remembering that music is also a "language', avoiding a mixture of the sacred and the profane (Eze 22:26; Lev 10:10

 6.
Shun theatricality and prideful display. (Evangelism p. 137; 



Review & Herald, November 30, 1900)

 7.
Give precedence to the message of the text which should not be overpowered by accompanying musical elements. (Gospel Workers, pp. 357, 358)

 8.
Maintain a judicious balance of the emotional, intellectual, and spiritual elements. Review & Herald, November 14, 1899)

 9.
Never compromise high principles of dignity and excellence in efforts to reach people just where they are. (Testimonies, v. 9, p.143; Evangelism, p. 137)

10.
Be appropriate for the occasion, the setting and the 
audience for which it is intended. (Evangelism, pp. 507, 
508)

There is much that is spiritually uplifting and religiously valid in the music of the various cultural and ethnic groups; however, the musical tastes and practices of all should conform to the universal value of Christ-like character, and all should strive for oneness in the spirit and purpose of the gospel which calls for unity rather than uniformity.  Care must be exercised that worldly values in music which fail to express the high ideals of the Christian faith be avoided.

The above principles will serve as effective guidelines in the choice and use of music for the varied needs of the Church.  Certain musical forms, such as jazz, rock, and their related hybrid forms, are considered by the Church as incompatible with these principles.  Responsible persons involved in the Church's broad ranging music activities, either as leaders or performers, will find little trouble in applying these principles in some areas.  Certain other areas are more complex, and a more detailed discussion of the factors involved follows.

I.  CHURCH MUSIC
 XE "Appendix:Music in the Worship Service" Music in the Worship Service

Worship should be the primary and eternal activity of mankind.  Man's highest end is to glorify God.  As the worshiper comes to the house of God to offer a sacrifice of praise, let it be with the best possible music.  Careful planning of every musical element of the service is essential so that the congregation is led to be a participant and not a spectator.

The hymns used for this service should be directed to God, emphasizing praise and utilizing the great hymns of our heritage.  They should have strong, singable melodies, and worthy poetry.  The pastor should take a keen interest in increasing the quality and fervor of congregational singing.  "Singing is seldom to be done by a few."—Counsels on Health, pp. 481, 482.  Christian experience will be enriched immeasurably by the learning and use of new hymns.

Where there is a choir, meaningful anthems chosen from master composers of the past and present, sung by dedicated and well-prepared musicians will add much to the service and assist in elevating the quality of worship.

Instrumental music, including organ or piano, should harmonize with the lofty ideals of worship, and be chosen carefully from the best materials consistent with the ability and training of the player.  The instrumentalist responsible for accompanying congregational singing has an especially great responsibility to set the right standard in all his/her contributions, be they preludes or postludes, offertories or other volunteers, or accompaniment of hymns.  He is in a unique position to raise the level of worship music in his/her church.  If in the service there should be vocal solos or other special music, preference should be given to material with scriptural texts and music that is within the singer's range of ability, and be presented to the Lord without display of vocal prowess.  The communication of the message should be paramount.

 XE "Appendix:Music in Evangelism" Music in Evangelism

Music used in evangelism may also include gospel music, witness music, or testimony music; but there should be no compromise with the high principles of dignity and excellence characteristic of our message to ready the people for the second coming of Christ.

The music chosen should:

1.
Direct the hearer to Jesus as the Way, the Truth, and the 
Life.

2.
Prepare the way for the presentation of the message from God's Word, or continue its appeal, evoking a response from the hearers.

3.
Be played and sung by those whose lives are consistent 
with the message they bear.

4.
Be a vehicle for the deep impression of Bible truth which 



will inspire a positive change in the life.

5.
Be presented in a carefully planned, orderly manner.

6.
Be simple and melodic, and presented without emphasis on 



personal display.

7.
Give precedence to the preaching of the Word both in 
emphasis and in allotment of time.

8.
Maintain a balanced appeal to the emotion and intellect, and 
not just charm the senses.

9.
Be understandable and meaningful in content and style for 



the largest possible cross section of the audience.

With a greater emphasis today than ever before being placed on the manifestations of the Holy Spirit, even greater care must be shown that one understands completely the working of the third member of the Godhead. During the camp meeting at Indiana in 1900, certain types of music were used, against which Ellen White spoke most strongly. She indicated that it caused her great pain but prophesied these same elements would again come into our camp meetings just before the close of probation. This is found in Selected Messages, v. 2, pp. 36, 37: "Every uncouth thing will be demonstrated. There will be shouting, with drums, music, and dancing. The senses of rational beings will become so confused that they cannot be trusted to make right decision. And this is called the moving of the Holy Spirit. The Holy Spirit never reveals itself in such methods, in such a bedlam of noise ......."

 XE "Appendix:Music in Youth Evangelism" Music in Youth Evangelism

In the field of youth witnessing, most of the above suggestions apply.  Consideration also needs to be given to certain aspects that are unique to this area.

Young people tend to identify closely with the music of the contemporary youth culture.  The desire to reach these youth where they are with the gospel of Christ sometimes leads to the use of certain questionable musical idioms.  In all these idioms, the element which brings the most problems is rhythm, or "the beat".

Of all the musical elements, rhythm evokes the strongest physical response.  Satan's greatest successes have often come through his/her appeal to the physical nature.  Showing keen awareness of the dangers involved in this approach to youth, Ellen G. White said, "They have a keen ear for music, and Satan knows what organs to excite, to animate, engross, and charm the mind so that Christ is not desired.  The spiritual longings of the soul for divine knowledge, for a growth in grace, are wanting."---Testimonies, v. 1,  p. 497.  This is a strong indictment of the way in which music may be put to a use that is in direct opposition of God's plan.  The previously mentioned jazz, rock, and related hybrid forms are well-known for creating this sensuous response in masses of people.

On the other hand, we have many traditional folk music idioms which have been respected as legitimate branches of the musical stream.  Some of these are acceptable as vehicles for expressing the Christian witness.  Others, which might find acceptance in a Christian secular atmosphere, may be inappropriate for bearing the Savior's name.  Still others may fall completely outside the Christian's experience.  It must be clear, then, that any form of "folk" musical expression must be judged by the same general principles as all other types discussed in this document.

"Higher than the highest human thought can reach is God's ideal for His children."---Education, p.18.  Those who strive for this high ideal and who lead in youth witnessing will find guidance through prayerful study of music by the aid of the Holy Spirit.

In addition to the problem of rhythm, other factors affect the spiritual qualities of the music:

Vocal Treatment--The raucous style common to rock, the suggestive, sentimental, breathy, crooning style of the night club performer and other distortions of the human voice should be avoided.

Text--Greater attention needs to be given to the suggestiveness of prevalent contemporary texts. "Love" can be expressed in several different ways - agape or eros. The manner of speaking regarding Christ's agape love should not take on the characteristics of an eros love in style or content.

Harmonic Treatment--Music should be avoided that is saturated with the 7th, 9th, 11th, and 13th chords as well as other lush sonorities.  These chords, when used with restraint, produce beauty, but when used to excess distract from the true spiritual quality of the text.

Visual Presentation--Anything which calls undue attention to the performer(s) such as excessive, affected bodily movement, or inappropriate dress should find no place in witnessing.

Amplification--Great care should be exercised to avoid excessive instrumental and vocal amplification.  When amplifying music there should be sensitivity to the spiritual needs of those giving the witness and of those who are to receive it.  Careful consideration should be given to the selection of instruments for amplification.

Background Tapes--Great care must be exercised in selecting tapes for background accompaniment. Many of these sublimate the primary purpose of worship by catering to the profit motive from commercial success.

Performances--The primary objective in the performance of all sacred music should be to exalt Christ rather than to exalt the musician or to provide entertainment.
 XE "Appendix:Music in the Home" Music in the Home

1.
Music education and appreciation should begin early in the 



life of the child through:


a.
The introduction to great hymns and gospel songs in 




the informal happy experience of family worship.


b.
The establishment of right listening habits through home audio equipment which includes carefully selected music.


c.
Attendance with the family at music concerts with 





standards conforming to those outlined in this

          

document.


d.
The proper example and influence of parents.

2.
Family singing and participation in family music 
instrumental ensembles should be encouraged.

3.
Experiments in writing poetry and song compositions might 
be encouraged.

4.
A home music library of wisely selected materials should 



be established.

5.
It must be recognized that Satan is engaged in a battle for the mind and that changes may be effected imperceptibly upon the mind to alter perceptions and values for good and evil.  Extreme care must therefore be exercised in the type of programming and music listened to on radio and television, especially avoiding that which is vulgar, enticing, cheap, immoral, theatrical, and identifiable with trends in the secular lifestyle.

 XE "Appendix:Music in the School" Music in the School

1.
In preparing and presenting music for religious functions, school administrators and teachers should work with he students in a way that will uphold the musical standards of the Church.

2.
Witnessing and folk music groups going out from campuses should receive sponsorship and guidance from those appointed by the administration, be they music faculty members or others.

3.
Directors of radio stations of Adventist campuses and those who are responsible for the selection of music played over institutional public address systems should choose music that is in conformity with the philosophy of music as expressed in this document.

4.
Music teachers in school ensembles and in private teaching activities should make positive efforts to teach music literature that may be used in church and in soul-winning activities.

5.
Because one of the primary objectives of school music appreciation courses is to teach discrimination in the light of divine revelation, instructors in these classes on all education levels are urged to include information in the art of making qualitative value judgment in the area of religious music.

6.
Efforts should be made by the local church and Mission/Conference to understand and meet the musical needs of the youth of the Church.  To this end the trained music personnel of the schools should be used in musical training and activities so that the lofty ideals of worship might be promoted effectively.

7.
Musical presentations in Adventist education institutions should conform to the standards of the Church.  This applies to local talent as well as to visiting artists, ensembles, and music on entertainment films.

II.  XE "Appendix:Secular Music" Secular Music
Music "rightly employed, is a precious gift of God, designed to uplift the thoughts to high and noble themes, to inspire and elevate the soul."---Education, p. 167.

The Adventist lifestyle demands that the individual Christian exercise a high degree of discrimination and individual responsibility in the selection of secular music for personal use, solo, or group performance.  All such music should be evaluated in the light of the instruction given in Phil. 4:8.  "Finally, brethren, whatsoever things are true, whatsoever things are honest, whatsoever things are just, whatsoever things are pure, whatsoever things are lovely, whatsoever things are of good report; if there be any virtue, and if there be any praise, think on these things."  He will keep also in mind the warning given by Ellen G White in Testimonies to the Church, v. 1, p. 497:

"I was shown that the youth must take a higher stand, and make the Word of God the Man of their counsel and their guide.  Solemn responsibilities rest upon the young, which they lightly regard.  The introduction of music into their homes, instead of inciting to holiness and spirituality, has been the means of diverting their minds from the truth.  Frivolous songs and the popular sheet music of the day seem congenial to their taste.  The instruments of music have taken time which should have been devoted to prayer.  Music, when not abused, is a great blessing; but when put to a wrong use, it is a terrible curse."

The Christian will not sing songs that are incompatible with the ideals of the truth, honesty, and purity.  He will avoid elements that give the appearance of making evil desirable or goodness appear trivial.  He will try to avoid compositions containing trite phrasing, poor poetry, nonsense, sentimentality, or frivolities which lead away from the counsel and teachings found in Scripture and in the Spirit of Prophecy.  

He will consider music, such as blues, jazz, the rock idiom, and similar forms as inimical to the development of Christian character, because it opens the mind to impure thoughts and leads to unholy behavior.  Such music has a distinct relationship to the permissiveness of contemporary society.  The distortion of rhythm, melody, and harmony as employed by these styles and their excessive amplification dulls the sensibilities and eventually destroys the appreciation for that which is good and holy.

Care should be exercised when using a secular tune wedded to sacred lyrics so that the profane connotation of the music will not outweigh the message of the text.  Moreover, the discerning Christian, when selecting any secular music for listening or performing which is not included in the above categories, will subject such music to the test of the principles given in the general principles outlined in this Philosophy of Music.

The true Christian is able to witness to others by his/her choice of secular music for social occasions.  He will, through diligent search and careful selection seeks out that type of music which is compatible with his/her social needs and his/her Christian principles.  

"There must be a living connection with God in prayer, a living connection with God in songs of praise and thanksgiving."---Evangelism, p. 498).

APPENDIX F
 XE "Appendix:SDA PHILOSOPHY OF LITERATURE" Adventist PHILOSOPHY OF LITERATURE

Institutional Board members are urged to study this document, adopt it, and encourage school librarians and classroom teachers to choose their books and literature in harmony with these guidelines.  Education leaders on all levels, Union Directors of Education, Mission/Conference Superintendents of Education and Elementary Supervisors are to use the principles herein enunciated as criteria and guidelines in the selection of English teachers.

Philosophy
Literature, in general, sets forth man's impressions of his world as well as his aspirations, deeds, thoughts, and accomplishments, whether good or bad.  The literature selected for Adventist schools, however, should lead to the development of the whole man.  It may be expressed through poetry or prose; it may be factual or non-factual; it may be drawn from secular or religious sources.  It will give a comprehensive view of the universe, help solve fundamental problems and answer questions on the origin, nature, and destiny of man while emphasizing the true, the honest, and the beautiful.  (Phil. 4:8).

The study of literature should support the fundamental premise that God is the Creator and Sustainer of the earth and the entire universe and is the Source of all knowledge and wisdom.  The presentation of literature should confirm the truth that God created man in His image and help restore that image by developing faith in Christ.  It should nurture an intelligent dedication to the work of God and develop a desire to serve mankind.

Adventist education philosophy holds that acquaintance with God can best be obtained through divine revelations of His nature and purposes.  The objectives of the teaching of literature in Adventist schools will therefore be in harmony with those revelations, particularly as vouchsafed in Holy Scripture and emphasized in the writings of Ellen G. White.

The teaching of literature in Adventist schools should give primary emphasis to character building.  It should transmit to the students the spiritual ideals, beliefs, attitudes, and values of the church, and furthermore should encourage them to be thoughtful, loyal citizens as well as loyal conscientious Christians.

Careful study of Ellen G. White's counsels and her total relationship to reading principles indicates that guided study of secular literature, both the fact-based and some true-to-principle based, is legitimate for Adventist schools.  It should be studied with a sober regard to the positive principles set forth in Mrs. White's writings.

Acceptable literature, whatever its form, is serious art and should be taught in such a manner that students will become vividly aware of its aesthetic qualities--its beauty of word and structure, of rhythm and rhyme, of light and shade.  The teacher should share with his students an innate and cultivated love of the best in literature that they might learn to appreciate the highest and to employ its principles in their own literary endeavors.

Selection of Literature for Seventh-day Adventist Schools

Function
The function of literature selected for study in Adventist schools is to acquaint the student with the artistic wealth available in all forms of the written word.  Literature is designed to provide significant, artistic, lasting insights into essential human experience.  It develops an appreciation and emulation of the beauty of language and the art of literary structure.  The study of literature confronts the student with reality, explores significant questions, and introduces ideas in their historical context.  It provides a basis for developing discriminatory powers and encourages the students to emulate the skills demonstrated by selections studied.  It should tend to draw the reader to Christ, build up and strengthen understanding and faith, and help him to become a whole spiritual man.

Criteria:
1.
General---Literature assigned in Adventist schools should:


a.
Be serious art.  It will tend to lead to significant insight into the nature of man in society and will be compatible with Adventist values.


b.
Avoid sensationalism (the exploitation of sex or violence) and maudlin sentimentality (the exploitation of softer feelings to the detriment of a sane and level view of life).


c.
Be not characterized by profanity or other crude and 





offensive language.


d.
Avoid elements that give the appearance of making 





evil desirable or goodness appear trivial.


e.
Avoid simplified, excitingly suspenseful, or plot-dominated stories that encourage hasty and superficial reading.


f.
Be adapted to the maturity level of the group or 





individual.

2.
Fiction---Webster's New International Dictionary of the English Language, Second Edition, Unabridged, defines fiction as: "That which is feigned, invented, or imagined; esp., a feigned or invented story, whether uttered or written with intent to deceive or not; opposed to fact or reality.  Fictitious literature; all works of imagination in narrative or dramatic form; specifically, novels & romances.  .."  In the minds of many the term fiction denotes the perverted, harmful form of imaginative writings often designed to exalt sin and sordidness.  In most literary circles the term fiction has been understood merely to mean the categories of novel and the short story.


From an intensive examination of her references to fiction, it appears that Ellen G. White used the term fiction to apply to works with the following characteristics:


a.
It is addictive.


b.
It may be sentimental or sensational, or erotic, or 





profane, or trashy.


c.
It is escapist, causing the reader to revert to a dream world and to be less able to cope with the problems of everyday life.


d.
It unfits the mind for serious study, devotional life, etc.



e.
It is time consuming and valueless.

Ellen G. White, while characterizing objectionable literature, recognized a proper limited use of certain nonfactual materials by her endorsement of Pilgrim's Progress, and by including in her compilation of Sabbath readings (1877-1878) some such materials in the form of simple stories teaching "moral and religious" lessons "that defend a sound morality and breathe a spirit of devotion, tenderness, and true piety," at the same time specifying their value in contrast with "religious fiction" which had proved to be a curse.

We recommend that in the selection of literary material we follow the counsel of Ellen White, avoiding materials marked by the characteristics she attributed to fiction.  Within these limitations some nonfactual works, catalogued commonly as fiction, might be appropriately taught.

3.
Biographies---Biographies may include the lives of persons whose religious views or personal lives are unworthy of emulation, as well as much novel or imaginative presentation.

We, therefore, recommend that all biographical selections be chosen with caution, and when nonfactual presented, the same guidelines as recommended for other reading material be followed.

4.
Glorification of Authors---We are warned by the inspired counsel of the Spirit of Prophecy writings to refrain from glorifying the authors of literary works (see Counsels to Writers and Editors, pp. 173, 174).  It is recognized that certain undeviating and ungodly authors have sometimes embodied in their writings gems of wisdom and truth, and have written some things that express cultural, moral, and aesthetic values, and, "We can trace the lives of the world's teachers as far back as human records extend; but the Light was before them.  As the moon and the stars of our solar system shine by the reflected light of the sun, so, as far as their teaching is true, do the world's great thinkers reflect the rays of the Sun of Righteousness.  Every gleam of thought, every flash of the intellect, is from the Light of the world."---Education, p. 13, 14.

Since we are admonished to teach our students "how to choose the good and refuse the evil," we, therefore, recommend that in the teaching of literature primary emphasis be placed upon the values, insights, and understandings to be found in the literature itself, avoiding the glorification of authors in any way.

5.
Relevance--Present-day students are particularly concerned that their studies should be relevant to their experience and interests, and we recognize that, besides its traditionally appreciated values, literary study can promote understandings that may be useful for problem solving and for coping with personal and cultural change.


We recommend:


a.
That teachers of literature in Adventist schools build on the premise that both selection of materials and methods of teaching be governed by relevance to the development of students into mature Adventist Christians committed to the search for wisdom and truth and concerned with the physical and spiritual well-being of their fellow men.


b.
That teachers of literature assist students to discover the relevance of the literature of the Bible and the writings of Ellen G. White to present-day concerns.


c.
That Adventist schools (particularly on the higher 
education level), recognizing students' interest in currently pressing human problems, may include in their literature program materials, such as to encourage sharpened perceptions and fresh insights, and challenge values that students have accepted or held without critical examinations.  Should such materials be used, the teacher's judicious attitude toward the material together with candid explanations should reveal to students the usefulness of the material for such higher values as perception and insight despite certain drawbacks.  The teachers should inform administrators about the purposes and approaches involved in the use of such material.  Appropriateness of topics and materials to the age of the student and in harmony with the philosophy expressed in this document must always be important considerations.

6.
Individual Student Conviction--Some students come to Adventist classrooms with deep conscientious convictions about the kinds of assignments they may or may not accept.

We recommend that every effort be made by all teachers of literature to provide optional acceptable reading on related topics for these students and that no one be embarrassed because of his individual interpretation of Spirit of Prophecy quotations regarding the subject at hand.
Role of the Teacher
The teacher of literature in a Adventist school will be thoroughly dedicated to the beliefs and ideals of the Church and will exemplify these in his/her personal and professional life.  He will be concerned with the salvation of his/her students and the glorification of God.

The teacher will use materials and methods to assist students in attaining the highest goals God has designed for man.  He will be selective in his/her choice of assignments, and his/her methods of teaching will instill in each student those principles set forth in the Bible and the writings of Ellen G. White.  He will remember also that truth is best communicated in a setting of love, compassion, beauty, and simplicity.  He will take into consideration the Adventist constituency in which he teaches, the homes from which the students come, and most importantly the students themselves, adapting to their needs.

In attempting to solve his/her professional problems, the teacher should counsel with his/her colleagues, and in case of doubt on certain reading material to be presented to or read by the student, he should seek further counsel from the school administration.

APPENDIX G
 XE "Appendix:SDA Guidelines On Competition" Adventist Guidelines on Competition

ACTIVITIES WITH ELEMENTS OF COMPETITION -

POSITION STATEMENT
(Interschool Sports Study - Plan and Procedure)

Perspective and Analysis -- 
1. 
Introduction---The Adventist Church and its various organizations, in their concern about competition and rivalries, wish to clarify their position and to recommend certain guidelines for activities which may involve competition. These proposals are intended to give direction and guidance to individual members, churches, conferences, and institutions of the Church from the perspective of the Bible and the Spirit of Prophecy.

2.
God’s Plan — 


a. 
A Better Way --The ideal is cooperation and unity in God's Church, as illustrated in 1 Cor. 12:12-31, where the parts of the Church, as symbolized by the parts of the body, work together for the good of the whole. There is sympathetic cooperation; there is no rivalry.


b.
God's Plan for His Work--"Character-building, is the most important work ever entrusted to human beings; and never before was its diligent study so important as now ... Never before were young men and young women confronted by perils so great as confront them today ... God's plan of life has a place for every human being. Each is to improve his/her talents to the utmost; and faithfulness in doing this, be the gifts few or many, entitles one to honor. In God's plan there is no place for selfish rivalry."  (Education, pp. 225, 226)

3.
A Balanced Approach to Life---Adventists believe that man is an integrated being who’s physical, mental, spiritual, and social needs are interrelated and interdependent. They are concerned with the total development of each individual, feeling that every person needs consistent and appropriately planned physical exercise. To meet this need, at the turn of the century, Adventist institutions, generally located in rural areas, offered ample opportunities for physical exercise.

Today institutions operate in ever more crowded environs with shrinking opportunities for useful work as a means of recreation. In addition to this shift from a rural to an urban society, occupations demanding physical activity have decreased, tensions have multiplied, and leisure time is increasingly dominated by sedentary entertainment such as radio, television, and movies. In order to compensate for these changes, a carefully balanced approach to physical activity must be encouraged in the Church's schools, churches, and other institutions.

In any church or school situation involving organized physical activities, the results can be beneficial if the following ideals prevail: cooperativeness, helpfulness, selflessness, a cordial spirit, playing for enjoyment rather than only to win, and observing the rules in spirit and not merely in letter. "Recreation, when true to it's name, re-creation, tends to strengthen and build up." (Education, p. 207) It will not foster selfishness, rivalry, hostility, strife, love of dominance, love of pleasure, or unwholesome excitement.

Effective leadership will take the responsibility for achieving these objectives.

4.
Purposes and Goals for Church Activities---All the programs and activities of the Church should contribute to the development of a Christ like character and effective witnessing. They shall foster the attainment of the following:

a.
The full development of Christian love and unselfish consideration of others (1 Cor. 13)


b.
Mutual respect and fellowship among believers, as illustrated in the figure of the church body as a unit (1 Cor. 12)

c.
Emancipation from selfish rivalry and the development of the higher experience of cooperative endeavor

d.
The development of a healthy body, mind, and spirit

e.
Provision for and implementation of wholesome social relationships

f.
Inspiration for and direction toward the acceptable worship of God

g.
The encouragement of individuals to work toward the highest and best of which they are capable in all worthy pursuits

h.
Activation of the enormous human resources of the Church for soul-winning.

Any activities which frustrate these basic goals shall be rejected.

5.
Guidelines for Specific Situation---In keeping with the foregoing statements of purpose, the following guidelines are recommended to minimize the use of rival competition as a motivational tool within the Church:


a.
Exposure to commercialized, highly competitive activities shall not be encouraged.

b.
Satisfying alternative activities which avoid unwholesome competitive involvement shall be sought.


c.
In the development of incentives for individual action, participation, and personal advancement in the work of the Church, the program shall be so structured that individuals will relate to a standard of performance rather than to a system which involves interpersonal, inter church and inter institutional rivalry.

d.
While giving recognition to the efforts or achievements of individuals or groups, it is important that it shall be done in such a manner as to give God the glory for the success of the endeavor rather than to foster glorification of individuals.

e.
A program or activity shall be arranged to provide some level of success for every individual, helping to preserve individuality, identity, and personality and constant dependence on God. Each participant shall receive some degree of recognition. Any such recognition shall avoid extravagance and extreme differences.

f.
In recognizing achievement, consideration shall be given to improving the recipient's efficiency and effectiveness in the work of the Lord.

g.
Statistical reporting involving growth in membership or financial matters shall be used to encourage good works and not as tools expressive of rival attitudes which are created to facilitate the efficiency of organizations.

h.
Internal school grading procedures shall reflect the personal growth and development of the individual student and his/her mastery of the essential requirements of his/her discipline rather than his/her relative standing alongside peers.

i.
Any activity that restricts potential success to the 
few shall:

(1)
Be discontinued or

(2)
Be limited to temporary combinations in recreational settings, or

(3)
Be used as necessary aids to help identify basic skills needed for entry into a particular profession, e.g., aptitude tests or requirements for entrance to a professional school

j.
The construction and the expansion of church buildings and institutional plants shall be for the purposes of need and function, with due consideration for good taste, aesthetic requirements, and simplicity of architectural beauty.


All attempts to erect buildings which will excel or rival buildings of sister institutions and conferences shall be considered as incompatible with Adventist ideals.
"Never are we to rely upon worldly recognition and rank. Never are we, in the establishment of institutions, to try to compete with worldly institutions in size or splendor. We shall gain the victory, not by erecting massive buildings, in rivalry, but by cherishing a Christ like spirit---a spirit of meekness and lowliness."  (Testimonies, v. 7, p. 100)


k.
Since rivalry and many selfish attitudes can originate in the home, it is imperative that parents cultivate in their children attitudes which will avoid a pattern of selfish rivalry in later life.

6.
Church-Sponsored Activities with Elements of Competition--Standards of achievement and the pressures resulting there from shall not be confused with destructive rivalry. It is recognized that in all areas of church activity there may be standards of achievement set by organizations and controlling committees.


The above guidelines shall be applied to all the activities and programs of the Church, conferences, and institutions, such as the following:

a. Campaigns

b.Contests: College Bowl, Pathfinder, oratorical, Bible quiz, debates

c.Recreation, including athletic programs

d.Grading Systems

e.Scholarships, academic honors

f.Striving after position

g.Design, style, and dimensions of buildings

h.Achieving church goals.

It is recognized that in many educational systems, promotion from one level of education to another is based on scoring high marks in competitive examination. Admission to professional and graduate schools, necessary in preparation for certain vocations, is granted to those who excel above their peers in such examinations or by the achievement of high grades in classes. Also success in many crowded vocations can be achieved only by performing at a higher level than others. Since some aspects of competition are inherent to modern life, the genuine Christian will minimize this as much as possible. It is hoped that the guidelines herein stated will be helpful in eradicating the selfish rivalry or unwholesome competition which is detrimental to the development of Christian character.

7.
Controlling Motivational Programs--Because enlightened leadership is essential in implementing and controlling motivational programs, the following observations are apropos:


a.
Leadership--In selecting leaders for church programs, the following qualifications shall be emphasized;

(1)
Spirituality, dedication, experience, and ability to organize

(2)
The capability of commanding the respect of students and other leaders and maintaining the proper authority and discipline

(3)
Commitment to the purpose and goals stated in this policy

(4)
The ability to challenge and inspire participants to take part enthusiastically in realizing the goals projected herein

(5)
Knowledge about activities in which they are involved and of the implications thereof--physical, mental, spiritual, and social.


b.
Safeguards and Controls--Experience has demonstrated the necessity of establishing adequate safeguards and controls in church activity. Implementation includes the following:

(1)
Obtaining and using acceptable equipment and facilities with all appropriate safety precautions

(2)
Planning for the transportation of church groups under the guidance and direction of responsible adults

(3)
Respecting the Sabbath by refraining from travel related to secular activities and, so far as possible, religious activities

(4)
Securing sufficient insurance protection for participants and equipment including transportation
(5)
Safeguarding the health and safety of touring groups by refraining, as far as possible, from night-time travel, irregular meals, and poor housing arrangements.

Organized Physical and Recreational Activities--
1.
Objectives of Physical Activities--

a.   
To improve the physical development and the body function of the participant.

b.
To develop the individual's neuromuscular control in the fundamental movements, overall body mechanics, and basic skill in activities which harmonize with the principles outlined in this policy.

c.
To eliminate defects that can be corrected and to improve the general physical condition of the person insofar as these may be influenced by a properly designed exercise program.

d.
To achieve mental and intellectual development by a healthy body which will assist in making decisions under pressure; and assist in forming organizational thought necessary to function successfully.

e.
To develop the character to include self-discipline, self-reliance, emotional control, respect for the rights of others, and moral and ethical conduct based on Christian ideals.

f.
To provide proper physical experiences and recognition of achievement that will contribute to self-discovery, emotional stability, and cooperative social relationships.

g.
To develop the spiritual qualities and social traits that make up a good citizen with Christian morals and ethics to guide him/her in human relationships.

h.
To develop recreational skills that has a beneficial function as activities for leisure time throughout life.

i.
To develop safety and self-defense skills that will increase the individual's capacity for protecting himself/herself and assisting others in daily activities and in emergencies. Training in the martial arts and physical activities which emphasize aggressiveness and competitiveness are to be avoided.
j.
To develop an awareness of the aesthetic values inherent in physical and recreational activities.

k.
To promote a love for nature and the out-of-doors and a realization of the contributions he/she can make toward living a happier, more abundant life.

2.
To aid in the development of a philosophy of life that includes proper attitudes and practices in regard to the care of one's body. This balanced approach to physical, mental, spiritual, and social development has been and may be promoted through such activities as the following:

a.
Outdoor recreation and nature activities such as swimming, cycling, horsemanship, skiing, canoeing, gymnastics, gardening, hiking, camping, rock collecting, scuba diving, spelunking, and other recreations

b.
Avocations such as ceramics, rock cutting, auto mechanics,, agriculture, woodwork, leather craft, sculpturing, and photography

c.
Formally organized and properly directed intramural programs involving participation of all team members desiring to take part.

3.
Guidelines for Intramural and Recreational Activities--Intramural means "within walls," and such activities are confined to and among individuals of each specific church, school, or institution. When properly conducted, they will develop character, physical fitness, and wholesome group interaction. To ensure the wholesome benefits that may be derived from an organized program of intramural and recreational activities, the guidelines below shall be followed:

a.
A committee of representative leaders and participants shall be established to plan and control organized recreational activities in any church, school, or institution.

b.
Directors of physical activities shall be aware of the participants' needs for a balanced program which shall include recreation from sources other that organized sports.
c.
Appropriate classification of participants shall be established on such factors as physical size, age, and skills, and provisions shall be made to include all who wish to participate.

d.
Care shall be taken to provide adequate equipment and facilities in the interest of health and safety.

e.
Participant and spectator orientation to the philosophy and objectives stated in these guidelines shall be a requisite to organized physical activities. 

f.
Excesses in team and crowd reaction shall be avoided and qualified officials shall be in charge to ensure a wholesome spirit of participation.

g.
Team participants shall be rotated periodically to de-emphasize rivalry.

4.
Interschool Sports -- The Seventh-day Adventist Church is opposed to interschool league play (commonly known as varsity athletics) in its educational system.  The major rationale for this is:

a.
The inherent hazards of competitive rivalry have the potential to be exaggerated in inter organizational events; and

b.
The commitments of time, personnel, and finances are usually disproportional to the numbers of individuals able to participate.

5.
Conclusions — 

a.
Christians should function with the highest of motives in their quest for athletic excellence.
b.
Occasional friendship games or matches involving institutions at joint social gatherings are not classified as intramural or interschool athletics.

c.
All people have talents--some more, some less.  God expects faithfulness in service regardless of talents or pay (Matt. 20:1-16).  Even though talents are distributed differently, God expects individuals to develop what they have to the best of their ability; and they will be given responsibility according to their faithfulness.  The Scriptures remind us, "Whatever you are doing, put your whole heart into it, as if you were doing it for the Lord and not for men, knowing that there is a Master who will give you our heritage as a reward for your service."

* It is recognized that in many educational systems, promotion from one level of education to another is based on scoring high marks in competitive examinations. Admission to professional and graduate schools, necessary in preparation for certain vocations, is granted to those who excel above their peers in such examinations or by the achievement of high grades in classes. Also success in many crowded vocations can be achieved only by performing at a higher level than others. Since some aspects of competition are inherent to modern life, the genuine Christian will minimize these as much as possible. It is hoped that the guidelines herein stated will be helpful in eradicating the selfish rivalry or unwholesome competition which is detrimental to the development of Christian character.

This statement was approved and voted by the General Conference of Seventh-day Adventists Executive Committee at the Annual Council session in Nairobi, Kenya, October 7, 1988.
APPENDIX  H
General Conference Statement on Theological Freedom

The Church and Its Institutions

Freedom for the Seventh-day Adventist pastor/worker, hereinafter referred to as worker, is based on the theological premise that God values freedom) and that without it there can be no love, truth, or justice. Love asks for affection and commitment to be given without constraint; the acceptance of truth requires a willing examination and reception of evidence and argument; justice demands respect for personal rights and freedom. The presence of these elements within the Church nurtures the spirit of unity for which our Lord prayed (John l7:2l-23; of Psalm 133).
Seventh-day Adventists have derived their distinctive world view from the Old and New Testaments. They believe that Biblical truth and freedom of conscience are vital issues in the great controversy between good and evil. By its very nature evil depends on deception and falsehood, and sometimes force, to maintain itself. Truth thrives best in a climate of freedom, persuasion, and a sincere desire to do God's will (John 7:17; Psalm 111:10).

Consequently, it is consistent with Adventist administrative practice to recognize the worker's privilege to study the Bible for himself in order to "prove all things" (1 Thess 5:21). It would be inconsistent for the Church to preach that truth and freedom cannot exist without each other and then to deny its workers the right to freely investigate all claims to truth. This means, therefore, that the Church will not obstruct the quest for truth but will encourage its workers and constituents to engage in serious study of the Scriptures and to appreciate the spiritual light they disclose (Psalm 119:130).

Although the worker is free to pursue his studies, he may not assume that his personal, limited perspective does not need the insights and corrective influence of the Church he serves. What he thinks to be truth may be regarded by the larger community of believers to be error. And workers and members are called upon to be in agreement on essential points "that there be no divisions" in the body of Christ (1 Cor 1:10).

Freedom for the individual Christian grows out of his belonging to the community of Christ. No one is free in the Biblical sense who is out of relationship with God or others. Theological truth, therefore, is affirmed by community study and confirmation. One person may stimulate the community to study a question, but only God's people and church as a whole can decide what is or is not true in the light of Scripture. No member or worker can ever serve as an infallible interpreter for anyone else.

Inasmuch as deceptive teachings, harmful to the eternal welfare of souls, may at times arise from within the Church itself (of Acts 20:29-31; 2 Peter 2:1), its only safety is to receive and to foster no new doctrine or interpretation without first submitting it to the judgment of experienced brethren, for "in the multitude of counselors there is safety" (Prov 11:14).

Even a genuine insight into truth discovered by a worker may not be acceptable to the corporate body upon first exposure to it. If such a teaching is divisive, it should not be taught or preached until evaluated in the manner described above. The apostles themselves provide an example of this approach (of Acts 15:2, 6; Gal 2:2). It would be an irresponsible use of a worker's freedom to press a viewpoint that would endanger the unity of the church body which is as much a part of truth itself as are the formulated statements of doctrine (see Phil 1:27; Rom 15:5,6).

Furthermore, workers should distinguish between doctrines that cannot be compromised without destroying the gospel in the framework of the three angels' messages and other beliefs that are not church supported. An example of this distinction may be seen in the Jerusalem Council's decision (Acts 15). The apostle Paul's concern was to establish the truth of Christian liberty in the gospel for the Gentiles. Once that principle was accepted by the Church, he was willing to make concessions on matters of less significance (Rom 14:5-13) for the sake of unity. Allowing a principle or a new truth time to translate itself into the daily life of the Church shows respect for the integrity of the body of Christ.

But where shall the line be drawn between freedom and responsibility? An individual entering into employment with the Church is expected to assume the privilege of representing God's cause in a responsible and honorable manner. He is expected to expound the Word of God conscientiously and with Christian concern for the eternal welfare of the persons under his care. Such a privilege precludes the promotion of theological views contrary to the accepted position of the Church.

Should a worker violate this trust, the Church must move to maintain its own character (Acts 20:28-31) inasmuch as the community of faith stands to be divided by the promulgation of divergent doctrinal views. The worker's privileges consequently stand in jeopardy. This is particularly so because the worker, being in the service of the Church, is accountable for the preservation of its order and unity (of Mark 3:24, 25; Eph 4:1-3; 1 Peter 5:1-5).

In the interest of genuine progress in spiritual understanding (2 Peter 3:18), the Church will arrange for a worker's divergent views, if he believes them to be new light, to be examined by a competent committee. Listening to alternatives will always advance truth. Either the alternative will strengthen and enlarge upon the truth, or it will stand exposed as false, thereby confirming present positions.

To ensure fairness and a mature assessment, therefore, the following guidelines are to be followed by the administrations concerned when dealing with a worker alleged to hold conflicting views on doctrine.

Guidelines for Assessing Divergent Views and for the Disciplining of Dissidents: Churches, Conferences, X-12 Institutions, and Nonacademic Institutions
The Church reserves the right to employ only those individuals who personally believe in and are committed to upholding the doctrinal tenets of the Church as summarized in the document, "Fundamental Beliefs of Seventh-day Adventists" (1980). Such individuals are issued special credentials by their respective church bodies identifying them as continuing workers in the Church.

As church members, employees continue to be subject to the conditions for church membership as stated in the Church Manual. This document also relates to employment as salaried workers.

It is understood that the disciplining of such a church employee who persists in propagating doctrinal views differing from those of the Church is viewed not as a violation of his freedom, but rather as a necessary protection of the Church's integrity and identity. There are corporate church rights as well as individual freedoms. The worker's privileges do not include the license to express views that may injure or destroy the very community that supports and provides for him.

In spite of a careful process of screening and selection, there still may be occasions when a worker's theological views are brought under critical review. If a hearing is necessary, the following process is recommended:

1) 
Private Consultation between the Chief Executive Officer and the Worker. Consultation should be in a spirit of conciliation allowing the worker every opportunity to freely express his convictions in an open and honest manner. If this preliminary conversation indicates the individual is in advocacy of doctrinal views divergent from accepted Adventist theology and is unwilling to refrain from their recital, the chief executive officer shall refer the matter to the conference/institutional executive committee, which will then arrange for a select committee to review the situation with the worker.

At the time of consultation between the chief executive officer and the worker, the officer's perception of the point in question shall determine the administrative options that shall be pursued.

a. 
If the worker voluntarily initiates a consultation and informs the chief executive officer of his theological uncertainties, and if his attitude is open to counsel without compulsion to promulgate his doubts and views, the following course of action is recommended:
1.
The worker will continue to function at his post and will render a written report of his position before the end of six months.
2. 
If within that period the matter is satisfactorily resolved, no further action is necessary.

3.
If the matter is not resolved, the executive committee of the conference/institution in which the worker is employed shall arrange for a hearing before a review committee. (See below for its composition and function.)

b.

If the worker actively promotes his divergent doctrinal opinions and his chief executive officer is obligated to initiate the consultation, the following course of action is recommended:

1.
The worker, at the discretion of the conference/institutional executive committee, shall either remain in his position with express instructions to refrain from private or public presentation of his views or shall be placed on administrative leave during the period of the hearing.

2. 
The executive committee of the conference/institution in which the 
worker is employed shall arrange for a hearing before a review committee. (See below for its composition and function.) 
2)
The Review Committee—Its Composition and Function. 

a.
The Review Committee, including peers chosen by the conference/institution executive committee with the concurrence of the next higher organization, shall give bearing to and judgment upon the doctrinal issue.
b.
The doctrinal views of the worker shall be submitted by him to the review committee in writing previous to the meeting. At the time of review he shall be available for discussion with the committee.

c.
The review committee shall conduct its business with serious purpose, complete honesty, and scrupulous fairness. After a careful adjudication of the points at issue, it shall give a detailed, written report of the discussion with its recommendations to the conference/institutional executive committee. If agreement is not reached within the committee, a minority report shall also be included.

d. If the review committee finds that the views of the worker are compatible with the Fundamental Beliefs of the Church, no further action will be necessary. However, if the worker's theological position is at variance with Seventh-day Adventist doctrine, the review committee shall discuss its conclusions with the worker and advise him:

1.
To restudy his theological position in the hope that this will eliminate his theological divergence.

2.
To refrain from the promulgation of his divergent doctrinal views.

e.

If the worker is unable to reconcile his theological views with the denominational positions and also feels constrained by his conscience to defend his views both privately and publicly, the review committee shall recommend to his executive committee that his credentials be withdrawn.

f.

If the worker has discovered a new position that is accepted as valid by the review committee, his view shall be studied by the union conference officers (in the case of a division/General Conference institution, the officers of the division/General Conference) and, with appropriate recommendations, shall be referred to the Biblical Research Institute of the General Conference for final disposition.

3) 
Provision for Appeal. 

a. 
The dissenting worker may make an appeal and appearance before an appeal committee of seven members appointed by the union executive committee (or the division committee in the case of a division/General Conference institution). This committee shall be chaired by the union conference president or his designate and shall include the ministerial secretary of the union, two representatives named by the division/General Conference executive 
committee, the conference/institutional chief executive officer, and two of the worker's peers selected from among five names submitted by him.


b. 
Any recommendations of the union conference (division, if in a division institution) appeal committee shall be referred to the union conference (division) executive committee. The union conference (division) officers through their chief executive officer shall notify the worker of their collective decision.

c. 
Any recommendations of the union conference (division) executive committee shall be referred back to the conference/ institutional executive committee for final action on the worker's employment.

d. 
A last appeal may be made by the worker to the executive committee of the division of the General Conference in which he resides. Their decision shall be final and shall be communicated to the executive committee of the employee's conference/institution.

e. 
During the period of hearing, review, and appeal, the worker shall refrain from public discussion of the issues involved.
This position paper was approved and voted by the General Conference of Seventh-day Adventists Executive Committee at the Annual Council session in Washington, D.C., October 11, 1987.
APPENDIX   I
General Conference Stat XE "Academic Freedom:Statement of Academic Freedom" ement of Academic Freedom
All Adventist administrators, teachers, and other education personnel in the Adventist education system shall recognize that by being members of the Adventist education team they impose upon themselves certain limits in academic freedom.  These limitations are determined by the philosophy and teachings of the Adventist Church in general and by the education philosophy and objectives of its Department of Education in particular.

The policy of the Adventist Church is to select and employ in its education system only those individuals who:

a.
hold church membership

b.
are in good and regular standing, and

c.
uphold Adventist Church standards in their professional and social conduct.

Limitations upon freedom of expression arise:

a.
out of the Christian beliefs and social mores in truthfulness, decency, moral integrity, loyalty, and propriety; and

b.
out of respect to their understanding of Adventist doctrine and belief.

These limitations are assumed voluntarily by an administrator, teacher, or other education employee in the Adventist education system when accepting appointment.

Should the individual who has been employed, however, find himself either unwilling or unable to comply conscientiously with the faith and teachings of the Adventist Church, it becomes his/her duty to withdraw from service.

Failure to act in good faith under these circumstances may be regarded as grounds for dismissal. (For information dealing with controversial issues. See (FE 5062)

Academic Freedom in Seventh-day Adventist Institutions of Higher Education
All learning and teaching takes place within the framework of a world view. Roots of the Christian university are found in a principle that has long under-girded the development of all higher education: the belief that the best education is attained when intellectual growth occurs within an environment in which Biblically-based concepts are central to the aims of education. This is the goal of Adventist education.

In the Adventist College and university, as in any institution of higher learning, the principle of academic freedom has been central to establishing such aims. This principle reflects a belief in freedom as an essential right in a democratic society, but with a particular focus in an academic community. It is the guarantee that teachers and students will be able to carry on the functions of learning, research, and teaching with a minimum of restrictions. It applies to subjects within the professor's professional expertise, within which there is a special need for freedom to pursue truth. It also applies to the atmosphere of open inquiry necessary in an academic community if learning is to be honest and thorough.

For the Church, college or university, academic freedom has an additional significance. It is more important than it is in a secular institution, not less, for it is essential to the well-being of the Church itself. This places a responsibility on the Christian professor to be a self-disciplined, responsible and mature scholar, to investigate, teach, and publish within the area of his/her academic competence, without external restraint, but with a due regard for the character and aims of the institution which provides him with credentials, and with concern for the spiritual and the intellectual needs of his/her students.

SDA colleges and universities, therefore, subscribe to principles of academic freedom generally held important in higher education. These principles make possible the disciplined and creative pursuit of truth. They also recognize that freedoms are never absolute and that they imply commensurate responsibilities. The following principles of academic freedom are stated within the content of accountability, with special attention to limitations made necessary by the religious aims of a Christian institution.

The Freedoms
1.
Freedom of Speech While the right to private opinion is a part of the human heritage as creatures of God, in accepting employment at an Adventist college or university, the teacher recognizes certain limits to expression of personal views.
As a member of a learned profession, he/she must recognize that the public will judge his/her profession by his/her utterances. Therefore, he/she will be accurate, respectful of the opinions of others, and will exercise appropriate restraint. He will make it clear when he/she does not speak for the institution, but also in expressing private views he/she will have in mind their effect on the reputation and goals of the institution.

2.
Freedom of Research The Christian scholar will undertake research within the context of his/her faith and from the perspective of Christian ethics. He is free to do responsible research with proper respect for public opinion and decency.

3.
Freedom to Teach The teacher will conduct his/her professional activities and present his/her subject matter within the world view described in the opening paragraph of this document. As a specialist within a particular discipline, he/she is entitled to freedom in the classroom to discuss his/her subject honestly. However, he/she will not introduce into his/her teaching controversial matters unrelated to his/her subject. Academic freedom is not freedom to pursue knowledge and truth in the area of the individual's opinions on subjects outside that specialty, nor does it protect the individual from being held accountable for his/her teaching.
Shared Responsibilities
Just as the need for academic freedom has a special significance in a Church institution, so do the limitations placed on it reflect the special concerns of such an institution. The first responsibility of the teacher and leaders of the institution and of the Church is to seek for and to disseminate truth. The second responsibility is the obligation of teachers and leaders of the institution and the Church to counsel together when scholarly findings have a bearing on the message and mission of the Church.

The true scholar, humble in his/her quest for truth, will not refuse to listen to the findings and the advice of others. He recognizes that others also have discovered and are discovering truth. He will learn from them and actively seek their counsel regarding the expression of views inconsistent with those generally taught by his/her church, for he/she is concerned about the harmony of the church community.

On the other hand, church leaders are expected to foster an atmosphere of Christian cordiality within which the scholar will not feel threatened if his/her findings differ from traditionally held views. Since the dynamic development of the Church depends on the continuing study of dedicated scholars, the president, board of trustees, and the general church leaders will protect the scholar, not only for his/her sake, but for the cause of truth and the welfare of the Church.

The historic doctrinal position of the Church has been defined by the GC in session and is published in the Adventist Yearbook under the title, "Fundamental Beliefs." It is expected that a teacher in one of the Church's educational institutions will not teach as truth what is contrary to those fundamental truths. Truth, they will remember, is not the only product of the crucible of controversy; disruption also results. The dedicated scholar will exercise discretion in presenting concepts which might threaten church unity and the effectiveness of church action.

Aside from the "Fundamental Beliefs" there are findings and interpretations in which differences of opinions occur within the Church, but which do not affect one's relationship to it or to its message. When expressing such differences, a teacher will be fair in his/her presentation and will make his/her loyalty to the Church clear. He will attempt to differentiate between hypotheses and facts, and between central and peripheral issues.

When questions arise dealing with matters of academic freedom, each university and college should have clearly stated procedures to follow in dealing with such grievances. Such procedures should include peer review, an appeal process, and a review by the Board of Trustees. Every possible care should be taken to insure that actions will be just and fair and will protect both the rights of the teacher and the integrity of the institution. The protection of both is not only a matter of justice, but on a college or university campus it is also needed to create and protect collegiality. It is also a protection against the disruptive, the servile and the fraudulent.

Document Two: Academic Freedom in Seventh-day Adventist Institutions of Higher Education.  This document is attached to the end of the General Conference Statement on Theological and Academic Freedom.
APPENDIX J
Caring for Creation -- A Statement on the Environment

The world in which we live is a gift of love from the Creator God, from "Him who made the heavens, the earth, the sea, and the springs of water" (Revelation 14:7; 11:17, 18). Within this creation He placed humans, set intentionally in relationship with Himself, other persons, and the surrounding world. Therefore, as Seventh-day Adventists, we hold its preservation and nurture to be intimately related to our service to Him.

God set aside the seventh-day Sabbath as a memorial and perpetual reminder of His creative act and establishment of the world. In resting on that day, Seventh-day Adventists reinforce the special sense of relationship with the Creator and His creation. Sabbath observance underscores the importance of our integration with the total environment. 

The human decision to disobey God broke the original order of creation, resulting in a disharmony alien to His purposes. Thus our air and waters are polluted, forests and wildlife plundered, and natural resources exploited. Because we recognize humans as part of God's creation, our concern for the environment extends to personal health and lifestyle. We advocate a wholesome manner of living and reject the use of substances such as tobacco, alcohol, and other drugs that harm the body and consume earth's resources; and we promote a simple vegetarian diet.

Seventh-day Adventists are committed to respectful, cooperative relationships among all persons, recognizing our common origin and realizing our human dignity as a gift from the Creator. Since human poverty and environmental degradation are interrelated, we pledge ourselves to improve the quality of life for all people. Our goal is a sustainable development of resources while meeting human needs.

Genuine progress toward caring for our natural environment rests upon both personal and cooperative effort. We accept the challenge to work toward restoring God's overall design. Moved by faith in God, we commit ourselves to promote the healing that rises at both personal and environmental levels from integrated lives dedicated to serve God and humanity. 

In this commitment we confirm our stewardship of God's creation and believe that total restoration will be complete only when God makes all things new. 

 This statement was approved and voted by the General Conference of Seventh-day Adventists Executive Committee at the Annual Council session in Silver Spring, Maryland, October 12, 1992.
APPENDIX  K
A Seventh-day Adventist Statement on Well-being and Value of Children
Seventh-day Adventists affirm the right of every child to a happy and stable home environment, and the freedom and support to grow up to be the person God intended. In 1989, the United Nations General Assembly recognized the fundamental importance of children by voting the "Convention on the Rights of the Child." In harmony with many of these lofty principles, and considering the value Jesus placed on children when He said, "Let the children come to me, and do not hinder them, for the kingdom of heaven belongs to such as these" (Matt 19:14, NIV), we seek to aid children who suffer from the following destructive influences: 

Poverty-Poverty impacts children's development, robbing them of necessary food, clothing, and shelter, and adversely affecting their health and education. 

Illiteracy-Illiteracy makes it difficult for the parents to earn wages or care for their family or for the child to reach his or her potential. 

Poor health care-Millions of children have no access to health care because they lack the proper insurance coverage or they live where medical care is unavailable. 

Exploitation and vulnerability---Children are corrupted and exploited when they are used for cheap labor, sweat shops, armed conflict, and the perverted sexual pleasure of adult predators, and are exposed to sexually explicit materials in the mass media and on the Internet. 

Violence-Every year many children die violent deaths. The vast majority of individuals who suffer in armed conflicts are women and children. Children bear deep physical and psychological scars, even after the fighting stops. 

In response to the above issues and needs, Seventh-day Adventists stand for the following rights of children: 
1. The right to a loving and stable home where there is safety and freedom from abuse.
2. The right to adequate food, clothing, and shelter
3. The right to proper health/medical care
4. The right to an education that prepares children for a positive role in society by developing their personal potential and giving them earning capacity
5. The right to a religious and moral education in the home and church.
6. The right to freedom from discrimination and exploitation
7. The right to personhood, respect, and the development of positive self-esteem.
This statement was voted by the General Conference of Seventh-day Adventists Administrative Committee (ADCOM), for release at the time of the General Conference Session in Toronto, Canada, June 29-July 9, 2000.
APPENDIX L
General Conference Official Response to an Affirmation of Creation
Whereas belief in a literal, six-day creation is indissolubly linked with the authority of Scripture, and;

Whereas such belief interlocks with other doctrines of Scripture, including the Sabbath and the Atonement, and;

Whereas Seventh-day Adventists understand our mission, as specified in Revelation 14:6, 7, to include a call to the world to worship God as Creator,

We, the members of the General Conference Executive Committee at the 2004 Annual Council, state the following as our response to the document, An Affirmation of Creation, submitted by the International Faith & Science Conferences:

1. We strongly endorse the document’s affirmation of our historic, biblical position of belief in a literal, recent, six-day Creation.

2. We urge that the document, accompanied by this response, be disseminated widely throughout the world Seventh-day Adventist Church, using all available communication channels and in the major languages of world membership.

3. We reaffirm the Seventh-day Adventist understanding of the historicity of Genesis 1-11: that the seven days of the Creation account were literal 24-hour days forming a week identical in time to what we now experience as a week; and that the Flood was global in nature.

4. We call on all boards and educators at Seventh-day Adventist institutions at all levels to continue upholding and advocating the church’s position on origins.  We, along with Seventh-day Adventist parents, expect students to receive a thorough, balanced, and scientifically rigorous exposure to and affirmation of our historic belief in a literal, recent six-day creation, even as they are educated to understand and assess competing philosophies of origins that dominate scientific discussion in the contemporary world.

5. We urge church leaders throughout the world to seek ways to educate members, especially young people attending non-Seventh-day Adventist schools, in the issues involved in the doctrine of creation.

6. We call on all members of the worldwide Seventh-day Adventist family to proclaim and teach the church’s understanding of the biblical doctrine of Creation, living in its light, rejoicing in our status as sons and daughters of God, and praising our Lord Jesus Christ—our Creator and Redeemer.

____________________

As a response to the “An Affirmation of Creation—Report”, this document was accepted and voted by the General Conference of Seventh-day Adventist Church Executive Committee at the Annual Council in Silver Spring, Maryland, October 13, 2004.
APPENDIX  M
General Conference Statement on AIDS
Acquired immunodeficiency syndrome (AIDS) and associated conditions are spreading rapidly around the world. On the basis of statistical studies it is estimated that in the near future, in many countries of the world, every church congregation numbering 100 or more will include at least one member who has a friend or relative with AIDS.

AIDS is transmitted through two major sources: sexual intimacy with an infected person, and introduction of HIV (human immunodeficiency virus) contaminated blood into the body either through injections with unsterile needles and syringes or through contaminated blood products. AIDS can be prevented by avoiding sexual contact before marriage and maintaining a faithful monogamous relationship with an uninfected person in marriage, and by avoiding the use of unsterile needles for injections and assuring the safety of blood products.

Adventists are committed to education for prevention of AIDS. For many years Adventists have fought against the circulation, sale, and use of drugs, and continue to do so. Adventist support sex education that includes the concept that human sexuality is God's gift to humanity. Biblical sexuality clearly limits sexual relationships to one's spouse and excludes promiscuous and all other sexual relationships and the consequent increased exposure to HIV.

The Christlike response to AIDS must be personal — compassionate, helpful, and redemptive. Just as Jesus cared about those with leprosy, the feared communicable disease of His day, His followers today will care for those with AIDS. James advised, "What good is there in your saying to them, ‘God bless you! Keep warm and eat well!"—if you don't give them the necessities of life?" (James 2:16, TEV).

 This public statement was released by the General Conference president, Neal C. Wilson, after consultation with the 16 world vice presidents of the Seventh-day Adventist Church, on July 5, 1990, at the General Conference session in Indianapolis, Indiana.

APPENDIX N
 XE "Appendix:KEY TO ABBREVIATIONS OF E.G. WHITE BOOK TITLES" KEY TO ABBREVIATIONS OF E.G. WHITE BOOK TITLES

Key



Book Title

AA


The Acts of the Apostles

AH


The Adventist Home

IBC


The Seventh-day Adventist Bible 




  


Commentary, vol. 1 (2BC etc., for vols. 2-7)


CD


Counsels on Diet and Foods


CG


Child Guidance


CH


Counsels on Health


ChS


Christian Service


CM


Colporteur Ministry


COL

Christ's Object Lessons


CS


Counsels on Stewardship


CSW

Counsels on Sabbath School Work


CT


Counsels to Parents, Teachers, and      
Students


CW


Counsels to Writers and Editors


DA


The Desire of Ages


Ed


Education


Ev


Evangelism


EW


Early Writings
FE


Fundamentals of Christian Education
GC


The Great Controversy
GW


Gospel Employees
LS


Life Sketches of Ellen G. White
MB


Thoughts From the Mount of Blessing
MH


The Ministry of Healing
ML


My Life Today
MM


Medical Ministry
MYP

Messages to Young People
PK


Prophets and Kings

PP


Patriarchs and Prophets
SC


Steps to Christ
SD


Sons and Daughters of God

1SG*

Spiritual Gifts, vol.1
2SG


Spiritual Gifts, vol.2
3SG


Spiritual Gifts, vol.3
4SG-a

Spiritual Gifts, vol.4, part 1
4SG-b

Spiritual Gifts, vol.4, part 2
SL


The Sanctified Life
1SM

Selected Messages, book 1
2SM

Selected Messages, book 2
SR


The Story of Redemption

1T


Testimonies, vol. 1 (2T etc., for vols. 2-9)
Te


Temperance
TM


Testimonies to Ministers and Gospel 
Employees
1TT


Testimony Treasures, vol.1 (2TT etc., for  
vols.2 and 3)
WM


Welfare Ministry
· In Early Writings, hence ignored in Index.
APPENDIX  O
 SEQ CHAPTER \h \r 1Check List for School Environment and Physical Plant
General
Yes  No 
[   ] [    ] The school strategic plan includes a sections 
on campus development, landscaping and 

maintenance.

[   ] [    ] Students, faculty, board, parents and church members participate in campus 
beautification projects

[   ] [    ] Play areas are of adequate size and have a proper surface.  Game lines are clearly 
painted and there are sufficient balls and game equipment.

[   ] [    ] The school has appropriate equipment needed to meet the school landscaping and 
maintenance functions 

Performance Indicators - Maintenance and Repair 
[   ] [    ] The buildings appear to have no need of 

painting or repair at this time?

[   ] [    ] The cement or plastered walls, walks and 
drives are without cracks or holes?

[   ] [    ] All the glass is in the windows and doors 
without crack or need of replacement?

[   ] [    ] All the electrical items working properly?  
lights, fans etc.

[   ] [    ] The furniture is in good repair?  Desk and 
chair tops smooth?

[   ] [    ] Plumbing is in good repair.  No leaks in the 
toilets and faucets.

[   ] [    ] The roofs and ceilings are in good repair and 
free of leaks or leak water stains?

[   ] [    ] Metal items are showing no rust   

[   ] [    ] The campus shows a pride of ownership and 
care.   

Performance Indicators - Maintenance Budget
[   ] [    ] The board and administration appropriate an adequate budget for scheduled maintenance as well as for meeting emergency needs.  

[   ]  [    ] Budget detail reflects a systematic program of maintenance with money specified for electrical needs such a replacing bulbs, carpentry needs, plumbing needs, painting needs, and mechanical needs.

Maintenance Budget Descriptors  
How much is in the maintenance budget?

[   ] [    ] Is there a detail budget distribution plan 
reflecting a systematic maintenance program?   

[   ] [    ] Is there a preventive maintenance schedule 
that forms the foundation of the budget?

Performance Indicators - Cleanliness
[   ] [    ] Is the school free of visible trash or graffiti on 
campus.  

[   ] [    ] Are the doors, walls clean and free from hand 
prints.  The floors are clean.

[   ] [    ] The classrooms have trash cans that are 
emptied regularly.  Preferable plastic liners.

[   ] [    ] The students participate in campus maintaining 
a clean campus.

Performance Indicators - Landscaping
[   ] [    ] Campus flowers, bushes and trees show an 
emphasis on landscaping the campus 

attractively.

[   ] [    ] Grass is mowed.  Bushes are trimmed. 
Students participate in campus landscaping 

maintenance.

[   ] [    ] Campus roads and walks are maintained free 
of holes and mud puddles.

[   ] [    ] Campus signs, landscaping, and art visually 
proclaim that this is a Christian/Adventist 

institution. 

[   ] [    ] Administration provides appropriate 
equipment, personnel and budget to maintain 
landscaping.

[   ] [    ] The grounds are trimmed and well cared for

[   ] [    ] The school site has proper drainage and is on 
high ground to avoid flooding

Emergency planning
[   ] [    ] Do all classrooms and meeting room doors 
open out?

[   ] [    ] Are exits clearly marked?  Particularly in 
upstairs rooms and halls?

[   ] [    ] Do all the classrooms have two exits that are 
not locked or blocked when students are 

present?

[   ] [    ] Are there fire escape plans posted near the 
doors of the classroom?

[   ] [    ] Are there two stairs cases for multi level 
school classrooms buildings?

[   ] [    ] Is there a fire or emergency signal that anyone 
can easily give?  (Non-electrical like a bell)

[   ] [    ] Is there an evacuation plan for emergency?  
Chemical, fire, civil unrest, shooting, flood?

[   ] [    ] How and when are the students trained on 
what to do in an emergency? 

[   ] [    ] Are there ways to ensure no one is missed in 
these evacuation plans?

[   ] [    ] Are there fire drills within the first month of 
school and at least 4 times a year?

[   ] [    ] Are there fire fighting plans? Wood fire, 
electrical file, lab fire? 

[   ] [    ] Are there plans and procedures for medical 
emergencies?  First aid, transportation? 

[   ] [    ] Are the CAT and Pathfinder organizations 
used in emergency planning? 

[   ] [    ] Are there special procedures for laboratory 
emergencies.  Chemical, fire, etc.

[   ] [    ] An adequate supply of fire extinguishers, sand and water are strategically located and serviced when necessary.

[   ] [    ] There is proper first aid equipment and responsible individual to care for minor injuries and health problems.  The first aid equipment includes: disinfectant (Merthiolate), 
gauze, or sterile bandaging, adhesive tape, safety pins, and triangular bandages.

Maintenance Work Area
[   ] [    ] Is there an appropriate place for maintenance 
work and storage? Carpentry?  Plumbing?  
Electrical?  Cement/plaster?  Paint?  
Automotive/small engine?

[   ] [    ] Is there a secure area where the above 
equipment and supplies can be stored neatly?

[   ] [    ] Is the maintenance work area clean and 
orderly? 

[   ] [    ] Are laboratory chemicals stored securely and 
dates monitored?

Classrooms
[   ] [    ] Are chalk or white boards are clean and in 
good shape and free of glare?

[   ] [    ] Is there enough lighting? 

[   ] [    ] Are windows located in such a way that the 
students or teachers don’t have strong back 

lighting. 

[   ] [    ] Is noise a problem?  If so, what is being done 
to reduce it?

[   ] [    ] Is there enough space for the number of 
students?

[   ] [    ] Is the furniture appropriate for the students? 
Teacher?

[   ] [    ] Are there bulletin boards and display areas 
where needed?

[   ] [    ] Are the classroom walls attractively decorated 
to interest students in the subject and in 

spiritual things?

[   ] [    ] Classrooms are painted white or a light color 
inside

Chalkboards and Tackboards
[   ] [    ] Are smooth and have been kept painted with 
flat dark green paint.__________

[   ] [    ] Is there a tack board for students’ displays.  
__________

[   ] [    ] Is there a locked file or cupboard for teachers’ 
use.__________

[   ] [    ] Is there a clock, wastebasket in each classroom

[   ] [    ] Is there a national flag and picture of Jesus and national leaders.______

[   ] [    ] Does each teacher have a chair and desk with 

one or more drawers that can be locked.______
[   ] [    ] Are there two appropriate chairs in the classroom for seating visitors__________

[   ] [    ] Are there suitable displays of children’s work 
and decorations, and they are changed 
frequently. 

Lighting and Ventilation:
[   ] [    ] Is there a minimum of one square meter of window space for each five square meters of floor space.__________

[   ] [    ] Where the above is impossible if light is still 
inadequate, are some type of artificial light is 
used. 
[   ] [    ] Are windows in the front of the classroom 
behind the teacher avoided?
_____

[   ] [    ] Do classrooms in warm climates have good 
cross ventilation.__________

Labs - computer, science, language, etc.
[   ] [    ] Are there appropriate storage rooms and 
cabinets for lab equipment?

[   ] [    ] Do the demonstration tables have proper 
surfaces for dealing with water and chemicals.

[   ] [    ] Are there appropriate sources of water, gas for 
the laboratory. 

[   ] [    ] Are there sufficient work areas for the class 
size.

[   ] [    ] Is there appropriate furniture for the standard 
lab experiences. 

Performance Indicators - Water and Sanitation
[   ] [    ] Is ample and clean water available that meets 
the campus needs.

[   ] [    ] Do students have free, safe water to drink that 
is easily accessible during school day.

[   ] [    ] Do dormitories have ample safe water for 
showers, toilets, and drinking.

[   ] [    ] Is sewer disposal adequate for school needs with proper drainage and treatment.  

[   ] [    ] Are there no open sewer trenches, no smell.  

[   ] [    ] Are sewer pipes free of leaks.

[   ] [    ] Toilets are clean and free of order?

[   ] [    ] There are clean and functioning hand washing 
places for the toilets? Soap?

[   ] [    ] There are prompt procedures for dealing with 
toilet problems?

[   ] [    ] Shower areas are clean and with appropriate 
provision for privacy?

[   ] [    ] Toilets are enclosed with a proper door labeled 
for boys & girls.

[   ] [    ] Toilets have concrete and tile floor with 
ceramic toilet bowl..

[   ] [    ] Toilets have water and soap available for 
washing hands.

[   ] [    ] Are there separate faculty toilets.

Walls, Gates and Security
[   ] [    ] Does the campus have appropriate walls and 
gates around the campus?  In good repair?

[   ] [    ] Does the campus have appropriate security?

[   ] [    ] The school is enclosed with a fence

Traffic and Vehicle Safety
[   ] [    ] Is there appropriate parking for the school?

[   ] [    ] Is vehicle traffic on campus a safety concern?

[   ] [    ] Are there provisions made for students who 
need to cross busy roads going and coming from 
the school?

[   ] [    ] Are students instructed on traffic safety 
specifically relating to school?

Buildings
[   ] [    ] Are the current buildings meeting the needs of 
the school?  If not explain what is needed?

[   ] [    ] Is there a plot plan for future buildings that is 
appropriate for good campus design?

[   ] [    ] Is the chapel or assembly meeting place 
meeting the needs of the school?

[   ] [    ] Is the furniture appropriate and sufficient to 
meet the needs of the school?

[   ] [    ] Are the faculty homes meeting the needs of the 
school?  If not, explain?

[   ] [    ] Are the faculty homes being repaired promptly 
when maintenance is needed?

[   ] [    ] Are there places for faculty to work and lock 
their personal & school materials? (Faculty 
room) 

[   ] [    ] School is located away from distractive noise, smells,, water, security hazards or other undesirable outside elements.

[   ]  [    ] Buildings meet the educational needs of the 
school including, appropriate classrooms, 

administration offices, library, laboratories and 
supply rooms, assembly hall/chapel, physical 
education facilities for indoor and outdoor 

activities, dormitories,  janitorial and storage 
rooms, and comfort rooms, school sign and 
maintenance facilities.

[   ] [    ] Building construction is substantial and not of a temporary nature.  Construction is complete and 
not left partially done. 

[   ] [    ] Building meet the standards for the SSD 
education code

[   ] [    ] Floors are concrete or tile

[   ] [    ] Walls are stone, concrete, or wood, or half stone and half wood.

[   ] [    ] Walls are no less than 3 meters and no more than 4 meters high

[   ] [    ] Doors are at least 90 centimeters wide

[   ] [    ] Each classroom is provided with two doors opening toward the outside.

[   ] [    ] School buildings are attractive and well painted

[   ] [    ] There are sufficient rooms for the administration, office, library, janitor, assembly, indoor play and other needed school functions. 

Administrative offices
[   ] [    ] Are there appropriate places for: secure and 
safe financial and academic records? 

[   ] [    ] Is a place for counseling privately with parents 
or students?  

[   ] [    ] Is a place for Receptionist?  

[   ] [    ] Is a place for Cashier? 

[   ] [    ] Is a place for Treasurer?  

[   ] [    ] Is a place for Registrar? 

[   ] [    ] Is the a place for Janitorial supplies, 

[   ] [    ] Is the place for textbook storage? 

[   ] [    ] Is the place for Pathfinder and CAT supplies?  

[   ] [    ] Is the place for dealing with student discipline? 

Physical Education facilities

[   ] [    ] Are there appropriate places for student 
physical education and recreation?  When it is 
raining?

[   ] [    ] Equipment storage?  

[   ] [    ] Showers and lockers? 

[   ] [    ] There is at least 2.5 square meters of play space per child and a minimum of 400 square meters per school.

Music facilities

[   ] [    ] Is there a choir practice area that will not 
disturb other classes or work areas?

[   ] [    ] Are there piano or instrumental practice areas 
that are sound isolated?

Faculty room
[   ] [    ] Each faculty member has a personal desk or study area with a locked drawer or cupboard for personal items and books.

[   ] [    ] Is the faculty room off limits for students

[   ] [    ] Does the faculty room have notice boards for 
faculty schedules and announcements.

[   ] [    ] Do the faculty have a place for private 
interviews for parent or student conference or 
advisement.

Chapel
[   ] [    ] Does the chapel/assembly hall provide a place 
for sacred as well as secular programs.

[   ] [    ] Does the chapel provide seating for entire 
academy student body, faculty and guests.

[   ] [    ] Does the sound system meets the needs for 
speaking, music and other school activities.

[   ] [    ] Does the platform or stage meets the needs of 
the school.

[   ] [    ] Is the piano is in tune and in a condition to 
meet the needs of the school.

Administrative offices
[   ] [    ] Principal’s office has a locked file with separate folder for each faculty & staff personnel information.

[   ]  [    ] Principal’s office has a locked file with separate folder for each class subject on each grade level with course outlines, lesson plans and major examinations for past 3 years minimum.

[   ] [    ] Record’s office has locked fire proof files or 
vault for student records.  

[   ]  [    ] Library shelves for a teacher’s resource/curriculum library holds a copy of each textbook used at  the school along with teacher resources and supplementary books not to be made available to students.  This may be housed in the faculty room if not in the administrative office but should be kept current by the principal. 

[   ] [    ] Are there locked files or a vault to hold 
financial records for school according to audit 
standards.

Campus Communications
[   ] [    ] Does the school have a working phone that is 
answered promptly during school hours.  

[   ] [    ] Does the school contact numbers that are published School Phone, administrator’s phone/cell 
phone; fax, email 

[   ] [    ] Is the Email checked no less than daily if on 
campus and twice a week if off campus.

[   ] [    ] School has a campus wide Public Address 
(PA) system for announcements.

[   ] [    ] Are the class change bells on time and have a 
pleasant sound.
GLOSSARY

 XE "Glossary" 
acceleration
the process by which a student progresses in general learning at a rate faster than the average student, and completes the required work in less time than normally allotted

accreditation
a process of recognizing educational institutions and various professional programs they offer for performance, integrity, and quality which entitle them to the confidence of their respective constituencies and to the publics at large

administration
(1) the orchestration of personnel and human endeavor to accomplish/fulfill a designated mission; (2) the organization, leadership, management, operation, and supervision of an institution; in an education institution it usually includes all functions other than actually teaching

adviser

a qualified and informed person on staff who aids students by providing them with specific information in a given area

affective domain
the realm of emotions, feelings, and attitudes in people distinct from the cognitive domain

articulation

the coordination of course content between differing levels in the education system to promote continuing progress from kindergarten through higher education.

attitude

a general predisposition or mental set with regard to any persons, beliefs, or other entities; systems of education typically seek to encourage the development of constructive and positive attitudes in their students

behavior

the observable conduct or actions of an individual or group

care-giver

a person responsible for the care and well-being of a child in the absence of his/her parents

catalog

a booklet or book issued by an education institution to present information needed by potential applicants and by enrolled students (sometimes called "bulletin")

certification

the status of full professional qualification or licensure in a professional specialty, sometimes issued on a provisional or temporary basis and then on a permanent basis with periodic renewals

church schools
an educational institution, generally on the elementary and/or secondary education level, operated primarily for Adventist children and youth

co-curriculum
(sometimes referred to as "extra-curriculum") academic or non-academic functions engaged in by students outside of and in addition to courses of study, all under the auspices of the school or education institution; these may be field trips, religious activities, and outreach

cognitive abilities
mental or intellectual abilities involved in abstract thinking, knowing, and perception

colloquium

an academic or professional seminar, meeting, or course at the level of advanced study for peer in service and development

colloquy

a formal spoken or written dialogue among specialists in education, the purpose of which is to present inquiry, encourage discussion, and resolve problems in specific educational matters

continuing education

  unit (CEU)

a unit in higher education and in non-collegiate education for adults, such as corporate education programs to quantify the amount of non-credit course work that an individual has completed; one CEU is ten contact hours of participation in an organized continuing education experience under responsible sponsorship, capable direction, and qualified instruction

curriculum

(1) the entire program of studies or planned experiences offered in a school or education institution; (2) the program or courses of a particular kind, such as in general secondary education, Bachelor of Arts, or Master of Divinity

day care

child care which is provided in a home or in a center setting

day care center

a licensed facility which provides child care for children, or as may be indicated by the government regulations, under the direction of trained personnel

day care home
a facility which provides child care for a number of children, or as may be indicated by government regulations, under the direction of an adult

elective courses

courses that students may freely choose to take for credit, as distinguished from courses that are specifically required

elementary school
a term used mostly in the western world for primary school.  Usually has 8 grades (school levels). Kindergarten level comes before elementary and if considered part of the elementary it adds a 9th year

endowment

a fund to be held permanently by an institution in at least its original amount and is devoted to general or specified purposes; the principal is invested while the income earned as interest is used for stated purposes

fine motor skills

movements that emphasize eye/hand coordination skills, such as playing jacks, string tricks, and other stick activities

grading system
a system of marks usually calculated by a teacher as an evaluation of the academic quality of the student's work in a class, course, subject, assignment, or examination; each school system, education institution, or education program adopts its own suggested system of grading pattern



Typical levels of meaning and approximate equivalents in predominant systems may be seen in Appendix D and E

higher education
schooling or formal education beyond secondary school, otherwise known as post-secondary education, including undergraduate and graduate levels

in loco parentis
Latin expression meaning "in place of a parent"; commonly applied to the responsibility of education institutions for protection and care of their students, especially boarding students in residence halls on the campus

kindergarten

a readiness program which is conducted in a formal school setting and designed to prepare children for the first year of primary/elementary school; length of a child's stay in the program depends upon his/her maturation level.

knowledge

the aggregate of facts, information, and conceptual principles that an individual acquires through learning and experience; schooling or formal education seeks to raise systematically the levels of knowledge

major


the focusing of an academic program or course of study in a particular discipline/content/subject area; in higher education, a major is an area or discipline of concentration

manipulative skills
movement skills that use equipment, such as bats, balls, ropes, sticks, rackets, or a parachute, to accomplish a task

minor


an academic field of study less than a major

mission schools

education institution generally on the preschool, elementary, or secondary education levels, operated primarily as an outreach form of evangelism and community service

motor skills

specific learned movement activities, such as throwing or catching a ball, kicking a ball, or hitting an object

perceptual motor learning     movement learning that involves all the five senses--sight, hearing, taste, touch, and smell; also known as sensory-motor/psychomotor

permanent records
extensive records for a student of grades received, tests results, health records, counseling and disciplinary sessions, home and personal life, and any other relevant matters that are kept on a long-term basis by the school/education institution

placement

the assignment of a student to an appropriate grade/class level and type of academic instruction

policy


a principle/a general rule/a statement of intent or direction, providing guidance to administrators, faculty, and staff in reaching decisions within their respective jurisdiction

preschool

an educational program and setting designed to stimulate the growth and development of children from age three/or thereabout until they enter formal schooling

schooling

the enrolling, attendance, and participation of a student in a formal learning environment, such as in a primary/elementary school, secondary school, or tertiary institution of education 

policy

levels of policy:


1.
Procedural    (a) to discuss the relative importance of refereed versus of-refereed journals.


(b) to consider nominations made only by the school principal, tertiary school administrator, or academic dean.


2.
Substantive--broad matters of the academic program, such as



(a) degrees to be conferred



(b) graduation requirements

sequential

a learning situation in which one task is completed by the learner before another more difficult task is presented, each task building upon the prior learning

skill


a well-developed capability of any kind, including intellectual, physical, artistic, or manual

student load
the normal academic and work-study responsibilities of a student during a school/academic term

tardiness

any arrival or delivery later than the announced or proper time

teacher load

the normal and non-teaching responsibilities of a member of the faculty, including committee attendance, supervision, and work participation

transcript

a copy of the official record of all academic work completed by a student, normally identifying each subject/class/course, reporting the final grade in each one, carrying any needed explanatory remarks about the institution's grading system or curriculum

trustee


the title used for a member of the Board in whom is entrusted the operation, reputation, and control of an education institution

trustees

members of the Board of Control and whose authority is corporate only, their main functions being:



1.
to formulate fundamental operating policy



2.
to delegate to administration the opportunity to initiate policy statements for Board consideration



3.
to monitor the execution of institution policy



4.
to provide the physical plant and facilities



5.
to adopt an annual budget and receive financial statements



6.
to select the chief education officer



7.
to appoint personnel recommended by the administration



8.
to maintain exacting standards for Board membership with talent and commitment



9.
to attend faithfully and participate in scheduled sessions of the Board



10.
to become knowledgeable of the institution at times other than on Board appointments

youth

a descriptive term, as generally understood, that is used to identify young people between childhood and adulthood, roughly between 13 and 21 years of chronological age
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