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INTRODUCTION 
ACCREDITATION 

Triad School, a kindergarten through 12th grade school, is accredited through AdvancEd. All parents, 

students, and staff are asked to assist and support the Triad School Board in the process of ongoing review, 

modification, and maintenance of these policies and procedures. Triad School is an Oregon non-profit 

religious corporation.  

RELATIONSHIP TO BIBLE BAPTIST CHURCH 

Triad School is a ministry of Bible Baptist Church and therefore the Triad School Board authority falls 

directly under the governing Elder Board of Bible Baptist Church.   

TRIAD SCHOOL BOARD PURPOSE 

It shall be the fundamental purpose of the Triad School Board to act as a legislative body to formulate 

policies for the conduct of the school. The primary function of the Triad School Board is to seek the will of 

God and to serve as his instrument in matters concerning the school operation.   

FOUNDATIONAL DOCUMENTS 
Mission Statement 

The Mission of Triad School is to celebrate the truth of Christ while challenging students in a college 

preparatory setting. 

Triad School provides students with a Christian learning environment that enhances their ability to succeed, 

compete and demonstrate moral leadership in all arenas of the new millennium.  It is our goal to:   

• Provide an education grounded in the values and teachings of Jesus Christ.   

• Provide an education of academic excellence, in which students are prepared for college. 

Vision Statement 

Here at Triad, our students are known for their academic excellence and are pursued by institutes of higher 

education.  Prospective students and families are drawn to us by the character of our students and the 

caring nature of our school family.  Our faculty, staff, and administration feel privileged to work here and 

see themselves as ministers.  We provide students with opportunities to participate in fine arts, sciences, 

athletics, and community service projects.  We integrate a high level of up-to-date technology throughout 

our curriculum and have a facility that reflects and enhances our mission.  Our broad-based financial 

resources allow us to go beyond the day-to-day operations to enrich the school’s mission and our peers are 

able to use us as a model for best practices and seek us out as a resource.  

 

Philosophy 

Triad School will seek to provide students with the essential skills of reading, writing, arithmetic, problem 

solving, listening, speaking, critical thinking and communication across the disciplines; it also presents 

opportunities for students to exhibit the capacity to learn, think, reason, retrieve information and work 

effectively alone and in groups.  Students mentor one another; younger ones are taught and encouraged by 
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the older ones, and upper-grade students have opportunities to apply and test their knowledge and 

leadership abilities. 

What does a Triad Graduate look like? 

Triad School’s goal is to graduate students who are well prepared for life.  

ACADEMIC ACHIEVEMENT  

A Triad School graduate will be: 

• Skilled in reading, writing, speaking, listening and reasoning.  

• Skilled in questioning, problem-solving, and making informed wise decisions. 

• Fully equipped to thrive in a college, career, or vocational environment as a lifelong learner.  

BIBLICAL TRUTH  

A Triad School graduate will have the opportunity to develop the tools to implement a Biblical  

Worldview in their lives by: 

• Desiring to know and trust the redemptive power of Jesus Christ. 

• Cultivating the ability to understand and apply God’s Word in daily life. 

• Being knowledgeable and articulate about what the Bible teaches, discerning right from wrong and 

truth from error. 

• Being able to effectively share the gospel and disciple others who want to grow in Christ.  

CHRISTIAN CHARACTER  

A Triad School graduate will have the tools to become a Christian leader in their community by:  

• Understanding the value and giftedness of all people as created in the image of God.  

• Pursuing a life of faith, goodness, knowledge, self-control, perseverance, godliness, kindness and 

love.  

• Maintaining a godly testimony in the culture in which God has called them to serve.  

• Being actively involved in a local church and the community where they live.  

• Respecting and relating with integrity to the people with whom they live, work and play.  

• Being faithful stewards of the resources God has provided them 

DOCTRINAL STATEMENT OF FAITH 

Triad School was founded and functions upon the basic fundamental principles of the word of God, and it 

espouses an historical Christian view of life as presented in the Bible.  Triad School holds to the Doctrinal 

Statement of Faith of Bible Baptist Church, which can be found here:   

https://www.bbckfalls.org/information  

 

 

 

 

 

 

 

https://www.bbckfalls.org/information
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TRIAD SCHOOL BYLAWS 
ARTICLE I:   Name 

The name of this corporation is Triad School. 

ARTICLE II: Offices 

The corporation shall maintain in the state of Oregon a registered office and a registered agent located at 

the registered office. The Triad School Board may, at any time, change the location of the registered office 

and the person designated as the registered agent. The corporation may also have other offices at such 

places as the Triad School Board may fix by resolution and approved by the Bible Baptist Church Board of 

Elders. 

ARTICLE III: Purpose 

This corporation is organized exclusively for charitable purposes within the meaning of section 501(c)(3) of 

the Internal Revenue Code and is a sub-organization/ ministry of the Bible Baptist Church of Klamath Falls, 

Oregon, which is also organized exclusively for charitable purposes within the meaning of section 501(c)(3) 

of the Internal Revenue Code. These bylaws shall also be consistent with the bylaws of the Bible Baptist 

Church.   

Notwithstanding any other provision of these Articles, the corporation shall not carry on any other activities 

not permitted to be carried on (a) by a corporation exempt from Federal income tax under section 

501(c)(3) of the Internal Revenue Code of 1986 (or the corresponding provision of any future United States 

Internal Revenue Law) or (b) by a corporation contributions to which are deductible under section 170 

(c)(2) of the Internal Revenue Code of 1986 (or the corresponding provision of any future United States 

Internal Revenue Law). 

In addition to the above, this corporation's primary purposes will be: 

To educate children from 3-year old pre-school to 12th grade in a college preparatory setting while 

celebrating the Truth of Christ.  Our purpose is to allow students the ability and opportunity to prepare for 

the college of their choice. This involves rigorous study in science, mathematics, literature, and the arts, as 

well as the teaching of college admission skills. This preparation begins in three-year old preschool and 

follows a student throughout his/her academic career. 

ARTICLE IV: NONMEMBERSHIP 

This corporation shall have no members. 

ARTICLE V: Triad School Board 

Section 1. Duties.  The Duties of the Triad School Board will be to establish policy for the operation of Triad 

School.  Operation and Management will be conducted by the Executive Staff as established in Article VII, 

Section 1 of these bylaws. 

Section 2. President.  The board shall elect a President to conduct meetings and perform other duties 

imposed on her/him by the board. In the President’s absence, the Vice-President shall preside. In the 

absence of both the President and Vice President, a chairperson chosen by the directors present shall 

preside providing a quorum is present. 
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Section 3. Number.  The number of Triad School Board members shall be five (5) to seven (7). The Board 

shall be comprised as follows:  The School Pastor/Principal of Triad School, the Senior Pastor of Bible 

Baptist Church, one (1) Elder Board Member of Bible Baptist Church, and two (2) to four (4) individuals who 

would be either a Bible Baptist Church Member at-large, a parent of currently enrolled Triad Student, an 

alumni parent or an alumni of Triad School, or an active grandparent of Triad School. 

Section 4. Term.  The term of office for Triad School Board shall be three years. A board director may be 

appointed to one additional term and serve for a total of 6 years, 2 consecutive terms. A person who has 

previously served on the Triad School Board and who has had at least 1 year break in service may be 

appointed again. Terms of Triad School Board shall expire on August 31st of each year and effective date of 

new Triad School Board shall begin on September 1st each year.   

The terms of Board Directors shall be staggered.   

Section 5. Removal.  Any and all board directors may be removed without cause by a vote of 2/3 of the 

Directors and confirmed by the Bible Baptist Church Board of Elders. 

Section 6. Vacancies.  Vacancies on the Triad School Board and newly created board positions will be filled 

by application of individuals made to the Triad School Board. The Triad School Board shall recommend 

appointments to the Bible Baptist Church Board of Elders for approval and appointment. 

 Section 7.  Quorum and Voting.  A quorum at a Board meeting shall be a majority of the number of all 

board directors in office immediately before the meeting begins. If a quorum is present, action is taken by 

the affirmative vote of a majority of directors present. Where the law requires the affirmation vote of a 

majority of the directors in office to amend the Articles of Incorporation, to sell assets not in the regular 

course of business, to merge, or to dissolve, such action is to be taken by that majority as required by law 

and approved by the Bible Baptist Church Board of Elders. 

Section 8. Regular Meetings.  Regular meetings of the Triad School Board shall be held at the time and 

place to be determined by the Triad School Board. No notice of the date, time, place, or purpose of these 

meetings is required. 

Section 9. Special Meetings.  Special meetings of the board shall be held at the time and place to be 

determined by the board.  Notice of special meetings of the board describing the date, time, place, and 

purpose of the meeting shall be delivered to each board director personally or by telephone or by mail not 

less than two days prior to the special meeting. 

Section 10. Meetings by Telecommunication.  Any regular or special meeting of the Triad School Board 

may be held by telephone or telecommunications as long as all board members can hear each other. 

Section 11. No Salary.  Board directors shall not receive any salaries for their board services but may be 

reimbursed for expenses related to board services. 

Section 12. Action by Consent.  Any action required by law to be taken at a meeting of the board, or any 

action which may be taken at a board meeting, may be taken without a meeting if a consent in writing 

setting forth the action to be taken or so taken shall be signed by all the board directors. 

ARTICLE VI: Committees 

Section 1. Other Committees.  The Triad School Board may establish such other committees as it deems 

necessary and desirable. Such committees may exercise functions of the Triad School Board or may be 

advisory committees. All committees shall be given a written charter approved by the Triad School Board. 
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Section 2. Composition of Committees Exercising Board Functions. Any committee that exercises any 

function of the Triad School Board shall be composed of two or more board members elected by the Triad 

School Board by an affirmative vote of a majority of board members present. 

Section 3. Quorum and Action.  A quorum at a committee meeting exercising board functions shall be a 

majority of all committee members in office immediately before the meeting begins.  If a quorum is 

present, action is taken by an affirmative vote of a majority of board members present. 

Section 4. Limitations on the Powers of Committees.  No committees may authorize payment of a 

dividend or any part of the income or profit of the corporation to its board members or officers; may 

approve dissolution, merger, or the sale, pledge, or transfer of substantially all of the corporation's assets; 

may elect, appoint, or remove board members or fill vacancies on the board or on any of its committees; 

nor may adopt, amend, or repeal the articles, bylaws, or any resolution, or any other action not authorized 

by the policies of the Triad School Board or the policies of Bible Baptist Church. 

 

ARTICLE VII: Staff 

Section 1. Executive Staff.  The executive staff shall consist of the School Pastor/Principal, executive 

assistant, and financial management officer. The executive staff shall have the power to operate and 

manage the business of Triad School within the authority of policy established by the Triad School Board.  

Section 2.  School Pastor/Principal.  The school pastor/principal is the chief operating officer and is 

responsible for supervising and evaluating all staff. The school pastor/principal will conduct searches, 

interviews, establish salaries and wages, and recommend to the senior pastor of Bible Baptist Church for 

approval of appointment of all staff. 

The school pastor/principal shall be the executive officer of the corporation, shall have responsibility for 

the general management of the corporation, and shall see that all orders and resolutions of the Triad 

School Board are carried into effect.  The school pastor/principal shall have any of the powers and duties as 

may be prescribed by the Triad School Board and approved by Bible Baptist Church Elder Board. 

The Triad School Board will establish performance criteria and evaluate the performance of the school 

pastor/principal and recommend the performance rating to the senior pastor of Bible Baptist Church. 

Section 3. Appointment.  The Triad School Board will be responsible for establishing a search committee, 

conducting interviews, and recommending appointment of the school pastor/principal position to the 

senior pastor at Bible Baptist Church. 

Section 4. Executive Assistant.  The Executive Assistant shall have overall responsibility for all record 

keeping with the exception of financial records. The Executive Assistant shall perform, or cause to be 

performed, the following duties: (a) official recording of the minutes of all proceedings of the Triad School 

Board and actions, (b) provision for notice of all meetings of the Triad School Board, (c) serve as the 

corporate officer and perform those duties as prescribed by the Secretary of the State of Oregon, and (d) 

any other duties as may be prescribed by the Triad School Board.  

Section 7. Financial Management Officer. The financial management officer shall have overall 

responsibility for all record keeping of the financial records. The financial management officer shall 

perform, or cause to be performed, the following duties: (a) keeping of full and accurate accounts of all 
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financial records of the corporation, (b) the deposit of all monies and other valuable effects in the name of 

and to the credit of the corporation in such depositories as may be designated by the Triad School Board, 

(c) the disbursement of all funds when proper to do so, (d)  all disbursements of funds will be done so by 

check and require the signature of at least two (02) members of the Triad School Board and/or The Triad 

Staff as appointed by the Triad School Board, (e) making financial reports as to the financial condition of the 

corporation to the Triad School Board and the Bible Baptist Church Elder Board, and (f) any other duties as 

may be prescribed by the Triad School Board. 

ARTICLE VIII:  Non-discriminatory Statement 

Triad School admits students of any race, color, national or ethnic origin. All have rights, privileges, 

programs and activities generally accorded or made available to students at the school. It does not 

discriminate on the basis of race, color, national or ethnic origin in administration of its educational 

policies, scholarship programs, or other school administered programs including athletics. 

ARTICLE IX:  Conflict of Interest 

Triad School Board member conflicts of interest, or the perception of same, shall be disclosed to the board.  

When any such interest becomes a matter of board action, such member shall not vote or use personal 

influence on the matter and shall not be counted in the quorum for a meeting at which Board action is to 

be taken on the interest.  The member may, however, briefly state a position on the matter and answer 

pertinent questions of board members.  The minutes of all actions taken on such matters shall clearly 

reflect that these requirements have been met.  Each board member shall sign the Triad Conflict of Interest 

Policy. 

ARTICLE X: Corporate Indemnity of Officers and Board Members 

This corporation will indemnify its officers and board members to the fullest extent allowed by Oregon law. 

ARTICLE XI:  Fiscal Year 

The fiscal year of Triad School shall be September 1 through August 31. 

ARTICLE XII: Amendments to Bylaws 

These bylaws may be amended or repealed and new bylaws adopted by the Triad School Board and the 

Bible Baptist Elder Board by an affirmative vote of all directors and board members present, if a quorum is 

present.  Prior to the adoption of the amendment, each board director shall be given at least two days’ 

notice of the date, time, and place of the meeting at which the proposed amendment is to be considered, 

and the notice shall state that one of the purposes of the meeting is to consider a proposed amendment to 

the bylaws and shall contain a copy of the proposed amendment. 

ARTICLE XIII:  Dissolution 

Upon dissolution, the assets of this corporation shall be distributed as follows: 

Upon winding up and dissolution of this corporation, after paying or adequately providing for the debts and 

obligations of the corporation, the remaining assets shall be distributed to Bible Baptist Church which is 

organized and operated exclusively for charitable, educational, religious, and/ or scientific purposes and 

which has established its tax exempt status under section 501(c)(3) of the Internal Revenue Code. 

 

Revised and approved by the BIBLE BAPTIST CHURCH Elder Board on January 10, 2019. 
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CHAPTER I.  SCHOOL BOARD 

Policy 1.01 Triad School Board Responsibilities 
Consistent with, and in addition to, any and all duties required of the Triad School Board required in the 

Articles of Incorporation and By-Laws, the major corporate responsibilities of the Triad School Board are: 

• To exercise spiritual leadership. 

• To establish and maintain organizational structure. 

• To establish policies and maintain the policy manual. 

• To recommend hire of school principal. 

• To maintain a quality faculty and staff performance review system. 

• To maintain fiscal stability. 

• Develop and approve the annual budget. 

• Establish a system of expenditure controls. 

• Establish tuition and fee policies. 

• Authorize promotional activities designed to increase donated support. 

• To provide adequate facilities. 

• To plan for the future via long-range planning. 

• To establish public relations to promote the school. 

• To maintain open communications via defining channels of communications and responsibilities. 

• To provide reasonable salaries and benefits for faculty and staff. 

• To assist the administration in maintaining a good working relationship with local Christian, with 

local public schools, with the state Department of Education, regional accreditation associations, 

and with Christian school associations. 

• Maintain Biblical and open lines of communication among the school families. 

 

Policy 1.02 Submitting and Implementing Policies 
Any board member, school principal, elder, administrator, teacher, parent, or student may submit policy 

recommendations or amendments.  

The person(s) submitting a proposal for a policy or amendment shall generate a first draft of a 

recommended policy or an amendment to an existing policy and submit the draft to the school principal. 

The school principal will review the proposed policy change in consultation with those affected by the 

proposed policy change and shall submit the policy to the board president with their recommendation for 

action.  

A person submitting a proposal may attend either a committee meeting or a board meeting to hear the 

reading of the first draft of the policy with the recommended changes that have been made by either the 

school principal and/or a committee assigned to review the policy. Board members may open discussion on 

the proposed policy or amendment and may vote to approve it at the first reading if there are no changes 

or only minor changes are required. The board may choose to defer voting should the proposal require 

major changes.  
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The board may require additional input or may need to give more consideration and prayer before casting 

a vote. In this case, a second reading is required and the board shall: 

1. Review the submittal of the first draft of the policy or amendment. 

2. Formally document any questions or concerns. Questions or concerns may by electronically 

communicated between board members as well as the person submitting the proposal prior to the 

board meeting.  At the next scheduled board meeting, the board shall vote on the draft policy or 

amendment. If approved, the board shall notify the school principal of its decision. If disapproved, 

the board chair shall notify the person who submitted it of the decision and reason for disapproval. 

 
Policy 1.03 Implementation Authority 
The school board shall delegate authority to implement board decisions of either a policy or operational 

nature to the school principal who has the responsibility for the particular issue or policy in need of 

implementation. The board has the final authority for the policies, procedures and performance review of 

the school staff.  

 
Policy 1.04 Policy Revision 
Revision of any policy or procedure in the Triad School Board Policy manual shall only occur if made in 

writing and following the approval of the board.  

When a written revision or amendment to a policy is made, the school principal will make an effort to 

notify all impacted parties prior to implementation of that revision or amendment; however, there may be 

cases where such notice will not occur until the revision or amendment has been put into effect. 

 Policies should be reviewed at least every three years, or sooner if circumstances dictate changes, the 

board president shall assign the review duties as appropriate.  

 
Policy 1.05 Policy Interpretation 
Occasionally, the need arises to determine how to apply Triad policy to a specific situation. In those cases, 

the following procedure will be followed:  

• The involved parties will ask the appropriate staff member which policy or policies may apply to the 

situation.  

• If the situation does not seem to be covered by a policy, or the policy statement isn’t clear as to 

how it might apply to the situation, the involved parties can ask for an initial review by the school 

principal.  

• If either the school principal or the involved parties need further clarification of board intent, they 

may ask the board president for a policy interpretation.  

• The board president may choose to convene the entire board for a policy clarification if warranted.  
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Policy 1.06 Policy Exceptions 
Policy exceptions may be granted by the board from time to time in specific situations and circumstances. A 

policy exception does not change the underlying policy of the board. Policy exceptions always require 

specific board approval.  

 

Policy 1.07 Conflict of Interest 
Purpose 

The purpose of the conflict of interest policy is to protect this tax-exempt organization’s (Triad School) 

interest when it is contemplating entering into a transaction or arrangement that might benefit the private 

interest of an officer or director of the Organization or might result in a possible excess benefit transaction. 

This policy is intended to supplement but not replace any applicable state and federal laws governing 

conflict of interest applicable to nonprofit and charitable organizations. 

Definitions 

• Any director, school principal officer, or member of a committee with governing board delegated 

powers, who has a direct or indirect financial interest, as defined below, is an interested person. 

• A person has a financial interest if the person has, directly or indirectly, through business, 

investment, or family: 

o An ownership or investment interest in any entity with which Triad School has a transaction 

or arrangement, or 

o A compensation arrangement with Triad School or with any entity or individual with which 

the Organization has a transaction or arrangement, or 

o A potential ownership or investment interest in, or compensation arrangement with, any 

entity or individual with which Triad School is negotiating a transaction or arrangement. 

• Compensation includes direct and indirect remuneration as well as gifts or favors that are not 

insubstantial. 

• A financial interest is not necessarily a conflict of interest. Under Article III, Section 2, a person who 

has a financial interest may have a conflict of interest only if the appropriate governing board or 

committee decides that a conflict of interest exists. 

Procedures 

In connection with any actual or possible conflict of interest, an interested person must disclose the 

existence of the financial interest and be given the opportunity to disclose all material facts to the directors 

and members of committees with governing board delegated powers considering the proposed transaction 

or arrangement. 

After disclosure of the financial interest and all material facts, and after any discussion with the interested 

person, he/she shall leave the governing board or committee meeting while the determination of a conflict 

of interest is discussed and voted upon. The remaining board or committee members shall decide if a 

conflict of interest exists. 
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An interested person may make a presentation at the Triad School Board or committee meeting, but after 

the presentation, he/she shall leave the meeting during the discussion of, and the vote on, the transaction 

or arrangement involving the possible conflict of interest. 

The Chairman of Triad School Board shall, if appropriate, appoint a disinterested person or committee to 

investigate alternatives to the proposed transaction or arrangement. 

After exercising due diligence, The Triad School Board or committee shall determine whether the 

Organization can obtain with reasonable efforts a more advantageous transaction or arrangement from a 

person or entity that would not give rise to a conflict of interest. 

If a more advantageous transaction or arrangement is not reasonably possible under circumstances not 

producing a conflict of interest, The Triad School Board or committee shall determine by a majority vote of 

the disinterested directors whether the transaction or arrangement is in the Organization’s best interest, 

for its own benefit, and whether it is fair and reasonable. In conformity with the above determination it 

shall make its decision as to whether to enter into the transaction or arrangement. 

If the Triad School Board or committee has reasonable cause to believe a member has failed to disclose 

actual or possible conflicts of interest, it shall inform the member of the basis for such belief and afford the 

member an opportunity to explain the alleged failure to disclose. 

If, after hearing the member’s response and after making further investigation as warranted by the 

circumstances, The Triad School Board or committee determines the member has failed to disclose an 

actual or possible conflict of interest, it shall take appropriate disciplinary and corrective action. 

Records of Proceedings 

The minutes of The Triad School Board and all committees with board delegated powers shall contain:  The 

names of the persons who disclosed or otherwise were found to have a financial interest in connection 

with an actual or possible conflict of interest, the nature of the financial interest, any action taken to 

determine whether a conflict of interest was present, and the governing boards or committee’s decision as 

to whether a conflict of interest in fact existed. 

The names of the persons who were present for discussions and votes relating to the transaction or 

arrangement, the content of the discussion, including any alternatives to the proposed transaction or 

arrangement, and a record of any votes taken in connection with the proceedings. 

Compensation 

A voting member of The Triad School Board who receives compensation, directly or indirectly, from the 

Organization for services is precluded from voting on matters pertaining to that member’s compensation. 

A voting member of any committee whose jurisdiction includes compensation matters and who receives 

compensation, directly or indirectly, from the Organization for services is precluded from voting on matters 

pertaining to that member’s compensation. 

Periodic Reviews 

To ensure The Triad School Board operates in a manner consistent with charitable purposes and does not 

engage in activities that could jeopardize its tax-exempt status, periodic reviews shall be conducted. The 

periodic reviews shall, at a minimum, include the following subjects: 
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• Whether compensation arrangements and benefits are reasonable, based on competent survey 

information, and the result of arm’s length bargaining. 

• Whether partnerships, joint ventures, and arrangements with management organizations conform 

to The Triad School Board written policies, are properly recorded, reflect reasonable investment or 

payments for goods and services, further charitable purposes and do not result in inurnment, 

impermissible private benefit or in an excess benefit transaction. 

Use of Outside Experts 

When conducting the periodic reviews as provided for in Article VII, the Organization may, but need not, 

use outside advisors. If outside experts are used, their use shall not relieve the governing board of its 

responsibility for ensuring periodic reviews are conducted. 

Annual Certification of Conflict of Interest by the Triad School Board 

Each director, school principal officer and member of a committee with governing board delegated powers 

shall annually sign a statement which affirms such person: 

a. Has received a copy of the conflict of interest policy, 

b. Has read and understands the policy, 

c. Has agreed to comply with the policy, and 

d. Understands the Triad School Board is charitable and in order to maintain its federal tax exemption 

it must engage primarily in activities which accomplish one or more of its tax-exempt purposes. 

A conflict of interest form is located in the appendix.  

 

Policy 1.08 Standing Board Committees 
Consistent with the Articles of Incorporation and by-laws, the board shall be organized into the following 

standing subcommittees:  

1. Friends of Triad (FOT) 

2. Budget Committee 

Other committees may be formed as future needs dictate.  

Pursuant to the by-laws, board committees shall be advisory only. They shall not (absent a specific board 

resolution) have the power and authority to act on behalf of the board, but rather, shall make reports and 

recommendations to the board.  

Each committee shall have a specific written charter approved by the board and signed by the board 

president.    

Each committee is to meet independently and report to the board at regular meetings through a written 

report submitted by the committee chairman.  
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Policy 1.9 School Principal Evaluation 
• The evaluation process with the board will be done in Executive Session. 

• The school principal will be evaluated annually at the end of each school year by the Bible Baptist 

Church Senior Pastor based on an evaluation form developed jointly between the school principal 

and the board.  

• The senior pastor will seek input from the board.  

• The school principal’s job description will be the basis, the yardstick, for evaluation.  

• The evaluation will identify strengths and weaknesses.  

• The senior pastor will personally present and review a written copy of the evaluation report to the 

board.  

• The senior pastor will go over the evaluation with the school principal following the board meeting.  

 
Policy 1.10 Triad School Board Membership 
In accordance with the Bylaws of Triad School the Triad School Board consists of five to seven positions: 

Position 1:  Senior pastor, Bible Baptist Church – Term is for the duration the individual is called to 

the position. 

Position 2:  School principal, Triad School (Associate Pastor Bible Baptist Church) – Term is for the 

duration the individual is called to the position. 

Position 3:  Bible Baptist Elder Board Member  

The remaining positions will consist of two to four individuals who would be either a Bible Baptist Church 

Member at-large, a parent of currently enrolled Triad student, an alumni parent or an alumni of Triad 

School, or an active grandparent of Triad School. 

Note:  All Terms are staggered 3-year terms unless vacated and filled as unexpired terms, with the 

exception of the senior pastor and school principal. Position 1 and 2 are exempted from the normal 

election process. However, position 3 will be appointed by the Bible Baptist Church Elder Board every 3 

years. 

In accordance with Bible Baptist Church policies, at least 50% of the Triad School Board shall be Bible 

Baptist Church members. 

Normal Election Process: 

Vacancies will be filled through Triad School Board recommendation and approved by the Bible Baptist 

Church Elder Board. The appointee must be a member of Bible Baptist Church, a parent of a currently 

enrolled student at Triad School, an alumni parent of Triad School, or a grandparent of Triad School.   

The term of office will be for three years. However an individual may serve if elected to two consecutive 

terms.  However, an individual who has served previously for two terms may be elected again providing 

there has been at least one year break in service. 

Terms will expire on August 31st of each year. Terms that are normally expiring shall be advertised no later 

than March 31st in the year that a position is expiring. Individuals desiring to serve on the board shall 

complete The Triad School Board Application and submit the application to The Triad School Board no later 

than April 30th. The board will review applications and conduct interviews at board meetings. After review 
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and interviews, the board will nominate one or more candidates, and then vote on those nomination(s). 

The candidate receiving the most votes will be recommended to the Bible Baptist Church Elder Board for 

appointment to The Triad School Board. Appointment by the Elder Board shall be effective September 1st. 

Vacancy Occurring Prior to Normal Expiration of Term. 

If the vacancy occurs in any of the above positions, with the exception of Positions 1, 2, 3 the board shall 

advertise for a twenty day period to find an eligible candidate which meets the requirements of the 

vacated position.  If an eligible cannot be found, the board shall recommend appointment of an eligible 

individual who are either a parent, Bible Baptist Church member, grand parent, or an alumni parent.  

The appointee will serve until August 31st of the year when a regular election by The Triad School Board is 

held.  If, however, a vacancy occurs on a board after the filing date for candidates, the appointee will serve 

until August 31st of the following regular board election year. At the next regular board election, a 

replacement will be duly elected.  

A board member so elected as a replacement will serve the remaining year(s) of the term of office of the 

board member being replaced. Upon appointment by the elder board, the newly appointed board 

member(s) will be seated immediately. 

 

Newly elected board members will sign the Triad Board Member Pledge located in the Appendix. 
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CHAPTER II. FINANCIAL POLICIES       
 

The Triad School Board is to maintain fiscal stability by: 

• Developing and approving the annual budget 

• Establishing tuition and fee policies 

• Authorizing promotional activities designed to increase donated support 

• Establishing a system of expenditure controls.  

 

Budget 

Policy 2.01 Annual Operating Budget   
The Triad School Board recommends the operating budget for each year (September 1-August 31) with the 

consultation of various staff-faculty members.   

A budget committee should be appointed in February of each year in order to establish the operating 

budget.  This operating budget will be completed no later than August 1st of each year for the succeeding 

school year. 

The Triad School Board will recommend the operating budget to the Bible Baptist Church Elder Board for 

approval no later than the Elder Board’s August meeting. 

Upon approval of the Bible Baptist Church Elder Board, the School Pastor/Principal will be free to 

implement the year’s operating budget. 

Accounting for these funds will be reported monthly to the Triad School Board and Bible Baptist Church 

Elder Board. 

 

Tuition and Fees 

Policy 2.02 Tuition 
Annual Tuition and Fee Schedule Review 

In April of each year, the Triad School Board shall review and approve the new schedules for tuition and 

fees for the upcoming school year. The new schedule will be made available no later than May 1st of each 

year. 

Annual Tuition 

In order to assist our families in paying for a private education for their students, the Triad School Board 

has approved the following options for payment of annual tuition. 

• Annual tuition paid in full by check or cash (2.5% discount applies) 

• Annual tuition paid in full by debit or credit card (no discount) + an additional 3% fee 

• Tuition paid in monthly installments by auto draft from savings or checking 

• Tuition paid in monthly installments by debit/credit card + 3% fee 

• Tuition paid in monthly installments by payroll deduction (Triad Staff only) 
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After a student’s third week of class, there is no refund of tuition or forgiveness of the remaining annual 

balance of tuition for the academic year without school board approval. For all intents and purposes a 

“seat” has been purchased for the entire academic year. 

 

Tuition Installment Arrangements 

Participation in any of the installment payment arrangements should in no way be construed as a “charge” 

account; it is simply a means to making private education more feasible. Installment arrangements from 

debit, credit, checking or savings accounts can be authorized for processing on either the 5th or the 15th of 

the month. If the 5th or the 15th falls on a weekend, the transaction will be processed on the next business 

day. 

For families electing to participate in these arrangements, a new Automatic Installment Payment Election 

and Authorization Form must be signed by June 1st of each year. These forms will be kept in a secure 

location at all times. Once enrolled in an installment arrangement, if the debit, credit, checking, savings 

account or payroll deduction authorization is revoked and not immediately replaced by another account 

authorization, the remaining annual tuition will be immediately due and payable. Similarly, if a debit, credit, 

checking, savings account transaction is returned to Triad unpaid, a $25 fee will be charged.  Additionally, 

upon the third credit card declination or item returned for non-sufficient funds in the school year, the 

family will be required to pay the remaining tuition in full within 20 days in order to remain enrolled. 

 

Past Due Accounts 

If participating in an installment arrangement, tuition payments are due by the 15th day of each month. 

On the 26th day of each month, a report will be run from the Accounts Receivable system. If any family has 

a balance due, a courtesy payment reminder will be sent to the contact address on record. The family will 

be considered in default of their agreement and the following actions will be taken: 

• If an account is 30+ days past due, a notice will be sent to the contact address on record to notify 

the family of the delinquency. Finance charges in the amount of $35 per month will be applied to 

the account and will continue to accrue until the entire outstanding balance is paid in full. 

• If an account is 60+ days past due, a certified letter will be mailed via the postal system to the 

family’s current address on file to notify the family of the delinquency and that their student’s 

continued attendance at the school is at risk. This letter will be followed up with a phone call within 

ten business days. Finance charges in the amount of $35 per month will continue to accrue until the 

entire outstanding balance is paid in full. 

• If an account is 90 days past due, a certified letter will be mailed via the postal system to the 

family’s current address on file notifying them of the date the student will be dropped from the 

attendance roster of the school. The remainder of the annual tuition will become immediately due 

and payable including any finance charges that have accrued. 

• If for any reason an account has no payment activity for six months, the account will be referred to 

a collection agency. 
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If a family wishes to re-enroll a student at Triad School following removal from the roster due to financial 

delinquency, all unpaid balances must be paid, including any amounts that have been forfeited by the 

school to a collection agency.  

Families in an unexpected situation or hardship, should notify the Triad School Board, in writing, through 

the financial management officer. 

 

Policy 2.03 Tuition Discounts 
In April of each year, the Triad School Board shall review and approve the new schedules for tuition 

discounts for the upcoming school year. The new schedule will be made available no later than May 1st of 

each year.  

Multiple discounts are not given and the maximum discount in any instance shall not exceed 60%.   

In order to be eligible for tuition discount, students must be in compliance with all the standards contained 

in the “Tuition Agreement” of Triad School. Continuing adherence to this policy is a condition for continued 

receipt of the student tuition discount. 

The following categories of discounts are available:  

Employee Tuition Discounts 

• Full-time employees shall receive a discount for any children enrolled at Triad School 

• Part-time employees will receive a tuition discount that is proportional to hours worked.  However, 

if an employee’s hours are reduced by the employer, the employee’s original discount will continue 

to be honored as long as the employee is employed. 

• The student(s) must be the employee’s children, a child who lives with the employee full time, a 

foreign exchange student, or the employee’s grandchildren. Teachers at Triad shall have all of their 

school age children enrolled at Triad during their employment. In order to be eligible for tuition 

discount the eligible student(s) must be committed to a full year of school. 

• An employee is defined as employee of Bible Baptist Church, Triad School, or Mountain Lakes Bible 

Camp. 

Pastoral Tuition Discounts 

In an effort to make Christian education possible for the dependents of pastors in the Klamath Basin and 

surrounding areas Triad School will offer a tuition discount for each legal dependent attending the school. 

A pastor shall be defined as someone engaged in full time Christian ministry with responsibilities in the 

Klamath Basin or surrounding areas. 

Multiple Student Tuition Discounts 

Families with more than one child attending Triad School full-time. 

Active Military 

 One or both parents actively serving in any branch of the military. 
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Policy 2.04 Tuition Assistance 
The Triad School Board will use the Facts Grant & Assessment Program to assess need-based tuition 

assistance. The amount of tuition assistance funds will be granted based upon available donated funds. 

The Board will use the following guidelines to award tuition assistance funds: 

• After receiving the Family Need Report of Facts for a family, the School Pastor/Principal will make 

recommendations to the board based on reviewing Facts Calculated Need and Applicant Reported 

Ability to Pay. 

• The board will not award more than the Facts Calculated Need recommends. 

• There is a minimum monthly tuition fee of $100.00 per student regardless of Facts Calculated Need. 

The following Oregon State Athletic Association (OSAA) rules apply to who may pay tuition on behalf of a 

student: 

OSSA Rule 3.1.7 -No financial assistance will be provided on the basis of a student's potential or 

participation in OSAA-sanctioned activities. Need-based financial assistance will be based on an evaluation 

of information provided from an outside agency. 

OSAA Rule 3.1.8. - Verify that if tuition is charged, it must be paid by the student’s parent or other family 

member. If the student’s parent or other family member secures a loan for payment of the student’s 

tuition, it must remain an obligation of the student’s parent or other family member to repay the School 

Pastor/Principal and interest in full. 

Definition of Parent and Family Member.  For the purposes of this article, "parent" means the student’s 

custodial parent, non-custodial parent, foster parent or parent-in-law. For purposes of this article, "family 

member" means spouse, brothers and sisters, aunts and uncles, or grandparents. 

Policy 2.05 Fees   
One-time Application Fee 

When a new student applies for admission to Triad School, a $25 non-refundable fee must be submitted 

with the application packet. This fee covers the cost of materials and time incurred by the administration 

and staff in processing the application and in making a determination as to whether the student will be 

accepted into the Triad student body. 

Re-enrollment Fee 

In order to re-enroll for the upcoming school year, the family must be current on all account balances for 

the previous school year.   Additionally, if for any reason a family has an unpaid balance from a previous 

year, whether written off or still in the Accounts Receivable system, that balance shall be paid in full in 

order for that family to re-enroll any student. 

Extracurricular Activity Fees  

Activities outside the regular curriculum including athletics, drama, music, clubs, and other activities 

require a participation fee.  These fees cover items such as sports uniforms, coaching salaries, entry fees, 

and transportation.  These fees are non-refundable.  
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Voucher Accounts 

All families will be assigned a voucher account for the processing of expenses associated with 

extracurricular activities.  In order to join in or participate in any extra-curricular activity (athletics, band, 

choir, drama, etc.), tuition and voucher accounts must have no outstanding balance. 

 

 

Donated Support 

Policy 2.06 Fundraising 
Approval, Supervision and Coordination 

All fundraising activity for Triad School is supervised, coordinated and directed by the School 

Pastor/Principal. The Triad School Board annually reviews the fundraising plan at the beginning of the 

academic year. 

The School Pastor/Principal shall review and approve fundraising and solicitation materials; and 

sponsorships prior to publication according to the following: 

1. All solicitation and fundraising materials and other communications to donors and the public shall 

clearly identify Triad School.  Statements and photographs should be accurate and truthful. 

2. Athletic sponsorships should not be approved if the business sponsor’s mission is in conflict with 

Triad’s mission.   

 

General Principles 

• Triad School shall provide appropriate training and supervision of the people soliciting funds on its 

behalf. This includes employees and/ or third party representatives. Training should include 

techniques that are befitting Triad School’s code of conduct and avoid use of techniques that are 

coercive, intimidating or intended to harass potential donors. 

• Triad School shall pay NO compensation for fundraisers 

• Third parties not directly affiliated with Triad School must have written permission from the School 

Pastor/Principal prior to any solicitation on behalf of Triad School. Third party fundraisers engaged 

by Triad School must be registered with appropriate state and local authorities, and their 

representation of Triad School must be evidenced by a written agreement approved by Triad 

School. 

• Triad School respects the privacy of donors.  Triad School shall not sell or otherwise make available 

the names and contact information of its donors. 

• Triad School shall not send mailings on behalf of other organizations. 

 

Committees 

The Friends of Triad (FOT) committee is recognized as the approved fundraising committee for Triad School 

and will operate according to the charter included in the Appendix. The charter shall be reviewed, updated, 

and approved at the beginning of each fiscal year. 
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An annual plan should be submitted to the Triad School Board at the beginning of each fiscal year.  The 

annual fundraising plan must include:   

1. Date of fundraiser;  

2. Purpose of fundraiser;  

3. Coordinator of the fundraiser;  

4. Method of fundraising; and  

5. Location of fundraiser.   

Any fundraising projects that are proposed in addition to those included in the annual plan must be 

submitted to the School Pastor/Principal in advance of the project with sufficient time to be approved by 

the Triad School Board and the Bible Baptist Church Elder Board.   

 

Minor Fundraising Projects 

Fundraising activities limited in scope, such as mission or classroom projects (generally less than $250), will 

require authorization only from the School Pastor/Principal who will keep the senior pastor informed as to 

the nature and duration of these activities. 

Criteria for minor fundraising projects are that the project: 

• Does not interfere with the regular giving to the school for general funds or capital funds. 

• Has a particular purpose which will be of benefit to the educational or extracurricular program of 

the school. 

• Funds will be used for areas not covered by the general fund. 

• Will be of benefit to and assist in the unity and cohesiveness of the Triad community. 

• Be spaced out on the calendar so various events are not in competition. 

 

Policy 2.07 Grants 
Grant Writers 

All grant writing and grant writers on behalf of Triad School must be approved in advance by the Triad 

School Board. The acceptance of any grant awards must be approved by the Triad School Board and the 

Bible Baptist Church Elder Board. A grant administrator will be appointed by the School Pastor/Principal for 

each grant award.  Accounting for the funds will be reported in the monthly financial reports. 

 

Policy 2.08 Donations 
This policy addresses both current and planned gifts as well as cash and non-cash gifts.    

Authority to Accept Gifts 

An outright, unrestricted cash gift of any amount may be accepted by the School Pastor/Principal, senior 

pastor, elder, or any member of the school board unless there is a question as to whether the donor has 

sufficient title to the assets or is competent to legally transfer the funds as a gift to Triad School.  All checks 

must be made payable to Triad School and shall in no event be made payable to an employee, agent, or 

volunteer for the credit of Triad School. 
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Non-cash gifts (including, but not limited to, real property, stock, or a planned gift vehicle) may be accepted 

by the School Pastor/Principal and presented to the school board for approval and recommendation to the 

Bible Baptist Church Board of Elders. 

Publicly Traded Securities 

Securities which are traded on nationally recognized stock exchanges or other readily marketable securities 

shall be accepted by and either held or sold in accordance with Triad School’s investment policy. In no 

event shall an employee or volunteer commit to a donor that a particular security will be held without prior 

written authorization to do so by the Triad School Board. 

Closely Held Securities 

Non-publicly traded securities may only be accepted after approval of the Elder Board. Such securities may 

be subsequently disposed of only with the approval of the Elder Board.  No commitments shall be made for 

disposition of such securities prior to completion of the gift. 

Real Property 

No gift of real estate shall be accepted without prior written approval of the Elder Board. No gift of real 

estate shall be accepted without first being appraised by an independent party acceptable to Triad School 

who shall have no business or other relationship with the donor or Triad School. If appropriate to the 

property, a Level I Environmental Site Assessment would be performed by a qualified geologist, engineer, 

or site assessment firm. 

A follow-up Level II Site Assessment may be required dependent on the initial study. Clean up of 

contamination would be completed prior to the acceptance of the gift property, except in rare cases and 

determined by the Elder Board. 

Triad School will not accept real estate encumbered by a mortgage, unless special circumstances exist and 

with written authorization of the Elder Board. 

Tangible Personal Property 

No personal property shall be accepted unless there is reason to believe the property can be quickly 

disposed of or has a direct use in either the school or would replace an item normally contained in the 

annual operation budget. No personal property shall be accepted that obligates Triad School to ownership 

in perpetuity.  No perishable property or property which will require special facilities or security to properly 

safeguard will be accepted without prior Elder Board approval.  Triad School does not determine the value 

of donated personal property. 

Planned Gift Arrangements 

Triad School may accept gifts that include bequests, life insurance, irrevocable or revocable trusts, life 

estates, charitable remainder annuity and unitrusts, charitable lead trusts and gift annuities in which Triad 

School is the charitable beneficiary. All planned gift vehicles will be reviewed by the Elder Board and Triad 

School legal counsel. 

Gift types can be funded with cash, marketable securities, closely held stock, real estate, notes, mortgages 

and contracts and miscellaneous tangible personal property. The funding source for any planned gift will be 

reviewed according to the previous stated policy for outright gifts. 
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Charitable Remainder Trusts 

Trusts may be established and the parameters of the trust will be reviewed on an individual basis by the 

Triad School Board and BBC Elder Board.  

In-Kind Donations 

In-kind donations of goods and services are accepted from competent professionals wishing to assist Triad 

School with the capital or operating expenses. 

Legal Documents 

Triad School will not draft legal documents for any donor or planned gift except to provide model 

documents for example purposes only. In most cases, any and all fees associated with planned gift legal 

documents, appraisals or assessments will be paid by the donor before the gift is accepted. All documents 

submitted by the donor’s advisors will be reviewed by Triad School counsel. 

 
Policy 2.09 Conditional Gifts 
Regardless of the source or size of a gift, no conditions may be attached to the donor or assurances given 

by the recipient without the prior approval of the board. Any conditional gift must be unanimously 

approved by the entire Elder Board before it may be accepted on behalf of Triad School. 

 

Policy 2.10 Donor Acknowledgment   
Triad School will maintain records of clearly identified donations.  Annual statements will be sent to all 

donors of record. The statement will include the amount of the contribution and the date(s) received.    

Receipts will not be issued for any gifts given to an individual that are of a purely personal in nature, nor 

will such personal gifts be recorded on the annual statements.   

Receipts will not be issued for volunteer services.   

Triad School may accept non-monetary gifts such as food, books, etc. Upon acceptance of such gifts Triad 

School will provide a statement receipt acknowledging what the gift was but shall not state or establish the 

value of such gift.   

Triad School shall not disclose the names of donors unless the donor expressly requests the name to be 

publicized.  

 

Policy 2.11 Investment of Funds 
The board will periodically review the investment strategy of Triad School with outside investment counsel. 

The primary objective in investing any available and any excess operating funds of Triad is preservation of 

capital. Maximizing the return from the investments is an important secondary consideration. 

Permissible investments are to be determined by the school board. 

 

Policy 2.12 Facility Use Policy 
The Facility Agreement form must be completed prior to use of the facility.  The school principal must 

authorize use of the facility.  
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Financial Controls  

General Practices 

Policies and procedures are designed to minimize the following risks: 

Practice Risk 

Use of Corporate 

Property 

Corporate property could be used without authorization or for personal purposes. 

Usage reduces the life of property and eventually is an expense that Triad School 

assumes. It also betrays the trust of our donors who expect that Triad School will 

use its resources only for purposes that help us achieve our mission. 

Receipt of funds Funds may be stolen or lost or someone may be falsely accused of stealing funds.  

Bank 

reconciliation and 

online monitoring 

Bank accounts can be compromised and are at risk of online theft. 

Borrowing and 

lines of credit 

Borrowing puts Triad School at risk of debt it cannot repay. 

Purchasing and 

Procurement 

Unauthorized purchases can deplete Triad School’s resources, therefore purchases 

must have board approval. 

Disbursement of 

funds 

Funds could be spent on unauthorized items; funds could be stolen by taking 

blank checks or by writing checks to payees who are not Triad vendors.  Payments 

we make could be improperly recorded. 

Petty Cash Payments by cash may not be completely documented and are not as easily 

monitored as payments by other means and thus subject Triad School to greater 

likelihood of errors and fraud. 

Expense 

Reimbursement 

When a person pays for an item with personal funds and seeks reimbursement 

Triad School may not have the opportunity to determine whether the good or 

service purchased might have been obtained at a lower price elsewhere, whether 

there is a personal benefit to the person seeking reimbursement and how the 

expenditure fits in with the rest of Triad School’s budget. 

Credit and debit 

card 

Corporate credit or debit cards can be misused when people charge personal 

expenses on them, fail to obtain documentation showing that a purchase was for 

Triad School or put expenses on the corporate card for purchases that are 

embarrassing to Triad School. 

The Triad School Board will review these policies as necessary to consider whether the risks have changed.  

Segregation and definition of fiscal roles: 

• Custodial:   person who has authority to sign checks 

• Authorization:  person who approves payment of a bill; the board when approving the budget 

• Execution:  person who is executing an action that has been authorized by the board through the 

annual budget or by the individual responsible for approving payment of the bill  

• Monitoring:  person who reconciles the bank statement; the board also acts in a monitoring role 

when it reviews the monthly financial reports 
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Procedures and Processes 

As much as possible, the board seeks to separate the responsibilities for fiscal roles so that at least (2) two 

and preferably more individuals fulfill these roles. It is particularly important that the same person does not 

authorize, execute and monitor any transaction.  

All procedures and processes that are developed shall follow this segregation of roles.  All procedures and 

processes are included in the Appendix section of the policy manual.  All procedures and processes must be 

in compliance with policy.  Procedures and processes will be reviewed as necessary. 

 

Policy 2.13 Corporate Property 
Property and equipment owned by Triad School may only be used for corporate activities or activities 

approved by Triad School. They may not be used for personal purposes. If a board member, officer, 

employee or volunteer wants to use corporate property or equipment for any purpose other than a 

corporate purpose, that individual must obtain permission from the Triad School Board. 

Policy 2.14 Receipt of Funds  
All funds, whether cash or check, which Triad School receives will be deposited intact into the bank 

account, with no monies removed to make payments or for other purposes. All cash receipts should be 

deposited into the bank as soon as possible. 

Policy 2.15 Bank Reconciliation on online monitoring 
Triad School bank accounts will be reconciled monthly.  The financial management officer will monitor 

Triad School’s accounts regularly and will prepare a written reconciliation of all bank or investment 

accounts. 

Policy 2.16 Borrowing and lines of credit  
The BBC Elder Board must approve application for and acceptance of any lines of credit.  The Elder Board    

must approve any other borrowing of funds in the name of Triad School, including the use of any    

promissory notes.  

Policy 2.17   Purchasing 
All purchases made on behalf of Triad School must be made pursuant to the board-approved budget. The 

School Pastor/Principal will approve all expenditures after the financial management officer has verified 

that funds are available and have been budgeted. 

Policy 2.18 Disbursement of Funds 
Disbursements from Triad School’s funds may be made by check, credit card, gift card or Scrip.  

Policy 2.19   Petty Cash 
The Petty Cash Fund should only be used when payment by check is impractical. 

Policy 2.20 Expense Reimbursement 
In proper circumstances, board members, employees and volunteers are entitled to be reimbursed for 

expenses related to Triad School that they incurred on behalf of Triad School. To receive reimbursement, 

the following requirements must be met: 
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• The expense must have been authorized in advance by the financial management officer and 

approved by the School Pastor/Principal. 

• The expense must have been incurred for goods or services purchased for Triad School. 

• If the expense is for travel, the travel must be for work related to Triad School. Reimbursement will 

be for no more than the standard mileage rate for business use of a car as established by the IRS. 

Triad School will reimburse meal expenses incurred in direct connection with Triad School’s 

business, or at the per diem rate established by the IRS. 

• Receipts must accompany the reimbursement request form.  

Policy 2.21 Credit and debit cards 
Triad School will not authorize the use of debit cards for any purposes. The board will determine whether 

there is a compelling need for Triad School to obtain one or more credit cards. If the board determines that 

credit cards are needed, the board will authorize specific individuals to utilize a corporate credit card. A 

corporate cardholder may use the credit card only for official purposes directly related to the needs of 

Triad School. The cardholder may not use a corporate credit card for personal purposes, even if he or she 

plans to reimburse Triad School.  Personal use, while prohibited, will require reimbursement at a minimum. 

The following purchases are not allowed on the corporate credit card: 

• Personal purchases 

• Cash advances or loans 

• Payroll advances 

• Purchased for other organizations 

• Alcohol 

• Personal entertainment 

• Fuel for personal vehicles unless previously authorized 

• Purchases from a business the individual owns or operates unless pre-approved by the board
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Policy 2.22 Procurement  
All procurements made by Triad School involving the expenditure of funds will be made in accordance with 

the following procurement standards. 

Procurement transactions, regardless of method or dollar value, will maximize open and free competition.  

Triad School shall not engage in procurement practices which may be considered arbitrary or restrictive. 

Purchases will be reviewed by the School Pastor/Principal to prevent duplication and to ensure that costs 

are reasonable. 

Methods for Procurement: 

Procurements shall be made using one of the following methods: 

Small purchase procedures 

Competitive sealed bids 

Competitive negotiations 

Non-competitive negotiation shall be made according to generally accepted procurement practices   

Small Purchases 

Purchases which cost between $500 and $1,000 will require three over-the-telephone quotations of rate, 

price, etc. A memorandum will be prepared setting forth the date calls were made, parties contacted and 

prices obtained.  For purchases of less than $500, efforts will be made to get the lowest and best price, but 

written records of such efforts are not necessary. 

Purchases of supplies, equipment and services which cost between $1,000 and $10,000 will require written 

estimates but no legal advertisement is required.  Triad School will solicit written responses from at least 

three vendors, and if no such responses are available, a statement explaining the procurement will be 

prepared and filed. 

Competitive Sealed Bids 

Bidding will be employed when detailed specifications for the goods or services to be procured can be 

prepared and the primary basis for award is cost. When the cost of a contract, lease or other agreement for 

materials, supplies, equipment or contractual services, other than those personal or professional, exceeds 

$10,000, an Invitation for Bids (IFB) notice will generally be prepared. 

The IFB will include a complete, accurate and realistic specification and description of the goods or services 

to be procured, the bid deposit, payment bond and bond performance required (if applicable), the location 

where bid forms and specifications may be secured, the time and place for opening bids, and whether the 

bid award will be made on the basis 

of the lowest price or the lowest evaluated price. If the lowest evaluated price is used, the measurable 

criteria to be used must be stated in the IFB. 

 In addition, the School Pastor/Principal shall determine that all firms are responsive and responsible. Triad 

School will make the decision as to whom the contract shall be awarded. After the bid award is made by 

Triad School, a contract will be prepared for execution by the successful bidder. After the contract is signed, 

all bid deposits will be returned to all unsuccessful bidders. 

Triad School may cancel an Invitation for Bid or reject all bids if it is determined that such is in the best 

interests of Triad School. Bidders will be notified in writing of such cancellation or rejection.  Triad School 

may allow a vendor to withdraw a bid if requested at any time prior to the bid opening. Bids received after 

the time set for bid opening shall be returned to the vendor unopened. 
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Competitive Negotiations 

Triad School will use competitive negotiations, regardless of contract amount, upon a written 

determination that: 

Specifications cannot be made specific enough to permit the award of a bid on the basis of either the 

lowest bid or the lowest evaluated bid price (in other words, bidding is not feasible). 

The services to be procured are professional in nature. 

With the exception of certain professional services, competitive negotiations will proceed as follows: 

Proposals will be solicited through qualified vendors. The RFP will describe services needed and identify the 

factors to be considered in the evaluation of proposals and the relative weights assigned to each selection 

factor. The RFP will also state where further details regarding the RFP may be obtained.  The RFP will call 

attention to the same regulations discussed in the bidding process. Requests for proposals will always 

include cost as a selection factor. 

Award must be made to the offeror whose proposal is determined in writing by Triad School to be the most 

advantageous to Triad School. Evaluations must be based on the factors set forth in the Request for 

Proposal and a written evaluation of each response prepared. The Triad School Board will review and 

award contracts. The Triad School Board may contact the firms regarding their proposals for the purpose of 

clarification and record in writing the nature of the clarification. If it is determined that no acceptable 

proposal has been submitted, all proposals may be rejected. New proposals may be solicited on the same 

or revised terms or the procurement may be abandoned. 

For the procurement of certain professional services, an alternative to RFPs may be used. Triad School may 

use a Request for Qualifications. RFQ’s are handled in a similar method to RFP’s with the exception that 

cost is not a factor in the initial evaluation. The School Pastor/Principal will evaluate the responses and rank 

them by comparative qualifications. The highest scoring person or firm will be contacted and cost will then 

be negotiated.  If the School Pastor/Principal is unable to negotiate a satisfactory cost arrangement, the 

second highest scoring person or firm will be invited to negotiate. The School Pastor/Principal will maintain 

a written record of all such negotiations. 

Noncompetitive Negotiations 

Noncompetitive negotiations may be used for procurements in excess of $10,000 when bidding or 

competitive negotiations are not feasible.  Triad School may purchase goods and services through non-

competitive negotiations when it is determined in writing by the School Pastor/Principal that competitive 

negotiation or bidding is not feasible and that: 

An emergency exists which will cause public harm as a result of the delay caused by following competitive 

purchasing procedures, or 

The product or service can be obtained only from one source, or 

The contract is for the purchase of perishable items purchased on a weekly or more frequent basis, or 

Only one satisfactory proposal is received through RFP or RFQ. 

Procurement by noncompetitive negotiation requires the strictest attention to the observation of 

impartiality toward all suppliers. Triad School must approve all procurements by non-competitive 

negotiation when only one supplier is involved or only one bid or response to an RFP/RFQ is received. 

Bids will be accepted only from those contractors who have a proven record of ability to successfully 

complete the scope of work being bid. References will be requested along with the contractor’s bid 
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proposal.  Any contractors submitting a bid must produce (along with his/her bid documents) written proof 

of liability insurance and worker’s compensation coverage. Consideration will be given to such matters as 

contractor integrity, compliance with public policy, record of past performance and financial and technical 

resources in awarding contracts. 

Contracts 

Generally, all procurement in excess of $200 will be memorialized and supported by a written contract. 

Where it is not feasible or is impractical to prepare a contract, a written finding to this effect will be 

prepared and some form of documentation regarding the transaction will also be prepared.  All contracts 

will contain language which allows Triad School the opportunity to cancel any contract for cause.  Said 

cause shall include (but not be limited to) demonstrated lack of ability to perform the work specified, 

unwillingness to complete the work in a timely fashion, cancellation of liability insurance or worker’s 

compensation, failure to pay suppliers or workers, unsafe working conditions caused by the contractor, 

failure to keep accurate and timely records of the job, or failure to make those records available to Triad 

School (on request) or any other documented matter which could cause a hardship for Triad School if a 

claim should arise or the work not be completed on schedule at the specified cost. 

Requests for proposals will be structured to utilize value-engineering for any construction project in excess 

of $50,000. Value engineering will allow the total job to be broken down and bid in sections, so as to 

produce the lowest overall cost of the project to Triad School. A project will request proposals for heating 

as one element, electrical as one element, etc.  In some cases, this will make for a more cost-effective 

project. However, this does not preclude a bidder from making    a lump-sum bid.  Total cost will be 

calculated when value-engineering produces different bids for different scopes of work. Those segmented 

bids will then be added together to give a final project cost. 

 

Documentation 

All source documents supporting any given transaction (receipts, purchase orders, invoices, RFP/RFQ data 

and bid materials) will be retained and filed in an appropriate manner. Where feasible, source documents 

pertinent to each individual procurement shall be separately filed and maintained. Where it is not feasible 

to maintain individual procurement files, source documents will be filed and maintained in a reasonable 

manner (examples include chronologically, by vendor, by type of procurement, etc.). Whatever form of 

documentation and filing is employed, the purpose of this section is to ensure that a clear and consistent 

audit trail is established. At a minimum, source document data must be sufficient to establish the basis for 

selection, basis for cost, (including the issue of reasonableness of cost), rationale for method of 

procurement and selection of contract type, and basis for payment. 

Locally Owned, Minority-Owned, Female-Owned and Small Businesses 

All necessary affirmative steps will be taken and documented to solicit participation of locally Christian 

owned, minority- owned, female-owned and small businesses. Triad School will solicit proposals from 

minority- or women-owned businesses that provide the goods or services that are being sought. Where 

possible and feasible, delivery schedules will be established and work will be subdivided to maximize 

participation by small businesses or minority- or women-owned businesses. Subdivided components will be 

bid as a separate contract. Where feasible, evaluation criteria will include a factor with an appropriate 

weight for these firms. A list of locally owned, minority-owned, female-owned and small businesses and 
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also minority businesses located within the trade region shall be maintained and used when issuing IFBs, 

RFPs and RFQs.  This list shall also be consulted when making small purchases.  Triad School will use the 

services and assistance of the Small Business Administration and the Minority Business Development 

Agency of the Department of Commerce. The successful bidder will be required to use this same criteria in 

selection of suppliers and subcontractors whenever possible. 

Code of Conduct/Conflict of Interest 

No Triad School Board member, employee, consultant, appointed official or designated agent of Triad 

School will take part or have an interest in the award of any procurement transaction if a conflict of 

interest, real or apparent, exists.  A conflict of interest occurs when the official, employee or designated 

agent of Triad School, partners of such individuals, immediate family members, or an organization which 

employs or intends to employ any of the above has a financial or other interest in any of the competing 

firms. 

No Triad School Board member, employee or designated agent of Triad School may acquire a financial 

interest in or benefit in any way from any activity which uses any portion of Triad School funding, nor shall 

they have any interest in any contract, subcontract or agreement for themselves or any family members. 

Any unknown conflict in interest may result in the penalties listed below. All known conflict of interests 

shall be documented and a signed agreement will be procured and filed with each job where a conflict of 

interest may arise. 

NOTE: These rules apply to all named parties and shall be effective for the period of service and for one 

year after leaving said position. 

Acceptance of Gratuities 

No Triad School Board member, employee or designated agent of Triad School shall solicit or accept 

gratuities, favors or anything of monetary value from contractors, potential contractors, subcontractors or 

potential subcontractors. 

Penalties 

Any Triad School member, employee or designated agent of Triad School who knowingly and deliberately 

violates the provisions of this code will be open to civil suit by Triad School without the legal protection of 

Triad School. 

Furthermore, such a violation of these procurement standards is grounds for dismissal by Triad School (if an 

employee) or such sanctions as available under the law (if an elected official).  Any contractor or potential 

contractor who knowingly and deliberately violates the provisions of these procurement standards will be 

barred from future transactions with Triad School. 
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CHAPTER III. PERSONNEL POLICIES  

Policy 3.01 Personnel Philosophy Statement  
Triad School cannot maintain a strong educational program without a stable core of teachers who are 

academically, professionally, and spiritually competent.  

The life of the teacher has a tremendous impact on the lives of the students. Teachers are “the living 

curriculum” in our school. After a pupil has been fully trained, he will be like his teacher. (Luke 6:40) The 

school staff determines the academic and spiritual quality of the school. Therefore, the senior pastor and 

administration at Triad School are committed to selecting, hiring, and retaining academically and spiritually 

competent faculty.  

Policy 3.02 Personnel Qualifications for Employment 
All employees at Triad School shall be born again Christians. 

All full-time teaching staff shall be active members of Bible Baptist Church.  This is to help insure a unity of 

Christian message and vision.  In rare occasions, waivers to this policy may be given by Bible Baptist Church 

Elder Board. 

All other employees of Triad School must be active members of evangelical churches. 

Teachers shall have a minimum of a Bachelor of Arts or Bachelor of Science degree from a recognized 

accredited college or university.  This requirement may be waived by recommendation of Triad School 

Board in cases of part time teachers. 

All new employees will serve 180 workdays probationary period. 

Policy 3.03 Spiritual Qualifications for Employment 
• Has accepted Jesus Christ as Lord and Savior (Rom. 10:9-10). 

• Views their employment at Triad School as a ministry position, seeks to be an ambassador for Christ 

(2 Cor. 5:20). 

• Demonstrates consistent outward evidence of inward Christian character (1 Tim. 4:12). 

• Has read, understands and agrees with the Bible Baptist Church statement of faith. 

• Demonstrates spiritual maturity, a teachable spirit and has a clear conscience before God and man 

(Titus 2:2-8). 

• Has a workable knowledge of the Word, knowing how to feed him/her self spiritually (1 Tim. 4:7). 

 

Policy 3.04 Background Checks 
At Triad School reference checks are conducted on all school employees. Triad School will use a third party 

agency to conduct the background checks. The type of information that can be collected by this agency 

includes, but is not limited to, that pertaining to an individual’s criminal history, past employment, 

education, character, finances, reputation, etc.  This process is conducted to verify the accuracy of the 

information provided by the applicant.   

Triad School will ensure that all background checks are held in compliance with all federal and state 

statutes. The only information that can be collected is that pertaining to the quality and quantity of work 

performed by the applicant, the applicant’s attendance record, education, and other issues that can impact 

the workplace. 
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Policy 3.05 Recordkeeping 
All information obtained from the reference and background check process shall only be used as part of the 

employment process and kept strictly confidential. Executive staff will maintain a log that will include the 

position applied for, the applicant’s name, and the date of the background check.  

Policy 3.06 Contracts of Employment 
Contracts for teachers and administrative staff members will be renewed annually unless the school 

principal recommends non-renewal.   

Teachers shall be notified by June 15 or earlier if their services will not be required for the following year.   

All new employees will serve a one school year probationary period. 

Policy 3.07 Employee Classifications 
Triad has the following classes of employees: 

• Full-time 

• Part-time 

• Temporary/Substitutes  

• Adjunct  

Policy 3.08 School Pastor/Principal Contract 
Contract for the school principal will be recommended by the school board and approved by the senior 

pastor.  The contract shall be reviewed annually. 

Policy 3.09 Compensation Policy for Executive Staff 
This policy on the process for determining compensation applies to the compensation of the following 

positions employed by Triad School: 

• The school principal, secretary, and treasurer, or other executive staff positions as may be added by 

approval of the Triad School Board. 

• The compensation of the person(s) is reviewed and approved by the Triad School Board or 

compensation committee of the Organization, provided that persons with conflicts of interest with 

respect to the compensation arrangement at issue are not involved in this review and approval.   

• The compensation of the person(s) is reviewed and approved using data as to comparable 

compensation for similarly qualified persons in functionally comparable positions at similarly 

situated organizations. 

Policy 3.10 Establishing Personnel Salaries 
The salaries of all personnel, individually or by schedule, shall be recommended annually by the Triad 

School Board and approved by the Bible Baptist Church Elder Board.  All salaries shall be proposed by the 

school principal.  

The school principal shall be responsible for the following:  

• Communicating salary schedule to all personnel. 

• Developing procedure for payment of salaries. 

• Developing payroll and other related procedures. 
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Policy 3.11 Credit for Teaching Experience 
In determining the proper pay level for each teacher, the following guidelines will be used: 

• Certified teachers who are newly employed by Triad School will be allowed credit for all the years of 

certified teaching experience and placed in the pay level equal to those years of experience to a 

maximum of eleven years.  All other teachers will be per the current pay chart. 

• Credit will also be allowed for uncertified teaching experience at a rate of 1-year credit for each 2 

years of uncertified experience, regardless of location of experience.  In calculating the credit only 

full year experiences will be used, and any odd year will be disregarded.  The maximum of 5 years 

credit will be allowed for all uncertified experience 

Policy 3.12 Employee Absence Policies 

Jury Duty Leave 

A full time salaried employee summoned to jury duty shall be granted leave of absence while fulfilling the 

jury duty assignment.  The leave shall be with pay.  The employee shall be required to notify the school 

principal immediately upon receiving the jury duty assignment.  Hourly employees are not entitled to 

receive pay for any time absent from work under this policy.   

Military Service Leave 

Any employee is entitled to special consideration of a year’s leave of absence by making written application 

to the school principal for consideration by the school committee stating the reason said leave of absence 

is required.  Requests will be considered on the following grounds, when not accompanied by the pursuit of 

other gainful employment; military service if called because of national emergency and for 1 year 

thereafter. 

Bereavement Leave 

All employees shall be allowed up to three days without loss of pay or sick leave credit when a death occurs 

in the immediate family.  Immediate family is defined as spouse, father, mother, sister, brother, child or any 

other person residing in the same household.     

All employees shall be allowed one day without loss of pay or sick leave credit when a death is a more 

remote relative, grandparent, immediate in-law, grandchild, aunt, uncle, niece, nephew, cousin. 

Additional time, not to exceed two days shall be granted without loss of pay or sick leave at the discretion 

of the school principal, when it is necessary to travel in connection with the death of a relative. 

Sick leave/Personal leave 

The purpose of sick leave is to provide employees with paid time off from work that can be used for 

personal or family illness or doctor appointments. 

All full-time employees will earn sick leave of 9 days per school year.   Part-time employees who have a set-

schedule will earn sick leave proportionally to the number of hours worked each month. 

Employees may use time from their sick leave in hourly increments.  

Two days per year may be used as personal leave days. A request for personal leave must be submitted to 

the Principal two (2) days prior to the time off. Employees that take more than their allotted personal leave 

time will be charged the cost of their substitute. 

http://humanresources.about.com/od/glossaryp/g/pto_policy.htm
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Employees who miss more than three consecutive unscheduled days, may be required to present a doctor's 

release to the school principal that permits them to return to work. 

Unscheduled absences, due to illnesses of four hours or more that result in consecutive days absent from 

work are considered one absence incident in relationship to potential disciplinary action. 

An employee that is experiencing long term absence because of extenuating circumstances is eligible to 

receive donated sick leave from other employees if approved by the school principal.  Employee donations 

of sick leave to another employee are strictly voluntary, and employees are under no obligation to donate 

sick leave. An employee may donate as much sick leave as they choose.  An employee who donates sick 

leave will complete the donation form stating how many hours they wish to donate and have the form 

approved by the school principal and turned into payroll. 

Triad will follow all requirements of the Family and Medical Leave Act. 

Progressive disciplinary action relative to incidents of absenteeism is administered on a rolling 12-month 

calendar as follows: 

• One - three incidents: No disciplinary action - Supervisory coaching 

• Fourth incident: Verbal warning with a documented coaching session 

• Fifth incident: Written warning in the employee's file 

• Sixth incident: Employment termination 

An employee who receives a second written warning in a rolling 24-month time period will have his or her 

employment terminated. 

An employee who has used all of his or her FMLA and short term disability benefits, and is still unable to 

return to work, will have his or her employment terminated unless excepted by the Leave Without Pay 

Policy (LWOP). 

Any employee who misses two consecutive days of work without notice to their supervisor may be 

considered to have voluntarily quit their job. 

 

Maternity Leave 

A teacher may request a leave of absence for maternity purposes up to 12 consecutive weeks in length.  

This leave is without pay and does not count as experience on the salary schedule. 

• Covered full time salaried employees shall be entitled to maternity leave of up to 12 weeks after the 

birth of a child. 

• Maternity leave is, in and of itself, voluntary and without pay. 

• Maternity leave, without the existence of medical reason for the leave, simply guarantees the 

employees right to return to her position. 

• Full time salaried employees must apply to the school principal for maternity leave in a timely 

fashion both prior to commencement of the leave and prior to its expiration. 

 

 

http://humanresources.about.com/od/glossaryd/a/discipline.htm
http://humanresources.about.com/od/discipline/g/verbal-warning.htm
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Leave Without Pay (LWOP) 

Triad recognizes that there may be extenuating circumstances where an employee may be absent beyond 

what other sections of this policy may cover.  In such cases the employee may request LWOP in writing, 

describing the circumstances, to the school principal.  LWOP will be granted with the intent that the 

employee will return to full duty. 

 

Policy 3.13 Medical Insurance 
All full time and part-time faculty and staff working at least 75% full-time are currently eligible for health 

insurance coverage outlined below: 

• All eligible faculty and staff may elect to receive the health insurance benefit for themselves.  This 

insurance does not cover other members of their immediate family, however, eligible faculty and 

staff may elect to personally pay to have their family covered. 

• If an employee was working at least 75% full-time and the employee’s hours were reduced to less 

than 75%, the employee may continue their medical insurance at the current rate for employees. 

 

Policy 3.14 Liability Insurance 
Comprehensive general liability insurance shall be maintained by Bible Baptist Church, which covers all 

employees. 

 

Policy 3.15 In-Service Education 
Faculty meetings will ordinarily be used for the school’s in-service training program, attention being given 

to various areas in the instructional program needing study and/or improvement.  Teachers are urged to 

maintain contact with current studies and periodicals in education and to read at least one book on related 

areas each year. 

 

Policy 3.16 Educational Conferences 
The school principal may, at his discretion, allow teachers and staff members to attend educational 

conferences or to visit educational institutions if, in his opinion, it is professionally desirable, without loss of 

pay.  The school principal may require written reports to be submitted as a part of the school’s in-service 

program. 

 

Policy 3.17 Mentoring 
Once employed, all incoming staff will be assigned to a designated mentor for the purpose of orientation, 

assistance and guidance.  This special program will be coordinated by the school principal as an ongoing 

process that will be dually phased out during the entry year.  The substance of the mentoring will include 

meetings, periodical evaluations, and classroom observations. 

 

Policy 3.19 Dismissal of Employees at the end of the Contract Year 
The senior pastor of Bible Baptist Church, with the recommendation of the school principal and school 

board, may terminate the employment of an administrator or teacher at the end of the contract period set 

forth, if in his judgment, the best interest of the school will be served. 



34 
 

The administrator or teacher is discharged and salary payments terminated by the senior pastor of Bible 

Baptist Church during the school year for one or more of the following reasons: immorality, conviction of 

any felony or other crime involving moral turpitude, failure to comply with official directives or with 

established Triad School policies, physical or mental capacity preventing performance of the contract of 

employment, repeated and continued neglect of duties, inefficiency or incompetency in performance of 

duties, breach of contract, failure to comply with such reasonable requirements as the employer may 

prescribe for achieving professional improvement and growth, necessary reduction of personnel by the 

school (such reductions shall be made in the reverse order of seniority in specific teaching fields), for good 

cause determined by the employer, good cause being failure of administrator or teacher to meet accepted 

Christian standards of conduct as stated in this policy manual.  Before the administrator or teacher shall be 

discharged prior to the end of the school year for any of the causes set forth in the preceding section, the 

employee shall be notified in writing of the proposed action. See Policy 4.23 for additional information on 

layoff and recall procedures. In any decisions to terminate employment of an administrator or teacher no 

consideration shall be given to sex, national origin or race of the employee. 

 

Policy 3.21 Resignation and Abandonment of Contract 
If it should become apparent that the teacher or employee under contract shall not be able to complete 

their contract or be able to accept one for the following year, a written letter of resignation shall be 

submitted to school principal. 

When an employee is absent from his duties for more than three days without due approval, the school 

board may rule the contract to have been breached and declare the position open. 

The employee shall notify the administration in writing if he/she is unable to fulfill the terms of the 

contract.  The employee shall be obligated to remain until proper replacement can be secured.  In no case 

shall this be less than two weeks.  At the time of resignation, the contract shall be dissolved and remaining 

compensation forfeited. 

 

Policy 3.22 Layoff and Recall 
Economic conditions, or other unforeseen circumstances may require adjustments in staff levels by means 

of a layoff or reduction-in-force. 

Layoff is defined as situations where work is no longer available, the job is eliminated, the contract expired, 

the department closed, etc. 

When the number of employees must be reduced, the school principal, Triad School Board, or their 

designee, will establish the order in which the positions are affected. Layoffs may be made according to 

relative qualification.  Retention will be based on skills and abilities.  Employees will not have bumping 

rights based on seniority. 

Whenever possible, thirty (30) days’ notice will be given to employees scheduled to be separated due to 

layoff. 
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Policy 3.23 Teacher Evaluations 
The school principal shall conduct at least two formal times of classroom observation for every teacher 

every year.  There will be a teacher/principal conference after each evaluation.  The teacher will receive a 

copy of the evaluation for their files and one will be kept by the school.  The school files on the teacher 

shall be accessible to the teacher.  End of the year conferences will be scheduled with all teachers. 

The school principal shall be responsible for developing, organizing, and implementing the program of 

evaluating the instructional process as one means to ensure quality control of instruction. 

 

Policy 3.24 CPR Training and First Aid Certificate 
The administration shall schedule at regular intervals, training for all staff members in CPR methods.   

Any person employed as an aid, teacher, or administrator of Triad School is required to hold a valid first aid 

and CPR certificate.  It will be that person’s responsibility to take such courses as are necessary to keep a 

standard first aid and CPR certificate.  

 

Policy 3.25 Faculty Responsibilities and Duties 
• All teachers will attend all faculty meetings, or other meetings as directed, and perform other duties 

which may be assigned by the school principal, without additional compensation.  Such duties may 

include attending school functions, i.e. athletic events, musicals, meetings, drama, etc.   

• The length of day shall be fixed by the school as well as the hours of teaching and duties to be 

performed.  The teacher agrees that, in addition to the regular school work to be performed, he will 

carry out the program of contacts with parents and students, pursuant to the direction of the school 

principal. 

• Teachers will be in their classrooms by 7:30 AM each day. 

• The teacher’s duties will involve not only the responsibilities ordinarily incumbent but also those 

responsibilities related to the special spiritual ministry to which he or she is called; training of the 

child in Christian faith and practices.  In a very real sense, therefore, it is the expectation of Bible 

Baptist Church that the teacher will strive at all times to understand, appreciate, love and serve 

peoples entrusted to him or her for instruction and that he/she will to the best of his/her ability, 

provide for their fullest intellectual, physical, emotional, and spiritual development. 

• Teachers are to be present at all faculty prayer times.  

• Teachers are to abide by the regulations and policies set forth in the Triad School policy manual and 

to cooperate in every way with the school authorities. 

• The teacher will avoid highly debatable topics as much as possible, especially as they relate to 

denominational issues. 

• Attendance at faculty meetings, conferences, meetings with parents, counseling sessions with 

students and preparation time are normal duties and may require additional time. 

• Teachers are expected to integrate a biblical world view with each subject they teach. 
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Policy 3.26 Field Trips 
Teachers are encouraged to take their classes on educational field trips throughout the school year.  

Teachers should fill out a field trip request form two weeks in advance and submit it to the school principal 

for approval. 

The teacher is to assure that field trips are well supervised.  They should ask parents to come as chaperones 

when an activity demands more supervisory personnel than we have school personnel attending.  If 

students return to school after a field trip and the regular after school supervisory staff has left, the teacher 

is responsible to stay with the students until the last student has been picked up. 

  

Policy 3.27 Extra-Curricular Activities 
Teachers, other staff, and coaches supervising students at extra-curricular activities are responsible to 

ensure the student’s behavior is respectful, safe and represents Triad School and Christ’s will.  After the 

activity is over, the teacher, staff member, or coach is responsible to stay with the student until the last 

student is picked up. 

 

Policy 3.28 Sexual Harassment of Employees or Students 
No staff member shall harass another employee or student in reference to sexual relations.  Any 

harassment should be reported immediately to the Triad Board President and the senior pastor.  

  

Policy 3.29 Disciplinary Policy 
Teachers, other staff, and coaches supervising students are responsible to enforce the standards of conduct 

consistently. 

 

Policy 3.30 Substitute Teacher Salaries 
Pay for substitute teachers is recommended annually by the Triad School Board. 

 

Policy 3.31 Worker’s Compensation  
Triad participates in mandatory worker’s compensation insurance coverage. All injuries due to an 

employee’s work must be reported to the office within one day of such injury or illness. Triad must make a 

written report of the injury or illness within 24 hours to the school’s insurance company.  

Because Triad desires a safe environment for employees, parents, and students, and because our insurance 

rates are based on our safety record, all employees are encouraged to avoid unsafe activities and to 

immediately report any unsafe working conditions to the office.  

 

Policy 3.32 Political Activity Policy 
Triad School will not engage or use funds in political campaigns on behalf or in opposition to candidates for 

public office.   This includes publishing or distributing statements or other printed material on behalf or 

against any candidate for public office. 
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Triad School understands that as an organization exempt under Statue 501(c) (3) that we are prohibited 

from participating in political campaigns for or against candidates for public office and may be censured by 

the IRS by the following: 

• The IRS may require Triad School and officers to pay stiff excise taxes on political expenditures, 

and/or 

• The IRS may obtain a court order against an employee barring his/her political expenditures, and/or 

• The IRS may revoke Triad’s 501(c)(3) exempt status. 

 

Policy 3.33 Scope and Sequence 
A scope and sequence for each subject shall be adopted to guide teachers in the use of curriculum 

materials provided by the school.  See separate notebook. 

 

Policy 3.34 School Principal Position Description 
The Position:  

Triad School Principal is the chief administrative officer appointed by the Elder Board and Triad School 

Board to implement the mission and educational operating policies of Triad School.  Accountable to the 

senior pastor and school board, the school principal is the spiritual and educational director who provides 

day-to-day direction and operational practices that represent a consistent and effective model of integrity, 

efficiency, and accountability. In addition, the school principal performs and/or directs all other duties as, 

from time to time, may be assigned by the senior pastor or school board.  

The school principal is an associate pastor of the Bible Baptist Church.  As an associate pastor he shall 

supervise, develop, promote, and administer his designated ministry area in cooperation with the senior 

pastor, other staff, and the elders.  He shall be responsible to the senior pastor and serves as an ex-officio 

member of the elder board, committees, and associated ministries in his area of ministry. 

PROFESSIONAL QUALIFICATIONS: 

• A Master’s degree in educational administration/supervision or equivalent. 

• Experience in Christian school administration is desirable, but not required.  

• Ability to demonstrated supervisory leadership.  

SPIRITUAL QUALIFICATIONS:  

• Meet the biblical qualifications as stated in 1 Timothy 3: 2-13, Titus 1: 6-9, and 1 Peter 5: 1-3. 

• Hold to the Doctrinal Statement and Teaching Position of the Bible Baptist Church and shall be an 

example of the Standard of Character and Conduct. 

• Publicly profess to be a believer in Jesus Christ and have a lifestyle that reflects a maturity and 

intimacy with God.  

• Have an authentic and growing relationship with Jesus Christ as evidenced by a strong, clear 

personal testimony.  

• Committed to the mission of achieving excellence by educating students spiritually, morally, and 

academically through cultivating Christian values and promoting Christian service. 

• Possess personal humility.  
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• Be a servant-leader whose conduct exemplifies Biblical principles  

• Be a genuine excitement and passion about Christian leadership.  

• Be able to lead in a Godly manner. 

 

PERSONAL AND GENERAL QUALIFICATIONS:   

• Be able to create and lead effectively in a team environment.  

• Be able to mentor other leaders, build teams, and create a supportive work environment.  

• Be confident – an inclusive decision-maker when confronted with challenging issues and concerns.  

• Have enthusiasm, appreciation, and commitment for the school’s mission.  

• Have proven strength in interpersonal skills and human resource management.  

• Possess a natural talent to meet people easily and cordially; comfortable with people representing 

diverse backgrounds.  

• Have a professional demeanor while at the same time developing close relationships with parents, 

staff, and community. 

• Have a healthy level of self-confidence combined with Biblical humility.  

• Be able to think strategically and to analyze complex situations.  

• Be a problem-solver who can engage appropriate parties in the development and implementation 

of solutions.  

• Possess insight into contemporary culture and the challenges facing families, youth, and Christian 

education.  

• Be an innovative practitioner of ways to invoke educational programs and administrative processes 

that engage parent and staff support while fostering desired student outcomes.  

• Be able to extend beyond philosophy and theory to invoke practical application.  

  

DUTIES AND RESPONSIBILITIES: 

EDUCATIONAL LEADERSHIP AND SCHOOL MANAGEMENT:   

• Provide leadership to a planning process designed and intended to assure the school’s readiness 

and ability to provide a sound, relevant, and spiritual educational experience for students.  

• Provide sound financial leadership and policies to prudently manage the school’s accounting and 

financial records. 

• Lead the faculty and school board in planning for the school’s continuing educational growth and 

spiritual maturity as a highly respected Christian school.  

• Oversee all academic, extra-curricular, and student programs to achieve a complete Christian 

education experience.  

• Establish and promote goals for faculty and staff that result in every student achieving his/her 

fullest academic and personal potential.  

• Recruit teaching and administrative personnel whose philosophies match those of the school.  

• Develop and apply strategies to continuously improve faculty and staff professional development, 

salaries and benefits.  
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• Develop and implement a positive reinforcing system for evaluating effective teaching, 

strengthening the curriculum, and encouraging professional development.  

• Provide the leadership and management skills necessary to maximize the efforts of teachers and 

students in an environment conducive to spiritual and educational enhancement, growth, and 

achievement.  

• Evaluate virtual and technological education as a tool for enhancing the academic offering of the 

school.  

• Remain abreast of educational trends.  

COMMUNICATION: 

• Serve as the primary spokesperson for Triad School.  

• Be committed to maintaining excellent relationships with parents, faculty, staff, students, school 

board, elder board, and the leadership team of The Triad School.  

• Effect constant and open communication with all school stakeholders.  

• Promote a warm Christ-centered atmosphere within the school.  

• Maintain a high profile by being visible and attending school events to build awareness, strengthen 

parent relations, and encourage support of the school.  

• Serve as the instructional leader of the school by providing leadership in curriculum development 

and implementation.  

• Provide strong, collaborative leadership to ensure consensus on future direction.  

• Be involvement in the daily life and activities of students by personally recognizing their 

achievements and sharing in their successes as well as their problems and concerns.  

 ORGANIZATIONAL SETTING:   

• Ensure compliance with accrediting and school membership agencies.  

• Establish objectives and procedures to ensure operational efficiency.  

• Ensure compliance with local, state, and federal agencies and guidelines.  

• Ensure that the school’s academic staff adheres to all personnel policies, procedures, and 

guidelines.  

• Ensure staff collaboration and cooperation with facilities management and other facility users as it 

relates to the physical use and maintenance of the school’s buildings and grounds.  

• Develop, maintain, and update a School Safety Plan, as required.  

 OTHER DUTIES AND RESPONSIBILITIES:   

• Implement established school policies and collaboratively review and make recommendations for 

change to the school board.  

• Keep the school board fully informed of critical needs as they affect educational operations.  

• Review and approve parent, teacher, and student efforts.  

• Support the development, goals, and objectives of The Triad School.  

• Monitor, support, and guide the activities of the parent, teacher, student and other parent 

volunteer groups to identify and supplement the needs of The Triad School.  

• Collaboratively establish and meet performance goals and objectives of the school board.   
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Policy 3.35 Complaints Policy 
Overview  

Complaints are handled and resolved as close to their origin as possible.  Although no person will be denied 

the right to petition the board for redress of a grievance, complaints will be referred through the proper 

administrative channels for solution before investigation or action by the board. Exceptions are complaints 

that concern board actions or board operations. Any complaint about school personnel will be investigated 

by the administration before consideration and action by the board.  

The board advises the student, parent or community patron that the proper channeling of complaints 

involving instruction, discipline or learning materials is as follows:  

• Teacher  

• School principal 

• Senior pastor 

• Board president 

• The Triad School Board 

If the senior pastor, school principal or board members are approached with a complaint first, they should 

direct the complainant back through the proper channel.  

Complaint Procedure  

When a student, parent or patron of the community has a complaint concerning the operation and 

administration of the school, school personnel, learning materials or a related program, the procedure will 

be as follows:  

1. The teacher will hold a meeting with the complainant after receiving a written complaint and shall 

try to resolve the problem as quickly as possible.  

2. If satisfaction is not reached, the complaint will immediately be sent to the school principal.  The 

school principal will hold a meeting with the complainant and the teacher and will render a decision 

at the end of the meeting if possible.  

3. If the complaint has not been resolved, the school principal, teacher, and complainant will meet 

with the senior pastor to resolve the problem.  

4. If the complaint is still not resolved, the complainant will meet with the senior pastor and the board 

president to resolve the problem.  

5. If the complaint still has not been resolved, the matter will be placed on the next board agenda for 

board review. The board will listen to both sides of the issue and will render a decision at the next 

regularly scheduled board meeting.  

Scriptural Basis for Policy  

“If your brother should do wrong against you, go and show him his fault privately; in case he listens, you 

have won your brother. In case he does not listen, take one or two along, so that from the testimony of two 

or three witnesses the whole dispute may be settled.” (Matthew 18:15-16)  
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Policy 3.36 Reporting of Suspected Child Abuse 
Reporting  

To facilitate the use of protective social services to prevent further abuse, safeguard and enhance the 

welfare of abused children, it is the policy of Triad School that all employees shall promptly comply with the 

statutory requirements concerning the reporting of a suspected child abuse. In particular, all Triad School 

employees having reasonable cause to believe that any child with whom the employee comes in contact 

has suffered abuse, or that any person with whom the employee comes in contact has abused a child, shall 

orally report the suspected abuse immediately to the local office of the Oregon Department of Human 

Services, or to a law enforcement agency within the county where the person making the report is at the 

time of his/her contact. Triad School employee must also immediately inform his/her supervisor, school 

principal and superintendent of the suspected abuse and file a report using the Reporting of Suspected 

Child Abuse form.  If the suspected abuser is a Triad School employee, then the employee must also inform 

the senior pastor and the school board president.  

Definitions: 

Oregon Law recognizes these types of abuses: 

o Physical;  

o Neglect;  

o Mental injury;  

o Threat of harm; 

Child means an unmarried person who is under 18 years of age. 

If known, such report shall contain the names and addresses of the child, the child’s parents or other 

persons responsible for the child’s care, the child’s age, the nature and extent of the suspected abuse, the 

explanation given for the suspected abuse, any other information which the person making the report 

believes might be helpful in establishing the possible cause of the suspected abuse and the identity of a 

possible perpetrator. 

Triad School has designated the senior pastor and the board chair to receive reports of suspected child 

abuse by school employees and specify the procedures to be followed upon receipt of a child abuse report. 

Triad School has posted the name and contact information of the senior pastor and the board chair. When 

action is taken on the report, the person who initiated the report must be notified.  

When Triad School receives a report of suspected child abuse by one of its employees, and the senior 

pastor  determines that there is reasonable cause to support the report, Triad School shall place the school 

employee on paid administrative leave until the Department of Human services or a law enforcement 

agency either: 

• Determines that the report is unfounded or that the report will not be pursued; or  

• Determines that the report is founded and Triad School takes the appropriate disciplinary action 

against the school employee. If the Department of Human Services or a law enforcement agency is 

unable to determine whether the child abuse occurred at the school, Triad School may either 

reinstate the employee or take disciplinary action at the school’s discretion.  
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Confidentiality of Records  

Documents, reports and records compiled by Triad School employees pursuant to the provisions of the 

Child Abuse Act are confidential and are not accessible for public inspection. The senior pastor or designee 

shall make such records available to any law enforcement agency, the Department of Human Services, the 

Teacher Standards and Practices Commission or a child abuse registry in any other state for the purpose of 

subsequent investigation of child abuse, and to any physician, at the request of the physician, regarding any 

child brought to the physician or coming before the physician for examination, care or treatment. However, 

prior to the disclosure of a disciplinary record, the senior pastor or designee shall remove any personally 

identifiable information from the record that would disclose the identity of a child, a crime victim or a 

school employee who is not the subject of the disciplinary record.  

Failure to Comply  

Any Triad School employee, who fails to report a suspected child abuse as provided by this policy and the 

prescribed Oregon law, commits a violation punishable by law. A Triad School employee who fails to 

comply with the confidentiality of records requirements commits a violation punishable by the prescribed 

law. If an employee fails to report suspected child abuse or fails to maintain confidentiality of records, the 

employee will be disciplined.  

Cooperation with Investigator  

Triad School staff shall make every effort in suspected child abuse cases to cooperate with investigating 

officials as follows:  

• If the student is to be interviewed at the school, the senior pastor or representative shall make a 

conference space available. The senior pastor or representative of the school may, at the discretion 

of the investigator, be present to facilitate the interview. Law enforcement officers wishing to 

interview or remove a student from the premises shall present themselves at the office and contact 

the senior pastor or representative. The officer shall sign the student out on a form to be provided 

by the school;  

• When the subject matter of the interview or investigation is identified to be related to suspected 

child abuse, Triad School employees shall not notify parents;  

• The school principal or representative shall advise the investigator of any conditions of disability 

prior to any interview with the affected child;  

• Triad School employees are not authorized to reveal anything that transpires during an investigation 

in which the employee participates, nor shall the information become part of the student’s 

education records, except that the employee may testify at any subsequent trial resulting from the 

investigation and may be interviewed by the respective litigants prior to any such trial.  

Immunity from Liability  

Any Triad School employee participating in good faith in the making of a report pursuant to this policy and 

Oregon law and who has reasonable grounds for the making thereof, shall have immunity from any liability, 

civil or criminal, that might otherwise be incurred or imposed with respect to the making or content of any 

such report. Further, the initiation of a report in good faith about suspected child abuse may not adversely 

affect any terms or conditions of employment or the work environment of the complainant. If a student 
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initiates a report of suspected child abuse by a Triad School employee in good faith, the student will not be 

disciplined by the board or any Triad School employee.  

 

Policy 3.37 Classroom Teacher 
• Teach subjects and classes assigned using curriculum, supplementary materials, field trips, special 

guests, etc., to enhance them. 

• Attend and participate in the following: 

o Morning devotions 

o Teachers’ meetings 

o Evening programs involving his/her students 

o Other meetings as assigned 

• Weekly lesson plans will be available for review by the school principal giving each day’s educational 

objectives and assignments will be prepared by teachers and will be available to the school principal 

before classes begin each Monday, or earlier if the school principal so requires.   

• To supervise duties before school as assigned and after school every day. 

• Hold “help” classes after school as needed or as requested by parents. 

• Complete paperwork including the following: 

• Weekly progress reports 

• Reports cards (4 times per year) 

• Grade cards for permanent files 

• Weekly eligibility reports for athletes 

• Inventories of classroom equipment, supplies and books 

• End-of-year evaluation forms 

• Records of attendance 

• Administration and scoring of tests 

• Other paperwork as assigned 

• Maintain building classroom cleaning and repair: 

• Be responsible for daily and end-of-year cleaning of classroom area 

• Assist in overall cleanliness of facility 

• Promptly report repair needs to administration 

• Plan parties at designated holidays. 

• Maintain proper classroom discipline, take care of minor problems personally and refer major 

problems to the school principal. 

• Be available to any parent or student who wishes to have conference before or after school. 

• Hold bi-annual conferences with parents of each student. 

• Supervise extra-curricular activities, organizations, outings as assigned. 

• Fulfill homeroom duties as assigned. 

• Complete the Christian philosophy of education in-service program within the first two years of 

teaching. 

• Carry out any other duties as assigned. 
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Policy 3.38 Librarian  
• Choose from the books donated to the school those which are to be included in our library. 

• Purchase new books and supplies for library as funds are available. 

• Maintain library including books, card catalogs, magazines and equipment. 

• Take care of all check-out, check-in, and shelving of books. 

• Send out overdue notices and collect fines. 

• Assist teachers and students in finding books and materials in specific subject areas. 

• Teach students how to use library and technology available in the library. 

• Establish time for the use of the library by elementary classes. 

• Carry out any other specific duties as assigned by the school principal. 

Policy 3.39 Employee Responsibilities, Ethics and Conduct  
It is the expectation of Triad School that the employee will strive at all times to understand, appreciate, 

love and assist the pupils entrusted to him/her for instruction and that he/she will, to the best of his/her 

ability, provide for their fullest intellectual, physical, emotional and spiritual development.  

• Teachers are expected to integrate Biblical concepts with each subject they teach. All topics are to 

be taught in a manner consistent with Scripture.  

• Teachers are encouraged to become involved in civic and community affairs that do not interfere 

with their employment responsibilities.  

• Teacher will to attend meetings, conferences and/or events as may be required by the senior 

pastor, board, school principal, or other administrative officer.  Required activities may include, but 

not limited to, student functions, i.e. musicals, etc., society business meetings, and/or major school 

events. Attendance at faculty meetings, conferences, meetings with parents, counseling sessions 

with students, school events in which students from their classes are participants, and preparation 

time are considered part of each teacher’s normal duties.  

• The Teacher will avoid highly debatable topics as much as possible, especially as they relate to 

denominational issues.  

• Teachers are to maintain a professional relationship with all parents and avoid developing a 

relationship that makes them feel that they must treat a student differently because of the 

relationship. Teachers should avoid discussion of the school problems in any areas where parents, 

students, or others may overhear and should avoid “talking shop” with parents.  

• No employee of Triad shall engage in activities that would use students of Triad as possible contacts 

for commercial sales or financial gain.  

• Unless they have the parents’ written permission, teachers may not share any information from a 

student’s file or other private information with anyone outside of the Triad professional school 

community.  

• Teachers are never to discuss negative aspects of one student in front of another.  

• The length of the school day shall be established by the board as well as the hours of teaching and 

duties to be performed. The Teacher agrees that, in addition to the regular school work to be 

performed, they will carry on a program of contacts with the parents of the students, pursuant to 

the directions of the school principal.  
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• Employees shall have the right to inspect their personnel file. Comments of a derogatory nature 

shall not be entered until the employee has had an opportunity to review and make comments 

within three working days of any written interview.  The employee will be required to sign 

acknowledging the comments. 

Policy 3.40 Removing Students from School during School Hours 
Except for authorized field trips, no students shall be taken from school during school hours by any person, 

with the following exceptions:  

• By a parent or guardian when properly identified.  

• By a relative or family friend, only upon written request, properly verified by the parent or guardian.  

• By properly identified representatives of law enforcement agencies:  

• In making an arrest.  

• Taking the student into custody.  

• When the assistance of a child is required by the officer of the law in the detection or apprehension 

of a criminal.  

While it is the duty of the law officer to notify parents or guardian of the person taken into custody or 

placed in detention, it is still the responsibility of the school principal to confirm this notification with the 

parent or guardian of the child. 

Policy 3.41 Resource Material for Classroom and Library Use 
Resource materials include literature, text, film, video, recordings and art. These materials for the 

classroom and/or the library must reinforce the objectives and philosophy of Triad. The language of the 

material must not be coarse, profane, and immoral or take the Lord’s name in vain.  

As much as possible, Christian material should be used. Non-Christian materials should be examined to 

determine their potential for teaching truth.  

Resource materials must be previewed by the teacher before use. If there is any question or doubt 

concerning the materials, they should be submitted to the administration for review.  

Scriptural principles upon which this policy is based are as follows:  

• Finally brothers, whatever is true, whatever is noble, whatever is right, whatever is pure, whatever 

is lovely, whatever is admirable -if anything is excellent or praiseworthy -think about such things. 

(Phil. 4:8)  

• See to it that no one take you captive through hollow and deceptive philosophy, which depends on 

human tradition and the basic principles of this world, rather than on Christ. (Col. 2:8)  

• You shall not misuse the name of the Lord your God, for the Lord will not hold anyone guiltless who 

misuses His name. (Exodus 20:7)  

• Put away perversity from your mouth; keep corrupt talk far from your lips. (Proverbs 4:24)  

• Do not let any unwholesome talk come out of your mouths, but only what is helpful for building 

others up according to their needs, that it may benefit those who listen. (Eph. 4:29)  

• Flee from sexual immorality. (1 Corinthians 6:18a)  

• But I tell you that anyone who looks at a woman lustfully has already committed adultery with her 

in his heart. (Matthew 5:28)  

• I will set before my eyes no vile thing. (Psalm 101:3) 
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Policy 3.42 Triad Media and Review Policy 
The goal of the Triad Media Selection and Review Policy is to uphold the mission of our school (Celebrating 

the Truth of Christ in a College Preparatory Setting) and to adhere to a Biblical worldview in the selection of 

our literature, music, and media materials.  This policy is also to assist our students in being able to 

determine what is of the world and that which is glorifying to God, and enriching their relationship with 

Christ. 

Purpose of Books, Music, and Media Materials 

We seek to provide books, music, and media materials that: 

• Enrich and support all subject areas of the school curriculum taking into consideration the varied 

interests, abilities, and maturity levels of the students served and their teachers. 

• Encourage and guide our students to become life-long learners and readers.  

• Stimulate growth in factual knowledge, literacy appreciation, aesthetic values, and ethical, moral 

and Biblical convictions. 

Guiding Principles for the Selection of Books, Music, and Media Materials 

 Our selection of books, music, and materials will be guided by the following fundamental principles:   

• Propriety: Biblical standards and Triad policies will determine the selection of materials that are 

honoring to God and useful to His people. (Phil. 4:8, Eph. 5:4, I Peter 3:15-16, Prov. 4:20-27, Deut. 

6:5-9) We recognize and respect a parent’s role in making choices for what is acceptable in their 

home, however Triad School reserves the ability to choose appropriateness for the greater Triad 

community. Materials with gratuitous profanity, excessive violence, objectionable sexual content, or 

ethical and philosophical themes that are in conflict with Christian values. 

• Moral Integrity: Wisdom, reason, and fairness will be used in selecting materials which represent 

current world affairs. In the selection process, all attempts will be made to recognize the freedom 

we have in Christ. Age appropriate materials may be deliberately chosen to encourage the student’s 

development of a Biblical worldview and to equip them to defend their faith in a culture opposed to 

Biblical ideals. 

• Educational Potential: Literature of various genres such as traditional literature (fables, myths, 

legends, fairy tales and proverbs), classical literature, fantasy, historical fiction, science fiction, 

contemporary realism, poetry, biographies, drama, autobiographies, short stories and essays are 

applicable. All materials that have potential for enlarging the students’ vision, deepening their faith 

and/or sharpening their sensitivity as a Christian shall be sought. Also, materials which provide an 

opportunity to apply Biblical knowledge and develop critical thinking ability are essential. Music 

selection for chapel, choir, band, concerts, pep assemblies, athletic events, dances and all Triad 

sponsored events and assemblies should meet the same criteria as discussed above.  

• Aesthetic Qualities: Artistic excellence, engaging the students’ imagination and emotions, which 

provide enjoyment, inspiration and character building potential will be sought in materials. 

• Prudence: Wise care and foresight shall guide the purchase of materials which will retain value for 

present and future educational needs. The Biblical worldview, reputation and significance of author 

and/or publisher, overall purpose of material and how well it is accomplished, timeliness or 

permanence of material, importance of the subject matter to the collection, accuracy of material 

and quality of writing (readability) should all be considered. 
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Triad Independent Novel  

As a part of Independent Novel reading, a student at Triad will be required to read a minimum of either 400 

pages (middle school) or 600 pages (high school) per quarter.   

General guidelines:  

• Content of the book should conform to the criteria above. 

• The teacher will preview and approve the Independent Novel and may seek approval from the 

parent.  

• The teacher, parent, and student will be aware of what the student is reading.  

• Students will choose and read books that are within their reading level.    (e.g.  A high or middle 

school student should not read The Magic Tree House series).  

Triad Movie Policy  

• For those times when showing a movie at Triad as a programmed activity (educational 

movie/documentary/play, part of the class curriculum, or for a reward day) the following conditions 

will apply:  

• Movie rated G: no parental permission required unless the teacher feels the subject matter should 

be known by the parents for parental discussion with their student.  

• Movie rated PG (rated after 1990) : no parental permission required for 9-12 grade (H.S.) unless the 

teacher feels the subject matter should be known by the parents for parental discussion with their 

student (For example: a documentary that discusses evolution, racism, bullying, etc.). PG prior to 

1990 must be pre-approved by the school principal. 

• No other ratings are to be shown. 

 

General guidelines:  

• Selection of movies will meet the criteria established in the guiding principles as outlined previously. 

• Showing of movies should be included in lesson plans and in Sycamore to ensure parents are aware 

of the movie being shown. 

• Content should be appropriate for a Christian school that celebrates the Truth of Christ.  

• Parents should be given the option of an alternative lesson if they don’t want their child to 

participate.  

• If the planning of the movie is well in advance, then written permission is preferred over an email 

that instructs the parents to let the teacher know if they don’t want their child to see the movie.  

• The teacher should assume permission has not been given when there is a missing permission slip 

until the parent can be contacted directly.  

• Unfamiliar titles or unrated documentaries or movies should be previewed by the teacher to ensure 

the content is acceptable.  

• Some older movies (1970s) with a PG rating would not be appropriate even for H.S. students. 

Teachers are responsible for reviewing the content ahead of time to prevent “surprises.”  

• A special school version or “clean-flix” version of an R-rated movie would be a good alternative to 

the fully rated version. (For example, The Patriot (rated R) has a PG-rated clean-flix version) 
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Policy 3.43 Lesson Plans 
Teachers are to prepare a yearly plan for each subject taught. They should reference the order of material 

presented. Approximate time periods for major units should be projected. The yearly plan is to be 

submitted to the school principal during the first month of school.  

Lesson plans should always be prepared one week out and available for review by school principal.  

 

Policy 3.44 Evaluation of Student Work 
Students will be tested annually using a nationally referenced test. The results will be supplied to teachers, 

parents, administrators and the board.  

Papers or tests will be graded by teachers in a timely manner. Teachers are to communicate student 

progress to parents when the student is working below his ability or is doing poorly in a particular topic or 

subject. Teachers are to notify students of grades in a private manner so that students will not be 

embarrassed in front of their classmates.  

Teachers are to use grades as one of the means to evaluate the effectiveness of their teaching as well as 

the effectiveness of student’s learning.  

 

Policy 3.45 Guidelines for Volunteers 
Parent volunteers, volunteer teacher’s aides, and other resource people make an important contribution to 

the school program at Triad. In order to make good use of the contribution it will be important to follow 

certain guidelines as outlined below: 

General Guidelines:  

• Prospective volunteers shall be approved in advance. They should be willing to work cooperatively 

with staff and under a specific teacher’s supervision.  

• Teachers will provide these individuals with clear information regarding the classroom management 

program, curriculum and teaching style. Teachers may need to schedule some uninterrupted time 

to plan with the parent volunteer.  

Parent Volunteer  

A parent volunteer is a non-professional individual who is willing to assist a teacher on a regular basis. 

Under the direction and supervision of the teacher he/she may:  

• Correct workbook pages or copies. (Teachers should provide necessary written and/or oral feedback 

to students after reviewing for errors.)  

• Run off copies (in work room) or construct learning materials, games or reinforcement materials.  

• Drill students in math, phonics, etc., as modeled by the teacher.  

• Read to students or help them find or check out library books.  

• Type materials for teachers.  

Volunteers should not be given regularly assigned teacher duties (i.e. classroom supervision during class or 

lunchroom or playground supervision, etc.)  
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Teacher Aides  

Teacher aides are individuals, who, under the direction and supervision of the teacher, may perform all of 

the duties listed for volunteers and helpers. Additionally they may:  

• Provide some instruction which is planned by the teacher.  

• Answer students’ questions or help students complete seat work assignments.  

• Monitor independent activities to keep students on task.  

• Take language experience dictation and complete follow-up language experience activities.  

• Supplement direct teacher’s instructions with additional controlled practice.  

• Direct learning centers; for example, teach and play assigned games.  

Resource People  

Each teacher may utilize resource people to aid in classroom experiences. Parents and/or community 

people are able to provide additional dimensions to many classroom experiences. All resource people 

should be selected with care and approved by a school principal.  

Resource people should, at a minimum, meet the following requirements:  

• The recommendation of a recognized Christian source should be obtained prior to asking the 

resource person into the classroom.  

• The person should be sympathetic with the Christian faith and certainly not antagonistic toward it.  

• The background of the classroom material being covered should be presented to the resource 

person so that his presentation is relevant. 

 

Policy 3.46 Non-Exempt Personnel 
Definition of Non-Exempt Personnel  

Non-Exempt personnel are those persons employed for positions non-exempt as defined by the Fair Labor 

Standards Act of 1938. Examples of such employees are:  

• Nurse  

• Office Assistant 

• Teacher’s Aide  

• Cafeteria Coordinator  

• Custodian/Maintenance  

• Bus Driver  

 

Non-exempt personnel play a very important part of the total education team at Triad School. While they 

are not directly involved in managing or directing in the education process - they are often the “face of 

Triad School to school visitors” without their active participation the fulfillment of the mission of Triad 

School would be impossible.  

Non-exempt personnel are employees that hold a position of employment at Triad School that the board 

has determined is fundamental to the continued successful operation of the school. 
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 Qualifications for Non-Exempt Personnel:  

• All employees shall meet the Qualifications for Employment  

• All employees shall give evidence of adequate physical and mental condition. The school may 

require a physical examination as a condition of employment which will be paid for by the school.  

Non-exempt Employment Procedures: 

• Applicants shall secure and complete an application for employment which is available through the 

school office.  

• The school principal or his designee shall interview all prospective employees. The school principal 

shall recommend to the senior pastor the applicant they feel, after careful evaluation, will be able to 

fill the non-exempt position that may be open.  

Probationary Classification 

All non-exempt personnel shall be probationary for the first 180 workdays of continuous service.  

Non-Exempt Employee Evaluation 

Probationary employees shall be evaluated by their supervisor at scheduled intervals.  

All Non-Exempt employees shall be evaluated by the school principal annually.  

The purposes of having an evaluation are to:  

• More carefully meet the stated objectives of Triad School.  

• Assist the employee to develop his/her potential and to have increased job satisfaction.  

• Develop an official record of employee’s performance for administrative purposes.  

Suspension of a non-exempt Employee  

The school principal is authorized to suspend any employee from his/her duties for any of the following 

reasons for a time period as is needed to present the matter to the senior pastor and board:  

• Failure to satisfactorily perform his/her job duties.  

• Insubordination including, but not limited to, refusal to do assigned work.  

• Dishonesty.  

• Conviction of any crime involving moral turpitude.  

• Conviction of a felony.  

• Immediate use of alcohol or narcotics. 

• Use of illegal narcotics.  

• Failure to report to work or an absence of three consecutive working days without approval. 

(Employee’s abandonment of position).  

• Physical or mental condition that is dangerous to children, or other employees, staff, or parents of 

Triad School.  

• Failure to meet the Qualifications for Employment.  

• Any other reason, not specified above, deemed sufficient by the school principal, senior pastor, or 

school board.  
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Non-Exempt Employee Compensation 

Wage rates for Non-Exempt personnel are established by the board during the annual budget process. 

Required duties for each position are set forth in the job description. Non-Exempt employees are paid 

monthly based on hours worked during the month.  

Non-Exempt Employee Rest Breaks 

Triad School provides rest breaks as stipulated by state law. These breaks are to be taken in the manner 

and place so as not to overly interfere with school activities and work duties.  

Non-Exempt Employee Evaluation 

A yearly evaluation of each staff member is to be completed by the school principal. Copies of the 

evaluation will be signed by the employee and be kept on file.  

Overtime or Compensatory time  

Non-Exempt Employees who work over 40 hours in a week are entitled to be compensated at 1.5 time their 

regular rate over 40 hours.  Employees may choose to receive compensatory time in lieu of overtime. 

All overtime must be approved in advance of the time worked by the school principal. 

Policy 3.47 Holidays 
Holidays Observed 

The following is a list of holidays that will be observed by Triad:  

• Martin Luther King’s Birthday  

• President’s Day  

• Memorial Day  

• Labor Day  

• Veteran’s Day 

• Thanksgiving Day  

• Friday after Thanksgiving  

• Christmas Day  

• New Year’s Day  

Holiday Procedures: 

• A holiday that occurs on a Saturday or Sunday may be observed on either the preceding Friday or 

following Monday, as determined by the school principal.  

• Full-time permanent Non-Exempt Employees will receive the day off at their regular rate of pay for 

each holiday.  

• Part-time and/or temporary employees will receive the day off but are not eligible to receive 

holiday pay.  

• Triad reserves the right, when deemed appropriate, to schedule work on an observed holiday. 

Scheduled work on an observed holiday will be paid as a regular work day in exchange for another 

day off.  

Teacher contracts specify workdays that occur when school is not in session during the school year, 

including days for required activities such as in-service. In general, teachers are not expected to work 

during the annual Christmas break.  



CHAPTER IV.  STUDENT POLICIES 
 
ADMISSIONS 
Policy 4.01 Admission Requirements 
To be considered for admission the following requirements must be completed: 

1. Complete the Triad Application.   

2. Sign the Triad Parent – School Agreement. (located in appendix) 

3. Submit copies of school records from previous schools 

4. Meet as a family with the Triad Admissions Director following submission of transcript or most 

recent report card. 

The Admissions Director will review all admission requirements and make a recommendation to the school 

principal. 

 

Policy 4.02 Part-time and Home-School Student Admission 
Home schooled students attending part time at are considered using the same admission standards 

used for a full-time student.  

Parents may apply for enrollment to any of the academic, fine arts classes, or extra-curricular activities 

offered to students. A tuition and fee schedule is available in the Triad School office or website.  

To participate in extra-curricular activities students must meet the eligibility requirements in Rule 8.1.3 

in the Oregon Schools Activities Association (OSAA) Handbook, and parents must complete the Home 

School Eligibility Check List in accordance with Rule 8.5.1 of the OSAA Handbook. 

 

Policy 4.03 School Entry Age 
All students desiring to start pre-school must be three years old and toilet-trained before September 1st of 

the school year in which they are to be enrolled.   

All students desiring to start kindergarten must be five years old before September 1st of the school year in 

which they are to be enrolled. 

 

Policy 4.04 Non-Discriminatory Admittance Policy 
Triad School admits students of any race, color, national and ethnic origin to all the rights, privileges, 

programs, and activities generally accorded or made available to all students.  Triad School does not 

discriminate based on race, color, national or ethnic origin in administration of its educational policies, 

admissions policies, scholarships and loan programs, athletic, and other school-administered programs.  

Policy 4.05 Immunizations    
Oregon requires that all children be immunized for certain diseases.  Triad requires proof of immunization 

on file. 

 

 
 
 



 

Policy 4.06 Communicable Childhood Disease 
Students should remain home from school if they exhibit: 

• Fever greater than 100.5°F; Stay at home until fever is below 100.5° for 24 hours WITHOUT use of 
fever-reducing medications (Advil® [ibuprofen], Tylenol® [acetaminophen], aspirin) 

• Vomiting (at least one episode that is unexplained); Stay at home until vomiting has stopped for 24 
hours 

• Stiff neck or headache with fever  

• Any rash with or without fever 

• Unusual behavior change, such as irritability or lethargy 

• Jaundice (yellow color of skin or eyes)  

• Diarrhea; Stay home until diarrhea has stopped for 24 hours  

• Skin lesions that are “weepy” 

• Colored drainage from eyes 

• Difficulty breathing or shortness of breath; serious, sustained cough 

• Symptoms or complaints that prevent the student from participating in his/her usual school 
activities, such as persistent cough, with or without presence of fever 

• A need for care that is greater than school staff can safely provide. 

ACADEMICS 

Policy 4.07 Standard Course of Study 
Triad School follows the basic curriculum guidelines required for study in the State of Oregon for public 

schools.  While specific subject material may be taught at different times, our objective is to provide the 

same opportunities that exist in our public schools, augmenting those with other valuable knowledge; 

namely, the blend of technology taught from a Biblical perspective. 

Policy 4.08 Grading and Reporting To Parents 
Specific report cards are prepared and issued quarterly for each grade level, Pre-12th.  Student evaluations 

are designed to report information on each child’s progress in subject matter as well as their personal 

development.  There are also scheduled parent/teacher conference times in each semester.  Any student 

who is failing a core subject or whose GPA falls below a 2.0 will be placed on academic probation.  The 

student will have one grading period to correct the problem or be dismissed from Triad. 

The school principal may hold the dismissal in abeyance for an additional 3 weeks provided the parents and 

student have developed an academic recovery plan, with recommendation from the school counselor and 

lead teacher.  

Policy 4.09 Parent-Teacher Conferences  
Parents are asked to cooperate with the following guidelines:  

• Attend a formally scheduled meeting with their child’s teacher(s) in a personal conference at the 

end of the first grading period.  

• Acknowledge communication from teachers and respond as needed. 

• Request a conference with their child’s teacher(s) at any time by contacting the teacher or school 

office.  

• Communicate with the teacher before contacting the school principal, senior pastor, or the school 

board if experiencing a problem with the teacher.  



 

Policy 4.10 Requirements for Class Placement 
9th - To be classified as a freshman, a student must have successfully completed the 8th grade by diploma 

or home-school verified study. 

10th - To be classified as a sophomore, a student must have earned a minimum of 5 credits during the 

freshman year or take acceptable transfer credits to correct this deficiency by the end of the freshman 

year. 

11th - To be classified as a junior, a student must have earned a minimum of 12 credits during the freshman 

and sophomore years or take acceptable transfer credits to correct this deficiency by the end of the 

sophomore year. 

12th - To be classified as a senior, a student must have earned a minimum of 19 credits during the 

freshman, sophomore and junior years, or take acceptable transfer credits to correct this deficiency by the 

end of the junior year. 

Policy 4.11 Moving Ahead in Math Requirements   
On occasion students may request to move forward in math classes.  Families can consider the move within 
the first three weeks of the school year.  

To be granted permission to do so, the following must be met: 

• The student will take a comprehensive exam to prove he/she knows the material that is being 

skipped. The score on the exam should be 90% or better.  

• The student must receive a positive teacher recommendation in order to move ahead. The teacher 

will make that recommendation on whether the student can manage the change of classes 

academically, socially, emotionally and physically. Students will be evaluated quarterly and the 

teacher will make the recommendation at the end of the school year as to whether the child should 

be placed at grade level or considered to continue ahead in the program.  

• The student maintains high achieving scores on all exams. 

Policy 4.12 Credits 
One half (1/2) credit is earned by a student who completes academic and attendance requirements for 

each class per semester.   

Triad gives one fourth (1/4) credit toward PE for each league sport taken for a maximum of .5 credit per 

school year.  Students are required to fill out and submit a Petition for Physical Education Credit. 

Policy 4.13 Dual Credit Program   
Dual credit is defined as courses that are offered both as a Triad course for credit and college level credit 

and are taught by teachers who are certified for that course at the college level.   The courses may be 

offered at Triad or on the college campus.  When a class is offered on the Triad campus, students are 

required to take this option and will not be permitted to enroll in the same class off-campus.  

Policy 4.14 Pass/No Pass  
Each semester a student may be allowed to take one course as a pass/no pass option. If the letter grade for 

a course would have been an A, B, C, or D, the student will receive credit for the course and the grade will 

be recorded as a “Pass” on the student’s transcript. A grade of F will result in a “no pass” and will receive no 

credit for the class.  



 

This option may only be used for one course per semester, and only for courses eligible for elective credit 

or dual credit courses held off campus.  The pass /no pass option will not affect a student’s grade point 

average. Students should be aware that colleges may or may not accept this option for dual credit classes. 

Students choosing this option must do so prior to the end of the semester. 

Policy 4.15 Job Shadowing and Work Study 
The Job Shadowing and Work Study Program provides Junior and Senior students an opportunity to meet 

academic requirements for graduation while gaining valuable insight into career pathways that interest 

them.  Students participating in these programs will continue to attend their academic classes daily and be 

granted a modified schedule to participate in employment or job shadowing during school hours. 

These programs will be graded on a pass/no pass basis.  Students will receive 0.5 credit for each semester 

they are enrolled in the Work Study or Job Shadowing Program. 

Students requesting to be enrolled in these programs must receive approval from the program coordinator, 

parents, and the principal.  A contractual agreement, specifying the exact terms of the specific program 

must be also be signed by the coordinator, employer, student and their parents. 

Policy 4.16 Independent Study 

Independent study is a preplanned personal learning experience designed and outlined for a regularly 

enrolled student when no other option for acquiring required credits is available. Independent Study 

course must be supervised by an approved mentor and approved by the principal and counselor.  

Policy 4.17 Incompletes 
A student who has been given an incomplete for a class at the end of a grading period must complete the 

course within two weeks. 

 
Policy 4.18 Graduation Requirements 
The following are the credits required for a student who attends Triad High School for four years. 

 STANDARD DIPLOMA 

REQUIRED COURSES                       CREDITS 

 Language Arts      4 

 Math       3 

 Science      3 

 Bible       3 

 Social Sciences     3 

 Foreign Language     2 

 Fine Arts      1 

 Physical Education     1 

 Electives      3 

Total required credits for graduation   23  

 

 

 



 

HONORS DIPLOMA  

COURSE REQUIREMENTS  

Language Arts      4 

 Math       4 

 Science      4 

 Bible       3 

 Social Sciences     4 

 Foreign Language     2 

 Fine Arts                  1 

 Physical Education     1 

 Electives      3 

Total required credits for graduation   26 

*Honors Diploma recipients must maintain a 3.5 GPA  

Transfer students must petition for a credit waiver for Bible credits that will be inadequate for standard 

graduation requirements.  Fine Arts credits can be earned outside of scheduled classes through pre-

approved activities, with the submission and acceptance of a credit petition.  In keeping with the mission of 

Triad School, College Preparatory class is required during a student’s senior year. 

Policy 4.19 Academic Honors 
Academic achievement is recognized at Triad following each semester.  An honor roll is published 

recognizing those who have achieved the following GPA: 

  Grand Honor Roll  4.0 

  Honor Roll   3.5 - 3.9 

Policy 4.20 Extracurricular Participation  
The following criteria will be used for Triad students to be eligible to participate in high school level extra-

curricular sponsored contests / performances.  (Sports, choir, band, orchestra, drama, etc.) 

General Guidelines: 

• Students must maintain a cumulative GPA in all classes of 2.5 or higher. 

• Students will not have a failing grade (F / below 60%) in any class. 

• In accordance with OSAA rules, students will be allowed to practice, but will not compete while 

academically ineligible. 

• Students will lose eligibility if the above criteria are not met.  They may regain eligibility once the 

criteria have been reestablished. 

Specific Guidelines: 

• At the beginning of a term (1st quarter, 2nd quarter, etc.), the previous quarter’s GPA will be used 

to establish eligibility.   

• The previous quarter’s eligibility will remain in effect until the end of the 3rd week of the current 

quarter. 

• At the end of the 3rd week of the current quarter, the student’s GPA is established which 

determines eligibility.  Each subsequent report will continue to confirm or deny eligibility. 



 

Policy 4.21 Physical Education 
A physical education (PE) curriculum has been developed for each grade level and is implemented by the PE 

and classroom teacher. PE activities are planned to maximize the children’s safety.  

Every student is required to participate during PE unless there is a note from a physician indicating that a 

student is not able to participate. If such a note is received, the student will be excused from PE class until 

another note from the physician indicates an ability to resume participation in PE. 

As an exception to the general policy, a student may be excused for up to three days at a time with a note 

from a parent in cases of minor injury and/or sickness from which the student is recovering.  

Students will wear appropriate clothing for PE class. 

Policy 4.22 Student Records 
Triad shall keep student attendance and registration records and shall maintain an up-to-date permanent 

cumulative record of individual students showing personal data and progress through school, including 

academic achievement, health information, and test results.  

Parents and eligible students (age 18 or older) have the right to inspect and review the student’s education 

records maintained by the school. The school is not required to provide copies of records unless it is 

impossible for parents or eligible students to review the records at the office. A fee may be charged for 

copies. 

In cases where parents are separated or divorced and one parent has legal custody, the school must have 

proof in the form of a copy of the court order that spells out both custody and visitation rights. Schools 

must have on file appropriate legal documentation in order to assure compliance with any limiting court 

order. State and federal privacy laws recognize the right of a natural parent, regardless of child custody 

determination, to have access to the school records of their child. A non-custodial, natural parent may 

arrange to review the school record of his or her child in accord with school policy.  

 

MEDICAL PROTOCOLS 

Policy 4.23 Medical Emergency Procedures 
At the beginning of each school year an updated emergency card shall be provided to the office. In case of 

minor illness, parents will be contacted. In case of serious illness, parents will be requested to come to the 

school and pick up the ill child. Transportation will be furnished only under very unusual conditions. In no 

case will a student be allowed to return home unless there is proof, by phone that there is a responsible 

person present in the home at the time. 

Policy 4.24 First Aid Procedures 
1. First aid treatment will be administered to stop bleeding, restore breathing or prevent shock or 

infection. 

2. Parents will then be notified. If they can be consulted immediately, efforts will be made to find out 

which physician is to be secured or where the child should be taken. This information will be on file 

on the emergency card for each student in case the parent cannot be reached. 

3. A representative of the school faculty should stay with the child until the parent assumes 

responsibility. 

4. Internal medications will be given only by or on the order of physician.   



 

Policy 4.25 Accidents, Injuries and Safety   
In the event of injury on school premises, employees shall not make statements to persons other than 

authorized personnel of Triad regarding the events leading to the injury without first consulting with the 

administrative staff.  

An accident report shall be completed within 24 hours. If possible, this shall be done by the injured 

employee but, if possible, his/her designee shall complete it. 

 In the event of a child injury, the employee on duty in that area at that time shall complete the accident 

report. 

 

Policy 4.26 Insurance Responsibility 
Should a child become injured at school or at a school function and require medical attention, the parent’s 

health insurance is responsible as the primary insurer for the child. 

 

Policy 4.27 Medications 
• Parents must sign a prescription drug authorization form in the office for any student taking a 

prescribed drug. 

• When a student must bring a non-prescription medication to school, i.e., aspirin, antihistamine, the 

student may only bring one days’ dose. 

• Junior high and high school students are to keep medications with them and be responsible for 

taking them at the prescribed time. 

• Elementary students must submit the medication form and daily dosage of medication to their 

teacher. The classroom teacher will administer the medication at the proper time. 

• No student may at any time give or sell medication to another student. If a student does give or sell 

medication to another student, all privileges to take any medication at the school on their own will 

be forfeited plus further disciplinary actions may be taken. 

 

EMERGENCY PLAN AND PROTOCOLS 

Policy 4.28 Emergency Plan 

Teachers, teacher aides, and counselors shall be responsible for the supervision of students and shall 

remain with students unless or until directed otherwise by administration or emergency personnel. Those 

teachers, teacher aides, and counselors that do not have students at the time an emergency takes place, 

safety permitting, shall assist other teachers or report to the office for further assignment.  

Office Staff Responsibilities include:  

• Answer phones and assist in receiving and providing consistent information to callers.  

• Provide for the safety of essential school records and documents including payroll and personal 

records.  

• The Office Staff will maintain an Emergency Binder that has current hard copy roster of all students 

and emergency contacts, a list of all staff and emergency contacts, and a list of all students with 

medical concerns and medications.  

• Monitor radio emergency broadcasts.  



 

• Lead and maintain the Telephone Tree  

• Assist with health incidents as needed. 

Triad School will initiate a “Lock Down” when the safety of the students and/or the staff is in question.  

Lockdown Procedures 

Communication of a threat to the school could come from multiple sources such as the local or state police 

or sighting of a threatening person by staff or parents.   

Depending on the reported threat level, (imminent threat or possible threat) Triad School will respond in 

one of two ways: 

Lock-Down Level 1:  For an imminent threat: 

• All outside doors will be locked with no entrance permitted to unidentified persons. 

• Teachers will gather students inside the classroom, lock doors, close windows and blinds, turn off 

lights, and maintain silence. Turn card in outside window to red or green and place red or green 

card under door. 

• Office staff will report any red cards or lack of cards to the first responders. 

• Students at lunch will remain in the lunchroom, quiet, and away from doors and windows. 

• Students at recess will be called in and escorted to their classroom by the office staff or recess aids. 

If threat is within the building, children at recess, or otherwise outside the building, should be 

directed to a safe area, such as a nearby business. 

• Office staff will communicate further instruction over the intercom or by Telephone Tree. 

  

Lock-Down Level 2:  For a possible threat: 

• All outside doors will be locked and authorized visitors will gain access through the office.   

• Students will be allowed to move freely throughout the building (use restrooms, library, etc.) but 

will be kept inside the building. 

To either initiate or cancel a Lock Down, the office staff will communicate school wide over the intercom.  

The school principal or office staff will then follow up by walking the hallways to make sure all teachers and 

aides heard and responded to the threat level communication. 

Drills 

Triad School will conduct monthly fire drills. 

• Teachers are to post their fire exit plan by the door of their classroom and should instruct their 

students on the exit plan for that room.  

• Teachers must take their roll book with them and their red/green card.  

• Do not lock the classroom door.  

• Once outside, students are to line up quietly by grade in their designated area.  

• Once all students are accounted for, the alarm will be turned off and classes will reenter the 

building.   

 

Triad school will practice an earthquake drill on a quarterly basis.  



 

• Teachers are to teach their students the Drop, Cover, Hold, procedure at the start of every school 

year.  

• Via the intercom system, direction will be given to Drop, Cover, and Hold. This will signify the start 

of the drill.  

• Drop to the ground away from windows.  

• Take cover under desks, tables, or chairs in a kneeling or sitting position.  

• Hold onto the table or chair legs. Protect eyes from debris by using arms to cover eyes.  

• When the shaking has stopped, check for injury, and deal with unsafe conditions.  

• If outdoors, move away from buildings and utility wires.  

Emergency Action Plan for after school events 

An emergency is the need for Emergency Medical Services (EMS) to give further medical attention and/or 

transport an athlete to the hospital. It is important in these situations that coordination between the 

athletic trainer, coaches, administrators and student responders be effective. This guide is intended to 

delineate roles and outline the protocol to be followed should an emergency occur.  

Situations when 911 should be called are:  

• An athlete is not breathing  

• An athlete has lost consciousness  

• It is suspected that an athlete may have a neck or back injury  

• An athlete has an open fracture (bone has punctured through the skin)  

• Severe heat exhaustion or suspected heat stroke  

• Severe bleeding that cannot be stopped  

Chain of Command:  

• Any on-site medical personnel 

• AD / administrator 

• Head coach  

• Assistant coach  

• The highest person in the chain of command who is present at a scene will be the designated person 

in charge, or leader. That person is responsible for deciding whether to call 911, instructing others 

how they may be of help and will be the person who stays with the athlete until EMS arrives.  

Once it has been decided that 911 should be called, the following protocol should be followed:  

1. The highest person on the chain of command will be deemed the leader and will stay with the 

athlete to monitor the athlete’s condition and administer necessary first aid. If possible, someone 

else on the chain of command should also stay and assist. The front office or an administrator 

should be notified that there is an emergency situation on campus.  

2. The highest person on the chain of command will make the call to 911 or will designate another 

person to make the call. EMS should be told what the emergency is, the condition of the athlete and 

how to get to where the athlete is. Also, tell EMS that someone will meet them at the closest 

intersection to aid in directing the ambulance. DO NOT HANG UP UNTIL EMS HANGS UP FIRST. 

3. Phones at Triad are in the main office and in classrooms. 



 

4. The leader will send runners to the school entrances to direct the ambulance to the athlete. The 

runners should stay in their positions and wave the ambulance through the proper turns to get to 

the athlete.  

5. The leader will designate another person to attempt contact with the athlete’s parents. Emergency 

contact information can be found on the student’s Emergency Information form, which coaches 

should always have with them. If a parent is not present, the form should accompany the athlete to 

the hospital.  

6. If transport is deemed necessary by EMS, the athlete will be taken to insert nearest medical center 

unless the parent requests otherwise.  

 

Triad School is located at: 2450 Summers Lane 

The closest intersection to the school is South 6th Street and Summers Lane 

Other medical supplies: 

• An AED is in the Triad gym on the wall next to the stage. 

• There is an eyewash station in the middle of the upstairs hallway and in the science lab (Room 7). 

• There is an EpiPen located on the wall in the downstairs teacher’s lounge. 

• A hazardous waste container and a sharps container are located downstairs in the office. These 

containers are labeled and designated for hazardous waste only. 

 

ATTENDANCE 

Policy 4.29 Absences and Tardies 

Daily Absences: 

Oregon Law requires children between the ages of 7 and 18, (with few exceptions), who have not 

completed the 12th grade to attend school on a regular basis.  The law also states four reasons (see below) 

a student may be excused from school.  In keeping with Oregon State Law, we will only excuse legally 

defined absences.  Triad, in addition, will require medical verification of an illness related absence 

exceeding three days unless prearranged.  Please remember a parent/guardian may request that a school 

excuse their student, however school policy and administration mark absences as excused or unexcused 

under ORS.   

Oregon law reasons for absences: 

• Student illness 

• Serious illness of a student’s immediate family 

• Extreme emergency (approval determined by school principal) 

• School principal has pre-approved the absence when satisfactory arrangements are made in 

advance of the absence. 

Parents need to notify the school office by 9:00 A.M. if their student/s will be absent.  This will not remove 

an absence from the students’ absentee total but gives the school a reason from the parent or guardian for 

the absence. 

 

 



 

Appointments: 

While it is not always possible, parents are asked to make all appointments, including doctor and dentist, 

outside school hours.  Absences because of appointments during school hours need to be excused by a 

phone call, or a written note from a parent and/or guardian who is listed on the family’s approved list. No 

child will be released to anyone other than those authorized in writing by the parent. 

Tardies: 

All students must report to the office if they arrive at school after 8:00.  Special circumstances (i.e. car 

trouble, accident, etc.) that result in a tardy at the beginning of the school day may be excused by a phone 

call, text or written note from the parent and/or guardian on the family’s approved list.  Administration will 

make the final determination whether a tardy is excused based on circumstances.  Unexcused tardiness will 

result in students in grades K-5 walking a lap at recess and student’s 6th – 12th serving a detention.   

Grades from Absences: 

• Student’s attendance records will be reviewed by the school principal every four weeks.  Families of 

students with more than 7 absences, excused or unexcused, will be notified. 

• At the end of each semester a student’s grade will be lowered a letter grade (i.e. from a “B” to a 

“C”) in classes where there are more than 10 absences.  This excludes absences due to approved 

extra-curricular school activities such as field trips during school hours and sports, and absences 

that have pre-approval or sicknesses of more than three days with a medical care provider’s note. 

• In case of extended illness (3 days or more) or extended family vacation, parents may submit an 

appeal in writing to the school principal to waive the penalty. 

 

Policy 4.30 Senior Open Campus Lunch Privileges  
This policy permits senior students, in good standing, to leave school grounds during the time designated 

for lunch.  

Students are required to be back in school in time for their next class. Attendance is taken every period.  

The following consequences will apply to any student who fails to return to class or arrives late. The first 

tardy will result in a one-week loss of open campus lunch privileges.   

• A second tardy will result in a one-month loss of open campus lunch privileges.   

• A third tardy will bring about suspension of open campus lunch privileges.  

In addition, open campus privileges may be revoked at any time at the discretion of the school principal. 

Students will not be allowed to loiter in the parking lot or on any other school grounds if they choose to 

leave the school campus during the lunch period. Students choosing to stay on campus will only be allowed 

in areas designated by school administration. Students are not permitted to place orders for food to be 

delivered to the school during lunch time. No food deliveries to our students will be accepted from outside 

vendors during this time.  

All underclassmen (9th, 10th and 11th grade students) are prohibited from leaving school grounds during 

the school day unless they are signed out by a parent or guardian. Any senior who takes an underclassmen 

or non-privileged senior off school grounds with them will immediately and permanently lose their open 

campus and lunch privilege.  



 

Any parent or guardian who does not want their child to be allowed to leave school grounds during the 

school day must complete and submit the Senior Open Campus Lunch Opt-Out Form. The form can be 

found in the school’s main office. 

GENERAL GUIDELINES 

Policy 4.31 Student Dress  
Triad is a uniform school for the following reasons:  

• Students are judged not by their clothes but by the quality of their character.  

• Students in uniform generally perform better and have fewer behavioral problems.  

• Triad strives for excellence in all areas of a student’s life: academics, spiritual walk, sports and 

appearance.  

The following are the requirements of the Triad Dress Policy.                                                 

Regular School Uniform 

❖ Navy, light blue, or white short or long sleeve polo (Grades 6-12 are allowed to wear red polo shirts) 

❖ Solid navy, light blue, or white undershirt optional 

❖ Navy Triad sweatshirt (Red for seniors only) 

❖ Khaki or navy twill slacks or shorts. No cargo pants 

❖ Girls: Khaki or navy jumper, skirt, or skort (no more than 4“above knee) 

❖ Girls: Solid navy, red, white, brown, tan, or black leggings, tights, or shorts are to be worn with a 

jumper or skirt) 

Wolf Wear Uniform (Last school day of week) 

❖ Triad polo, Triad t-shirt, or Triad sweatshirt 

❖ Solid navy, light blue, or white undershirt optional  

❖ Blue jeans, slacks, or shorts 

Free Dress Days 

❖ Short or long sleeve shirt or sweatshirt. Girls may wear dresses. 

❖ No inappropriate words or pictures 

❖ No tank tops, sleeveless shirts, or strapless dresses. Girls may wear a tank top with shoulder straps 

that are at least 3 fingers wide and covers undergarments at all times. 

❖ Must follow general rules listed below  

General Rules for Every Day 

❖ Shorts or long pants must fit at waist 

❖ Elementary students must wear closed toed shoes. 

❖ No holes or ripped pockets in clothing, even if sold from the factory that way. 

❖ Boys – Back of hair must be shorter than back of the collar, off the ears, kept out of the eyes 

❖ Boys – Must be clean shaven at all times 

❖ Girls – No excessive or extreme make-up, no excessive jewelry/belts, maximum of two earrings in 

each ear lobe 

❖ Girls – Length of dresses, skirts and shorts shall be no more than four inches above the knee 

❖ Girls – No more than two-inch-high heels are allowed 



 

❖ Girls – For students in grades preschool thru fifth, solid color leggings, tights or shorts (navy red, tan, 

brown, black, or white) are required to be worn under dresses, skirts and jumpers 

❖ No body piercing or visible tattoos 

❖ No jeggings, yoga or stretch pants  

❖ No skin-tight shirts, dresses or skirts 

❖ Attire worn at Triad sponsored events may not contain messages deemed inappropriate or 

offensive 

❖ Hair must always be a natural hair color 

❖ Hats are not allowed in school; however, hats and knits caps may be worn at recess. 

❖ Sunglasses are not permitted without a doctor’s note 

❖ No bikini or speedo swimsuits at any Triad function    

The Triad Dress Policy extends to all Triad related events including dances. If student is out of compliance, 

parents will be called to bring clothes, pick student up or a detention will be issued at the school’s 

discretion. 

If it is not specifically mentioned in this policy, it is NOT allowed. 

 

Policy 4.32 Dance Policy 

Student behavior  

Triad School expects all students to display a chaste and respectful attitude at school dances.  

Dress  

Casual dances-Students may wear the same type of casual clothes allowed during "free dress" days. If a 

student has a question about the appropriateness of a piece of clothing for a casual dance, they should 

contact the school administrator to gain approval.  

Formal Dances-Men must wear formal attire, suits, or tuxedos. Women shall wear formal gowns. The 

gowns must be appropriate for a young Christian woman i.e. modest. If a student has a question about the 

appropriateness of her gown, she should contact an administrator for approval.  

The administrator has the right to turn away anyone at the door that is not dressed in a modest, Christian 

fashion.  

Public display of affection  

The Triad School daylight policy for public display of affection does not apply to school sponsored dances. 

Modest displays of affection will be allowed. These are hand holding and slow dancing.  At any time, an 

administrator may ask a couple to leave or move if he/she feels that their behavior is inappropriate.  

Triad student guest 

All guests to Triad dances must fill out a guest request form. The guest request forms are available in the 

school office. The forms must be returned three days prior to the event.  

Student arrival/departure 

Students must arrive during the first 45 minutes of the dance. Once students leave for any reason, they 

cannot return to the dance.  

                                                    



 

Policy 4.33 Student Cars and Parking 
Students are to park in reserved parking that is designated for students. Triad has a closed campus policy, 

except for qualified seniors.  Once non-qualified students park their car in the morning it must stay parked 

until after school.  Non-qualified students will not be allowed to leave school without written permission.  

All students leaving the school must sign out and back in, at the school office.   

Policy 4.34 Visitors 
Students may bring friends to Triad with the teacher’s or school principal’s prior approval. Visitors must 

meet all behavioral expectations of Triad. They must check in with the front office as soon as they arrive, so 

that their whereabouts will be known should they need to be contacted.  

DISCIPLINE 

Policy 4.35 Student Discipline 
The discipline policy of the school is intended to establish a classroom environment toward learning. Triad 

staff has the responsibility and authority to take appropriate disciplinary action, when a student’s behavior 

is disruptive to their own education or safety, or to the education or safety of other students/staff.  This 

includes behavior at school, at all official school functions and during transit to and from such functions.  

Reporting Process 

Incidents which may lead to discipline are subject to reporting by school staff members, volunteers, 

parents/guardians and students to the school principal.  

Off-Campus 

Misbehavior off-campus and outside of school hours or events is first and foremost a parental 

responsibility. While behavior may be a concern to the school, as a rule this is only for very serious issues. 

In these cases, the school will contact the home and discuss the concerns with the parents. The school will 

work with the family to bring about any needed change in behavior.  

Discipline Process 

Methods of discipline shall include positive elements that encourage good behavior and reduce the 

occurrence of bad behavior. Where misbehavior does occur, various consequences will be employed to 

discourage a reoccurrence of the misbehavior. The goal of all discipline shall be administered fairly and 

consistently in an attitude of love, not vengeance. Consequences shall logically follow the misbehavior and 

be appropriate in severity.  

Offenses will be handled by the school personnel closest to the situation with a variety of consequences 

including, but not limited to: 

1. Verbal reprimand  

2. A note and/or phone call to parents  

3. Isolation from the area (i.e. changed seating, removed from the room, missing recess, etc.)  

4. Writing assignments  

5. Restitution  

6. Community service (sweeping, shoveling, cleaning, etc.)  

7. Detention  

8. A meeting between the school principal, parent(s), and others as is appropriate  

9. A period of probation  



 

10. Suspension (will include extracurricular activities at Triad)  

11. Expulsion  

 

Detention 

Students may be assigned detentions for behavior issues. Detentions have priority above other after-school 

functions. Detentions are served after school. If the student fails to serve the day of detention, the 

detention time is doubled.  

Behavioral Probation 

Students may be placed on behavioral probation. The length of the probation period is determined by the 

school principal but will generally last not more than one semester. Any student placed on behavioral 

probation for more than one semester may have additional disciplinary action or may be ineligible for 

extra-curricular functions at the discretion of the school principal (including possible dismissal from Triad 

School.)  

Suspension 

A student may be suspended from one to ten days. Very specific changes in attitudes and actions will be 

expected prior to re-admission. A re-admission parent and school principal conference will be necessary for 

the student to return to school.  School work must be completed during a suspension. Participation in 

extracurricular events and practices is prohibited during the suspension period. 

Expulsion 

Dismissal will be recommended if it becomes apparent that a student is not seriously pursuing his/her 

academic program. This may be either due to lack of effort or disruptive behavior. The expulsion may stem 

from a single event or a series of events. Recommendations for expulsion/dismissal will require the 

approval of the school principal. Students expelled for reasons of inappropriate behavior are not permitted 

on the school campus and cannot attend Triad activities without permission from the administration. In 

rare cases, the uncooperative or argumentative behavior or attitude of a parent may result in expulsion or 

non-acceptance of a student. The school board reserves the right to dismiss or deny re-admittance to a 

student for any reason at their discretion.  

 

Appeals Process  

After an expulsion has been issued, parents and students will have up to five school days to file a written 

appeal with the school principal. The School Board will then convene to hear the appeal within five school 

days from when the appeal was filed, if a quorum of board members can be obtained. In the event a 

quorum cannot be obtained within the prescribed time, written notification will be sent to parents. The 

final decision on appeals rests with the School Board.  

Policy 4.36 Public Display of Boy/Girl Affection (PDA) 
Triad holds to a “daylight policy” concerning male and female relations.  This means students are to 

maintain visual space between their bodies.  This policy is in affect at all school activities whether on or off 

campus. 



 

Policy 4.37 Tobacco and E-Cigarette Use Policy 
The use, distribution or sale of any tobacco product or vaporizing product that simulates smoking is not 
permitted by any person on any property or buildings, or vehicles that are owned, leased, rented or 
chartered by Triad School.  In addition, students are not permitted to possess any such products on any 
property or buildings, or vehicles that are owned, leased, rented, or chartered by Triad School. 

Policy 4.38 Substance Abuse 
It is Triad School’s policy to maintain a school community that is free from the effects of drugs and alcohol. 

Board members, employees, students and volunteers are prohibited from the use, sale, dispensing, 

distribution, possession or manufacture of illegal drugs, controlled substances, narcotics or alcoholic 

beverages on school premises.   In addition, Triad School prohibits the off-premises illegal use or abuse of 

alcohol and controlled substances, as well as the possession, use or sale of illegal drugs, as these affect our 

reputation in the communities we serve. Board members, employees, students and volunteers will be 

subjected to disciplinary action as provided elsewhere in this policy manual, for violations of this policy.   

Policy 4.39 Bullying  
Triad School is committed to providing an environment in which every person is recognized and treated as 

an image bearer of God. The school will treat allegations of bullying seriously and will review and 

investigate such allegations in a prompt, confidential and thorough manner.  

A charge of bullying shall not, in and of itself, create the presumption of wrongdoing. However, 

substantiated acts of bullying will result in disciplinary action, up to and including expulsion.  

A bully is a person who purposely tries to hurt others by: 

• Making them feel uncomfortable 

• Hurting them by kicking, hitting, pushing, tripping, etc. 

• Name-calling 

• Spreading nasty rumors. 

Bullying, including “Cyber Bullying”, is defined as any action that habitually harasses another physically, 

emotionally, or spiritually in an intimidating, overbearing manner regarding their race, creed, color, physical 

make-up, or gender during any school sponsored activity. Cyber bullying is defined as using a technology 

tool such as sending or posting inappropriate or derogatory e-mail messages, instant messages, text 

messages, digital pictures or web postings to harass, tease, intimidate, threaten or terrorize another 

student or staff member.  

It is the students’, employees’ and parents’ responsibility to:  

• Conduct him/herself in a manner which contributes to a positive school environment  

• Avoid any activity that may be considered discriminatory, intimidating, harassing, or bullying  

• Immediately inform the offender that their behavior is offensive and unwelcome. 

• Report all incidents of discrimination, harassment, or bullying to the supervisor on duty.  

Compliant Filing and Investigation Procedures  

The following procedures must be followed in filing and investigating claims of bullying or harassment:  

• The student will first attempt to tell the individual offender that his/her conduct is offensive and it 

must stop. If the objectionable behavior does not cease immediately, the student must report the 

bullying to any supervisor.  



 

• All reports must be passed on to the school principal. Any reported case will be documented and 

signed by the parties reporting. All parties involved will be made aware of the allegations. 

Confidentiality will be maintained as much as possible.  

• During investigation, appropriate actions and suspensions may be taken, as necessary, through the 

resolve of the issue. Actions and allegations during this time will be documented.  

• The school principal, in consultation with the senior pastor, will decide what, if any, disciplinary 

action is warranted. The disciplinary action will relate to the nature, context, and seriousness of the 

bullying and can include all disciplinary actions up to and including immediate termination or 

expulsion.  

• Criminal charges will be handled by civil authorities.  

 

Policy 4.40 Student Cell Phone/ Electronic Devices  
Cell phones/electronic devices ARE NOT to be used during school hours unless permission is granted by 
school staff for a specific purpose  

• Cell phones may be confiscated when used without permission and will be turned into the school 

principal by the teacher who collects the device. 

The school principal will determine disposition of each device according to the following: 

• 1st Offense:  Returned to the student’s parent (s) at the end of the school day or returned to the 

student at the end of the following day. 

• 2nd Offense:  Returned to the student at the end of the day one week (seven days) later. 

• 3rd Offense:  Device(s) no longer allowed on school premises. 

The school principal may allow for the device to be returned to the student at the end of the school day, 

i.e., in the case of inclement weather, safety concerns, or agreement with parents.   If the cell phone is 

returned to the student or parent under penalty, the phone must be surrendered into the office each day. 

Parents should not attempt to contact their student’s cell phone during the day. In the event of an 

immediate emergency, parents should call the Triad office at 541-885-7940.   

 

Policy 4.41 Student Possession of Firearms and Weapons on Triad Owned or Controlled 
Premises   
The possession, wearing, carrying, transporting, or use of a weapon (gun, knife, club, bomb, incendiary 

device or other objects) by a Triad School student is strictly forbidden on Triad owned or controlled 

premises, including vehicles parked on such premises. Violation of this policy may result in suspension or 

expulsion.  

 

 

ATHLETICS 

Policy 4.42 Athletics  
Participation in athletics is a privilege that requires additional responsibilities in representing the school 

and student body in positive ways. The following procedures and guidelines must be understood and 

adhered to by all students, parents, and coaches participating in athletics at Triad School.            



 

Programs 

Triad has authorized athletic programs for male and female students in both junior high (6th-8th grades) 

and senior high (9th-12th grades). If there are sufficient participants for a given sport, a junior varsity 

program may be offered if connected with the respective varsity program.  

The board has authorized that the head coach of each sport will be paid a stipend in which the amount will 

be set annually by the board.   

Any sport that has four or fewer participants, or less than the number established by OSAA for state 

competition will be allowed with the understanding that a coach’s stipend will not be paid.   Additionally, 

participation fees will be set at the minimal level by the school board, and expenses above and beyond the 

revenue of sports participation fees will need to be covered by parents or fundraising.   

Each coach will determine the number of volunteer coaches needed and will recommend them to the AD 

and school principal for approval by the senior pastor.  This applies to all sports whether varsity or middle 

school. 

Participation Rules: 

Prior to a student joining a team or participating in any practice session, all the following requirements 

must be completed and submitted to the school office: 

• Triad Athletic Participation Form. 

• School Sport Pre-Participation Examination Form (doctor’s physical every 2 years) 

• Emergency Treatment Form 

• Concussion – Private School Informed Consent  

• Participation fees 

Fees are established annually by the Triad School Board.  If a coach makes the case that a sport doesn’t 

need funding or only needs minimal funding, then fees can be reduced accordingly and subsequently 

approved by the school board. 

It is understood that Triad School is not liable for any medical, dental, or hospital bills occurring as a result 

of athletic injuries incurred by a student while participating in a supervised sport; this is the responsibility 

of the student’s parents or guardians. 

If an athlete quits or is dismissed from the sport after the first contest the participation fee is forfeited. 

Equipment  

School issued athletic equipment is to be properly maintained by the athlete during use and returned as 

specified. No athlete shall be allowed to participate in a sport until all previously issued athletic equipment 

has been returned or proper restitution has been made. 

 

Eligibility  

Athletes must meet all eligibility requirements set forth by the OSAA and Triad as defined in this Athletic 

Policy. Coaches will be required to prepare a list of student/athletes as well as student support (i.e. 

statisticians, managers, etc.) to the AD (AD) at the beginning of the season. 

Coaches will ensure that all participation rules have been met.  Coaches will coordinate with the AD and 

office staff to ensure that participation rules, fees, forms, and other requirements have been met.  



 

 

The Triad School Athletic Activity Student Code of Conduct 

• A student must be in regular attendance, enrolled and maintaining their grades in all classes. 

• OSAA eligibility is determined from the prior semester’s grades.  High school students must have 

been enrolled in and be passing five (5) classes. 

• A student will not be permitted to participate in any athletic contest or practice if he or she has 

been absent from school during any part of the day of a contest unless prior approval has been 

granted by the AD.  A student will not be permitted to participate in any athletic contest if he or she 

has missed 2 or more practices preceding a contest unless prior approval has been authorized by 

the AD. 

• A student will not be allowed to work out with or become a member of any team until his or her 

athletic equipment from a previous season is checked, paid for, or cleared by the AD. 

 

Athletic Director Responsibilities: 

The Athletic Director (AD): 

• reports directly to the school principal and is responsible for implementing school policy and 

directives. 

• position at Triad School is a servant-leader position that facilitates and coordinates the student 

athletic program by recognizing and seeking the needs of the sports teams by requesting input from 

the current coaches.  

• works with a head coach and school principal to seek candidates that will best uphold the pillars of 

an athletic program. Final authority for appointing coaches, assistant coaches, and other positions 

rests with the senior pastor.   

• meets with coaches, parents, and others to address or mediate any issues.  Recommends changes 

of policy to school principal. 

• ensures communication to coaches regarding school policy, events, changes, information from staff 

meetings, and other information. 

• provides annual performance reviews for each coach in accordance with the Coaches Performance 

Review policy.  Recommends to the school principal any actions related to conduct and/or 

performance issues.   

• is responsible for developing and maintaining the annual athletic budget.  All expenditures for the 

athletic program must be approved in advance by the AD.  Any expenditures not approved in the 

annual budget must be submitted in advance to the school principal. 

 

• Other AD responsibilities include but not limited to: 

o Prepare contest schedules for each sport in consultation with Head Coaches. 

o Schedule facility use for contest and practices, and schedules lodging and travel for away games. 

o Solicit sponsors for different sports. 

o Responsible for staffing, setup, facility care, transportation maintenance and represents the 

Triad Administration at contests/events. 

 



 

Coaches (All rules, policies, and directives apply to all coaches whether paid or volunteer). 

All coaches will meet the school employee criteria as outlined in the chapter on personnel and The Code of 

Conduct and must have required background checks. 

Only the head coach of each sport will be paid a stipend. 

Coach Responsibilities: 

• Head Coaches are responsible for recruiting their Assistant Coaches who will meet the qualifications 

for all coaches in this policy. 

• All coaches will conduct themselves in accordance to the policies and procedures of Triad School 

when it pertains to personal conduct, transportation of students, discipline and treatment of 

students, and adherence to moral and biblical principles. 

• Coaches report directly to the Triad School AD. 

• Coaches are responsible for sport-making decisions such as, team composition, team training, team 

participation, team strategy, playing time, team behavior and conduct. 

• Coaches will abide by rules and regulations for coaching by the OSAA and meet the requirements in 

order to coach High School Athletics as set forth by the OSAA.  (http://www.osaa.org/coaches) 

• Coaches will complete a successful background check prior to coaching. Any coach having a negative 

contact with law enforcement will be required to report that contact to the AD within 24 hours. 

• Coaches are encouraged to obtain training in basic first aid, AED, and CPR. 

• Coaches will be trained in recognizing abuse of children and are mandatory reporters. 

• Coaches are to report any mental health/instability concerns of students to the AD. 

• Coaches are to report any inappropriate advances or comments of any nature to the AD and school 

principal. 

• Coaches will abide by the “Rule of Three”:  Protection of student/athlete and coaches allows for no 

one adult and one student/athlete to be together in a secluded environment. If this situation 

presents itself, in the case of an emergency, the coach is responsible for notifying the AD as soon as 

possible. 

• Coaches are required to provide supervision of their student/athletes for the entire time they are 

required to be on campus or participate in any off-campus event. 

• Coaches will hold player, parent, and coaches meeting prior to each season. 

• Coaches will ensure their areas and any facilities they use are maintained properly and left clean.  

Facilities are the responsibility of all coaches.   

 

 

Parents 

Parenting and coaching can be both rewarding and challenging.   We want to work in partnership with 

parents to provide the most rewarding experience possible for the athlete.  When your child becomes 

involved our programs, you have a right to understand what expectations are placed on your child and 

what we expect from parents.   It is the coach’s responsibility to communicate their expectations to your 

child. 

Express concerns directly to the coach, not to other parents, or athletes. 



 

Notify the coach as soon as possible of family conflicts. 

Issues that are not appropriate to discuss with the coach are: 

• Playing time 

• Team strategy 

• Play calling 

• Other student athletes 

The Parent/Spectator 

• Respects the officials and the other players 

• Appreciates a good play, no matter who makes it 

• Understands that their conduct reflects the school and more importantly, Jesus Christ 

• Recognizes the value of good sportsmanship 

Transportation, Travel Arrangements, and Reimbursements 

• Athletes are expected to ride with the team to and from an event. Exception may be made by the 

AD for individual students to drive themselves upon request by the parent.  No AD approval is 

required for student leaving with a parent(s) after a completion, but the coach needs to be notified. 

• Exceptions made for athletes who have provided written permission to the coach to ride home with 

their parents or other adults, or sending a text message to the coach, or face to face after the 

contest. 

• Transportation to and from practices is the parent/guardian responsibility. 

• All coaches should be traveling with their team. 

• Coaches will make room assignments based on student maturity.  The standard is 4 students to a 

room. 

• Coaches will not transport individual student/athletes without notification and permission from the 

parents. 

• Hotel reservations will be made by the AD unless assigned to the coach. 

• No co-ed rooming 

• When boys’ and girls’ teams are traveling together and staying at the same hotel, rooms should be 

reserved on separate floors when possible. 

• Curfew will be determined by the head coach. 

• One school-paid room will be allowed for coaches unless coaches are of the opposite sex. 

• Approved parent/volunteer drivers will be reimbursed per sports mileage reimbursement form 

approved by the AD providing there is budget funds available and a school van is not available, or 

the AD may approve privately owned vehicle in other circumstances when it is not feasible to use a 

van. 

• Triad will pay for non-league tournaments per the approved athletic budget.  Any expenditures 

beyond the approved budget will need to be funded externally. 

Discipline 

• Athletes will conduct themselves in accordance with the Triad School Policies and will be under the 

Triad School discipline policy while participating in athletic activities. 



 

• Respect for coaches is a must. Athletes may not exhibit a negative spirit toward their coach. Such 

action may result in suspension or dismissal from practice or the team. 

• Any type of hazing, intimidation (physical and/or verbal), rite of passage, or otherwise negative 

behavior from an individual/group of athletes towards another individual/group of athletes is 

considered a Major Offense and will be handled according to the Triad Discipline Policy. The coach 

will report any such incident to the AD. 

• Athletes may be dismissed from a team by coaches with the advice and consent of the AD for sports 

discipline issues. 

• Athletes may be dismissed from a team by the school principal for a school discipline offense. 

• Athletes who are dismissed from a sport due to disciplinary action may not be allowed to participate 

in any other sport for the remainder of the season.   

Complaints   

Any complaint or issue by a parent/guardian of student-athlete must first be brought to the coach for 

resolution.  If not resolved the complaint or issue may be presented to the AD for resolution.   

Appeals 

The parent/guardian of a student-athlete may appeal any decision made as a result of a complaint or issue 

to the AD in writing within five school days after the date of the decision. 

Decisions of the AD may be appealed in writing within five days to the school principal and further to the 

school board.   Decisions by the school board on appeals are final. 

Letter Awards 

Criteria for earning a letter for varsity sports differs from sport to sport. This information is available from 

the head coach. 

No letters are awarded for junior high sports. 

Locker Room Conduct 

• Only Triad School athletes of the given sport, coaches, and school staff will be allowed to be present 

in the locker room. 

• Coaches will instruct athletes on behavior expectations while in the locker room. 

• No one will not enter opposite sex locker rooms unless there is an emergency or if they are the 

coach or trainer for that team. 

• Coaches will make every effort possible to enter same sex locker rooms with another adult and 

avoid one-on-one situations. Refer to “Rule of Three”. 

• Coaches are not to leave athletes unattended in the locker room for an extended period. Frequent 

“drop ins” are suggested. 

Recruitment 

It is the policy of OSAA and Triad School and its personnel never to initiate contact with a potential student 

and/or the potential student’s family for the purposes of participating as an athlete at Triad School. 

If a coach and/or assistant coach of a Triad School athletic program is approached first by a prospective 

parent or student/athlete with questions or a request for information about the athletic program the 



 

coach/assistant coach will refer them to the school principal. Coaches will report all such contacts to the AD 

and school principal by the end of the next business day. 

Triad School does not offer athletic scholarships. 

Our Code of Conduct 

Drug/Alcohol and Tobacco Policy 

Any student involved in a competitive athletic program shall not knowingly possess, use, transmit, or be 

under the influence of alcohol, drugs, tobacco, vaping, or e-cigarettes (controlled substances) of any kind 

nor shall the participant have in his/her possession any paraphernalia associated with the above.  

Participants may be found in violation of the policy if they are not personally using but remain in the 

presence of individuals who are violating these policies.  Participants who find themselves in jeopardy 

because of a substance abuse problem should receive professional assistance. 

 

USE OR POSSESSION OF ILLEGAL DRUGS OR ALCOHOL DURING THE SPORTS SEASON 

FIRST OFFENSE: 

• The student will be suspended from interscholastic competition according to the following formula: 

• 45 calendar days from discovery date 

• Suspension may carry from one activity season into the next. 

• The student-athlete will be able to practice during the suspension. 

• The student may be required to comply with additional recommendations from administration 

before being permitted to rejoin the athletic/activity program. 

SECOND OFFENSE: 

• The student will be fully suspended from the athletic/activity program for a period of one (1) 

calendar year. 

• The student will become ineligible to receive awards or letters for the sport being played when the 

student was disciplined. 

• The student may be required to comply with additional recommendations from administration 

before being permitted to rejoin the athletic/activity program. 

THIRD OFFENSE: 

The student will become ineligible for athletic competition, practice, or squad memberships indefinitely.   

Future eligibility to be reviewed by the school principal and AD. 

 

 

USE OR POSSESSION OF TOBACCO DURING THE SPORTS SEASON 

FIRST OFFENSE: 

• Suspension from the next two athletic contest dates. 

• The student may be required to comply with additional recommendations from school principal 

before being permitted to rejoin the athletic/activity program. 

• The student-athlete will be able to practice during the suspension. 

 



 

SECOND OFFENSE:   

Same as first offense under Illegal Drugs or alcohol. 

THIRD OFFENSE:   

Same as second offense under Illegal Drugs or alcohol. 

ATTENDING PLACES WHERE ILLEGAL ACTIVITIES ARE OCCURRING 

Student/athletes shall not be present at any site where illegal activities such as the presence of illegal drugs 

or alcohol by minors is occurring. 

FIRST, SECOND, AND THIRD OFFENSE:   

Same as Use or Possession of Tobacco. 

 

 



85 
 

 

APPENDICES 

 Triad Parent-School Agreement 

 Conflict of Interest Form 

 Annual Certification of Conflict of Interest for School Board 

 School Board Member Pledge 

 Expenditure Request Form 

 Group Deposit Ticket Form 

 Facility Use Guidelines and License 

 Friends of Triad Charter 

 Segregation of Fiscal Roles 
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TRIAD PARENT – SCHOOL AGREEMENT 

As a Christian School, Triad is committed to providing a Christ centered education that prepares your 

child/children for life and service. We believe that the expectations outlined in the Triad School Policy are 

conducive to your personal growth and are in the best interest of the Triad School as a whole. Our school 

expectations are based on biblical principles, our local church support, our school history, and 

responsiveness to today’s culture.  

While we recognize that personal convictions from family to family may differ from that of Triad, the 

purposes and ideals underlying them necessitate families be willing to modify their own personal 

preferences and standards of conduct while associated with Triad.  If families cannot make needed 

modifications we recommend a different learning environment.  

To maintain harmony with the home and Triad School, parents are required to: 

• Support the school with your prayers and volunteer services. 

• Pay tuition and fees on time and abide by the Tuition, Fee, and Payment Policy. 

• Support Triad in all matters of discipline involving your student.  Grounds for dismissal are outlined 

in the disciplinary definitions located in the Triad Policy Manual. 

• To support Triad’s Attendance Policy by committing to ensure that your student(s) are at school and 

on time each day. 

• Contact the person most immediately involved when you have questions involving discipline, 

policies, or procedures. 

• To support Triad in a positive ways and not to make negative or disparaging remarks about Triad in 

the community or on social media.   

 

I hereby certify that I understand and accept the responsibilities as a Triad School Family and will adhere to 

the policies of Triad School for the duration of my association with Triad and further agree that I will 

support the policies of Triad School. I understand this includes school sponsored events and extra-curricular 

activities.  I will sign this contract each fall as an indication of my continued commitment. 

I further understand that after my student’s third week of class there is no refund of tuition or forgiveness 

of the remaining annual balance of tuition for the academic year without School Board approval.  For all 

intents and purposes a “seat” has been purchased for the entire academic year.   

Additionally, I represent the information contained in my application is true, correct, and complete and 

further acknowledge and agree that any false statements or misrepresentations about my student (s) may 

be grounds for rejection of application or dismissal of my student(s) from Triad.   

 

Signature of Father/Guardian__________________________________   Date_________________ 

Signature of Mother/Guardian_________________________________   Date _________________ 

http://www.triadschool.com/POLICY_MANUAL_-_Revised_March_2017.pdf 

 

 

 

 

http://www.triadschool.com/POLICY_MANUAL_-_Revised_March_2017.pdf
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Conflict of Interest Disclosure Form 

 

Name: ______________________________________________________ 

Position (board member, staff, vendor):_____________________________ 

Please describe below any relationships, transactions, positions you hold (volunteer or otherwise), or 

circumstances that you believe could contribute to a conflict of interest between Triad School and your 

personal interests, financial or otherwise: 

1. Do you serve as an officer of an organization that has a relationship or does business with Triad 

School?  ____ Yes ___ No 

 

 If yes, please list the organization and the nature of your relationship below. 

_____________________________________________________________ 

_____________________________________________________________ 

 

2. Do you have a family relationship with anyone who has a noted relationship with our business? 

These family relationships include: spouse, parent, child, grandparent, grandchild, great-grandchild, 

and siblings. The spouse of any child, grandchild, great-grandchild, or sibling is also considered a 

family relationship. 

____ Yes ____ No    

If yes, please list the family relationships below: 

______________________________________________________________ 

______________________________________________________________ 

 

 

3. Have you ever participated in a compensation relationship, employment agreement, investment 

opportunity, or other arrangement, directly or indirectly, with a third-party vendor doing business 

with us that could personally benefit you?  

 ____ Yes ____ No   

If yes, please identify below: 

___________________________________________________________ 

___________________________________________________________    

 

4. Have you ever received any direct or indirect loans, gifts, payments, discounts, fees, or free services 

from any organization or person engaged in any transaction with Triad? 

____ Yes ____ No     

If yes, please identify below: 

__________________________________________________________ 

___________________________________________________________ 
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5. Do you share ownership of a business that does business with us? Ownership means voting power 

in a corporation, beneficial interest in a trust, or profits interest in a partnership.  

____ Yes ____ No    

If yes, please identify below: 

___________________________________________________________ 

 

___________________________________________________________ 

 

 

6. I have the following conflict of interest to report (please specify any other boards you (and your 

spouse) sit on, any for-profit businesses for which you or an immediate family member are an 

officer or director, or a majority shareholder, and the name of your employer and any businesses 

you or a family member own): 

1.__________________________________________________________________ 

 

2.__________________________________________________________________ 

 

3.__________________________________________________________________ 

 

 

_____    I have no conflict of interest to report 

 

I hereby certify that the information set forth above is true and complete to the best of my knowledge. I 

have reviewed, and agree to abide by, the Conflict of Interest Policy of Triad School.  I will update this 

document as required when new information presents itself to me.  

 

 

Signature: _____________________________________________________________ 

 

Date:  ________________________ 
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Annual Certification of Conflict of Interest by the Triad School Board 

 

Each director, school principal officer and member of a committee with governing board delegated powers 

shall annually sign a statement which affirms such person: 

 

a. Has received a copy of the conflicts of interest policy, 

b. Has read and understands the policy, 

c. Has agreed to comply with the policy, and 

d. Understands the Triad School Board is charitable and in order to maintain its federal tax exemption it 

must engage primarily in activities which accomplish one or more of its tax-exempt purposes. 

 

I affirm and agree with the above statements. 

___________________________________           ________________________ 

Signed       Date 
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Triad School Board Member Pledge 

 

My loyalty is first to the Lord and then to the board, and by extension, to the school and its components.  

▪ I will not divulge the content and nature of board deliberations to any outside parties.  

▪ I will not allow myself to be influenced by, nor will I respond unilaterally to, the complaints or 

pressures of groups or individuals.  

▪ I will channel all such complaints or pressure to the chairman of the board or the head of the school.  

▪ I will abide by board decisions and the directives of the board chairman.  

▪ I will seek no advantage or privileged treatment for others or myself.  

▪ I will attend all possible meetings, properly prepared and ready to vote my conscience as guardian 

of the school.  

▪ I will honor and do my utmost to fulfill my fiduciary obligations to the school, to give as generously 

as I am able and to solicit the generosity of others. 

 

 

 

Signature_____________________ Date_________________  
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Circle 

One: 
 Reimbursement 

Request 
 

 
   

 
 Check Request  

 
   

  Purchase Request  

  
 

 
Date of Request:     

    
Date Needed By:     

    
Check Payable to:     

    
Requested by:     

    
Approved by Cathy:     

    
Approved by Principal:     

    
Account # Description Amount 

        

        

        

        

        

        

        

        

    

  Total Request $ 

    
Special Instructions/Send to:  

    
        

    
        

    
F:\Triad Office\Misc Office Forms\Reimbursment 

Request rev. 5/17/16 
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Group Deposit Ticket 

Group Name: __________________________ 

Date: ________________ 

Deposit description: ___________________ 

__________________________________________ 

 

    Cash 

    Checks (itemized below) 

          

 

 

    

 Total checks 

  Total deposit 

 

Deposit account # _______________________ 

 

Depositor’s Name ________________________ 

  

Depositor’s Signature ____________________ 
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FACILITY USE GENERAL REQUIREMENTS 

 

DEPOSITS: 

Upon request a cleaning/security deposit of $25 to $300 may be required prior to use of the Student 

Union/Cafeteria and/or Class Rooms. If the facility is returned cleaned the deposit will be returned. Use of 

cafeteria tables and benches may require a non-refundable $25 fee. 

 

KEYS: 

Keys must be picked up during school office hours and returned the next business day. 

Keys many not be loaned or duplicated. 

 

FOOD HANDLERS: 

All Food handlers need a basic knowledge of proper food handling.   

 

GYM USE RULES: 

For sport activities, gym shoes (non-marking soles) only. 

No food or drink except water. 

For all activities, no wood heeled boots or shoes (they damage the floor). 

Clean up food and drink spills immediately. 

Only blue tape may be used to hang anything on the walls, bleachers, tables or chairs.  

 

NO TAPE OR ADHESIVE MAY BE USED ON THE GYM FLOOR!! 
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Facility Use License 

2450 Summers Lane,  Klamath Falls, OR 97603 

 

 

Name of Organization/Group:______________________________________________________________ 

 

Facility: Gym  Student Union Kitchen  Music              Field    

   Classroom(s)   How Many_____     

 

Date:        From: ____________         To: _____________        Day(s)  M  T  W  TH  F  S  Su 

 

We would like to have the facility from ________ a.m. /p.m. until ________a.m. /p.m. 

Type of activity:______________________________________________ 

Equipment needed, please indicate below: i.e. kitchen, lunch tables (no audio video equipment available). 

 Lunch Tables # of tables______   Classroom tables & chairs  

 Other:__________________________________________ 

We/I understand that we/I will be responsible for the facility and equipment contained within.  We/I have 

authority to sign this agreement on behalf of the organization listed hereon and to bind said organization to 

the terms set forth herein.  Furthermore, we/I will insure that the following rules are followed by my 

organization/group: 

▪ Adequate and appropriate supervision will be provided by us/me and maintained. 

▪ Only members of the above organization or group can use this facility. 

▪ Alcoholic beverages and any form of illicit drugs or narcotics are prohibited. 

▪ Tobacco use in any form is prohibited. 

▪ Only footwear approved for the facility being used can be worn. 

▪ Only school equipment listed on this form can be used. 

▪ The facility must be cleaned up by us/me before leaving (replace desks, chairs, tables, bleachers, 

pick up trash and take out, etc.) 

▪ We/I will provide our/my own insurance for persons involved with facility use. We understand no 

insurance will be provided by Triad School.  We/I will provide a certificate of insurance before we/I 

are permitted to use the facility. 

 

We/I agree to be bound by the terms set forth on PAGE 2 

PERSON RESPONSIBLE:  (print legibly, please) 

Name_________________________________________________     Phone_________________________ 

    Title 

Address_______________________________________________________________________________ 

 

 

SIGNATURE OF PERSON RESPONSIBLE:____________________________ 
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The school administrator will complete the following items: 

 

Custodian Notified     Yes              No   

Building Key Provided   Yes#________   No   

Facility Manager Approved?  Yes     No 

Facility Manager’s signature: __________________  Date:____________ 

  

LICENSE FOR FACILITY USE 

The following sections apply to all users. 

SECTION ONE:  INSURANCE 

Triad School provides no insurance coverage of any kind for any activities conducted on the property by 

licensee.  Specifically, but not by way of limitation, Triad School carries no Commercial or Personal Liability 

coverage, no Automobile Liability or Physical Damage coverage, no Health or Accident coverage, no 

Director’s and Officer’s coverage no Errors and Omissions coverage for the Licensee or its agent, 

employees, members or volunteers.  Licensee will need to obtain such coverage of its own.  Licensee shall 

obtain Liability Insurance covering licensee, its agents, employees, volunteers, members and guests for any 

and all types of claims or loss which may arise from use of the premises or activities thereon.  The Policy 

shall have single limit liability coverage of $1,000,000 per occurrence and $2,000,000 aggregate.  Licensee 

shall cause its insurance agent/company to have Triad School named as an additional insured on the Policy.  

Licensee shall provide Triad School with proof of insurance coverage, as describes herein, within three (3) 

days of execution of this agreement and may not use the facilities until the coverage is obtained and 

accepted by Triad’s Administration.  

SECTION TWO:  INDEMNITY AND RESPONSIBILITY 

Licensee shall at all times hold Triad harmless, indemnify and defend it from any and all claims, demands 

and/or liabilities arising out of or in any way connected with licensee’s use of the premises, and whether 

said claims is made by the individuals on the facilities during the time of licensee’s use.  Licensee shall be 

responsible for the conduct of all individuals on the facilities during the time of licensee’s use.  Licensee 

agrees to erect no barrier whatsoever that causes any individual with a disability, as defined by the 

Americans with Disabilities Act of 1990 from having access to any part of Triad School’s premises while 

used under this agreement and occupied by the Licensee or their agents.  In the event the Licensee fails to 

provide accessible programs, materials, equipment, services or access to an individual with a disability, or 

removes, disables, hinders or erects any barrier preventing access to an individual with a disability while 

the Licensee is in possession of the premises, the Licensee shall be held solely responsible for that action.  

Triad School shall be held harmless by the Licensee for the Licensee’s action or inaction of compliance with 

the Americans with Disabilities Act, Public Law 101.336, and the Licensee shall indemnify Triad School 

against any and all complaints and defend Triad School from all actions arising from the Licensee’s 

negligence of compliance during the Licensee’s occupancy of Triad School’s premises.  WARNING:  The 

person signing the License may be personally liable to Triad for any claim, demand or liability that may arise 

from this use. 
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SECTION THREE: WORKER’S COMPENSATION 

Licensee acknowledges that neither it nor any of its members, invitees, agents, or employees are 

employee’s of Triad School and that Triad School is not responsible for the provision of Worker’s 

Compensation coverage for the activities of Licensee. 

SECTION FOUR: CONTROL OF FACILITY & SUPERVISION 

Triad School or its designees shall at all times maintain ultimate control of the Facility and may deny access 

any time, when in the best interest of Triad School.  Any questions regarding use or access will be resolved 

by Triad School’s Administration.  All such decisions will be final.  Adequate supervision shall be required for 

all outside use of school facilities equipment.  The superintendent or designee may require additional 

general supervision for activities.  Minimum supervision in a building may require that a designated staff 

person be responsible or on duty in the building during any event or activity of an outside group.  

SECTION FIVE: TERMINATION 

Either party may terminate this agreement at any time by giving written notice to the other, specifying the 

date of termination.  Such notice shall be given not less than three (3) days prior to the date specified in 

such notice for the date of termination. 

Should the above-described property, or any essential part of such property, be totally destroyed by fire or 

other casualty, this agreement shall immediately terminate; and, in the case of partial destruction, this 

agreement may be terminated by either party giving written notice to the other, specifying the date of 

termination.  Such notice is to be given within thirty days following such partial destruction and not less 

than three days prior to the termination date specified in such notice. 

If Licensee shall make an assignment for the benefit of creditors, or be placed in receivership or adjudicated 

as bankrupt, or take advantage of any bankruptcy or insolvency law, this agreement terminates without 

further notice. 

On any termination of this agreement, Licensee shall quit the above-described property, and shall remove 

from such property all property installed in, on, or attached to the above-described property. 

Any termination of this agreement, howsoever caused, shall be entirely without prejudice. 

SECTION SIX: GOVERNING LAW 

It is agreed that this agreement shall be governed by, construed, and enforced in accordance with the laws 

of the state of Oregon. 

SECTION SEVEN: ENTIRE AGREEMENT 

This agreement shall constitute the entire agreement between the parties and any prior understanding or 

representation of any kind preceding the date of this agreement shall not be binding upon either party 

except to the extent incorporated in this agreement. 

SECTION EIGHT: MODIFICATION OF AGREEMENT 

Any modifications of this agreement or additional obligation assumed by either party in connection with 

this agreement shall be binding only if evidenced in writing signed by each party or an authorized 

representative of each party. 

SECTION NINE: NOTICES 

Any notice provided for or concerning this agreement shall be in writing and shall be deemed sufficiently 

given when sent by certified or registered mail if sent to the respective address of each party as set forth at 

the beginning of this agreement. 
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SECTION TEN: ATTORNEY FEES 

In the event that any action is filed in relation to this agreement, the unsuccessful party in the action shall 

pay to the successful party, in addition to all the sums that either party may be called on to pay, a 

reasonable sum for the successful party’s attorney fees.  

SECTION ELEVEN: ASSIGNMENT OF RIGHTS 

The rights of each party under this agreement are personal to that party and may not be assigned or 

transferred to any other person, firm, corporation, or other entity without the prior express and written 

consent of the other party.  

 

_______________________________________________________________________________________

_____________________ 

Signature of person responsible   Title   Date 

 

_______________________________________________________________________________________

_____________________ 

School Representative    Title    Date 
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Charter for the Friends of Triad (FOT) Committee  

 

The Committee will abide by the by-laws of Triad School and Bible Baptist Church.  The committee will elect 

a Chairman, (Vice-Chairman if so desired), Secretary, and Treasurer. 

 

It will function as an Advisory Committee and will have two Triad School Board members.  The committee 

will recruit members as necessary and all committee members and officers shall be approved by The Triad 

School Board.   

 

Purpose: 

The Fundraising Committee will support the mission of Triad School, which is to celebrate the truth of 

Christ in a college preparatory setting, by pursuing financial support. 

 

Areas of focus: 

Sports, Arts, Tuition Assistance, Facilities, and other areas as approved by Triad School Board. 

Methods: 

Events (dinners, yard sales, etc.) 

Grant writing 

Projects (spring fling, scrip, poinsettias, other sales, etc.) 

Development of long term financial support 

 

Guidelines: 

The committee will elect a Treasurer who will work with the school Financial Management Officer. The 

Treasurer will follow the school’s established financial policies and approved accounting practices. The 

School Board members who serve on the Committee will work with the School Pastor to coordinate with 

the school’s activities and goals. 

 

The committee will provide a bi-monthly activity report and meeting notes to the Executive Assistant and 

financial report to the Financial Management Officer at least one week prior to the board meeting for the 

previous month’s activities.   
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Segregation and definition of fiscal roles      

• Custodial:    person who has authority to sign checks     

• Authorization:   person who approves payment of a bill; the board when approving the budget   

• Execution:   person who is executing an action that has been authorized by the board through the annual budget or by the individual 
responsible for approving payment of the bill • Monitoring:   person who reconciles the bank statement; the board also acts in a monitoring role when it reviews the monthly financial 
reports       

As much as possible, the board seeks to separate the responsibilities for fiscal roles so that at least (2) two and preferably 
more individuals fulfill these roles. 

 

It is particularly important that the same person does not authorize, execute and monitor any transaction. At each step of handling funds, the 
organization shall ensure that more than one person verifies that the step is done correctly. 

      
DUTIES Executive 

Assistant 
Financial 
Mgmt 
Officer 

School 
Pastor/Principal 

School 
Board 

Elder Board 

PROPERTY      

Facility Use   Authorization 
required 

  

Corporate Property (When used for a purpose other than 

for Triad School 

    

Authorization 
required 

 

RECEIPT OF FUNDS  (any office staff may receive funds 

and enter into Sycamore) 

     

Maintain spreadsheet of all funds received x     

Balance spreadsheet with Sycamore and donations 

and designated fundraising 

 

x 
    

Cash and checks secured x     

Daily spreadsheet and secured cash & checks provided 

to FMO 

 

x 
    

Enter information from daily spreadsheet into Quick 

Books 

  

x 
   

Prepare bank deposit  x    

Take deposit to bank x     

Borrowing or lines of credit     Authorization 
required Funds received outside of office (see notes below)      

BANK RECONCILIATION      

Reconcile monthly bank statements  x    

Print reconciliation detail/summaries  x    

Prepare monthly financial statements  x    

Prepare monthly budget report  x    

Review monthly budget, financial activity/statements, 

investigate any unusual balances 

  

 

x 

 

 

x 

 

 

x 

 

Receive monthly financial statements    x  

Approve monthly financial statements     x 

PURCHASING & DISBURSEMENT OF FUNDS      

Receive requests for purchases  x    

Approve requests   x   

Ensure budget appropriation is available  x x   

Obtain and verify receipt of delivery of goods and 

services to ensure everything was received in good 

order. 

 

x 
    

Process invoices for payment  x    

Purchase goods utilizing business credit card x x    

Enter invoices into accounting system  x    

Prepare checks for payment of invoices  x    

Compare checks to approved invoices x     

Sign checks to vendors x requires 2nd 
signature 

    

Mail checks to vendors or call for pickup x     

File and maintain vendor invoices  x    
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Assures procurement standards/policy followed  x    

DONOR RECOGNITION      

Maintains list of donors  x    

Sends donor letter at end of year  x    

GENERAL DUTIES      

Secured custody of unused checks  x    

PAYROLL      

File and maintain employee information x     

Collect timesheets from employees x     

Review employee timesheets  x    

Enter timesheet information into QB  x    

Approve leave requests   x   

Prepare payroll checks  x    

Sign payroll checks x requires 2nd 
signature 

    

Distribute payroll checks x     

Prepare payroll liability reports  x    

Submit payroll liability tax deposits utilizing online 

payment systems 

 
x 

   

Prepare quarterly payroll reports  x    

Prepare and file Federal, State payroll reports such as 

941's, W-2's, Unemployment, Workers Comp 

  

x 

   

File and maintain copies of payroll reports  x    

Review payroll reports, investigate any discrepancies  
x 

   

      
Notes:  Funds received outside the office such as at a 

fundraising event will be counted and signed off by 2 

persons; then secured and turned into the office by the 

next business day. An accounting will be given to the 

financial management officer. 
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