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Village Adventist Elementary School
An Invitation to Partner with the Divine

"For I will contend with him who contends with you,
and I will save your children."

Isaiah 49:25

It is a privilege to welcome your family to the Village Seventh-day Adventist Elementary
School (referred to as VAES in the rest of this handbook) experience. Whether you are
a beginning kindergartener, a student new to our school, or a returning student, you are
a very special part of what we have planned for this year.

“All your children shall be taught by the Lord,
and great shall be the peace of your children.”

Isaiah 54:13

VAES has a long and rich tradition in quality education delivered in a profamily
environment. The staff, faculty, administration, and board have worked to ensure that all
the components for the development of the total individual have been intentionally and
prayerfully brought together in a vibrant school setting.

The Handbook is designed to communicate policies, guidelines, and methods of
operating that promote an atmosphere of love, order, understanding, and productivity.

It will keep patrons of the school informed about the operations of the school, and assist
them to communicate more effectively with faculty, staff, and administration so as to
prevent significant disruption to the schooling experience of children and youth.

Thank you for entrusting us with this important educational experience of your child /
children. Together with God, we can have a beautiful and productive school year.

The Administration
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VAES: History and Context

Within a year of organizing as a church in 1914, our Village Seventh-day Adventist Church
family sensed the importance of providing a formal Christian educational environment for their
children. Four teachers and one hundred twenty five students turned the educational dream of
our early Village Seventh-day Adventist Church (referred to as Village Adventist Church in the
rest of the handbook) family members into a reality. That has continued for over one hundred
years. This co-educational K-8th grade school has been an important ministry of our Village
Church family.

VAES is owned by the Michigan Association of Seventh-day Adventists. It is operated by the
Village Adventist Church, one of one many Seventh-day Adventist churches and companies in
the Michigan Conference. Michigan is one of five states that make up the Lake Union
Conference, which is one of the nine Union Conferences that create the North American
Division. Thirteen Divisions make up the General Conference that encompasses the globe.
Seventh-day Adventist Education is recognized as one of the largest parochial school systems
in the world.

Vision Statement

VAES envisions blessing the church with a generation of competent, efficient, and effective
Seventh-day Adventist Christian children and youth, who desire to emulate the character of
Jesus in all aspects of their lives. Youth with a disposition to promote justice, love, and practice
mercy and kindness, and are deeply intentional about walking humbly in a close, obedient
relationship with God.

“To restore man in the image of his Maker,
to bring him back to the perfection in which he was created,

to promote the development of body, mind and soul,
that the divine purpose in his creation might be realized

- this was to be the work of redemption.
This is the object of education, the great object of life.”

Education pages 15, 16

Mission Statement

The mission of VAES is summarized in three words. Connect, Grow, Serve.
To create a total educational environment where children and youth can connect in a close,
loving, and obedient relationship with their creator God.
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To provide them with opportunities, encouragement, and tools with which to connect and be
engaged, in a positive manner, with their fellowmen: families, church, school and community.

To create, in partnership with parents and guardians, a nurturing, safe setting in which children
and youth grow spiritually, intellectually, emotionally, physically, and socially into productive
citizens in this world and joyous occupants in the world to come.

To equip and empower children and youth to be cognizant of the wants and needs of humanity
around them and provide them with a desire and skills with which to effectively serve these
needs.

Philosophical Foundation

The board, administration, faculty, and staff at VAES recognize God as the ultimate source of
existence and truth. Mankind came from the hand of the Creator, noble and perfect. Placed in
an ideal environment he was to develop an ideal character in harmony with the principles of
heaven. The entrance of sin arrested the development God intended for His children and
compromised both morals and environment, setting in motion the Great Controversy between
the forces of good and evil. Through the incarnation, death, resurrection, and ministry of Christ
on behalf of all people, God is orchestrating the restoration of humanity to its original state.

God has revealed His will to the world through the Bible, a revelation that supersedes mere
human reason. Made in God’s image, every human being, although fallen, is endowed with
attributes akin to the Creator. To this end, Seventh-day Adventist education at VAES is
intentional about building on the principles and precepts of Scriptures to nurture students to
become thinkers as God directs thought, rather than merely reflecting human thinking and to
create a desire to serve rather than be served. This school fosters the desire to maximize
personal potential rather than be satisfied with mediocrity.

"Higher than the highest human thought can reach
is God's ideal for His children.

Godliness - godlikeness is the goal to be reached.
Before the student there is opened

a path of continual progress.
He has an object to achieve, a standard to attain,
that includes everything good, pure, and noble.
He will advance as fast and as far as possible

in every branch of true knowledge."
Education page 18

VAES is intentional about an education that engenders an appreciation for that which is pure,
lovely, noble, and true development of the whole person; the spiritual, physical, academic,
emotional, social, and cultural individual. The philosophical framework that defines the
Seventh-day Adventist education system is premised on Biblical principles and corresponding
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counsel from the writings of Ellen G. White, a co-founder of the Seventh-day Adventist Church.
The scope of our education spans eternity.

School Accreditation

In the interest of maintaining a viable and vibrant learning institution, a full accreditation study of
the school, which includes a site visit, is conducted by the Michigan Conference Office of
Education every six years, with interim visits as necessary. (See title page for accreditation
information.) Currently the school is accredited through June of 2025.

School Enrollment

Due to limited space, preference is given to students whose parents are members of the Village
Adventist Church. Other potential students will be considered as classroom space is available.
Admission of all applicants is subject to the VAES Board's approval.

Children who may be physically, emotionally, academically, or otherwise challenged may be
considered for enrollment, subject to parents consulting with teachers and administration to
arrive at a mutually acceptable and viable plan for the student/s. Consideration of these
applicants will depend on the severity of the child's/children's need/s and the resources
available to the school.

Non-Discrimination Commitment

The Seventh-day Adventist Church, in all of its church schools, admits students of any race to
all the rights, privileges, programs and activities generally accorded or made available to
students at its schools. VAES does not discriminate on the basis of race, color, ethnic
background, country of origin, or gender in the administration of education policies, applications
for admission, scholarships, and extracurricular programs.

Qualification of Attendees

VAES is open to students of families who desire a Christian education within a uniquely
Seventh-day Adventist context for their children, and are willing to subscribe to the stated
philosophy and goals of the school. Students who apply for admission are also expected to
support the unique purposes, philosophy, and objectives of the school and are willing to live in
harmony with its principles.
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Enrollment Requirements

All students enrolling in a Michigan school for the first time must submit official evidence of a
physical examination by a licensed physician, proof of vision and hearing screening, and a valid
birth certificate or passport.

• Submission of official evidence of immunizations is required by the State of Michigan.
If immunizations are contrary to the family’s beliefs, a waiver may be submitted.
A waiver will need to accompany the approval of appropriate the local public health
authorities.

• Submission of request for all previous elementary school records is required.
• A completed application or enrollment packet for each student is required every year.
• Students must be at least five years of age by September 1 to attend Kindergarten.
• Students must be at six years of age by September 1 to enroll in First Grade.
• Students must be at seven years of age by September 1 to enroll in Second Grade.
• Students having an unpaid account with VAES or another school will not be admitted

until a letter of financial clearance from that school or an agreed upon payment plan
with VAES is in place.

• Basic to all the above admission requirements is that pupils respect the Word of God,
maintain a reverent attitude toward that which is spiritual, and conduct themselves in
harmony with the standards of the Seventh-day Adventist Church.

Grade Placement

The school reserves the right to give entrance and qualifying (grade placement) tests to any
student. The results of such tests, along with the student’s former school records, will help to
provide the information needed to place the student in the grade where he/she will have the
greatest opportunity for success. The student’s age will be an important factor in the decision.

Pupils presenting credits from a non-accredited school or home school may be admitted. These
students will be assigned to an appropriate grade. The assignment will be based on the
student’s age and result of a placement assessment.

Special Needs Students

VAES is not staffed with persons who are hired primarily to deal with students who have severe
learning disabilities. However, some families at VAES may be eligible to receive help from
federally funded, properly trained and certified teachers, while still enrolling their student at
VAES for the benefits of a Christian school environment. A 504 education plan can be formed
for the students specific learning needs. Talk to the classroom teacher or the principal for
specifics.
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Grades, Trips, Diplomas, and Transfer of Records

Accounts must be paid in full in order for students to receive final grades, to attend school trips,
have their transcripts sent to another school, or to receive their diploma. Any exceptions to the
above policy will be addressed on an individual basis by the VAES Finance Committee and
approved by the school board.

Admission Status

Each new student admitted is on new-student-probation for the first nine weeks. At the
conclusion of the nine weeks, the student will be placed on regular enrollment status unless
otherwise notified.

Admission Committee

An admission committee will meet to review applications. Early application is recommended.
VAES reserves the right to deny enrollment.

Acceleration / Retention

VAES considers the acceleration or retention of a student on an individual basis according to the
Lake Union Education Policy. The final decision will be made cooperatively by VAES, the
parent/guardian, and the Michigan Conference Department of Education.

Any student wanting to take classes related to the core academic subjects from a source
outside VAES must receive approval from their teacher, the administration, and the school
board. This does not include private music lessons. A request to take subjects from an external
source needs to be submitted to the school no later than January 15th of the current school year
for the following school year. Any class taken must be from an accredited program or institution
(i.e. HSI / Griggs, etc.)

School Board and Governance

The Office of Education of the Lake Union Conference of Seventh-day Adventists serves in an
advisory role and the Office of Education of the Michigan Conference of Seventh-day Adventists
is responsible for the oversight of the schools within the conference. Locally, the school board,
appointed by the Village Adventist Church, is responsible for the overall governance of the
school.

Parents of students in the school and members of the Village Seventh-day Adventist Church
maintain a shared ownership for the health of the school through participation in the local school
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board. Parents who are constituents (Village Church Members) may choose to attend scheduled
monthly meetings of the VAES Board upon request to the school board chairperson.
Attendees are welcome to participate in board meetings as observers, and may speak to an
agenda item when recognized by the chair. Prior arrangements for board attendance and
observation of school board protocol will promote goodwill and efficient board interactions.

The following guidelines are designed to facilitate orderly and effective board meetings:
• Matters involving student accounts, student discipline, and school personnel will only be

discussed in executive session. All other issues relative to the operation of the school
are addressed during the general session.

• Observers and participants are expected to follow appropriate parliamentary procedures,
help maintain professional decorum, and address fellow participants with Christ-like
respect keep comments and discussion relevant to the agenda item on hand.

• Persons who wish to address the VAES board in either general or executive session
need to extend to the board the courtesy of making arrangements in advance with either
the board chairperson or the principal.

• The VAES board chairperson may grant opportunities for questions or comments by
observers during any session.

• Board discussions and deliberations will be limited only to items on the printed agenda
for that meeting. New items may be added to the agenda only at the discretion of the
chairperson and with the approval of the majority of voting members present.

Board Structure and Mandate

The VAES Board makes decisions, formulates, and recommends policies and procedures in all
areas pertaining to the operation of VAES. Policies and procedures approved by the school
board are in accordance with, the grades K-8 Education Code of the Michigan Conference of
Seventh-day Adventists, the Lake Union Conference of Seventh-day Adventists, and the North
American Division of Seventh-day Adventists, and consistent with the school’s statement of
educational philosophy, vision statement, and mission statement. The school administrative
team, faculty, and staff are authorized to carry out the directives of the board.

Board Membership

Membership of the VAES Board is divided into three categories: elected, ex-officio, and
advisory. The elected membership is composed of seven individuals duly appointed by the
Village Adventist Church nominating committee, in consultation with the school and church
administration, and approved by the entire church. Members are selected by virtue of their
church membership in the Village Adventist Church. The ex-officio membership consists of five
individuals who are members by virtue of the offices they hold; offices that have prescribed
interactions with the mission of VAES. The two advisory members are the Village Adventist
Church Pathfinder leader and Adventurer leader or their designee. Both elected and ex-officio
members are voting members.
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Home and School Association

Association Objectives

It is the purpose of the Home and School Association to provide opportunities for the parents,
students, teachers, and community members to work together to promote the spiritual, mental,
social, and physical growth of the school family.

To enhance the school program by:
• Assisting in recruiting and involving volunteers
• Organizing and helping with cleaning bees
• Fundraising for projects and equipment
• Planning and carrying out teacher appreciation activities
• Initiating programs and activities, in collaboration with the school administration, to

promote stronger bonds between the school and homes, and foster a deeper
understanding of the roles of both in the ongoing spiritual, academic, physical, and social
development of children and youth

• Appoint classroom parents and engage them in helpful roles

Association Leadership and Membership

The Home and School Association Leader is appointed by the Village Adventist Church
nominating committee and approved by the church. The committee is charged with the
responsibility of making decisions regarding programming.

The Association includes all parents, students, and teachers of VAES, along with community
members who are interested in the objectives of the organization.

The HASA leader(s) for this school year are listed in Appendix I of this handbook.

Association Activities include, but are not limited to:
a. Monthly planning and review meetings

b. Fundraising and Social Events:
1. The Italian Dinner
2. Potlucks
3. Hayride
4. Country Breakfast
5. K-4 Track ‘n Field
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Invitation to Participate

Every member of the school family is invited to participate in the planning and implementation of
fundraisers, social events, and other activities of the Association. Please feel free to contact
your leaders. They will be happy to engage you in association activities.

"From a child, Timothy knew the Scriptures;
and this knowledge was a safeguard

to him against evil influences surrounding him,
and the temptation to choose

pleasure and selfish gratification before duty.
Such a safeguard all our children need;

and it should be a part of the work of parents
and of Christ's ambassadors (teachers) the work of God."

Testimonies 4 page 398

Curriculum

Daily experiences in school are designed to teach the students to think for themselves within the
framework of a Christian worldview. Students are placed in an environment that encourages and
promotes the development of self control and age-appropriate self reliance.

Student-Focused, Wholistic Curriculum

The total school experience is premised on providing students with a program, carefully
balanced between the spiritual, physical, and social core academic content and an intentional
service orientation. The desire of VAES it to nurture the whole individual in a safe and affirming
school environment.

Character development is an essential focus here at VAES. A deliberate effort is made to
provide a carefully designed experience to inspire the student toward higher ethical living and a
Christian witness.

VAES recognizes that each student is a unique individual with God given talents and capabilities
that await development. To develop the full potential of each student, preparing them for a life of
service to God and mankind, is the goal of VAES. The individuality and creativity of each student
will be encouraged and protected within the Christ-centered framework of a well-organized and
balanced curriculum.
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“It is right for the youth to feel that they must reach
the highest development of their mental powers.

We would not restrict the education to which God has set no limit,
but our attainments will avail nothing

if not put to use for the honor of God and the good of humanity.”
Counsels of Education page 311

VAES follows a curriculum mandated by the Department of Education of the North American
Division of Seventh-day Adventists. Every teacher is intentional about integrating faith into every
aspect of the learning experience, and using biblical principles and precepts to frame our total
curriculum.

Bible and Religious Programming

The study of the Bible is foundational in all grades. A Bible class is scheduled as a subject in all
grades, and biblical principles and precepts are also woven into all other areas of the
curriculum. Teachers use Bible-based teaching materials produced by the Department of
Education of the North American Division; however, the Bible is the reference text in all matters
of faith at VAES.

All pupils are required to have their own copy of the complete Bible. The school will provide a
Bible for each student. They will receive a NIrV version Bible for use in grades 1-4 and a NKJV
for grades 5-8. The school provided Bible will be theirs to keep once they complete 4th grade,
8th grade, or withdraw from school.

"The Holy Scriptures are the perfect standard of truth,
and as such should be given the highest place in education.

To obtain an education worthy of the name,
we must receive a knowledge of God, the Creator, and of Christ,

the Redeemer, as they are revealed in the sacred word."
Education page 17

Assemblies and Week of Prayer Chapels

Throughout the school year students participate in programs prepared for their grade level and
in school-wide assemblies. Each year speakers share interesting hobbies, presentations, and
messages in word and song that bless our school family scholastically, socially, and spiritually.
Weekly assemblies, spiritual emphasis weeks, and special assemblies are part of the school
program, and attendance and reasonably active participation will be required.

VAES supplements the Bible curriculum with supporting activities:
• Daily classroom devotional time
• Weekly assemblies on spiritual themes
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• Two annual spiritual emphasis weeks with guest speakers and pastors
• Fifth grade-led spiritual emphasis week for the lower grades
• Annual LIFT camp for grade eight centered on Christian lifestyle enhancement themes
• Intentional integration of faith and learning throughout the curriculum
• Mini-courses: teaching spiritual and religious topics

Fine Arts

Music and art are required subjects for all students in grades K–8. Classroom music is offered in
grades K-6. Students in grades 3–8 may also join the choir and/or band. Choir and band are an
additional charge, see fee schedule for current rates. Students in grades 7 and 8 who are not in
choir or band need to enroll in one of the mini-course options for music. Mini-course music
options for 7th and 8th include; bell choir, praise team, and guitar. In order to accommodate
scheduling needs, 5th and 6th grade art is incorporated into the total curriculum and may be
addressed in several subject areas.

Guidelines for Musicians

Since several music organizations are oriented to public performances, students joining
Beginner Band, Advanced Band, Village Chorale, or Bell Choir need to make a year-long
commitment to those organizations.

Participation at scheduled performances is required for students in these music organizations.
The school calendar (yearly and monthly) will announce dates and venues of performances.
Participation in performances constitutes a significant percentage of the student’s grade in that
activity.

An absence due to illness or an emergency may be excused. Notifying the conductor/director
before the performance in a timely manner will give the organization ample time to make the
necessary adjustments to preserve the integrity of the performance.

Students will be required to wear the specified attire for each performance. Since specified attire
may change from time to time, the school and the music department will inform families well in
advance so as not to create an unnecessary burden on anyone.

Parental supervision of instrumental practice times at home is crucial to the success of students
who play in a band. Private instrumental lessons are strongly recommended for students in both
bands.

Music Options Available at VAES

~ Advanced Band (5th Grade & Above)
~ Beginner Band (4th Grade & 5th Grade)
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~ Instrumental Lessons (Advanced Band)
~ Choir (3rd Grade & Above)
~ Praise Team (7th-8th Grade Only)
~ Bell Choir (7th-8th Grade Only)
~ Guitars (7th-8th Grade Only)

Language Arts

Language arts subjects are designed to include competencies in reading and comprehension,
public speaking, effective and correct writing, conventional spelling, and age/grade/mission
appropriate literature.

Mathematics

Mathematics classes are focused on basic arithmetic competencies and age/grade appropriate
competencies in algebra.

Social Sciences

The K-8 social science curriculum includes grade appropriate competencies in U. S. history,
world history, U.S. and world geography, and culture studies.

"Instead of educated weaklings, institutions of learning may send forth men
(and women) strong to think and act, men (and women) who are masters

and not slaves of circumstances, men (and women) who possess
breath of mind, clearness of thought, and the courage of convictions."

Education page 18

Natural Science

Natural science disciplines include, but not limited to, the study of nature in all its facets; biology,
basic physical science, zoology, environmental studies, earth science, space, weather, and
climate studies. All the sciences are treated in an age and grade appropriate curriculum that is
firmly grounded on a biblical worldview. Practical hands-on experimentation, modeling, and
outdoor education are an integral part of the teaching/learning experience.

Fifth graders at VAES benefit from the 840-acre natural laboratory, which includes 100+acre
Lake Shellenbarger, at Camp AuSable, during their annual three-day outdoor education
experience under the tutelage of professional naturalists. All grade levels enjoy natural
science-oriented field trips to many local locations.
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Technology Education

Students from K–8 are taught technology age and grade level appropriate context and skills.
Technology curriculum includes, not only the development of proficient keyboarding skills, but
application of these skills using, but not limited to, the following:

a. Word processing
b. Spreadsheets
c. Multimedia Presentations
d. Programming/Robotics

Proficient and correct use of e-mail and the world-wide-web is an important part of our
curriculum.

Internet Use

VAES is pleased to offer students access to a computer network and the internet. Use of the
internet provides great educational benefits to students. However, some material accessible via
the internet may contain items that are inappropriate, illegal, defamatory, or potentially offensive.
Access to the internet and World Wide Web is available as a privilege to students who accept
the requirements of the Acceptable Use Policy, available for your review in the school office, and
included in the Enrollment Application packet.

The parent / legal guardian and the student sign the Acceptable Use Policy as part of the
application/enrollment packet for each school year. Accessing inappropriate websites or misuse
of computers at school could result in student’s computer privilege being withheld.

By signing the Acceptable Use of Technology Policy of VAES, parents/guardians and students
indicate their agreement with its spirit and intent.

"A kind and courteous Christian is the most powerful argument
that can be made in favor of Christianity.”

Ellen G. White (3SM 238)

The inappropriate use of digital devices, on or off campus, or the use of any aspects of social
media to offend, marginalize or in any way harass fellow students, faculty and staff or any
member of the school family, or misrepresent the values of VAES would be considered grounds
for a student losing the privilege of participating in the technology curriculum of the school.
Persistent infractions could possibly jeopardize the student’s privilege of remaining at VAES.

Nature Study

Along with the study of the Bible is the study of the book of nature. Science, properly
investigated, reveals a Master Designer who is constantly alert to our needs and happiness.
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Using a variety of strategies, the study of nature will be pursued in the living laboratory of the
great outdoors.

"The more quiet and simple the life of the child
- the more free from artificial excitement

and the more in harmony with nature
- the more favorable it is to physical and mental vigor

and to spiritual strength."
Education page 271

Physical Education

Wholesome physical development will be pursued through work experiences, exercises, and
recreational activities. We do not encourage selfish rivalry or fierce competitive strife. A regular
and adequate physical program will be offered to provide for students’ optimum health, physical,
social, and emotional development.

Work Education

It is the purpose at VAES to inculcate an appreciation for a strong work ethic in students, as a
part of the school program. Typically, non-academic work activities will involve teachers and
students engaging together, in appropriate endeavors, to help beautify and maintain the school
facility and campus.

In recent years a gardening component has been introduced into the curriculum in order to
expand students’ appreciation for the agricultural aspect of real life, and in order to be true to
the counsel that undergirds the Adventist philosophy of education.

Mini courses teach practical lifeskills and the value of a strong work ethic to grade 5-8.

"The failure to furnish the students with outdoor employment,
in the cultivation of the soil,

is making their advancement in spirituality
very slow and imperfect."

Ellen G. White
Manuscript 11 - 1901

Cooperative Learning

Students will be encouraged to assist each other in achieving educational excellence. The spirit
of cooperation will be encouraged among the students, rather than a spirit of competition.
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Students and teachers will work and study in an atmosphere of mutual trust and love. In such an
atmosphere, students will be encouraged to reach their fullest potential.

Field Trips

Field trips are part of the total educational experience at VAES. Typically, teachers plan field
trips for their classes to correlate with the content of the curriculum. On occasion, non-academic
off-campus age/grade appropriate recreational activities may be planned as a reward or as a
means of offering a deviation from the rigors of school work.

During the registration process, parents need to sign a “Blanket Permission and Consent to
Treatment” form. This authorization will only cover field trips taken routinely to locations in the
Berrien Springs area. Separate permission and consent forms will need to be signed by parents
for field trips the class may take to venues outside the Berrien Springs area.

Parents sign the year-long approval form that is part of the application / enrollment packet.
Teachers will announce the field trips in advance, it is the parent’s responsibility to notify the
school if the student will not be attending the field trip. A permission slip will be sent home to be
signed by parents or guardians for any trips taken outside the immediate Berrien Springs area.

Only students enrolled at VAES will participate in field trips. Parents who accompany the school
group as chaperones may not bring siblings or other children on the trip.

Classroom teachers will send home the necessary specific permission slips which will include all
pertinent information about the trip. Students will need to return these permission slips duly
signed by parents or guardians to individual classroom teachers. Permission over the phone
will not be adequate for students to participate in these field trips. Signed permission slips faxed
or emailed to the school office will be acceptable.

Advanced notice, of no less than forty-eight hours, for all (local or outside Berrien Springs) field
trips will be provided to parents/guardians by the teacher to facilitate planning. Some field trips
may require funds from home in advance or on the day of the trip.

Additional adult supervision is frequently needed on field trips. Parent participation will be
greatly appreciated. Parents who serve as chaperones need to have the proper authorization in
order to do so. Parent participation will be at the discretion of the classroom teacher and in
consultation with the principal. Chaperones serve best when they are totally focused on the well
being of students.
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Distance Learning

Please see Appendix VIII for the eventuality of distance learning and virtual school at VAES.

Attendance

Success in school is closely related to regular and faithful attendance. VAES is intentional about
helping students develop habits of punctuality and responsible school attendance. School
attendance and record keeping is also a legal obligation.

Michigan School Attendance Law

Michigan law requires that children between the ages of six and sixteen be in regular school
attendance for one thousand and ninety-eight (1098) hours of instructional time in 180 school
days per year.

Michigan Conference Attendance Policy

The Michigan Conference Department of Education requires schools in its jurisdiction to comply
with state law relative to instructional time and school days for students in Michigan. VAES
follows this attendance policy.

Attendance-Modified

See Appendix X for special attendance modifications for special situations like COVID-19.

Attendance-VAES Policy

VAES is intentional about helping students develop responsible habits of punctuality and regular
attendance to commitments. To assist us in this endeavor and to help the school to be in
compliance with mandated attendance requirements, VAES expects parents to ensure that their
children attend school regularly and on time. Punctuality is an important lifeskill we hope to instill
in children and youth; responsible parent partnership is greatly desired. Faithful daily attendance
offers students the the best opportunity for an uninterrupted school experience, and prevents
missing out on valuable instruction and skill-building opportunities. Students also lose valuable
socialization time and tend to fall behind their peers academically. Regular attendance closely
correlates with success in school and is often reflected in a student’s grades.
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Handling Absences

Occasionally, there may be times when it is necessary for a student to be absent or tardy. When
a student is absent or tardy we request parents to adhere to the following procedure:

Pre-planned Absences

1. When an absence is pre-planned, please write a note to the office to let us know, as far in
advance as possible, the date(s) that your student will be gone, the student’s name,
grade, a brief reason for the absence and a parent/guardian signature. The written note
will not excuse the absence, but will allow VAES to acknowledge the absence and the
student to make up work that will be missed.

2. Arrangements need to be made with the teacher/s for make-up work. Some work may be
done in advance. Some may need to be done following the absence, and some work
may not be able to be made up and could possibly negatively impact grades in an
indirect way.

Unplanned Absences

1. When the absences are unexpected, please call the school office by 8:00 a.m. on the day of
the absence and leave a voicemail message on the VAES phone (269-473-5121
extension #10) indicating the student’s name, grade, and a brief reason for the absence.
This lets us know the child will not be in school and has not had a problem coming to
school.

2. The student should bring a written excuse when s/he returns to school. Excuses should
Include: full name of the student, the grade, the date of the absence, the reason for the
absence, and the signature of the parent/guardian. Parents may also call, text or email
this information. Without a written or emailed, acceptable excuse the absence will
remain unexcused.

3. The student is responsible for making up missed work using the same guidelines as outlined
under “Pre-planned” absence(s).

Tardies

When the student comes into the classroom in the morning, or into any separate class including
band and choir after the tardy bell has rung, s/he will be recorded as tardy. Excessive absences
in any given subject area could negatively impact the student’s grade in that discipline. Teachers
will communicate how absences and tardies will affect student’s grades in the subject they teach
in course outlines shared with parents at the beginning of the school year. Excessive absences
could involve a notification to the local truancy services.

If the student is tardy coming into the classroom in the morning, they need to check in with the
attendance officer to receive a late slip. Students may inform the attendance officer on why they
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are late. The tardy will be recorded as unexcused unless the reason stated is one of the listed
acceptable excuses.

Excusable Absences and Tardies

A tardy or absence will be excused for the following reasons:
• Sickness of the student. A parent’s note will suffice for two consecutive excused absences

due to illness. A doctor’s note will need to be submitted in case of an extended illness of
over two consecutive days. VAES requires that students who are ill remain at home in
the interest of the health of their classmates.

• A doctor/dentist appointment
• Quarantine
• Death of a family member

Students’ attendance is recorded daily on Jupiter Ed. Parents are encouraged to monitor their
child’s/children’s daily attendance record the school makes available on line on Jupiter Ed.

The school will contact parents when persistent and extensive attendance issues, excused or
unexcused, negatively impact a student’s academic performance and productivity. This situation
will result in parents or guardians, teachers, and administration conferring together to develop
and implement strategies to reverse the trend.

Parents will be notified when there is indication that attendance deficiencies border on
compromising existing attendance laws or school policies. A conference with school
administration will be required to find solutions to the problem.

The Berrien County Attendance officer may be notified when chronic and persistence
attendance violations have been recorded in any given quarter.

School Programs

School programs provide an opportunity for students to share their gifts, talents and develop
leadership skills. Programs also provide an opportunity for our school to express appreciation to
parents and the community for their faithful support of our school.

During the school year a variety of programs are offered, including classroom music programs,
instrumental programs, Home and School sponsored events, open house occasions, exhibitions
of student work, church services, class plays, and Bible labs.

Programs and performances are a vital part of the VAES curriculum. It is very important that
students give their loyal support to their school and classmates by participating in what they
have rehearsed. Should the need arise for a participant to be absent at such an event, it is
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expected that the parent will extend the courtesy of notifying the school and teacher in charge at
least one week before the scheduled event.

Parents and students are encouraged to support the various school programs with their
attendance. It means a great deal to the students to have their friends and family see them
perform their special part.

Because each child’s part is special, care must be taken to ensure that respect is demonstrated
for each participant. The school administration reserves the right to take necessary measures in
order to assure that each child has an appropriate and safe performing environment.

The following suggestions will help the school maintain a wholesome and nurturing culture at all
performances:

• Arrive on time.
• Children who come for programs need to sit with parents, unless they are participants and

have otherwise been instructed as the program dictates.
• Parents attendance at school programs is of vital importance, affirming children and their

peers. Sending child/ren without the parents attending and supervising them is
considered unacceptable. If a parent is unable to attend, we ask that a responsible
adult, who may not be directly involved in the program, is designated to supervise their
children.

• Common courtesy dictates that conversation by children and adults be limited to before and
after the program so as to affirm performers by giving them full attention.

• Movement about the room should be limited to photographers and those caring for the
needs of preschool children. Any movements that need to be done should be respectful
of the needs of the audience, to observe and listen uninterrupted and the performers
remain focused on their parts.

Homework Policy

Schoolwork is completed under the supervision of the teacher during school hours. Teachers,
however, sometimes assign additional work to be done outside of school. Homework is viewed
as one part of the teaching/learning process and helps to reinforce what was learned at school.
When used effectively, it helps students independently apply what they have learned, develop
responsibility, and demonstrate commitment to learning. Homework provides an opportunity for
students to practice good work habits and to learn to use time productively. Parents are
encouraged to support their children in their homework. While we recognize the benefits of
homework, they will be assigned in a grade and age appropriate manner with sensitivity to the
needs of a student to benefit from quality family and leisure time.
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Assessment

Students in kindergarten through second grade are not given letter grades. Their progress is
described in a narrative format. The report card is designed to explain how they are assessed.

Students in grades 3 through 8 will receive a report card with letter grades at the end of each
quarter (the school year is divided into four grading periods). Progress report cards explain the
method of reporting progress.

Teachers are also available during the fall parent teacher conference at the end of the first
grading period to help explain the method of grading.

Grades and Assignments - Online

Teachers in grades 3 through 8 post grades and assignments online. Parents will be given
access to their child’s/children’s weekly assignments and progress through Jupiter Ed, the
school information system used by VAES. Teachers and office personnel are glad to help
parents become conversant with the system. Parents are strongly encouraged to check their
children’s grades and assignments on a daily basis.

Academic Probation

A student who receives a failing grade, indicated by an “F” on the progress report at the end of
the quarter, will be placed on academic probation. A parent/teacher/student conference will be
scheduled to explore ways to help the student achieve an appropriate level of academic
success.

If the grade(s) is/are improved by the following quarter, the academic probation status will be
ended.

If the student remains on academic probation for one semester (2 quarters), a conference
between the parents or guardians, classroom teacher/s and principal will be required to explore
further remedial measures.

Students on academic probation could jeopardize the participating in non-academic off campus
activities should there be evidence of poor cooperation on the part of the student with the
remedial or intervention efforts in place.

VAES is open to offering students with special needs reasonable individual accommodations
and modifications to prescribed curriculum expectations when they are indicated by an
Individual Education Plan (IEP) or other valid assessment plan. The severity of the needs of the
student and the availability of school resources will greatly influence such deliberations. Such an
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arrangement will result after a conference between parents or guardians, school principal and
teachers. A mutually acceptable contract of the understanding of responsibility may be required
as part of this arrangement.

Graduation

The highlight of the end of the school year is the eighth grade graduation ceremony, an event
that is planned and highly anticipated by students who are ready to move on to greater
challenges in their educational experience. On behalf of the Michigan Conference Office of
Education, VAES issues eighth grade diplomas or certificates of completion to students who are
completing their elementary school life in our building. Students will receive their diplomas or
certificates of completion only when their financial obligations to the school are current.

Students in the eighth grade class, with guidance from the class faculty sponsor, help design the
graduation program. The program generally includes the reading of tributes to parents, musical
selections, and an address by a guest speaker selected by the students. It also includes the
public presentation of the class gift to the school. As graduation is a school sponsored activity,
scheduling the date, time, venue, awarding diplomas and other academic recognitions, and the
general organization and decorum of the ceremony is the sole responsibility of school
administration and the school board.

Graduation and Accounts

Eighth grade students must have their accounts cleared by the school treasurer before receiving
diplomas and final grades. Records are not issued or released until all school expenses have
been paid. Checks need to clear before diplomas are given out.

Eighth Grade Class Trip

The eighth grade class trip is another high point of the school year. The trip is a unique and
final opportunity for the class to spend time together, as the eighth grade class, learning and
enjoying each other’s company. As such, this trip is designed solely for the participation of the
eighth grade students and designated staff members. Students on academic probation, who
have not demonstrated reasonable cooperation with remedial or intervention measures
designed for them, may lose their privilege to participate in this important event or hold a class
office.

Achievement Tests

Standardized achievement tests adopted by the Michigan Conference Office of Education will
be administered to students without special permission from parents. These tests are
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administered to all students and are designed to help educators assess academic aptitude and
progress and make necessary adjustments to the teaching/learning process and emphasis.

Achievement tests will be administered three times during the school year through MAP
(Measure of Academic Progress) online testing.

Teachers or parents may request individualized testing to determine whether additional services
are needed to meet a child’s educational needs. These tests will be administered only with the
express approval of parents or guardians. Special individual testing is provided through the
Berrien County Intermediate School District, administered through the public school’s special
education arm. This service may include testing to assess any emotional, psychological, visual,
auditory and other needs that could impact learning.

“We are not to elevate our standard just a little above the world’s standard,
but we are to make the distinction decidedly apparent.

The reason we have had so little influence upon
unbelieving relatives and associates

is that there has been so little decided difference
between our practices and those of the world.”

Counsels on Education pages 146,7

Student Records

Student cumulative records from previously attended schools will be sent to VAES upon the
written request by the parent/guardian. Having all pertinent records in the current school the
child/children is/are in attendance is in the best interest of students. The request form is a part
of the registration packet and is available in the VAES office.

Student records may be sent from VAES to another school when an official request is made for
these records by parents or guardians, and if the student’s account is paid in full.

VAES recognizes the sanctity of student records. Records will be made available only to the
following individuals:
~ The teacher/s
~ The student
~ The parent/guardian
~ Office personnel assigned by the administration to maintain the records
~ School administration
~ Those the administration has determined to have legitimate educational or legal interests in

the records.

“To lower the standard in order to secure popularity and an increase of numbers,
and then to make this increase a cause of rejoicing, shows great blindness . . .
It is the degree of moral power pervading a school that is a test of prosperity.
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It is the virtue, intelligence, and piety of the people composing our school,
not their numbers, that should be the source of joy and thankfulness.”

Testimonies 6, page 143

Academic Records

The parent/guardian will be expected to give approval for the pupil’s cumulative records to be
transferred from the previously attended school to VAES. The appropriate form for parent
request to transfer records is provided in the registration packet and is also available at the
school office.

School Hours

Grades K-8 classes take place between 7:50 a.m. and 2:50 p.m. Monday through Thursday.
On Friday classes take place between 7:50 a.m. and 12:30 p.m.

Extended Education takes place between 3:05 p.m. and 5:30 p.m. Monday through Thursday,
and between 12:30 p.m. and 3:30 p.m. on Friday.

Daily School Schedule

7:15 a.m. Faculty worship
7:30 a.m. Students admitted into building and classrooms
7:47 a.m. Tardy warning bell
7:51 a.m. Classes begin
10:50 a.m. Kindergarten Lunch
10:58 a.m. 3rd Grade Lunch
11:05 a.m. 4th Grade Lunch
11:12 a.m. 2nd Grade Lunch
11:22 a.m. 1st Grade Lunch
11:30 a.m. 7th / 8th Grade Lunch
11:50 a.m. 5th Grade Lunch
11:55 a.m. 6th Grade Lunch
12:30 p.m. Half Day Kindergarten Dismissal
2:35 p.m. Bussers Dismissed

Advanced Band Starts - Tuesday and Thursday
2:50 Choir Starts - Monday and Wednesday

Walkers Dismissed
2:50-3:05 p.m. Grades K-8 student pick up time

Students are called by name from classrooms or outside.
2:50 p.m. Extend Ed. students are dismissed from classrooms to the gym
3:40-3:50 p.m. Select choir dismissed from music room (Monday and Wednesday)

Advanced Band dismissed from music room (Tuesday and Thursday)
Students not picked up will be sent to Extend Ed and charged accordingly.
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Morning Arrival Procedures

When approaching VAES on West Mars Street (between 7:30-7:50), turn right on the road in
front of the school.

• Students should be ready to exit the vehicle so that traffic is not delayed behind them.
• Pull up as far as possible before letting students out of the vehicle.
• Students should enter the building through the main entrance.

On arrival at the school, whether by bus or private transportation, students should do the
following:

• Students who arrive before 7:30 need to remain in the foyer by the main door.
• There should be no playing on the playground or the walkways.
• All students entering after 7:50 should check in with the receptionist/secretary, receive an
attendance slip, order lunch (if desired) and go directly to the classroom.

Do not drop off students from the street.

Morning Supervision

As at all times in school, disruptive behavior during morning supervision in the foyer is
unacceptable. When a reasonable number of requests for cooperation have been
unsuccessful, the student will be assigned to a supervised environment, away from friends for a
period of up to 2 weeks. Continued infractions will require special assigned seating for a longer
period of time, parent intervention will be sought.

Persistent infractions may be indicative of more concerning behavior issues. At this stage the
student will be relocated to a supervised environment away from distractions that may be
causing unacceptable behavior. Other measures to reverse continued insubordination will be
explored and implemented by the administration with parents and student involvement,
appropriate and pragmatic actions jointly established. The student’s continued status at VAES
may be evaluated.

Closed Campus Policy at VAES

VAES is a closed campus, which means that once students arrive at school, they are not to
leave campus without written or in-person permission until school is dismissed. Permission for
leaving campus must be given to the VAES office by parent or guardian.
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Student Release During School Hours

If for some reason (medical, dental, etc.) a student must leave school early, the parent must sign
the “sign out” book. The parent or guardian should request the office to call the student from
class. When the student arrives s/he may leave with the responsible individual.
If the student returns to school before school is dismissed the student must check in with the
office to be signed back in.

If the parent has assigned someone else to pick up the student during school hours, the school
will require a signed, dated note, indicating who is authorized to transport the student. This
procedure will help provide accountability and safety for all students during the regular school
day.

Dismissal

If parents want to come into the school building to pick their child/ren up at the end of the day,
they are asked to wait in the school entrance/lobby. Walking down the hall to stand by the
classroom door has been found to be disruptive, as the teacher may be having prayer and
closing exercises.

All half day Kindergarten students must be picked up by 12:30 p.m. A late fee of $1.00/minute
may be assessed after that time.

After School Procedures

Parents and guardians need to inform the school about what students need to do after school is
dismissed.

In the interest of the safety and well being of our children it is imperative that there be no
loitering around the campus or school building when there is no formal adult supervision. When
classes or VAES sponsored activities are over, students are expected to leave the campus for
home.

Children left or lingering at school after 3:05 p.m. will be sent to our Extend Ed. program.
Students must check in to Extend Ed. or be checked in by a teacher. Students may not leave
the school grounds and then return to check into Extend Ed.
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Extend Education After School Care (Extend Ed)
Scope of Service

VAES offers an Extend Ed. (after school supervised care) program to all K-8 students enrolled in
our school. The program offers students time for art, stories, music, outdoor playground time,
gym time, table games, and time and space to do their homework.

Extend Ed. Schedule

Extend Ed. will operate each day that school is in session unless otherwise indicated in the
Thursday Update. Extend Ed does not operate on half days or when school is not in session on
inclement weather days. Extend Ed. is subject to any and all changes that may be necessary to
make it a viable service benefit for families.

Extend Ed. Hours of Operation

Grades K-8 – (in the gym or outside)
Monday through Thursday: 3:05-5:30 Friday: 12:45–3:30
ALL STUDENTS CHECKING INTO EXTEND ED WILL BE CHARGED A MINIMUM OF ONE
HOUR FEE.

See fee schedule for current Extend Ed hourly rates.

Late pick-up fee for students not picked up by 5:30 Monday-Thursday, or 3:30 on Friday is $1.00
/ minute.

Child Protection Compliance

Absent Children

As a result of the Nursing Children’s Act, we are required to make reasonable attempts to
contact parents/guardians whenever a child is absent. To facilitate implementation of this law
parents/guardians are asked to call the school between 7:30 a.m. and 8:00 a.m. to inform the
school of your child/ren’s absence. Leave a voicemail message on Extension #10.

Child Abuse or Neglect

As mandated by the Michigan Department of Social Services, VAES administration, teachers,
and staff who have reasonable cause to suspect child abuse or neglect will make an oral report
immediately to the Child Protective Services Unit, followed (within 72 hours) by a written report.
As required in the state MSA 25.248 (8), VAES will allow access to the child/ren without parental
consent if access is necessary to complete the investigation or prevent neglect or abuse.
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Parent Participation in School

There are many ways that a child’s education can be strengthened as we work together as a
team. To help make this a reality, VAES encourages the following:

• Attend open VAES school board meetings.
VAES board meetings are open to parents, who are members of the Village Church upon
request to the school board chairperson. It is expected that all who choose to attend school
board meetings comply with the guidelines for participation as outlined in the VAES
Constitution.

• Participate in parent/teacher conferences.
The faculty and administration welcome the opportunity to confer with parents concerning
their student’s welfare and progress. At the end of the first quarter, parent/teacher
conferences take place. This allows parents to see progress that has been made during the
first quarter of the year, and gives the opportunity to set individual goals for the second
quarter and beyond. The second parent/teacher conferences are scheduled for February,
when first semester grades and the results of winter MAP tests are in. Academic goals for the
second half of the year can be set at this time. Parents are required to attend the fall PT
Conferences. The February conference is optional, unless the teachers or parents request
one based on the child/children’s need. Parents and teachers are more than welcome to
confer as needed during the school year regarding student progress or lack thereof.

• Consult the UPDATE each week.
An important method of communication between VAES and our families is the weekly
UPDATE (emailed every Thursday). The UPDATE will contain school news, information from
teachers, upcoming events and Home and School items of interest. PLEASE READ THE
UPDATE every Thursday.

• Set special appointments.
Parents are encouraged to make special appointments to meet with the teacher(s) when the
need arises. There are also opportunities for parents to join classrooms on field trips, give
worship talks, provide refreshments, help with Track and Field days, and help fund special
projects not covered by the budget, etc. We appreciate each member of our school family.

Discipline

VAES is intentional about applying redemptive discipline in order to encourage acceptable,
responsible behavior, and maintain a safe and nurturing school environment for all concerned.
We consider it the responsibility of teachers, staff, administration, and parents to work together
to ensure a positive and spiritual school culture. Any teacher, adult, or student who hears or
sees behavior that they feel is inappropriate by a student toward another student should
intervene in a kind, Christ-like manner and when necessary, consult with the principal and other
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appropriate teachers in a timely manner. Guiding students into habits of self-control and
self-discipline is the ultimate goal of the school’s efforts.

“Those who desire to control others must first control themselves.
To deal passionately with a child or youth will only arouse his (her) resentment.

When parent or teacher becomes impatient and is in danger of speaking unwisely,
let him (her) remain silent. There is wonderful power in silence.”

Education page 292
All disciplinary measures will include an appeal to the spiritual sensibilities of students and be
administered in an atmosphere of prayer and kind and courteous discourse. Consequences will
be determined by the severity of the offense, by the frequency of occurrence, and level of
remorse exhibited.

The following behaviors undermine the desired school culture at VAES are considered
unacceptable:

• Verbal harassment – including, but not limited, to name calling, racial slurs, put-downs,
‘roasting,’ or any comment that marginalizes the dignity of another

• Physical contact that hurts or has the potential for hurting another person – including, but
not limited to pushing, kicking, hitting, tripping, etc.

• Threats made verbally, in writing or online, explicit or implied, which suggests physical, or
emotional harm to another person

• Comments, discussions, visual depictions of subject matter that is uncomplimentary to
Christian values VAES is pledged to uphold

• Violating published or announced school rules of conduct considered necessary for the
harmonious function of school - in the building, on the school grounds, or on school
sponsored off campus events

• Any activity that compromises or has the potential to jeopardize the welfare and safety of
persons or property

• Overt rebelliousness and insubordination

Unacceptable behavior could result in:
• Counsel and encouragement to affect change
• Encouragement and requests for reconciliation between offending and offended parties
• Loss of privileges deemed desirable by the student
• Removal from class or other activities
• Serving detention
• On probation for a specified period of time
• In-house suspension or suspension from school in case of more serious offenses
• Request by the board to withdraw from school

The VAES administration and/or School Board reserve the right to make changes to this policy
at any time as changing circumstances dictate. The school family will be notified when changes
are made.
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Behavior-Based Probation

Probation is a disciplinary status indicating that the student has exhibited a trend of
inappropriate behavior that is cause for serious concern. It is the intent that a probationary
status provides the student the opportunity and motivation to change the trend of his or her
behavior.

If a student has been placed on behavioral probation, the student and his/her parents will be
required to meet with the teacher and administration to develop a set of behavioral
expectations.

If the behavioral expectations are met, the student may be returned to regular status. If
inappropriate behavior continues, a recommendation may be given to the VAES Board to invite
parents or guardians to voluntarily withdraw the student rather than receiving an expulsion on
his/her school record.

General Code of Conduct

Pupils of VAES understand that at all school functions they are representatives of their school. It
is the policy and desire of the VAES Board, administration, faculty, and staff to maintain an
atmosphere of cooperation and responsible behavior. There are occasions when it is necessary
for the school administration and/or teachers to take care of an immediate problem which may
concern your child sometime during the school year. Appropriate measures of discipline may
include detention, work, or some other form of disciplinary action. It is intended that the
discipline considered most effective for the student, and most applicable to the misdemeanor,
will be administered by the appropriate person in a climate of fairness, justice, and love.

The VAES Board and administration consider it necessary and very important that parents
agree to work with the teachers and administration in the proper discipline of their students.
Parents may be asked to withdraw or not re-enroll their students for a persistent rebellious
attitude, excessive absences and/or tardiness, academic incompatibility, or lack of parental
cooperation.

Discipline Action Report

The Discipline Action Report (DAR) is for documentation and communication to parents
regarding student behavior that is inappropriate and unacceptable (See Appendix III). A copy of
the DAR will be sent home to be duly signed and returned the next school day. If a DAR is sent
home on Friday, it needs to be returned on the following Monday.
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Harassment Policy

VAES is intentional about providing a safe school environment free of general harassment for
all.

Harassment is any unwelcome written or verbal comments, threats, physical shoving/pushing,
and any other conduct that is offensive and makes the person at the receiving end
feel uncomfortable, unsafe, or insulted. It includes, but is not limited to, the use of offensive
pictures, graffiti, jokes, gestures, and sexual innuendos, and may or may not be based on age,
race, ethnicity, or disability. Harassment, bullying, roasting, hazing done in jest or with malicious
intent, perpetrated in person or online will be considered unacceptable in school and will be
treated as a serious infraction of a trust, deserving serious censure and appropriate
consequences reflecting the school’s deep displeasure towards the behavior. Continued
harassment would jeopardize the perpetrator’s continued relationship with the school.

“Be kindly affectionate to one another
with brotherly love in honor giving preference to one another.”

Romans 12:1
Sexual Harassment

VAES is committed to providing a school environment free from sexual harassment for all.
Incidents of any kind of harassment should be reported to teachers or administration so school
authorities may take appropriate action.

Sexual harassment is unwelcome sexual advances or request and other conduct of a sexual
nature which is suggestive and offensive. It can be spoken, written, online using a variety of
media options or physical behavior. It includes, but is not limited to, offensive pictures, graffiti,
jokes, innuendos, and gestures.

“Let nothing be done through selfish ambition or conceit,
but in lowliness of mind let each esteem others better than himself (herself).

Let each of you look out not only for his (her) own interests,
but also for the interest of others.”

Philippians 2:3, 4
The target of the harassment and the perpetrator do not have to agree about the meaning or
intent of what is happening; sexual harassment can be subjective, can be a one-time incident or
may consist of multiple occurrences; regardless, it makes the victim uncomfortable and
intimidated.

Some examples:
~ Touching, or manipulating body parts, being forced to kiss someone or coerced to do

something sexual, making suggestive or sexual gestures, looks, comments, or other
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sounds, spreading sexual rumors, or making sexual propositions, and pulling
another’s clothes or your own clothes off.

~ It is also sexual harassment if submission to offensive sexual conduct is made a
condition of academic status, progress, benefits, honors, or activities. Sexual
harassment also occurs when the offensive behavior or material creates a hostile
school environment.

Any of the above is considered grossly inappropriate and will lead to consequences that reflect
the school’s deep disapproval. Continued and persistent sexual harassment will jeopardize a
person’s continued relationship with the school and a request for voluntary withdrawal or
expulsion.

Inappropriate Relationships

The school cannot condone any student’s involvement in sexual activities where physical
contact takes place, consensual or coerced. Such activity will call for serious action by the VAES
faculty and board. Students who are involved will be subject to dismissal, unless it is clear that
student/s is/are involuntarily victimized. Any verbal or written sexually explicit or suggestive
advances will be considered as harassment, and treated as such.

Dress and Appearance

VAES emphasizes the principles of neatness, cleanliness, modesty, simplicity, and
appropriateness for Christian witness in the selection of school attire.

The influences of current fashion and fads that are inconsistent with these principles are
considered unacceptable school attire.

“Now then, we are ambassadors for Christ,
as though God were pleading through us. . . .”

2 Corinthians 5: 20

It is the desire of the VAES Board, administration, teachers, and staff to maintain the influence
of a Christian atmosphere where the work of education can be accomplished daily in an
effective manner. Dress and appearance should not distract from maintaining this atmosphere
and conducting the important tasks of teaching and learning.

~ The style, fit, and manner in which clothes are worn are factors determining
acceptability. Good judgment by parents and students in dress and appearance is
expected and greatly appreciated.

~ VAES expectations in student dress and appearance apply to any school activities
and functions in which students are under VAES supervision. Participation is a
privilege that includes the responsibility of appropriate dress and appearance.
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Comprehensive guidelines relative to clothing appropriate for school and school
sponsored activities can be found in Appendix IX.

~ Refer to Appendix IX for the full VAES Dress Code that applies to all students at
VAES.

Further Attire Guidelines

• Torn or thread-bare clothing is inappropriate as school attire or during
school-sponsored activities.

• No winter coats, appropriate for the outdoors, are to be worn in the classroom.
Sweaters, cardigans, sweatshirts are acceptable.

• Footwear: Slippers, flip-flops, sandals with no ankle straps are not appropriate for
school. Footwear that protects the entire foot from injury is strongly recommended.

• Proper fitting tennis shoes, activewear shoes with non-marking soles must be worn
during gym time and physical education classes.

• Hair should be well groomed and neatly styled. Hair needs to be cut above the eyes or
tied back, and not to be styled to be a distraction to other students. Refrain from
extremes in style trends.

• Coloring of hair should be limited only to natural hair colors.
• Hats, bandanas, scarves, and other head coverings are not to be worn in the school
building.

• Fingernail polish and toenail polish, if worn, should be clear or limited to natural skin
tones.

• Conspicuous makeup is inappropriate.
• Shorts, when allowed, should be modest. The hem of the shorts must be at least to the
knee; not baggy, but not form fitting either.

• No jewelry is allowed in school or during school sponsored functions and activities, on
or off the school campus. This includes all bracelets, ear/nose rings or any ornaments
that require body piercing, tattoos, dog tags, and chains. (Valid medical alert bracelets
may be used appropriately.)

“Example is the school of mankind, and they will learn at no other.”
Edmund Burke

Enforcement of the dress code is left to the interpretation and discretion of teachers, school
staff, and administration. Exceptions to the above policy may be requested from administration
and teachers for certain occasions, such as track and field day, swimming, walkathons, and
other recreational activities.

VAES requests parents and students to be particularly respective of school guidelines relative to
simplicity and modesty of attire worn by students in music organizations or other school groups
when they are representing VAES at church services or other off campus presentations. The
witness of children and youth MATTERS!
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“Do not let your adornment be merely outward
– arranging the hair, wearing gold or putting on fine apparel

– rather let it be the hidden person of the heart,
with the incorruptible beauty of a gentle and quiet spirit,

which is very precious in the sight of God.”
1 Peter 3: 3,4

Dress Code Guidelines Violations

Depending on the severity of the infraction, a student not meeting the dress code may be:
• Required to immediately correct the violation when any kind of jewelry is involved
• Asked to wear school provided alternate clothing for the day or until other clothes are
brought from home

• Given a Disciplinary Action Report to be taken home and returned with parent signature
before coming back to school. This will happen depending on the frequency of the infraction
(Please See Appendix III)

• Asked to remain in the office until appropriate clothing can be brought from home

Attire for Public Appearances and Activities

Teachers who are responsible for preparing students for public appearances, performances, off
campus, or manual work-related activities will inform students about the appropriate attire for the
event. It will be the teacher’s responsibility to make this determination and announcements in a
timely manner and with the greatest sensitivity relative to the financial burdens it could place on
families. Students who do not comply with these requests could jeopardize their privilege of
participating in the event.

Emergency, Inclement Weather Procedures

Students will be given direction by their teacher(s) for the fire drill evacuation plan, the severe
weather plan, the lockdown plan, school evacuation plan, and shelter in place plan. Fire and
tornado drill instructions are posted in each room.

VAES conducts all emergency drills required by state law and everyone in the building is
expected to participate.

Inclement Weather Notification

Severe weather may require the closing of the school. This decision is usually made by 6:30
a.m. and is “on the air” soon thereafter. A One Call text message will alert all school households
about potential school closings. All notices relative to the elimination of bus runs and/or the
closing of school will be announced over the following stations:
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TV STATIONS
WNDU, CHANNEL 16

OTHER COMMUNICATION METHODS
School Face Book

One Call to all school families via a text

PARENTS/GUARDIANS MUST MAKE PROVISIONS FOR THE SUPERVISION OF THEIR
CHILDREN IF SCHOOL IS CLOSED EARLY DUE TO INCLEMENT WEATHER OR OTHER
EMERGENCIES.

Parents and students are requested NOT to call the principal, faculty, or school office to inquire
about weather related school closing, but to listen to the bulletins issued on the above listed
stations.

Due to logistics of transportation and inconvenience to parents, VAES generally does not
practice weather related delayed openings or early school closings. Extreme weather conditions
during the day might force us to reconsider the early closing policy at times.

Medical

Learning is severely compromised when students are not in good health. Students who are not
feeling well need to be kept at home until they are well enough to engage effectively in the
teaching/learning process.

Parents or guardians will be informed when students get ill at school. Limited facilities are
available in the school office to attend to students who don’t feel well. Teachers and office staff
will do their best to keep students comfortable and comforted until a parent or guardian comes
to take them home.

Medications at School

• Students may not self administer drugs, whether prescription or not, on the school
premises.

• Students needing to take prescription medication will keep the medicines with school office
staff in the pharmacy-provided container with current date and label intact. The school
staff will make certain the medication is available according to the prescribed
instructions.

• Parents authorize the school’s office staff to administer non prescription medications
(such as Tylenol, aspirin, ibuprofen) when they complete the appropriate portion of the
enrollment packet. Medications not on the form will not be administered by school
personnel.
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Note: All prescription and non-prescription medications must be kept in the school office.
All medications must be administered under school staff supervision.

Communicable Diseases

The Michigan Department of Health mandates that students with symptoms of communicable
diseases or conditions not return to school until they pose no danger to classmates. These
conditions could include, but are not limited to:

~ Head Lice ~ Pinkeye ~ Polio ~ Scarlet Fever (Scarlatina)
~ Diphtheria ~ Red Measles ~ Mumps ~ Streptococcal Infection
~ Impetigo ~ Ringworm ~ Scabies ~ Whooping Cough
~ German measles ~ Covid-19

Any illness or medical condition that has been determined by recognized state or federal
medical agencies, such as the Michigan Department of Health, the CDC, or NIH, as potentially
contagious or could negatively impact the health of other students, will be treated in the manner
recommended by these health authorities.

Parents or guardians need to report any incidents of these illnesses to the school office
immediately. Other families in your child’s class will be notified to watch for evidence of the
disease in their child/children. Every effort will be made to protect the child’s and family’s
privacy. Students should be symptom-free of any illness for a minimum of 24 hours, or
the period of possibly spreading the infection as determined by local, state, or federal
health authorities, before returning to school.

Injury and Illness at School

• Students are to immediately report injury and illness to a teacher and/or the office.
• Every reasonable effort will be made to contact the parent/guardian or individuals listed

on the emergency contact list when a student’s injury or illness warrants notification. (i.e.
temperature of 100 or greater, or other obvious symptoms)

• VAES only carries secondary medical insurance. The family’s private or employer group
policies are considered primary coverage. Families that do not have any medical
coverage may consult the administrative secretary for insurance claim forms available
at the office. This policy applies only to accidents that happen at school or during school
sponsored events.

School Pictures

VAES engages a professional school photographer to take pictures of all our students in the fall
semester. These pictures are used in our school yearbook and in the classroom composites.
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Purchasing pictures is optional. Information on purchasing pictures will be emailed. One retake
session is scheduled for fall pictures.

Yearbook

All classrooms are featured in the yearbook. Eighth graders are highlighted. Parents (or other
family members/friends) of eighth graders may purchase a section of the yearbook for a tribute
to the graduate(s) of their choice. The yearbook staff will make this option available to each
family according to the yearbook development schedule.

Financial Information

Tuition

Tuition is divided into 10 monthly payments. The first month tuition payment is due on August
15th, and subsequent payments will be due on the 15th of each month.

Tuition rates for the new school year are published in the Pay Schedule that is published at the
end of each school year and is available with the admission packet.
Before the school board can approve the enrollment of an applicant, mutually acceptable
financial arrangements have to be arrived at between the school treasurer and parents or
guardians for the payment of school bills. VAES reserves the right to withhold diplomas,
transcripts, or other transfer documents until all financial obligations to the school have been
successfully met. VAES administration also reserves the option of engaging a collection agency
when there is reasonable evidence that the school will continue to be unsuccessful in collecting
dues.

Registration Fees

Registration fee for the year is $250.00/student. This fee covers the cost of the yearbook,
textbooks, Home & School fee, library materials, some field trips, some class expenses and
other miscellaneous costs.The Home & School fee is used to help cover certain activities and
fundraising costs throughout the school year. The registration fees will be refunded only if
enrollment in VAES is denied. A discount is available on the registration fee for completing
enrollment early.

Late Registration

Students entering at any time during the first charge period will pay tuition for the full period.
Students transferring from another school will be charged monthly for the number of days in the
month they will be enrolled. Students MUST EXPLAIN WHY THEY PLAN TO JOIN THE
SCHOOL LATE. Late registrants are subject to the full registration fee.
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Past Due Procedures

If a student’s account becomes past due, the following procedure will apply:

~ Anticipating that a student’s account may become thirty days past due, it is the
parent/guardian’s responsibility to make mutually acceptable payment agreements with the
school treasurer. These arrangements will need to be approved by the VAES Finance
Committee. The treasurer or principal will communicate the decision of the finance committee
to the parent/guardian.

~ If a student’s account is thirty days or more past due and no satisfactory arrangements have
been made, the principal, with prior authorization by the school board, may send the patron
notice that the student will be suspended from school on a given date. If the
parent/guardian’s response is unacceptable, the school board, at its next meeting, will decide
on the status of the student’s continued enrollment in the school.

~ When an account becomes past due, the finance committee can choose to remove extra
curricular activities from the student’s program (school trips, band, choir, etc.), and EXTRA
entree for lunch and juices. These will not be reinstated until the account is paid in full.

Balances from the Previous School Year

Any outstanding balance from the previous school year must be cleared prior to students
enrolling for the new school year, unless mutually acceptable arrangements have been made
with the treasurer and approved by the finance committee. Previous balances from other
schools must be paid or satisfactory payment arrangements made and communicated by the
previous school to VAES before the enrollment procedure can be completed.

Family Discount

Families living under the same roof and who have two or more of their children at the school
are entitled to the following tuition discounts:

2 children 5% discount
3 children 10% discount

Families with one child at VAES and one or more at Andrews Academy are entitled to a 5%
discount. (This discount only applies to families with one child at VAES.)

Full Tuition Payment Discount

A discount of 5% will be given to families who pay the full year’s tuition before the opening day
of school.
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Recruitment Incentive Discount

Recruiting students helps you and the school. For every new or former student you recruit into
any grade K-8, your account for your currently enrolled student will be credited the last $150.00
you owe the school for that school year.

The new recruited student cannot be the recipient of any other financial aid package, or the
sibling of a currently enrolled VAES student.

‘Former student’ means any student with a lapse of two or more years of attendance at Village
School.

~ Each recruited student must begin the school year in August and remain in attendance for the
entire year.

~ Guardians of enrolling recruited students must declare recruiter’s name at application time for
the recruiter to be eligible for this credit. (Obtain a “Recruitment Incentive Discount” form
from the VAES office.)

First Time Adventist Education Discount

~ First time in an Adventist school in grades 2-8 receives a 50% off tuition discount for one
school year.

~ Limited availability

~ Families that receive educational subsidy from their employer are not eligible for this discount.

Financial Assistance

In an attempt to provide Christian education for all who desire it, a limited amount of financial
assistance is available to families that may need it. These funds are provided on the basis of
family income and other factors. Financial assistance may be requested by completing the
Student Assistance Request form available from the school office. This form and a copy of the
most recent tax returns are to be submitted at the time of application. Approved student
assistance monies will be credited to the account on a monthly basis. The balance of the
account is the responsibility of the parent/guardian. The parent’s portion of the account must be
current to receive Student Assistance.

Financial Contributions

Freewill contributions to the ministry at VAES are always appreciated and gratefully accepted on
behalf of our children. Donors may contact the school administration to make their contributions.
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Student Assistance funds are always needed.
Gifts to VAES are tax deductible when funds are made to the general operating fund or general
student assistance fund. Tax exemptions do not apply when donors request that a specific
student benefit from a donation.

Student Assistance payments for specific student accounts are to be paid directly to the school
and are not tax deductible. The receipt will identify the recipient.

Field Trip Fees

Some field trips may require fees for tickets and transportation not covered by regular tuition
fees. Advanced notice will be given to parents/guardians by the teacher. Students who have not
paid the required funds may not be able to go on the trip. Teachers may elect to have field trip
charges automatically placed on the school bill.

Music Fees

The current costs for the Village School Chorale, band, and instrument rental fees at VAES are
posted in the Pay Schedule that is published on the school web page and in the admission
packet. This information is also available from the administrative assistant at the school office.

Lost Book Fee

The charge for lost classroom library books and/or text books will be the replacement value of
the book.

Extend Ed. Rates

The cost of the service is $4.00 per hour
A late pick-up fee of $1.00/per minute will be charged for students who remain after closing time

5:30 Closing time Monday-Thursday
3:30 Closing time on Friday
Your child’s school account will be billed for the appropriate charges each month.

Copy Machine Use

A 10 cent (black & white) or 25 cent (color) per copy fee (due immediately) provides the student
personal copy privileges when the copier is not in use and when significantly large numbers of
copies are required. Students need to check with the receptionist/secretary for permission and
payment when this service is needed.
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Hot Lunch Program

Hot lunch is provided Monday-Thursday. A hot lunch consists of an entree, vegetable or fruit.
Lunch costs for participating students are automatically charged to their account. Charges for
meals taken are levied at the end of each calendar month.

Current daily meal costs for students are listed in the Pay Schedule on the school website.
Parents may also contact the school office for this information.

Reduced Cost for Lunch

VAES does not participate in the State of Michigan Free and Reduced Lunch Program. The
school does have a reduced lunch option for families that may need this service. Reduced lunch
information is available from the administrative assistant at the school office.

Withdrawal of Students

Students who withdraw during the school year will be charged on a prorated basis according to
the number of days they were enrolled during the student’s final month of school.

Parents and guardians need to inform the school of an impending withdrawal of a student at
least one week before the actual withdrawal date. This will give the office the necessary time to
adjust the charges and credits on the student’s account. Failure to complete this withdrawal
procedure could result in the continuance of tuition charges and potentially delay the release of
transcript and grades.

School Supplies Lists

Students will receive a supply list for their grade level. It is important that each student has
his/her own supplies at school on the first day of school.

Bibles will be supplied for grades 1st-4th and 5th-8th. The Bibles will stay at the school until the
child is no longer enrolled at VAES (or enters 5th grade). If the Bible needs to be replaced due
to loss or damage your account will be charged.

Desk and Locker Use

Students in grades K-8 are assigned a desk. It is the student’s responsibility to keep their desk
clean and orderly. The school is not responsible for money or valuable articles kept in desks.

Students in grades 3-8 are also assigned lockers. Each student is responsible for the contents
and neatness of his/her locker. Nothing is to be put on the outside of the lockers. Inside your
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locker you may hang items that are in good taste and support the school’s philosophy. However,
only magnets or wall putty may be used to hang these items (NO TAPE, please). Teachers will
ask students to remove any inappropriate materials. Magnetic locker mirrors or portable shelves
are permitted. The school is not responsible for money or valuable articles kept in lockers.
Note: The school maintains the right to inspect a student’s locker, desk, backpack, or other
personal items brought to school at any time without prior notice.

Posting of Announcements and Signs

All announcements and signs must be approved by the principal’s office before posting. The
announcements are to be posted only in approved, designated areas.

Property Rights

Each student is expected to respect the property rights of the school and of every member of
the school family. A student is required to pay for damages done by him/her to the school or
someone else’s property. The student should exercise the same care when using school
property or supplies as s/he would if the article used were her/his own. Waste of either personal
or public possessions is to be avoided. The administration is always grateful when equipment
that is out of working order is reported at once so that needless waste and expense may be
averted.

The school takes no responsibility for books, clothing, money, or other personal property on the
school grounds or in the school buildings. The school is not responsible for the theft of or
damage to any vehicle parked on campus.

Bicycles

Students who ride bicycles to school are to walk the bicycle onto school grounds. The bicycles
are to be placed in the bicycle racks provided in the back of the school. Students are not to ride
bicycles during the school day. Students need to be sure to always lock their bicycles.

Distractions

Items brought to school that distract from the teaching/learning experience or items that do not
complement the values and safety standards of the school will be taken away by teachers,
administration, or office staff, and generally returned at the end of the school year. These items
could include, but not limited to laser pens, games, toys, playing cards, trading cards, spray
bottles, etc.
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Gum Chewing

Gum chewing is not permitted at VAES.

Pyrotechnics

The possession and use of fireworks, matches, lighters, or similar materials is not permitted.
Any violation of this policy is likely to subject students to state and local laws that govern the
possession and use of these materials in public places. Depending on the severity of the
offense, the involvement of local law enforcement may take place.

Weapons

VAES is committed to maintaining a safe and secure school environment. For this reason,
weapons or other dangerous implements (or look-alikes) may not be brought, retained,
exchanged, or in any fashion caused to be in the school or on the campus. This policy refers to
firearms, any type of knife (i.e. sheath knife, jackknife, and switchblade), explosives, implements
of street or gang warfare, or any other items that threaten the school environment. Any items
discovered anywhere in school, on school grounds, or during any school event are subject to
immediate confiscation by school or local law enforcement officers, with the individual
responsible being subject to serious disciplinary actions and/or expulsion and any other
consequences arising from the involvement of law enforcement officers.

Rollerblades, Roller Shoes, Skateboards, and Scooters

Current insurance policies and safety considerations prohibit students from bringing
rollerblades, roller shoes, riding skateboards, or scooters onto the school property.

Electronic Equipment

Please consult the Acceptable Use Policy in the school office.

Food / Snacks

Other than a student’s lunch, no food, drink, or snacks are to be brought into the school without
the approval of the administration or the teacher. Consideration may be given by each individual
teacher about treats brought by students for their classmates on birthdays or other special
occasions. Parents need to consult with the classroom teacher before such treats are brought to
school.
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Damage to Facilities and Equipment

Normal wear is expected on library books, school textbooks, PE equipment, restroom stalls,
desks, lockers, etc. that are provided for the student’s use. Students damaging school property
due to carelessness, neglect or intentional vandalism, will be responsible for the total
replacement costs of damaged school property.

Damage to Safety Equipment, any deliberate acts compromising safety equipment (such as, but
not limited to, setting off fire alarms, discharging fire extinguishers, tampering with smoke or
heat detectors) will result in a minimum fine of $50. Consequences would also include other
disciplinary actions deemed appropriate by the administration and may include informing public
safety officials.

"If it is possible, as much as depend on you, live peaceably with all . . ."
Romans 12:18

Conflict Resolution Procedure

On occasion problems and misunderstandings may arise between parents and school
personnel.

The following conciliation process is our recommended procedure and is based on Matthew 18
and 1 Corinthians 6. In all deliberations, a gracious, Christ-like spirit and mutual respect will lend
themselves to an amicable and peaceful resolution.

Step One: The parents should first talk with the individual with whom the conflict or
misunderstanding exists.

Step Two: If mutual satisfaction and resolution is not arrived at, the parent then asks the school
principal to participate in ongoing deliberations exploring resolution. If the conflict is with
the principal, the school board chair should be invited to meet with the parent and principal to
seek resolution.

Step Three: If the problem is not resolved at step two, the parent then could request a meeting
with the school board or the officers of the school board, who will attempt to resolve the problem
on an informal basis.

Step Four: If the problem is still not resolved, the school board chair will convene a formal
meeting of either the school board’s executive/personnel committee or full school board
depending on the procedures adopted by the school board for such situations. When such a
meeting takes place, the conference superintendent of education must be informed of the
potential challenge.
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Step Five: If the problem is not resolved by the school board, the parent then contacts the
conference superintendent of education and explains the problem in writing. The superintendent
of education will attempt to resolve the problem by meeting with the parent, teacher, principal
and school board chair.

Step Six: If the parent is not satisfied with the results of the preceding step, the matter shall be
referred to the conference K-12 administrative body or its duly appointed committee which deals
with such matters. Their decision shall be considered to be final.

Lost and Found Items

Lost and found items are kept in the cabinet by 2nd grade. Valuable items turned in are kept in
the school office. Periodically, all lost and found items will be put out on a table for easy viewing,
at which time families will be encouraged to check the table for items children may have
inadvertently left at school; this will be done in the weekly newsletter. Once items have been
displayed for a reasonable amount of time, items not claimed will be donated.

Classroom Social Events

Room parties and social activities are scheduled by individual classrooms. Parent help with
these activities is appreciated.

Parents wishing to send birthday treats for their child need to make arrangements in advance
with the classroom teacher and provide all needed items (i.e. napkins, plates, silverware, cups).

Do not send home party invitations to be distributed at school unless all students in the
classroom are being invited.

School Spirit

VAES has scheduled Spirit Week as a way to foster "school spirit." A wholesome school and
class spirit is desirable. All school organizations are urged to promote activities with a positive
school spirit within the context of our Christian orientation. Positive school spirit is evidenced by
thoughtful consideration for others and by courtesy and good will in all personal and inter-class
relationships.
On scheduled school spirit days, students are encouraged to actively join in the events.
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Community Support Team

Andrews University

Faculty from Andrews University, AU School of Education students, and student teachers give of
their time and talents to enrich the program at VAES for our students.

Pastors

VAES students are often blessed by the ministry of the pastors from the Village Adventist
Church. Pastors participate in many school activities, including classroom worship, weekly
chapels, Home and School functions, baptismal classes, and weeks of prayer.

Community Volunteers

A strong volunteer program is in place at VAES. Thousands of hours are given each year by
parents and community members who help in the office, maintain the grounds and buildings,
and help in so many other ways.

All volunteers who work closely with students are vetted and have completed the required
paperwork mandated by the Michigan Conference Office of Risk Management.

The Update

In order to keep the students, parents, and community informed, a weekly “Update” is emailed.
This electronic newsletter provides a list of school related events and activities at least one
month ahead of when they will take place. The “Update” also contains special announcements
to the entire school family and is sent out every Thursday. It contains classroom and even
student specific information. Careful reading of this weekly communication will keep you
“updated” on what is happening at school.

Drug-Free Campus

VAES works in cooperation with the home, church, and other community organizations to help
students remain free of all controlled substances, tobacco and alcohol.

Students are held responsible for thoroughly understanding the following Drug-Free Policy:

~ Students who misuse non-prescription drugs will be disciplined and could be asked to
withdraw from school.

~ Students who possess controlled substances (such as marijuana, acid, speed, hashish,
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heroin, cocaine, crack, etc.), drug paraphernalia, tobacco in any form, including vaping,
will be disciplined and could be asked to withdraw from school.

~ Students who inhale the fumes of glue, tire patching compound, chemicals, etc. will be
disciplined and could be asked to withdraw from school.

~ Students giving the impression of, or using imitations of any of the above mentioned items
will be disciplined and could be asked to withdraw from school.

~ Students, their lockers, or personal belongings may be searched with at least two staff
members of the same gender present. If illegal drugs are found, law enforcement will be
notified.

Fire Safety

Any violation of fire safety codes or tampering with safety equipment will result in a minimum
fine of $50.00 or the replacement cost of damaged equipment. Other appropriate measures may
also be taken by the school.

Hall Decorum

Students are not allowed to run or bounce balls in the halls at any time. Students may not talk in
the hallways during the school day so that classes that are engaged in the teaching/learning
experience are not distracted or disturbed.

Playground Rules

~ Playground supervisors will ultimately decide what is safe and unsafe behaviors or activities
in play areas. Students' safety is best served when they accept the teacher’s judgment
and obey ALL teachers and designated playground supervisors’ directives.

~ Students must stay in designated play areas.
~ Throwing snowballs, rocks, wood chips, acorns, etc. is not permitted.
~ Climb only on areas intended for climbing. Bushes and trees are not to be climbed.
~ Do not stand on the swings or “bail” out of them.
~ Basketballs, softballs, soccer balls, playground balls, and footballs should be used only in

areas designated for those games. For safety reasons, baseballs (hard balls) are not
allowed at school.

Recess

Fresh air and exercise are very important to a child’s wellbeing. Therefore, all students will be
expected to participate in physical education and recess time. Any request to have your child
excused from P.E. or recess must be in writing and excuses for more than a few days must be
requested by a physician.
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Students are to walk quietly when going to and from recess in order that other students in class
will not be disturbed. Proper hallway behavior is expected.

Students are to play in their designated play areas under direct adult supervision. A playground
supervisor will be on duty at all times that children are in the play areas.

Playground equipment is to be used in a safe manner as determined by the supervising adult.

Under no circumstance should students throw stones, sticks, sand, snowballs, or other objects
that could injure property or person.Toys may not come to school without the homeroom
teacher’s permission.Toys which are brought to school without proper authorization may be held
by the principal until the last day of the current school year. On that day it will be the student’s
responsibility to reclaim the items. This applies to everything from little cars, sports cards, to
electronic games. While certain “toys” may encourage creative play, they may also distract from
the learning process at school.

Parents should ensure that during cold and rainy weather, all pupils bring appropriate clothes,
coats, and boots to school.

We follow the practice that all pupils go outdoors during recess and should be clothed
accordingly. Teachers will decide if it is too wet or too inclement for outdoor activities.

Occasionally a parent may request by note that a child remain inside. If a child is to remain
inside for a significant number of days, a note from a physician is necessary. Typically, students
who cannot go outside with the class will be asked to remain in the office where they are
supervised.

Phone Calls During School Hours

The school telephone is for business use and emergency calls. Student telephone use is
discouraged. Students and teachers will not be called from their classes to answer the
telephone. Emergency messages will be conveyed by an office staff member. Other messages
will be placed in the teacher’s mailbox.

Safety Surveillance System

The Village Adventist Elementary school has a video surveillance system in the building as a
safety feature. Cameras are recording video only. The cameras are operating in the hallways
and gym. Video footage is reviewed only by school administration and designated staff when
needed, and is for internal purposes only. Video footage may be made available to authorized
law enforcement agencies when appropriate.
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Transportation and Pedestrian Safety

Delivering our children to school safely and on time, and retrieving them safely and efficiently at
the end of the day can be a major challenge. To accomplish this, we ask each family to follow
these guidelines:

• We require all drivers to be very cautious when on or around school property.
• Speed limit should not exceed 5 mph when in our parking lots or in the designated pick-up/

drop-off areas.
• Drivers remain in your cars at all times when in the drop-off/pick-up areas.
• Signal, yield, and cautiously pull into traffic when ready to leave.
• When you need to come into the school building, please park your car in one of the

designated parking areas.
• Please unload your children in the designated drop off area in front of the school.
• Please load your children in the designated pick up area past the playground.
• If a child arrives at school after 7:50, they need to stop and get a tardy slip from the

secretary, at the main front entrance.
• Out of consideration for the families behind you, make good-bye hugs and kisses brief.
• No K-4th grade student can leave campus without an authorized adult or responsible older

sibling (at least 10 years old) accompanying them.
• For safety reasons, children left or lingering at school at 3:05 p.m. will be sent to Extend Ed.

Visitors to the School

At VAES we purposefully try to create a friendly school environment where parents, family, and
friends can be a part of the experience. However, the obvious demands of maintaining a safe
and effective school environment calls for protocols that we trust visitors will appreciate.

Adult visitors (including parents) arriving during school hours who desire to leave an item or a
message for a student should make the request known to the receptionist/secretary, who will
see that the item or message is delivered properly and in a timely manner.

If a face-to-face meeting with a student is desired, the office staff will contact the student and
bring that student to the lobby. In the interest of preserving the integrity of the teaching/learning
environment, parents/guardians are respectfully asked not to go beyond the lobby area of the
school.

Student Visitors

Students are allowed to bring relatives or friends to school when appropriate prior arrangements
have been made with the homeroom teacher. Permission for a one-day visit may be granted if
requested at least one day in advance. Student guests will need to sign in at the office when
they arrive and receive a guest pass to wear while in the building. Please plan ahead for lunch
time. Student guests will need to bring lunch or lunch money with them. If they want to buy a
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school lunch, they will need to request a hot lunch by 8:30 a.m. If leaving before the end of the
school day, student guests will need to sign out at the office.

Volunteers

Volunteers serve an indispensable role at VAES. Volunteer services are greatly appreciated.
One may become a volunteer by contacting the Principal or the Administrative Assistant.
Volunteers will identify themselves and indicate the specific responsibilities that they are
scheduled for when they enter the building. Volunteers need to fill out a volunteer form and have
approval prior to any active volunteer service. Some volunteer activities will require
fingerprinting at the volunteer’s expense. Volunteers who accompany students on overnight
trips, or those whose duties require them to be in an environment with students when no
teacher is present, require fingerprinting. All volunteers need to complete the online Sterling
Volunteer program in order to qualify to serve at school. Volunteers provide a most valuable
service to the VAES students, faculty and staff. Without our volunteers’ gifts of time and talent,
the excellence of Christian education at VAES would be severely compromised.

Student / Parent Pledge

An important feature of the admission procedure is that parent/guardians and students sign the
parent/student pledge as part of the application/enrollment packets. Contents of the pledge
follow:

STUDENT PLEDGE
I consider it a privilege to attend a Christian school and understand that I will be expected to be
obedient and treat others with kindness and respect. Respect for authority and respect for the
teachers are important parts of my VAES commitment. I agree to always be respectful to
everyone who works at VAES.

I agree to follow all of the VAES rules as listed in the VAES Handbook. I also understand that
not everything can be outlined in the Handbook, and I will take rules announced by my teacher
as seriously as those listed in the Handbook.

If I am disobedient, insubordinate or treat others unkindly or with disrespect, the teacher will
counsel me and, if necessary, notify my parents of my behavior. I realize that my parents are
important people in my life and that VAES has the right and obligation to keep them informed of
my progress and behavior.

If I repeat an offense, my parents and teacher will meet together for a parent/teacher conference
and decide what would help me not repeat my inappropriate actions.
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I understand that if I continue to refuse to cooperate with the teacher or with the rules of VAES,
the disciplinary procedures as outlined in the Handbook will be enforced. This may include
suspension
or dismissal.

PARENT AND GUARDIAN
I have read and agree to follow the guidelines contained in the VAES Handbook and
appendices.

I also understand that actions voted at any time by the VAES Board shall have equal force with,
or if necessary, supersede statements published in the Handbook and appendices.

Policy and Procedure Changes and Addendum

Please note that VAES reserves the right to make policy changes or alterations that may be
necessary during the year. These changes may replace or supplement those that are printed in
this Handbook. Regulations voted by the VAES school board or faculty have the same authority
as those listed in this book or other published material. The interpretation and application of the
policies set forth in this book rest solely with the principal and the VAES Board.
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APPENDIX I

Village Adventist Elementary School
School Board Members 2023-2024

Name Position Term Expires Status
Mark Bugbee Principal Ex-Officio
Rhonda Johnson Treasurer Ex-Officio
Pastor Ron Kelly Pastor Ex-Officio
Sarai Martinez Home & School Ex-Officio
Amy Lubbert Pathfinders Advisory

Adventurers Advisory
Andrew von Maur Elected Member 2026 Regular
Jennifer Atencio Elected Member 2025 Regular
Deborah Busch Elected Member 2025 Regular
John Dronen Elected Member 2025 Regular
Bill Foltz Elected Member 2026 Regular
Veronica Johnson Elected Member 2026 Regular
Harry Rogers Elected Member 2025 Regular
Chad Steinke Elected Member 2026 Regular
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APPENDIX II

Village Adventist Elementary School
Faculty and Staff

Area Name Responsibility Email
Administration

Mark Bugbee Principal principal@vaes.org
Rhonda Johnson Treasurer treasurer@vaes.org
Beth Stevenson Lower El VPrincipal bstevenson@vaes.org

Faculty
Lata Elanko Kindergarten lelanko@vaes.org
Beth Stevenson Grade 1 bstevenson@vaes.org
Cheryl Finkbeiner Grade 2 cfinkbeiner@vaes.org
Ann-Marie Reichert Grade 3 areichert@vaes.org
Linda Burke Grade 4 lburke@vaes.org
Charlene Lavallee Grade 5 clavallee@vaes.org
Michael Gusky Grade 6 mgusky@vaes.org
Alyssa Busch Grade 7 awalter@vaes.org

(7/8 LA / Math)
Melanie Taylor Grade 8 mtaylor@vaes.org

(7-8 Science / Bible / Social Studies)
Katie Thiele Nature Specialist kroddy@vaes.org
Jose Cruz Music jcruz@vaes.org

Support Staff
Denise Freeman Admin. Assistant dfreeman@vaes.org
Cassie Heslop Secretary villagesecretary@vaes.org
Cheryl Hoover Food Service
Noie Busch Food Service
Susan Bugbee Food Service
Leorah Cox Extend Ed
Miriam Vilca Custodial
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APPENDIX III - VILLAGE CONDUCT CITATION

Village Adventist Elementary School Disciplinary Action Report
Our school has a program in place to deal with discipline problems. If the need arises students will be given a discipline report.

The following form, intended to inform and involve you as a parent, will require your signature. Thank you.

Last Name: ___________________________ First Name: ____________________________

Date: ________________ Time: ___________ Grade: ___________

The purpose of this report is to inform you of an incident involving your child.

Conduct Citation Check all that apply Comments:

___ Using unacceptable language / gestures __________________________________________
___ Being disrespectful to classmate
___ Hitting, pushing, shoving etc. __________________________________________
___ Talking excessively / disrupting the classroom
___ Violating the privacy of others __________________________________________
___ Displaying public affection
___ Not obeying / following directions promptly __________________________________________
___ Inappropriate grooming / clothing / jewelry / makeup
___ Causing excessive noise in the hall __________________________________________
___ Bringing unacceptable items _______________
___ Leaving the school ground without permission __________________________________________
___ Being disrespectful to teacher / staff
___ Harassing classmates __________________________________________
___ Being destructive to school property
___ Fighting / being aggressive __________________________________________
___ Stealing
___ Cheating __________________________________________
___ Lying
___ Other __________________________ __________________________________________

Action Taken:

___ Held conference with ____ Teacher ____ Principal __________________________________________
___ Changed student’s seating location Principal Signature
___ Student to student meeting
___ Telephone conference with parent __________________________________________
___ Principal - teacher - parent conference requested Teacher Signature
___ Suspension ___ day (s) ___ in-school ___ home
___ School detention 7:00-7:30 a.m. Date _______ Refusal of student to sign requires a parent - teacher conference.

___ Other _____________ Parent signature signifies receipt of this document. Please sign and
return. Every Conduct Citation will be sent home with your child and /
or emailed. Conduct Citations could affect the student’s permanent
record.

____________________________ ____________________________ _____________________________
Student Signature Phone Number Parent Signature

Please return this form at the beginning of the next school day
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APPENDIX IV

Maximizing Learning

Health Habits/Learning Ability

Let’s work together to maintain an optimum environment for learning. A close relationship exists
between the student’s health habits and his/her learning ability and spiritual development. A
student who comes to school having observed good health principles in her/his daily schedule is
most able to engage in the learning process and retain what they learn. Without attention to
good health practices, students are unable to function to their fullest capacity and will therefore
be short changed in his/her preparation for life. It is strongly recommended that parents
establish a daily schedule considering the following:

1. Breathing deeply of pure air invigorates the whole system and clears the mind for intelligent
thinking. Daily activities in the fresh air will greatly benefit the child’s physical, mental, and
moral health.

2. Sunlight is a blessed gift of God for maintaining the body in optimum health. The child should
regularly take advantage of opportunities to be in the sunlight, properly covered.

3. Abstaining from that which is harmful and using in moderation that which is good should be
the Christian’s rule of life. Alcoholic beverages, tobacco in all its forms, and harmful drugs will
find no place in the student’s life. Beverages containing caffeine or high amounts of sugar are
not acceptable.

4. The parent is responsible for providing a regular, undisturbed period of rest for at least 8-10
hours each night.

5. Vigorous daily exercise assists all the body systems in functioning properly. Circulation is
improved and the brain strengthened for intense mental activity.

6. A simple vegetarian diet prepared in a simple, yet attractive manner provides the very best
dietary program for students attending school. Breakfast, the most important meal of the day,
should never be neglected.

7. An ample supply of water taken internally (drinking) and used externally (washing) assures
the individual of sufficient cleansing to the entire system. Students are encouraged to have a
water bottle at school to promote hydration.

8. The daily schedule should allow ample and regular times for family worships in the evening
and in the morning. In addition to group worship the child should be provided time for private
prayer and Bible study.

(Continues on Next Page)
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Maximizing Learning (Cont.)

We would highly recommend a deeper study of these eight natural remedies. Their adoption into
the daily lifestyle will thoroughly improve a balanced program of physical, mental, and spiritual
development.

Mental Habits/Learning Ability
All that enters the mind of the student through their eyes and ears should be carefully filtered
through the screening test of Philippians 4:8. Children of God will choose to fill their minds with
those things that are good, true, noble, right, pure, lovely, and honorable. It is a law of our being
that we become like that which we study. The change is often imperceptible in its initial effect,
but its results come with a definite certainty.

Other Influences/Learning Ability
Most television programs are not calculated to lift the mind to pure and noble themes. The great
mass of film presentations, including the commercials, tend toward emphasizing themes that
degrade and corrupt. Viewing experiences should feed the mind on that which will uplift and
refine.

Parents carry an immense responsibility for excluding from the child’s visual program any
material found in books, magazines, films, videos, online, or television that would hinder positive
growth.

Guard Soul’s Avenues
“Those who would not fall prey to Satan’s devices must guard well the avenues of the soul, they
must avoid reading, seeing, or hearing that which will suggest impure thoughts.” Patriarchs and
Prophets, Pg.460, Psalm 101:3.

Music has the uncanny ability to enter the nervous system without being filtered through the
reasoning portion of the brain. Good music can play a valuable part in sanctifying and uplifting
the mind to high and holy thinking. By the same token the wrong kind of music subtly
deteriorates the moral power and smoothes the way for the making of wrong choices.

Parents and teachers must stand together in teaching the child to choose only that which is best
in music and also in filtering any music from the child’s listening day that would counteract the
lofty goals of Christian education.

We deeply feel the responsibility of providing full value for the rising cost of Christian education.
Our appeal to the home then, is that we work together to make our home and school
environment complement our educational objective.

“And all thy children shall be taught of the Lord; and great shall be the peace of thy children.”
Isaiah 54:13.
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APPENDIX V

Asbestos Notification

TO: Parents, Guardians, Teachers, Teacher Assistants, Janitors, Custodians,
Maintenance Personnel, and Regular Building Occupants

SUBJECT: ANNUAL NOTIFICATION AS REQUIRED BY A.H.E.R.A FOR SCHOOLS
CONTAINING ASBESTOS

The Michigan Conference of Seventh-day Adventists has conducted an extensive
asbestos inspection and re-inspection of all conference schools. Based on the findings of this
inspection, a comprehensive management plan was drafted for our school and approved by the
State of Michigan Department of Public Health.The Management Plan is updated on a regular
basis according to AHERA Law. This plan details the
response actions we may take regarding asbestos containing materials found in our building.

This plan is available at the school for inspection without cost or restriction during normal school
hours.

If you need additional information, please contact me or the Designated Person for Asbestos in
the Office of Education at 517-316-1552

Mark Bugbee
Village Adventist Elementary School
Principal
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APPENDIX VI

Village Adventist Elementary School
Middle School and Junior High Conduct Standards (Grades 5-8)

Conduct Standards Philosophy
“Do unto others as you would have done to you.”
VAES staff wish to partner with parents to develop in our students thoughtfulness, kindness and
the ability to think of others first. Students are taught to follow the golden rule, and be accepting
of others. We work to foster qualities of Christian character including respect, responsibility,
commitment, obedience, integrity, safety, love, manners, and empathy. We claim the promise of
1 Samuel 12:23, “I will teach you the good and the right way.”, and the promise of 1 John 1:9, “If
we confess our sins, He is faithful and just to forgive us our sins and to cleanse us from all
unrighteousness.”

Detention Policy
VAES operates a detention system whereby students who have violated acceptable
procedure and behavior norms will be able to redeem themselves via “the make-up of time”.
The purpose of this system is to permit students the opportunity to spend time in a controlled
study situation. It is very important that the school and parents work together to help the
students learn proper behavior/Christlike character, and that students have certain
consequences for inappropriate behavior. Detentions can be issued by teachers, staff or
administrators, and the student must serve when assigned.

Parents will be notified when a student receives a detention with a note home and email
communication.

Detention Guidelines
1. Detention will be served on Fridays from 7:00-7:40 a.m., unless notified.
2. Students must report at 7:00 to the office.
3. Detentions will not be allowed to accumulate.
4. Late arrival will result in additional detention.
5. It shall be the responsibility of the student and parent to make necessary and proper

arrangements for transportation.
6. Students are required to bring study materials with them to work on during detention.
7. Students are required to sit where assigned.
8. Absolutely no talking is to take place during the detention period, nor will students be allowed

to place their head down or sleep.
9. Failure to serve detention will result in one additional day of detention (first offense).

Subsequent offenses will result in possible suspension.
10. No electronic devices will be allowed in detention.
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APPENDIX VI - Continued

Behavior Violations
It is not possible, nor is it intended, to identify all infractions that may occur. Below, is a listing of
certain violations and disciplinary consequences. The Principal has the authority in his/her
discretion to identify other acts which constitute infractions under this policy and to establish
appropriate discipline. The following infractions and resulting consequences are progressive
and cumulative for one academic year.
* Violations considered more minor reset at Christmas Break

Food/Candy/Drinks/Gum*

Food, candy, gum and drinks are only allowed in the cafeteria or at staff supervised activities.

First Occurrence: Confiscation/Documented warning
Second Occurrence: Confiscation/one detention
Third Occurrence: Confiscation/possible suspension

Book/Gym/Duffel Bags/Backpacks*

For safety, when entering the school at the 7:40 bell, students are to place backpacks/bags in
their lockers. Backpacks should remain in lockers until dismissal time.

First Occurrence: Documented warning
Second Occurrence: One detention
Third Occurrence: Detention/possible suspension

Missing Assignments/Class work:*

Students should come to class prepared to learn with homework, class work, and projects
completed on time.

First Occurrence: Verbal warning from teacher
Second Occurrence: Documented warning/communication with parent
Third Occurrence: One detention
Future Occurrences: Parent meeting with the teacher
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APPENDIX VI - Continued

Lunch Room Behavior:*

Students are expected to be courteous, clean up as needed, scrape tray efficiently, and refrain
from sharing or throwing food. No cell phone or device use allowed in the lunchroom. Students
should stand in line for hot lunch without incident, and follow all lunchroom rules.

First Occurrence: Verbal warning
Second Occurrence: Documented warning
Third Occurrence: One detention
Further Occurrences: Two detentions

Cell Phones/Electronic Devices

Students are permitted to have their cell phones/iPads/devices on school grounds. Cell phones
must be silenced at all times. Teachers may designate small amounts of time for proper cell
phone/device use. See Acceptable Use Policy for additional device usage parameters.

First Occurrence: Confiscation/ parent picks up device from school/Documented Warning
Second Occurrence: Confiscation/parent picks up the device from school/phone not allowed at

school for 2 weeks/One detention
Third Occurrence: Confiscation/parent picks up the device/ may not be allowed at school

permanently/Detention/Possible suspension

Locker/Personal Property Use Policy

Unauthorized use of lockers, student desks, or other personal property is not allowed.

First Occurrence: Documented warning
Second Occurrence: One Detention
Third Occurrence: Detention/Possible one day suspension

Public Display of Affection

VAES prohibits displays of public affection.

First Occurrence: Documented warning
Second Occurrence: One detention
Third Occurrence: Detention/Possible suspension
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APPENDIX VI - Continued

Skateboard/Hover Board/Skates/Rollerblades

For safety and security, skateboard/hover boards/skates/roller blades/heelys, etc. are prohibited
on school property.

First Occurrence: Documented warning
Second Occurrence: One detention
Third Occurrence: Detention/possible suspension

Pass Violation/Hallway Behavior*

Students must have permission from a staff member to be in the hallway. Students should walk
in the hallway, treat all property in the hallway or on the walls with respect, and obey the No
Talking/Quiet Zones.

First Occurrence: Documented warning
Second Occurrence: One detention
Third Occurrence: Two detentions
Future Occurrences: Detention/possible suspension

Leaving Supervised Area Without Permission

Students must have permission from a staff member to leave a supervised area (Extend Ed
/Classrooms / Etc).

First Occurrence: One detention
Second Occurrence: Two detentions
Third Occurrence: Possible suspension

67



Village Adventist Elementary School Handbook 2023-2024

APPENDIX VI - Continued

Dress and Grooming*

The intent of VAES in enacting a dress code is to promote a good academic environment,
maintain discipline, prevent disruption, and to promote Christian principles such as modesty and
simplicity. While VAES recognizes that each student’s mode of dress and grooming may be a
manifestation of personal style and individual taste, any type of dress or hairstyle that is
disruptive, distracting, unsanitary, immodest, or unsafe is prohibited. Refer to the handbook
section on dress code policy for details.

First Occurrence: Warning given.
The student will be given the opportunity to come into compliance.

Second Occurrence: One detention
Third Occurrence: Two detentions
Future Occurrences: Detention/Possible suspension

Pictures/Video Taping

Due to privacy concerns, taking pictures or videotaping is not allowed without the consent of a
teacher.

First Occurrence: Confiscation/one day detention
Second Occurrence: Confiscation/one day suspension
Third Occurrence: Confiscation/three day suspension

Fighting/Bullying/Threatening Behavior/Language/Unsafe Play

Unsafe Physical Play

Physical contact such as pushing, shoving, slapping, flicking, poking, tripping, etc. will not be
tolerated (the excuse “we were just playing” will not be accepted).

First Occurrence: One detention
Second Occurrence: Two days detention
Third Occurrence: One suspension
Future Occurrences: Review by school board
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APPENDIX VI - Continued

Fighting

The deliberate act of hitting, or striking another student on school property, or going to or from
school, including any activity under school sponsorship, will not be tolerated. Premeditated
attacks will result in stronger consequences.

First Occurrence: May be sent home the day of the fight/3 day suspension
Second Occurrence: May be sent home day of the fight/5 day suspension
Third Occurrence: May be sent home day of fight/10 day suspension
Future Occurrences: Review by the school board

Harassment/Bullying

An example of harassment is, but is not limited to, making fun of another student(s), excluding
students, spreading rumors, etc. See Bully Policy for details.

First Occurrence: Two detentions
Second Occurrence: One day suspension
Third Occurrence: Three day suspension
Future Occurrences: Review by the school board

Language: Obscene/Lewd/Vulgar/Abusive/Hate Speech

Inappropriate language will not be tolerated. Language directed at staff can result in stronger
consequences.

First Occurrence: Two detentions
Second Occurrence: Three detentions
Third Occurrence: One-three day suspension
Future Occurrences: Review by the school board
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APPENDIX VI - Continued

Disrespect

Speaking to any member of the school community in a discourteous or insulting manner will not
be tolerated.

First Occurrence: One detention
Second Occurrence: Three detentions
Third Occurrence: 1-3 day suspension
Fourth Occurrence: Referral to School Board

Disruptive/Disorderly Behavior

A willful act or behavior that jeopardizes or destroys the educational atmosphere will be
considered disruptive behavior.

First Occurrence: Documented warning
Second Occurrence: One detention
Third Occurrence: 1-3 day suspension
Fourth Occurrence: 5 day suspension

Insubordination

Willful failure to respond to or verbal refusal to carry out a reasonable request by any staff
member or other person in authority, shall be considered an act of insubordination.

First Occurrence: Three detentions
Second Occurrence: Two-Three day suspension
Third Occurrence: Review by the school board

Closed Campus Policy /Loitering/Willfully sneaking off campus violations

Under closed campus policy, students are to remain on campus for the entire school day unless
leaving for reasons of illness, appointment, etc. Students are to immediately enter the building
upon arrival.

Upon dismissal, students are to leave school unless they have proper authorization to stay,
under the supervision of a staff member, OR check in to the Extend Ed after school care
program by 3:00. Students may not enter the Extend Ed program after 3:00 unless a staff
member checks them in. Students are not to loiter on school property after 2:50 p.m.
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APPENDIX VI - Continued

Students must check out in the front office for early dismissal, and have an authorized adult sign
them out.

First Occurrence: One detention
Second Occurrence: Three detentions
Third Occurrence: One day suspension

Willfully sneaking off campus:
First Occurrence: One day suspension
Second Occurrence: Three day suspension
Third Occurrence: Refer to School Board

Academic Cheating/Plagiarism

Cheating includes, but is not limited to: (1) the use of any unauthorized assistance in taking
quizzes, tests, or examinations; (2) dependence upon the aid of sources beyond those
authorized by the instructor in writing papers, preparing reports, solving problems, or carrying
out other assignments; or (3) the acquisition, without permission, of tests or other academic
material belonging to an instructor or another student.

The acts of cheating, plagiarism, or forgery in connection with academic endeavors or school
processes or procedures are detrimental to the educative process and one’s character.
Whenever a student is guilty of this misconduct, the following discipline will take place.

First Occurrence: Collection of work/no credit for the work/ parent notification/three
detentions.

Second Occurrence: Collection of work/no credit for the work/ parent notification/one day
suspension

Third Occurrence: Collection of work/no credit for the work/ parent notification/three days
suspension.

Additional instances of cheating would require a review by the school board.
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APPENDIX VI - Continued

Fireworks/Caustic/Noxious Substances

The act of possessing, using, or transferring items such as firecrackers, smoke bombs, stink
bombs, caustic/noxious substance, etc., on school property or at any school-sponsored activity
is prohibited.

First Occurrence: Three day suspension
Second Occurrence: Five day suspension
Third Occurrence: Recommendation for expulsion to the school board

Forgery/False Representation

The act of falsifying, verbally or in writing, the name of another person. Falsifying times, dates,
grades, or other data such as excuses, detentions, and/or teacher’s forms which request parent
signature shall constitute forgery or false representation.

First Occurrence: Three detentions
Second Occurrence: 2 day suspension
Third Occurrence: 5 day suspension
Future Occurrences: Review by the school board

Indecency/Obscenity/Gestures

Offensive acts, which include acts of immoral conduct, against commonly recognized Christian
standards of propriety or good taste as interpreted by the administration and/or teaching staff;
also vulgar acts in verbal or written form, pictures, taking pictures, video taping, caricatures, or
suggestive/inappropriate clothing during any school activity shall be deemed inappropriate. Any
offenses directed at staff will result in a stronger consequence.

First Occurrence: One day suspension
Second Occurrence: Five day suspension/recommendation for counseling
Third Occurrence: Review by school board
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Theft and/or Unauthorized Possession of Property Belonging to Others

Stealing will not be tolerated in any form (school or personal property). Full restitution is
expected. Police may be notified.

First Occurrence: Three day suspension
Second Occurrence: Five day suspension
Third Occurrence: Review by the school board

Threats/False Fire Alarm/False 911 Call/False Bomb Threat

Causing, by an act or in written form, a false fire alarm, bomb threat, or emergency 911 call is
strictly prohibited.

All occurrences: Immediate suspension. Review by school board/notification of legal
authorities.

Threatening/Verbal Assault:

Threatening/Verbal Assault: Students
Intimidating other students or interfering with other students by threats of violence or physical
harm is prohibited.

First Occurrence: Three detentions
Second Occurrence: One day suspension
Third Occurrence: Three day suspension
Future Occurrences: Review by school board

Threatening School Personnel

Intimidating school personnel or interfering with administrators or teacher by force, violence, or
threat of violence is prohibited.

All Occurrences: Immediate suspension from school with recommendation for expulsion

73



Village Adventist Elementary School Handbook 2023-2024

APPENDIX VI - Continued

Extortion/Blackmail/Coercion

Obtaining money, property, or service by violence or threat of violence, or forcing someone to do
something against his/her will by force or threat of force is prohibited.

First Occurrence: Five day suspension
Second Occurrence: Ten day suspension
Third Occurrence: Recommendation for expulsion to the school board

Vandalism

The acts of willful destruction of school property and property belonging to others; and defacing
school property such as lockers, desks, books, etc., are prohibited.

Minor Offenses: Examples include, but are not limited to, writing on school property, etching,
making a mess in the bathroom, etc.

First Occurrence: One day detention
Second Occurrence: Two-three days detention
Third Occurrence: One day suspension
Future Occurrences: Review by school board

Major Offenses: Examples include, but are not limited to, defacing school property, painting,
glass breakage, physical destruction, etc.

First Occurrence: One day suspension
Second Occurrence: Three day suspension
Future Occurrences: Recommendation to school board for expulsion

Alcohol, Tobacco, and Other Substances

The manufacture, distribution or intent to distribute, sale, possession, use, or being under the
influence of the following substances or look alike substances is prohibited:
A. Alcohol or any alcoholic beverage;
B. Tobacco or tobacco products in any form;
C. Illicit drugs;
D. Any glue, aerosol, or other chemical substance, including, but not limited to, lighter fluid

and other fluids for inhalation;
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E. Substances purported to be illegal, abusive, or performance-enhancing, (i.e.,
“look-alike” drugs);

F. Drug paraphernalia.

It shall not be a violation of this policy for a student to use or possess a prescription or patent
drug when taken pursuant to a legal prescription issued by a licensed physician for which
permission to use in school has been granted pursuant to school policy.

Any nonprescription drug, medicine, vitamin, or other chemical must be taken in accordance
with the school’s policy.

Use and/or under the influence – any physical condition that indicates a controlled substance
has been consumed.

First Occurrence: Ten days of Out-of-School Suspension, parent notification.
Appropriate law enforcement or other agencies may be notified for
illegal activities. Penalty may be reduced to a minimum of five (5)
days with verification of completion of voluntary professional
counseling.

Second Occurrence: Recommendation for expulsion to the school board

Possession (physical possession of or admittance of physical possession - including a student’s
desk, hallway locker, backpack, etc).

First Occurrence: Ten days of Out-of-School suspension/parent notification. Penalty
may be reduced to a minimum of five days with verification of
completion of voluntary professional counseling.

Second Occurrence: Recommendation for expulsion to the school board.

Sale, distribution, or intent to distribute (any student who shall intend to provide or distribute or
offer to sell any controlled substances or look alike substance on school property, at a
school-related or school sponsored function to any person at any time)

All Occurrences: Out-of-school suspension with recommendation for expulsion to the
school board.
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Weapons Policy

A weapon includes conventional objects like guns, pellet guns, knives, or club type implements.
It may also include any toy that is presented as a real weapon or reacted to as a real weapon.
Criminal charges may be filed for this violation. Possession of a weapon may subject a student
to expulsion and possible permanent exclusion. It will make no difference whether or not the
weapon belongs to someone else, unless the student can provide convincing evidence that the
weapon was placed in the student’s possession without his/her knowledge. If it can be
confirmed that the weapon was brought on school property by a student other than the one who
possessed the weapon, that student shall also be subject to the same disciplinary action. State
law may require that a student be expelled from school for a period of one year if he/she brings
onto or has in her/her possession on school property or at a school-related activity any of the
following:
-any explosive, incendiary, or poison gas including bombs, rockets, or devices that can be
converted into such a destructive item.

-any cutting instrument consisting of a sharp blade over three inches long fastened to a handle
-any gun, or toy gun presented as a real weapon
-any similar object that is intended to invoke bodily harm or fear of bodily harm

Use of an object as a weapon:
Any object that is used to threaten, harm or harass another may be considered a weapon. This
includes but is not limited to pens, pencils, laser pointers, scissors, and so on. Intentional injury
to another can be a felony and/or cause for Civil Action.

Knowledge of Dangerous Weapons or Threat of Violence:
Because VAES believes that students, staff members, and visitors are entitled to function in a
safe environment, students are required to report knowledge of dangerous weapons or threat of
violence to a staff member. Failure to report such knowledge may subject the student to
discipline.

All Occurrences: Any weapons policy violation may subject a student to expulsion.

Other Dangerous Objects
Potentially dangerous objects include, but are not limited to: squirt guns, bean shooters, sling
shots, wallet chains, laser pointers, lighters, snowballs.etc., are not allowed in school or on
school grounds.

First Occurrence: Confiscation/one detention
Second Occurrence: Confiscation/two detentions
Third Occurrence: Confiscation/one day suspension
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Persistent Disobedience:
If a student has persistent disobedience or violations in any area, they will be reviewed by the
school board. Current enrollment and future enrollment will be in jeopardy.

Appeals Process
The only appeals that will be considered are suspendable offenses or offenses that include
expulsion. Appeals are accepted from custodial parents or legal guardians. Appeals must be
written, contain the basis of the appeal, and have a signature and date. Please follow our
Grievance Policy, which is in the school handbook.
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Village Adventist Elementary School (VAES)
Anti-Bullying Policy

VAES believes that all students have a right to a safe and healthy school environment. The
district, schools, and community have an obligation to promote mutual respect, tolerance, and
acceptance.

VAES will not tolerate behavior that infringes on the safety of any student. A student shall not
intimidate or harass another student through words or actions. Such behavior includes: direct
physical contact, such as hitting or shoving; verbal assaults, such as teasing or name calling;
and social isolation or manipulation.

VAES expects students and/or staff to immediately report incidents of bullying to the principal or
designee. Staff are expected to immediately intervene when they see a bullying incident occur.
Each complaint of bullying should be promptly investigated. This policy applies to students on
school grounds, during the lunch period, and during a school sponsored activity.

To ensure bullying does not occur on school grounds, VAES will provide staff development
training in bullying prevention and cultivate acceptance and understanding in all students and
staff to build each school's capacity to maintain a safe and healthy learning environment

Teachers should discuss this policy with their students in age appropriate ways and should
assure them that they need not endure any form of bullying. Students who bully are in violation
of this policy and are subject to disciplinary action up to and including expulsion.

VAES uses a Student Pledge, which is printed in the handbook. All students sign this pledge
during the registration process. This pledge outlines the code of conduct expected of all VAES
students.

The procedures for intervening in bullying behavior include, but are not limited, to the following:
• All staff, students and their parents will receive a summary of this policy

prohibiting bullying: at the beginning of the school year, as part of the student handbook
and/or information packet, as part of new student orientation, and as part of the school
system's notification to parents.

• The school will make reasonable efforts to keep a report of bullying and the
results of investigation confidential.

• Staff are expected to immediately intervene when they see a bullying incident
occur.

• People witnessing or experiencing bullying are encouraged to report the
incident; such reporting will not reflect on the victim or witnesses in any way.
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Distance Learning Protocol at VAES

When in response to an emergency situation, school is closed by the local VAES school board
or the state for a period of over one week VAES will institute distance learning. While the school
is conducting distance learning VAES will operate under the following guidelines.

1. Teacher may use a combination of age and grade appropriate strategies to provide
students with the maximum learning opportunities. These may include, but may not be
limited to:

• age and grade appropriate online digital platforms such as Zoom and Google
Classroom

• teacher generated packets of instructional materials and assignments to be worked
on at home and returned to the teacher

• reading assignments from textbooks and other reading books with required book
reports, journal entries, analysis papers etc. related to the reading

• projects, posters, other visuals related to specified content to be constructed at home
• assigning the watching of specified videos and YouTube content and response
assignments, such as writing reports or analysis papers, constructing visuals,
answering pre-selected questions etc.; all related to the videos watched.

• physical activity assignments with weekly logs indicating activities were engaged in
• musical instrument practice logs
• assigned music to listen to via YouTube and other online media
• Instructional YouTube-guided art projects to be done at home.

2. Attendance will be recorded during the virtual schooling time using the following rubric:

• students will need to be engaged in online activities for at least 90% of the time
these may be participating in a digital platform with audio and video, or other
audio online medium when direct instruction is delivered

• students will need to be actively engaged in the online classes, students who leave
the platform early will be considered absent for that session, unless a parent
can vouch for illness or an emergency at home as the cause for leaving the
class

• no less than 80% of assignments will be turned in, and redo assignments completed
to the teacher’s satisfaction as indicators that the student was engaged in
school work between on line virtual class time

•students who violate online protocols, or in some way disrupt class proceedings will
be denied the privilege of participation, in such a case the student will be
considered absent and risk receiving a failing grade for that class
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3. Tuition agreements between school and family for that period of time will not be adjusted.

4. The method of grading for that period will be determined by how long distance learning
model will be in effect. It may be a letter grade in most subject areas, or a pass/fail
designation in subjects where direct teacher supervision is required for the grade to be
credible. Assessment may be based on the “good faith effort” exerted by the student,
and compliance with required assignments and expectations.

5. Virtual Field trips may be part of the curriculum.
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APPENDIX IX
VAES Dress Code

Allowable:
Docker Style Pants
Skirts/ Skorts
Shorts/Capris for beginning and ending of school year

Pants need to:
Fit at the waist
Be relaxed/loose fit
not touch the floor in length (cargo styles not permitted)

Allowable Solid colors: Navy, Tan, Black

Skirts/Skorts/Shorts:
Length must be to the knee but does not have to cover the knee (cargo styles not

permitted)

Shirts/ Blouses/Tops:
Solid Polo or oxford style shirts

Allowable solid colors: Navy, White, Grey, Light Blue, Black, Pink, Purple, Red

Dress Down Day:
Every Friday Blue Jeans and school tee shirt

Outer Wear approved for classroom:
Cardigan/Crew Sweaters
School Sweatshirts
Fleece or dressy vests
Full Zip Fleece

Allowable solid colors for outerwear: Navy, White, Grey, Light Blue, Black, Pink

Apparel with School Logo:
May be worn any day of the week

Shoes:
All students need to have shoes that are kept at school for outdoor use.
If sandals are worn for classroom use, they must have a heel strap.
Slides are not allowed at any time.

* Students will be given 1 tee-shirt free of charge

81



Village Adventist Elementary School Handbook 2023-2024

INDEX

Absent Children 32

Academic Probation 26

Academic Records 29

Acceleration/Retention 12

Accreditation 10

Achievement Tests 27

Admission Committee 12

Admission Status 12

After School Procedures 31

Andrews University 51

AntiBully Policy - Appx. VII 78

Asbestos Notification - Appx. V 63

Assemblies & Week of Prayer Chapels 16

Assessment 26

Association Objectives 14

Attendance 22

Attendance Modified 22

Attendance – VAES Policy 23

Attire for Public Appearances 39

Balance from Previous Year 43

Behavior Based Probations 35

Bible & Religious Programming 16

Board Membership 13

Board Structure and Mandate 13

Bicycles 47

Child Abuse and Neglect 32

Child Protection Compliance 32

Classroom Social Events 50

Closed Campus Policy 30

Communicable Diseases 41

Community Support Team 51

Community Volunteers 51

Conduct Standards - Appx. VI 64

Conflict Resolution 49

Cooperative Learning 20

Copy Machine Use 45

Curriculum 15

Daily School Schedule 29

Damage to Facilities & Equipment 49

Desks and Lockers 46

Discipline 33

Discipline Action Report 35

Dismissal 31

Distance Learning 22

Distance Learning - Appx. VIII 79

Distractions 47

Dress and Appearance 37

82



Village Adventist Elementary School Handbook 2023-2024

Dress Code - IX 81

Dress Code Violations 39

Drug-Free Campus 51

Eighth Grade Class Trip 27

Electronic Equipment 48

Emergency Procedures 39

Enrollment 10

Enrollment Requirements 11

Excusable Absences & Tardies 24

Extend Ed. Hours of Operation 32

Extend Ed. Rates 45

Extend Ed. Scope of Service 32

Extend Ed. Schedule 32

Faculty & Staff - Appx. II 59

Family Discount 43

Field Trip Fees 45

Field Trips 21

Financial Assistance 44

Financial Contributions 46

Fine Arts 17

Financial Information 42

Fire Safety 52

First Time Adventist Education Discount 44

Food/Snacks 48

Full Tuition Payment Discount 43

Further Attire Guidelines 38

General Code of Conduct 36

Grades & Assignments Online 26

Grade Placement 11

Grades, Trips, Diplomas, & Transfer of
Records

12

Graduation 27

Graduation and Accounts 27

Guidelines for Musicians 17

Gum Chewing 48

Hall Decorum 52

Handling Absences 23

Harassment Policy 36

History – Story of VAES 8

Home and School Association 14

Home and School Leadership &
Membership

14

Homework Policy 25

Hot Lunch Program 46

Inappropriate Relationships 37

Inclement Weather Notification 39

Injury & Illness 41

Internet Use 19

Language Arts 18

Late Registration 42

Lost and Found Articles 50

Lost Book Fee 45

Mathematics 18

83



Village Adventist Elementary School Handbook 2023-2024

Maximizing Learning - Appx. IV 61

Medical 40

Medications at School 40

MI Conference Attendance Policy 22

Michigan School Attendance Law 22

Mission Statement 8

Morning Arrival Procedures 30

Morning Supervision 30

Music Fees 45

Music Options Available 17

Natural Science 18

Nature Study 19

NonDiscrimination Commitment 10

Parent Participation 33

Past Due Procedures 43

Pastors 51

Philosophical Foundation 9

Physical Education 20

Phone Calls During School 53

Playground Rules 52

Policy Changes & Addendum 56

Posting of Announcements & Signs 47

Preplanned Absences 23

Property Rights 47

Pyrotechnics 48

Qualification of Attendees 10

Recess 52

Registration Fees 42

Rollerblades, Skateboards etc. 48

Safety Surveillance System 53

School Board & Governance 12

School Hours 29

School Pictures 41

School Programs 24

School Spirit 50

School Supplies Lists 46

Sexual Harassment 36

Social Studies 18

Special Needs Students 11

Student-Focused, Wholistic Curriculum 15

Student / Parent Pledge 55

Student Release During School Hours 31

Student Records 28

Student Visitors 54

Tardies 23

Technology Education 19

The Update 51

Transportation & Pedestrian Safety 54

Tuition 42

Unplanned Absences 23

VAES Board Members - Appx. I 58

Village Conduct Citation - Appx. III 60

84



Village Adventist Elementary School Handbook 2023-2024

Vision Statement 8

Visitors to School 54

Volunteers 55

Weapons 48

Withdrawal of Students 46

Work Education 20

Yearbook 42

85



Village Adventist Elementary School Handbook 2023-2024

86


