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Preface 
The New Hope Christian School - School Board Bylaws reflect the role of the School Board as it relates to the Christian education and care of the students/children at New Hope Christian School and Little Eagles Learning Center. The Board is intended to be primarily a policy formulating body while the daily administrative decisions are left to the professionals hired by the congregation for this purpose. Many specific guidelines not delineated in this manual will be found elsewhere in the staff handbook, parent handbooks, and others. This manual is designed as a basic policy guideline for members of the School Board to fulfill their obligations as delineated in the Constitution and Bylaws of New Hope Lutheran Church.

[bookmark: _Toc212023873]New Hope Christian School Bylaws 
[bookmark: _Toc212023874]Article 1 – Mission, Philosophy, and Core Values
Mission Statement:
"Working together to connect people to God and each other."
New Hope Christian School Purpose Statement:
“Bringing honor to God by educating children about His Word and His world, focusing on Christ.”
Philosophy:
New Hope Christian School provides a quality education rooted in the Christian faith and Lutheran doctrine. Following Christ’s command to let the children come to Him and Martin Luther’s call for the instruction of youth, NHCS seeks to shine the light of Truth upon children through Christian education. We partner with parents in their God-given responsibility to train up their children (Deuteronomy 6:4-9; Proverbs 22:6).
Core Values:
Absolute truth is found in God’s Word. All ideas taught, presented, or discussed within NHCS will be filtered through the sieves of God’s Word and His Biblical Truth.
Students will learn how to process information and to think critically in the context of a Biblical worldview.  The Bible shall be our most important textbook (2 Timothy 3: 16-17).
If we can return to God and make His Truths the heart of what we teach, our student’s personal relationships with God will flourish. 
Primary responsibility for guiding a child lies with the parents.  The faculty, staff, congregation, ministry team, and church leadership will be partners with parents, but cannot substitute for the purposeful involvement of our parents. (Deuteronomy 6: 4-9; Proverbs 22: 6)
We glorify God through excellence in all activities and relationships and in the use of the resources He has given us.  Our Christian faith is woven into the very fabric of our classes, clubs, activities, and athletic events.
Our teaching, instruction, training, and discipline nurture our students in the Lord’s ways, to be of service to others and to share the Word of God, following the example of Jesus Christ. 
Character development and compassion for all people based upon the Word and Grace of God is essential for all students.
Our faculty and staff are committed to being living examples of the Christian faith while guiding children spiritually, academically, socially, and physically.


[bookmark: _Toc212023875]Article 2 – Governance Structure
[bookmark: _Toc212023876]Section 1.  Authority:
New Hope Christian School (NHCS) and Little Eagles Learning Center(LELC) operate as extension ministries under the delegated authority of New Hope Lutheran Church (NHLC) in accordance with the NHLC Constitution (Article 8) and Bylaws (Article 7). The NHLC Board of Directors appoints a chairperson to serve on the NHCS School Board. 
[bookmark: _Toc212023877]Section 2.  School Board Composition:
1. Comprised of 5 voting members. 
2. At least 60% (3 members) or more of the NHCS School Board are to be voting members of New Hope Lutheran Church per the NHLC constitution
3. The chairperson of the NHCS School Board is to be a voting member of New Hope Lutheran Church. Ideally the chairperson will have at least one year of service on the school board or an equivalent board before becoming the Chair.
4. A member of New Hope Lutheran Church’s Board of Directors will serve as a full voting member of the NHCS Board.
5. The administrator of NHCS will serve as a non-voting ex-officio member of the NHCS School Board and of New Hope Lutheran Church’s Board of Directors. The administrator is responsible for providing a report at the annual Voters’ Assembly of New Hope Lutheran Church regarding the state of NHCS, its finances, and its needs.
6. A teacher of NHCS and the Director of LELC will serve as non-voting ex-officio members of the NHCS Board.
7. The Pastor of New Hope Lutheran Church shall serve as a pastor of NHCS and as a non-voting ex-officio member of NHCS Board. 

[bookmark: _Toc212023878]Section 3.  Qualifications
Each voting member of the Board shall meet the following qualifications:
Shall be a member in good standing of NHLC (there may be one voting member who must be a member in good standing a local area Christian church and have a child or children as students at the school).
Shall fully accept the teachings established in Scripture and further outlined in the doctrine of the Lutheran Church – Missouri Synod. 
Shall be at least twenty-one (21) years of age.
Shall be approved as an official Board member in July at the Annual Voters’ Meeting, or when the Board of Directors approves his/her term in the case of mid-term filling of open seats.
Shall not be a payrolled employee of the school. 
Shall not be from the same household as a current Board of Directors or School Board member.







Section 2 and 3 Table
	Voting Board Member 1 – 3
(Chairperson appointed by School Board counts as one of these Board Members)
	Voting Church Member – with or without a child(ren) at the School
	Both boards suggest members; School Board votes on new members; list of new members confirmed by Congregation as one unit

	Voting Board Member 4 
	Good-standing member of a local area Christian Church who have a child(ren) at the School 
	

	Voting Board Member 5
	Member of NHLC Board of Directors
	Selected each year from elected Board of Directors

	Non-voting ex-officio member
	NHCS School Administrator 
	

	Non-voting ex-officio members (2)
	NHCS School Teacher and LELC Director
	

	Non-voting ex-officio member
	NHLC Pastor
	


The Board will select among itself a Secretary and Treasurer. If a Treasurer is not available from the member pool, the School Board has the prerogative to use the Board of Directors’ Treasurer to also oversee the school’s finances. In this situation, the Church Board Treasurer would attend School Board meetings to provide a financial report. 

[bookmark: _Toc212023879]Section 4.  Term Length
Term length is 2 years; staggered terms – and shall expire on the last day of July.

[bookmark: _Toc212023880]Section 5.  Election Procedures
A nomination committee that will be comprised of existing Board members will search for potential candidates among the congregation at NHLC and School. Open nominations will be accepted and the Church Board of Directors can suggest members for the NHCS School Board.  The School Board’s nomination committee will screen and select potential candidates for nomination The existing School Board votes on new members for the following academic year, and these new members are presented to the congregation at the Annual Voters Meeting where the list is approved. 
[bookmark: _Toc212023881]Section 6.  Vacancies
A vacancy shall occur by reason of death, resignation, removal from the congregation, violation of Board Ethics or otherwise. A vacancy on the Board shall be filled by appointment of an eligible church member or School parent by majority action of the remaining members of the Board. This appointment holds until the next scheduled election, at which time a member is elected to the Board to fill the remainder of the original member's unexpired term. The appointee may follow all required procedures to be elected.

The Board’s nomination committee will screen and select potential candidates for nomination. In doing so, this committee should:
· Request volunteers for the position from the congregation and School if applicable when the vacancy becomes official.
· Nominate the strongest candidate for the position.

All appointments must be made within (30) days of the vacancy through an affirmative vote of a majority of the members of the School Board. Members who are appointed to replace elected School Board members will be installed at the regularly scheduled meeting at which they are appointed.

If Board continuity is deemed to be significantly disrupted by the premature resignation of one or more School Board members, the School Board has the discretion to vote to extend the term of one or more existing members in one-year increments in order to reduce the impact of such events. Such vote shall be separately approved for each individual member whose term is to be extended by a 2/3 majority of the other voting Board members. In no event shall any Board member have his/her term extended more than three (3) consecutive times.
[bookmark: _Toc212023882]Article 3 – Board Officers
Board officers are elected annually, at the beginning of August. 
[bookmark: _Toc212023883]Section 1: Chairperson, School Board 
Basic Description: Coordinator of the NHCS School Board 

Helpful Skills: 
1. Understanding of administrative and educational process.   
2. Good communication skills in dealing with various people and issues.   
3. Able to conduct group meetings.   
4. Strong leadership and organizational abilities.   
5. Ability to “see the big picture”.   
6. Spiritually discerning. 

Duties to SCHOOL BOARD: 
1. Schedule meetings, run all meetings, draft agenda after consultation with administrator. 
2. Make committee assignments, follow-up on all School Board responsibilities and ensure 
successful completion of projects. 
3. Become thoroughly familiar with the various congregational and educational programs, 
and staff members. 
[bookmark: _Toc212023884]Section 2. Secretary, School Board 
Basic Description: Responsible for recording and maintain the transactions of all School Board meetings and activities. 

Helpful Skills: 
1. Listening and accurately describing proceedings.   
2. Mental organization and writing skills.   
3. Impartial and prompt. Typing skills are helpful.   
4. Spiritually discerning. 

Duties: 
1. Record minutes of scheduled monthly meetings and any special meetings called by Chairperson of the School Board. 
2. Prepare a copy of the minutes and submit it to the School Board within four days of the meeting.  School Board members will notify the secretary regarding any proposed revisions.  Revised minutes will be redistributed via e-mail until they receive members’ final approval.  
3. Prepare a summary of approved minutes for the school’s website
4. Maintain copies of other reports, letters, policies, proposals and agendas submitted at School Board meeting in the School Board Folder on the Web. 
5. Write and send correspondence as assigned. 

[bookmark: _Toc212023885]Section 3. Treasurer, School Board
Basic Description:
Responsible for overseeing, recording, and reporting on all financial matters of the School School Board and New Hope Christian School (NHCS). The Treasurer ensures the faithful stewardship of funds, maintains accurate financial records, and provides clear financial communication to the Church Board and supporting congregation.
Helpful Skills:
1. Strong organizational and record-keeping skills.
2. Proficiency in bookkeeping and financial software.
3. Accuracy and attention to detail in handling numbers.
4. Ability to prepare clear reports for both Board and congregational use.
5. Spiritual discernment and integrity in managing funds.
Duties:
1. Assist in maintaining accurate and complete financial records of all NHCS income, expenses, and accounts in cooperation with both the Finance/Payroll Coordinator and the school’s chosen financial institution.
· The Finance/Payroll Coordinator performs the following tasks for the NHCS School Board:
· Prepare monthly financial reports for presentation at Church Board meetings, including balance sheets, income/expense statements, and budget updates. 
· Provide financial updates to the congregation as requested by the Church Board or the Voters’ Assembly of New Hope Lutheran Church.
2. Work with the Church Board to prepare and present an annual budget for NHCS.
3. Safeguard all funds entrusted to NHCS and recommend policies that promote accountability and transparency in financial matters.
4. Maintain copies of budgets, reports, audit results, and financial policies in the School Board Folder on the Web.

[bookmark: _Toc212023886]Section 4. Marketing and Outreach Committee 
Basic Description: Committee works to promote visibility of the school, increase enrollment, and develop increased funding for the school. Comprised of School Board representative(s), the Student Services & Communications Coordinator, and other church and school stakeholders. 

[bookmark: _Toc212023887]Section 5.  PTL Representative 
Basic Description: Represents the School Board to the PTL and its Board. 
Duties: 
1. Attends all PTL board meetings, gives a report on School Board activities, and acts as a liaison between the PTL board and the School Board.  
2. Reports on PTL board activities to the School Board at the following board meeting. 
3. Gives a report to the general PTL membership on School Board activities.
[bookmark: _Toc212023888]Article 4 – Responsibility for the School Board Policy Manual 
It is the responsibility of all members of the School Board to read and be aware of the policies and procedures included in the policy manual.  It is specifically the responsibility of the officers of the School Board to relate these policies and procedures to any business conducted by the School Board.  The officers of the School Board should, whenever possible, determine the implications of a motion on the present handbook and assure that such motions include a statement to revise the handbook accordingly. 

It is the responsibility of the Administrator and the staff to carry out the business of the school in compliance with these policies and procedures. 

It is the responsibility of the secretary of the School Board to review all meeting minutes for such motions and give a copy to the Administrator in July for inclusion in the updated Handbook. All School Board members will return their Handbooks to the Administrator in July for the updates, which will be returned to them updated in August at the regularly scheduled PTL membership meetings as appropriate.
[bookmark: _Toc212023889]Article 5 - Board Duties
The School Board is entrusted with the overall oversight, guidance, and stewardship of the school. In fulfilling this role, the Board ensures that NHCS and LELC are operated and maintained in a manner that supports both the mission of the school and the ministry of New Hope Lutheran Church. The responsibilities of the Board include, but are not limited to, the following:
1. Policy Development and Oversight
The Board shall maintain a written policy manual that ensures clarity and consistency in the operation of NHCS and LELC and shall actively support and collaborate with the principal and director to provide effective leadership and achieve excellence in fulfilling the mission of the school. This manual will include policies related to:
· Curriculum and instruction
· Academic and religious standards
· The academic calendar and school schedule
· Teacher and staff handbooks
· Staff responsibilities, performance evaluation, and accountability
· Student handbook and code of conduct/discipline
· Enrollment procedures and admissions standards
· Classroom utilization and resource management
· Supplies and materials
· Budgeting, tuition rates, and salary scales
· Fundraising activities and financial management
· Contracting and calling staff
· Annual financial audit
2. Financial Stewardship
The Board shall maintain a separate account for NHCS with a recognized financial institution to ensure transparency and accountability in the handling of school funds.
3. Staffing Responsibilities
The Board is responsible for the calling and contracting of teachers and support staff for NHCS. The Director will recruit and hire all staff for LELC. 
· When contracting a director or teachers/support staff not on the roster of The Lutheran Church—Missouri Synod (LCMS), the Board will determine and follow appropriate procedures at such time additional, or replacement classroom teachers or support staff are needed. A committee may be formed to facilitate the interview and selection process.
· When the Board deliberates to call a rostered teacher of the LCMS, the principal and other called staff are entrusted with the responsibility for following and complying with the appropriate call process guidelines. A committee may be formed to facilitate the interview and selection process. Once a candidate is selected, the Board shall formally request the Voters’ Assembly of New Hope Lutheran Church to issue the call, in accordance with church bylaws. 
· LELC, with oversight of the School Board, will conduct its own hiring of staff in accordance with Wisconsin childcare licensing requirements and consistent with the mission of NHCS and New Hope Lutheran Church.
· The School Board will assist the Church Board in hiring a School Administrator which involves establishing a call committee to review candidate applications, conduct interviews, check backgrounds, and to either extend a Divine Call or a Contract. 
a Extend the Divine Call 
· If a candidate is selected from a rostered candidate of The Lutheran Church—Missouri Synod , the congregation formally extends a "Divine Call".
· This involves specific call documents provided by the District Office, along with a parchment for a Diploma of Vocation.
· Once a call is accepted, a criminal background check is performed.
· The principal is formally installed into his/her ministry role within the congregation, pledging to teach the Scriptures and the Symbolical Books of the Lutheran Church.
· Note on Contracts 
b If a candidate is not successfully "called," the congregation may contract for the principal's services. In this situation, the formal "call" procedures are not required.

4. Direction and guidance 
Provide direction and guidance for school management and improvements, along with appropriate recommendations. The School Board, in its continuous strategic planning process, reviews the appropriate educational programming, staffing, and physical facility needs of the school. Such planning provides the guidance and direction for school improvement. Recommendations are forwarded to the appropriate staff members, committees, or boards for further evaluation and feedback. The principal is entrusted with responsibility for the daily management and operation of the school program. 
5. Promotion of the school 
Provide for the promotion of the school and keep its focus related to the congregation’s mission. The School Ministry Board, principal, staff, parents, and students are responsible for providing positive public relations to the community. Staff members, students, and parents are encouraged to be active members in the church beyond the school areas.
6. Accountability to the Church
The decisions and actions of the NHCS School Board may, when necessary, be subject to review and approval by the Voters’ Assembly of New Hope Lutheran Church.
7. Evaluation of the Administrator
The Board shall conduct an annual performance evaluation of the School Administrator, ensuring accountability, professional growth, and alignment with the mission of NHCS.

[bookmark: _Toc212023890]

Article 6 – Meeting Methods
[bookmark: _Toc212023891]Section 1.  Guidelines
1. The School Board at its August meeting shall determine the dates, times, and place for its regular meetings. 
2. The School Board shall convene at least ten (10) times per year to regular meetings. 
3. Parents or members of the congregation may submit agenda items to the School Board (schoolboard@newhopeconnect.org)  for  consideration.  Submissions must be submitted five days (5) prior to scheduled meetings.  
4. Those wishing to attend a School Board meeting may do so provided they notify the Administrator or School Board chairperson at least five (5) days prior to the meeting (referring to Section 2 below). 
a. A public input session may be scheduled at the beginning of any regularly scheduled School Board meeting for the purpose of permitting the public to address a policy issue or agenda item with School Board members.  Such input may be limited in number of respondents and time; School Board members may ask clarifying questions. 
b. NOTE: Public input at a School Board meeting is limited to the beginning session; no public input or discussion is permitted during the meeting. 
5. Executive sessions (closed door) may be held for discussion of individual personnel due process, job performance evaluation of individual employees, interviews of prospective employees, discussion of student due process, and/or discussion of an individual student’s abilities, past performance, behavior, other needs, or any other matter determined to be confidential. 
6. A copy of the minutes of the School Board meetings shall be available upon request. 
7. An updated copy of the School Board Policy Manual will be available upon request. 
8. Surveys, forums, and special meetings may be used or scheduled by the School Board to provide opportunity for public response and feedback on school-related issues. 
9. Roberts’ Rules of Order and/or Parliamentary Procedures may be followed but are not required.
[bookmark: _Toc212023892]Section 2. Visitor to School Board Meetings  
To conduct the business of the Board of Christian Education (School Board) in an orderly and God-pleasing manner, rules are established for the attendance and participation of visitors at meetings of the School Board. 
1. General Prerequisite
Issues and concerns may arise as a child progresses through his/her education. Problems should be referred to those closest to and most responsible for the issues. Under most circumstances the classroom teacher can address concerns. Problems that require additional intervention should then be directly presented to the administrator and an effort made to resolve the concern. If further assistance is needed and there is a belief that the policies and procedures of the NHCS have not been adhered to, concerns may be presented to the School Board. 
2. Visitors Seeking to Give Input 
· The School Board welcomes input from its constituents and all members of the faith community. The following policy is to be observed by the people making a presentation to introduce subjects to the School Board for consideration: 
· A written summary of the presentation shall be sent to the Administrator five working days prior to a scheduled meeting.  
· The presentation shall be limited to no more than ten (10) minutes. 
· Nothing of a confidential nature should be addressed such as discipline problems or personnel issues. Those may only be discussed in Executive Session. 
· The School Board chair may at any time stop the presentation if it is of a sensitive nature. 
· No decision, reply, or discussion will follow the presentation. 
· Response will be given in writing by the Board Chair within five working days. 
· If a topic of confidential nature is allowed by the School Board chair, the regular meeting is adjourned, all guests are asked to leave temporarily, and the meeting is reopened in an Executive Session. 
[bookmark: _Toc212023893]Article 7 – Executive Session
[bookmark: _Toc212023894]Section 1.  Purpose Statement
There are times when topics brought to the School Board are of such sensitivity that discussion needs to take place in a session closed to a general audience. 
[bookmark: _Toc212023895]Section 2.  Definition
Executive Session is a part of a regular or special meeting of the School Board that is dedicated to topics of a sensitive nature. 
[bookmark: _Toc212023896]Section 3. Policy
· Only School Board members and the Administrator may attend an Executive Session. 
· A guest may be asked to present information in the Executive Session following the same rules for written submission and time as noted for guests in the above policy. The guest will then be removed prior to discussion. 
· Experts or consultants may be brought into the Executive Session to answer questions or offer expertise but must be dismissed for discussion. 
· The Board chair holds an Executive Session and only members of the School Board and the Administrator remain in the room until the Executive Session is closed. 
· An agenda for the Executive Session is written and published prior to the meeting. It is separate from the regular agenda. It is distributed only to the Board members and the Administrator.  
[bookmark: _Toc212023897]Section 4.  Items for Executive Session: 
· School personnel, hiring, supervision, support, discipline or termination of workers. 
· Reports relating to job performance appraisals are appropriate for executive session. 
· This includes the annual job performance of the Administrator. 
· Students, including discipline related issues up to and including expulsion and academic progress. 
· School families  

Discussions and information shared during executive session shall remain confidential. During executive sessions, the Board can deliberate on agenda items but may not take any actions related to those items. All discussions on executive session items take place in executive session. When discussion is closed, a motion is made and passed to close the executive session.  

All School Board actions, including voting, occur in open sessions. The motion and result are all that are reported in the minutes of the School Board meeting. 
[bookmark: _Toc212023898]Article 8 - Removal of a Board Member
Any member of the School Board may be removed from office for failure to perform the duties of office or for being involved in conduct which gives offense to moral, spiritual, or educational welfare of the school.
[bookmark: _Toc212023899]Article 9 – Amendments
Amendments to this Policy Manual may be proposed by the NHCS School board and must be approved by the New Hope Lutheran Church Board of Directors and confirmed by the congregation.



[bookmark: _Toc212023900][bookmark: ConstitutionArticle8]Appendix A
[bookmark: _Toc212023901]New Hope Lutheran Church Constitution 
ARTICLE 8 – EXTENSION MINISTRIES Extension ministries, as outlined in the bylaws, may be organized within or by the congregation only with the expressed approval of the Voters’ Assembly. All extension ministries shall be under the supervision of the pastoral office. Any decisions, enactment or performance by any extension ministry shall be invalid if they conflict with this constitution, its associated bylaws, or the School documents of said extension ministry.

[bookmark: _Toc212023902][bookmark: BylawsArticle7]New Hope Lutheran Church Bylaws
ARTICLE 7 - NEW HOPE CHRISTIAN SCHOOL (NHCS) 
A. Relationship of New Hope Lutheran Church and New Hope Christian School:  New Hope Christian School is an extension ministry of New Hope Lutheran Church as defined in Article 8 of New Hope Lutheran Church’s constitution. 
B. New Hope Christian School School Board 
1. The number of members of the NHCS School Board are determined by the bylaws of NHCS. 
2. At least 60% or more of the NHCS School Board are to be voting members of New Hope Lutheran Church. 
3. A member of New Hope Lutheran Church’s Board of Directors will serve as a full member of the NHCS Board. 
4. The chairperson of the NHCS School Board is to be a voting member of New Hope Lutheran Church. 
5. The administrator of NHCS will serve as a non-voting ex-officio member of New Hope Lutheran Church’s Board of Directors and provide a report at the annual Voters’ Assembly of New Hope Lutheran Church regarding the state of the NHCS, its finances, and its needs 
6. The Pastoral Director of Ministries of New Hope Lutheran Church shall serve as a pastor of NHCS and as a non-voting ex-officio member of NHCS Board.
C. Duties of New Hope Christian School School Board 
1. In general, the NHCS School Board shall oversee the operation and maintenance of NHCS for the benefit of NHCS and New Hope Lutheran Church. 
2. The NHCS School Board will establish a written policy manual to oversee curriculum, the academic and religious standards, the academic schedule, the teacher’s handbook, staff evaluation and responsibilities, the student handbook, enrollment, supplies, budget, annual audit, tuition, code of discipline, classroom utilization, etc.  It will also oversee contracting and calling staff, finances, fund raising and salary scales. 
3. The NHCS School Board shall maintain a separate account with a financial institution. 
4. As needed, decisions and actions of the NHCS Board can be subject to review and approval by the Board of Directors of New Hope Lutheran Church. 
D. Calling and Contracting of Teachers and Support Staff for NHCS. 
1. NHCS School Board will determine their procedures in the contracting of teachers and support staff that are not on the roster of The Lutheran Church--Missouri Synod. 
2. NHCS School Board, upon their deliberation to call a rostered teacher of The Lutheran Church-Missouri Synod, will request the Voters’ Assembly of New Hope Lutheran Church to issue the call.   

[bookmark: _Toc212023903]Appendix B
[bookmark: _Toc212023904]New Hope 






[bookmark: _Toc212023905]
Appendix C – Job Descriptions
[bookmark: _Toc212023906]JOB DESCRIPTION – PRINCIPAL/Administrator
New Hope Christian School  9/25

The principal serves as a spiritual leader in the following areas: (1) Manager of the School, (2) Director of School Educational Programs and Ministry, and (3) Leader for School Climate.  The principal fulfills these responsibilities in accord with the school's purpose and in harmony with established policies.  The principal works in close harmony with the ministerial staff: Pastors, Teachers, Director of Youth, Athletic director and Support Staff. The principal attends Voters Church Board and School Board meetings, and other auxiliary meetings as necessary.  The principal is directly responsible to the school board and works with it in developing plans and carrying out responsibilities. 

MANAGER OF THE SCHOOL
Public Relations and Communications . . . Develop and carry out a program of printed and personal communications for the constituent groups of the school community to keep them informed about the school, involve them in the work of the school so as to enhance their goodwill, support and confidence in it.  Acknowledge individuals, organizations and others for services and/or gifts provided to the school.

Office Management . . .The principal is responsible for managing the office and affairs of the school building including: (1) maintains appropriate records of students, faculty and staff; data and information appropriate for maintaining a school history file; minutes of the Ministry, including official and legal transactions, (2) conducts the business affairs of the school in an efficient and effective manner, and (3) maintains correspondence with the church and staff offices and otherwise as appropriate for conducting the affairs of the school.

Student Recruitment and Admissions . . .The principal will provide inviting and hospitable settings for enrolling students (and parents) to assure that they feel welcome and understand the purpose and programs of the school so they can participate with joy and blessing.  He/she will also maintain data regarding the number and names of prospective students, develop and initiate recruitment plans to achieve enrollment goals, and maintain statistics as needed to comply with state and federal regulations.

Financial Planning and Accounting . . . The principal will provide leadership and help in the fiscal management of the school to assure quality Christian education in accord with good stewardship practices and fiscal procedures in cooperation with the school and church boards.  He/She will be responsible for coordinating fundraising events and for seeking other funding via grants, donations, etc.

Executive Director . . .The principal will provide leadership and assistance preparing, establishing, and communicating appropriate policies and procedures necessary to help achieve the school's purpose.  The principal will serve as a spokesperson for the Day School, its policies and programs.  
	



DIRECTOR OF SCHOOL EDUCATIONAL PROGRAMS AND MINISTRY
School Curriculum . . . The principal will develop and supervise a plan of curriculum development that ensures quality in all teaching/learning activities of the school while achieving the school's purpose and objectives in accord with the school's philosophy.  

Supervision of Teachers and Instruction . . . The principal will take a leading role in securing qualified personnel for the school.  When appropriate, makes recommendations on contracting qualified personnel.  Use a variety of modes for supervision, e.g., goal setting, clinical supervision, peer coaching, etc. so that a teacher shows growth and greater effectiveness in reaching the student.  

In-service for Professional and Spiritual Growth . . .The principal will identity in-service needs and opportunities for professional and spiritual growth to meet both individual and collective needs of faculty and to help the school fulfill its mission.

LEADER FOR SCHOOL CLIMATE
Spiritual Leadership . . . The principal will provide an avenue of spiritual ministry for all students and parents for the nurture and development of their faith and life under the guidance and blessing of the Holy Spirit working through the Word.  He/she will also create opportunities for spiritual growth of students and families through family orientated school activities.

Student Life . . .The principal will create and maintain a school environment which positively influences the life, growth and learning of all students and enables each student to experience maximum growth spiritually, physically, emotionally, socially, and academically.

Building and Grounds . . . The principal will work cooperatively with the head of church and school properties in developing and supervising plans for building care and maintenance.

Student Services . . . The principal will supervise the hot lunch program (if available) and the hiring of personnel with consultation of the Little Eagles day care director.  He/she will also provide guidance to the Before and After-Care programs .  Direction will also be given in the planning and execution of the Parent-Teacher League annual program.  Guidance will be provided to the Athletic Director as deemed necessary.  The principal will also coordinate efforts in counseling services, remedial assistance, volunteers, transportation, etc. 

Relationships . . . The principal will meet regularly with the ministerial staff to coordinate the efforts of a total ministry program for all God's people.  Efforts will be made to meet regularly for spiritual and social interaction.  An annual evaluation shall be completed by the School Board at the end of each calendar year.  The principal shall work in harmony with the local public school officials where programs prove to be an asset.  He/she will also meet regularly with other Lutheran school principals of the South Wisconsin District.  


[bookmark: _Toc212023907]Job Title: Elementary Teacher
Location: New Hope Christian School
Job Type: Full-Time
[bookmark: _rm0vpto7aywd][bookmark: _kyiga3fesh9d]Job Summary
We are seeking a passionate and dedicated Elementary Teacher, who is committed to providing high-quality, faith-based education. The ideal candidate will integrate biblical principles into all aspects of learning, create a nurturing classroom environment, and inspire students to grow academically, socially, and spiritually.
[bookmark: _k3b3p93jd1ap]Key Responsibilities
[bookmark: _6u1hv1v60kcf]Faith-Based Instruction
· Foster a Christ-centered classroom environment where biblical values are taught and modeled.
· Integrate scripture and Christian principles into daily lessons and interactions with students.
· Lead students in prayer, devotions, and discussions about faith as part of the school day.
· Encourage students in their spiritual growth and relationship with Jesus Christ.
[bookmark: _f6gnsjjlb21q]Academic & Classroom Responsibilities
· Develop and implement engaging lesson plans aligned with the school’s Christian curriculum and academic standards.
· Utilize various teaching methods to accommodate different learning styles and needs.
· Assess student progress through formative and summative assessments.
· Maintain a structured, positive, and inclusive classroom environment that promotes respect and learning.
· Collaborate with fellow teachers, administrators, and parents to support student success.
· Foster a love for learning while emphasizing strong moral character and work ethic.
[bookmark: _kvbrg5ef6jn2]Student & Parent Engagement
· Communicate regularly with parents about student progress, classroom activities, and ways to support learning at home.
· Build strong relationships with students and families, reflecting the love and grace of Christ.
· Organize and participate in school events, chapel services, and extracurricular activities that align with the school’s mission.
[bookmark: _64d6lf4d2f68]Qualifications
· A strong personal relationship with Jesus Christ and a commitment to Christian values.
· Bachelor's degree in Education, Elementary Education, or a related field.
· Teaching certification preferred (state certification or ACSI certification a plus).
· Experience teaching elementary students in a Christian school setting is preferred.
· Ability to integrate faith into academic subjects effectively.
· Strong classroom management skills rooted in grace and biblical principles.
· Excellent communication and collaboration skills.
Job Title:  Finance and Payroll Administrator
Hours: 20 hours per week
Schedule: Flexible within business hours (as agreed upon)
Position Overview:
NHLC/NHCS is seeking a detail-oriented and reliable Finance and Payroll Administrator to manage the day-to-day financial operations of our church and school. This is a part-time role (approximately 20 hours/week) ideal for someone with strong accounting experience, proficiency in QuickBooks, and a heart for working within a mission-focused organization.

Key Responsibilities:
· Bank Reconciliation: Perform accurate monthly reconciliations of all bank accounts.
· Deposits: Make weekly deposits at CoVantage Credit Union.
· Invoicing: Send monthly invoices for school/daycare services
· Payroll Processing: Run payroll on schedule; manage all distributions including tax withholdings.
· Personnel Files: Maintains personnel files on Church and School employees.
· Background Checks: Processes background checks on all employees except daycare employees (because they require a more in-depth finger-print background check)
· Quarterly & Annual Filings: Process quarterly 941 forms, year-end W-2s, and giving/donation statements.
· Accounting & Reporting:
· Manage QuickBooks Class-Code accounts to differentiate church vs. school income and expenses.
· Prepare financial reports for the Board and CoVantage.
· Budget Support: Assist in preparation and tracking of annual budgets.

Qualifications:
· 3+ years of accounting or bookkeeping experience, preferably in a nonprofit or church/school environment.
· Proficient in QuickBooks (Desktop or Online).
· Experience with payroll systems and tax filings.
· Strong organizational and time management skills.
· Trustworthy, discreet, and able to maintain confidentiality.
· Excellent communication skills and attention to detail.





[bookmark: _Toc212023908]Student Services & Communications Coordinator
Position Overview
The Student Services  and Communications Coordinator plays a vital role in strengthening both the internal connections within New Hope Christian School, Little Eagles Daycare, and New Hope Church, as well as building a positive presence in the surrounding community. This position blends program and student support, administrative assistance, communications management, and community outreach, ensuring consistent messaging, improved visibility, and strong relationships that reflect the mission of New Hope ministries.
Primary Responsibilities
School & Daycare Support
· Assist in the preschool classroom (8:45–11:15 a.m.) as scheduled.
· Provide front office coverage (7:30–8:30 a.m.) for school opening.
· Help plan and coordinate school and daycare events.
· Support accreditation documentation and reporting.
· Manage the Scrip program for church and school, promoting its use for everyday and large purchases.
· Oversee Scrip use for Amazon/Walmart purchases for both school and church.
· Manages the extended care program before and after school. 
Communications & Community Outreach
· Develop, maintain, and implement strategies to build a positive public image for the school, daycare, and church.
· Create and post weekly social media content and prepare regular e-blasts.
· Collaborate on website updates with designated staff.
· Design outreach efforts (flyers, posters, advertising campaigns, community partnerships, etc.) to promote enrollment and increase visibility.
· Research and pursue advertising/rebranding opportunities (synod, TRIUN3, local firms, etc.).
· Coordinate publicity for new programs such as Parental Choice, homeschool partnerships, or community enrichment offerings.
· Promote facility rentals and community use of school/church spaces (tutoring, music lessons, Scouts, ESL, athletic use, etc.).
Church Support
· Manage the church calendar of events and coordinate room reservations for all ministries.
· Provide church front desk coverage and develop a secure visitor process.
· Assist with church-wide communications as needed (announcements, bulletins, digital communications).

Skills and Qualifications
· Strong organizational and time-management skills.
· Effective written, verbal, and digital communication skills.
· Ability to balance school, daycare, and church responsibilities with professionalism.
· Familiarity with social media, email marketing, and website content management.
· Creative thinker with a heart for outreach and connecting with the broader community.
· Collaborative, flexible, and aligned with the mission of New Hope ministries.
Work Schedule
· Core hours: mornings (front office + preschool help), plus scheduled office, outreach, and communications hours.
· Some evening/weekend work may be required for events and outreach initiatives.
 


Job Title: Church/School Facility Custodian
Reports To: Board of Trustee Member assigned to Facility Management  
Work Schedule: Typically Monday–Friday with occasional evenings/weekends for events

Position Summary:
The Facility Custodian is responsible for maintaining a clean, safe, and welcoming environment throughout the church and school facilities. This includes daily janitorial tasks, general maintenance, event setup/takedown, and coordination with staff for special needs. The custodian plays a vital role in supporting the ministry and educational missions of the church and school by ensuring the building is consistently maintained to a high standard.
Essential Responsibilities:
Daily Tasks:
· Sweep, mop, and vacuum all offices, hallways, lunchroom, and common areas (classrooms are vacuumed by the teachers).
· Clean and sanitize all restrooms (toilets, sinks, mirrors, floors).
· Empty trash and recycling bins; replace liners.
· Wipe down frequently touched surfaces (doorknobs, railings, light switches).
· Restock supplies (toilet paper, soap, paper towels, sanitizer).
· Check building for safety hazards (wet floors, tripping risks, etc.).
· Monitor and adjust HVAC systems for comfort and efficiency.
· Maintain cleanliness at school entrances and lobbies.

Weekly Tasks:
· Dust surfaces in classrooms, offices, sanctuary, and common areas.
· Deep clean restrooms (scrub tile, descale fixtures).
· Sweep and/or mop gymnasium and vacuum multi-purpose room floors.
· Clean windows and glass doors in entry areas.
· Inspect playground and outdoor areas for trash or hazards.
· Clean and sanitize drinking fountains and water bottle stations.
· Polish glass withing the building (office/classroom doors, windows between hallway and classrooms)

Periodic Tasks (Monthly or As Scheduled):
· Strip and wax floors or deep-clean carpets (seasonally).
· Wash interior and exterior windows (seasonally).
· Power wash sidewalks or entrances.
· Replace light bulbs and report maintenance needs.
· Inventory cleaning and restroom supplies; notify administration for restocking.
· Deep clean kitchen or food prep areas.
· Clean and inspect HVAC filters and vents.
· Assist with set-up and takedown for special events, church services, and school programs.
· Minor maintenance tasks (tighten fixtures, patch holes, touch-up paint).
· Snow removal or salting of walkways (during the school day in between when contracted snow removal is done).

Qualifications:
· Prior custodial, janitorial, or maintenance experience preferred.
· Familiarity with cleaning chemicals, equipment, and safety standards.
· Ability to work independently and manage time efficiently.
· Good physical condition: able to lift up to 50 lbs., bend, kneel, climb ladders, etc.
· Dependable, punctual, and detail-oriented.
· Alignment with the mission and values of the church and school.

Working Conditions:
· Indoor/outdoor work required in all seasons.
· Exposure to cleaning agents and maintenance tools.
· Some weekend or evening hours may be required for special events.





Job description
Job Title: Barton Reading Program Tutor (Grades 1–8)
Employment Type: Part-Time or Full-Time (Hours based on student need and availability)
Position Summary:
New Hope Christian School is a Christ-centered learning community committed to nurturing each child’s spiritual and academic growth. We are currently seeking a dedicated Barton Reading Program Tutor to support students in grades 1–8 who need additional help with reading and spelling. Using the Barton System—an Orton-Gillingham-based, multi-sensory reading intervention—you will work one-on-one or in small groups to help students thrive academically while reflecting Christ’s love in your teaching.
Key Responsibilities:
· Provide consistent, individualized Barton tutoring sessions aligned with the program’s structured approach.
· Serve students with compassion, patience, and encouragement, helping them gain confidence in their reading and spelling skills.
· Communicate regularly with classroom teachers and parents to share student progress and coordinate support.
· Participate in staff meetings, professional development, or training as requested.
Qualifications:
· Completion of Barton System training (Level 3 required; Levels 4 - 6 or beyond preferred).
· Experience working with students with dyslexia or other reading challenges is strongly preferred.
· Strong interpersonal and communication skills.
· Agreement with the school’s statement of faith.
· Background check and references required.
Schedule & Compensation:
· Flexible part- or full-time hours during or after school, based on student needs.
· Hourly rate based on experience and qualifications.
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