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SECTION 1:  FINANCIAL 

Accounts Receivable 

It is the policy of Trinity Lutheran Academy that the Principal, Associate Principal of the Full Day 
Program and the Lead Teacher of the Half Day Program oversee all dealings with accounts 
receivable. 

Weekly Tuition 

 It is the responsibility of the Associate Principal of Full Day Program and the Lead 
Teacher of the Half Day Program to assure that each parent is making appropriate 
tuition payments in a timely manner. 

 Payments made by parents should be placed in the appropriate payment boxes. 
 Payments are due as described on the fee schedule located in the enrollment packages. 
 Throughout the week, payments are removed from the payment boxes and entered in 

the Childcare Management Program. 
 Once payments are entered, a Specific Charges, Credit Summary Report is run. 
 Payments are given to the Financial Administrator, along with the Summary Report. 

Late Fees/Delinquent Accounts 

 Payments are due on Friday for the upcoming week, and if payments are not paid by the 
close of business on Wednesday, a $25 late fee will be applied. 

 It is solely the Principal’s discretion to waive tuition late fees. 
 If tuition is not paid in a timely manner, the principal should discuss the delinquencies 

with the parents.  Written documentation or verbal counseling may be used to develop 
a payment plan with the parents. 

 If the account remains delinquent after the agreed upon time, the child will be removed 
from the Academy as outlined in the parent handbook. This action is to be determined 
by the Principal. 

 The Principal will keep the Board of Governors aware of all delinquent accounts. 
 If a child has left Trinity Lutheran Academy and their account is delinquent, all efforts 

will be exhausted to collect the delinquent balance. 

Returned Checks/EFT (Electronic Funds Transfer) Payments 

 The Financial Administrator will give notification to the Principal of returned payment as 
soon as it is received in the church office. 

 NSF paperwork will be filled out and given to the parent along with verbal notification. 
 If payment was a returned check, parent will pay amount of check plus $25 NSF charge. 
 If any account has 1 returned payment of any form, they will be placed on cash/money 

order only basis.  After a 12 month period, the Principal may review the account and 
decide if other forms of payment will be acceptable. 



Tuition Increases 

 In the second quarter of the year, the Principal will research local childcare centers to 
determine competitor rates.  The Principal will review any projected increase for the 
upcoming year.  If a tuition increase is warranted, the Principal will present the intended 
increase to the Board of Governors for approval then forward the increase to the 
Financial Administrator, who will then inform the Financial Committee. 

 If the Financial Committee does not accept the proposed increase, it will be taken back 
to the Board of Governors and the Principal for additional consideration until an 
agreement can be made. 

 Once an agreed increase has been approved, parents will be notified of the intended 
tuition increase via parent newsletter and sign posted on sign-in counter.  Parental 
Agreement Forms will be prepared for parents to sign in July.  Tuition increases will be 
effective the first Friday of August. 

 

Expenditures of Budgeted and Non-budgeted Items 

It is the policy of the Board of Governors (BOG) to set forth procedures for making purchases of 
budgeted and non-budgeted items. 

 The Principal or his/her designee will have the authority to make purchases of budgeted 
items up to $500 without prior approval from the BOG by using either a signed check 
from the Financial Administrator or company credit card. 

 For purchases of budgeted items over $500, a BOG vote will be required either via email 
or at the regular monthly meeting.  If an email vote produces less than 4 responses, a 
verbal or written consent must be obtained from the chairperson or his/her designee in 
his/her absence. 

 Once the expenditure reaches its budgeted amount any further purchases must be 
approved by the BOG and if deemed necessary an increase in this line item may be 
obtained from the Parish Planning Committee (PPC). 

 If the expenditure is non-budgeted, the Principal must obtain BOG recommendations 
and PPC approval before making the purchase of any item which has a cost of over 
$500.00. 

Restricted Account for Upcoming Large Expenditures 

It is the policy of the Board of Governors that a restricted account, which was set up in February 
2007, will be carried over from year to year to offset large expenditures of equipment or repairs 
for the Academy. 

 At the beginning of the year, the total amount of projected/budgeted income will be 
divided by 12 to determine monthly budgeted amount. 



 When the last deposit has been calculated at the end of the month, any amount over 
the projected amount will be deposited into a new restricted account. 

 Thereafter, at the end of each month, extra monies over the projected amount that is 
brought in due to extra fees, fund raisers, etc. will be transferred into the restricted 
account. 

 When expensive equipment or repairs are needed, the director will advise the BOG and 
a favorable vote will be needed to withdraw needed funds from the Trinity Lutheran 
Academy (TLA) Restricted Account. 

 When a vote has been passed by the BOG, the chairperson will take this information to 
the PPC to keep them informed.  

 The chairperson from the BOG will also contact the Financial Administrator and advise 
him/her of monies needed from the restricted account. 

Mileage Reimbursement 

It is the policy of Trinity Lutheran Academy to reimburse at the current rate approved by the IRS 
per mile. 

 Any mileage that is accrued on an employee’s personal vehicle while in route for TLA 
business will be reimbursed. 

 The Principal must approve any mileage obtained by any employee. 
 A mileage rate sheet must be filled out and turned in monthly to the Principal for 

reimbursement. 
 A check request for the amount to be reimbursed should be completed and turned into 

the Financial Administrator.  The amount of the check should be calculated by 
multiplying the number of miles traveled by the current rate approved by the IRS. 

 

 

SECTION 2:  EMPLOYEES 

Application Process 

The following procedures/steps should be completed for all applicants. 

 A completed application for employment should be submitted to the Associate Principal 
of the Full Day Program or the Lead Teacher of the Half Day Program.  The application is 
checked over to ensure phone numbers are available and to make sure application is 
filled out in its entirety.  All applicants must have a two year degree in early childhood, 
child development or its equivalent. 

 The application is then filed with other applications until a position becomes 
available.  Applications will be held for a maximum of 3 months. 



 When a position is available, applications are reviewed and qualified applicants are 
called to schedule interviews.   

 After all applicants are interviewed, the Assistant Principal of the Full Day Program or 
the Associate Principal of the Half Day Program will pray for direction and guidance 
concerning the best candidates for the position. 

 A second interview will be held with the Principal and a classroom visitation may be 
scheduled. 

 The Principal will check references with previous employers. 
 Possible candidates will be asked to file for criminal records check and supply results to 

the Principal along with copies of driver’s license and social security card to determine if 
they are eligible for employment.  No applicant will be hired if their criminal record is 
returned unsatisfactory. 

 The Principal will decide on the best candidate for the position, and will call the 
applicant to offer the position.  Starting date and benefits, pay rate, and other issues will 
be discussed at this time. 

 The Principal will notify all interviewed applicants when the position has been filled. 
 No individual may simultaneously serve on the BOG and be employed at the center. 

 

Orientation of New Employees 

Prior to the start date new employees will be given a tour of the center, introduced to staff, and 
given a new employee orientation packet to complete.  The Principal, Associate Principal or 
Lead Teacher will conduct an orientation with the new employee. 

 Orientation package will include: 
 10 year work/school history 

 W-4 form 

 G-4 form 

 I-9 form 

 Direct deposit form 

 Benefit enrollment form 

 Child discipline policy 

 Playground rules 
 Reporting requirements 
 Emergency (fire and severe weather) plans 
 Review of State’s Health and Safety Policies 

 Trinity Lutheran Academy Employee Handbook 

 New employee will be orientated on the following forms used by Trinity Lutheran 
Academy 

 Child daily sheets 
 Child medication forms 
 Lesson plans 



 ASQ 

 Staff training records (new employee must provide copies of diploma, teaching 
certificate, and/or current training certificates) 

 Report of incident requiring professional medical attention 

 Accident/incident reports 
 Information sheet telling parent of child biting incidents 

 Request for time off 
 All needed paperwork must be completed and orientation signed by both parties prior 

to a new employee working with the children. 
 New employees are required to read and become familiar with the Georgia Early 

Learning Standards (GELS) for the age group they will be working with. 
 New employees will complete a Post Orientation Questionnaire. 

Probationary Period 

All new staff must complete a ninety day probationary period.  An evaluation will be done 
at the end of the probationary period and will be the basis for determining if the staff 
member’s performance is satisfactory for being retained as a permanent staff member. 

 

 

Pay Scale 

The Principal will evaluate the pay schedule each fiscal year.  The schedule will consider 
factors including experience, education, and be competitive with local child care agencies. 

 The Principal will develop a pay rate schedule and submit it to the Board of Governors as 
pay rates need to be adjusted. 

 The Board of Governors will approve the schedule or return the schedule to the 
Principal with changes.  The approved schedule will then be submitted to the PPC for 
final approval. 

 All new employees will have a 90 day probation period before any benefits will start. 
 Part time aides that have less than 20 hours training and less than one year of training in 

a licensed child care facility will start at a $7.25 per hour.  In 3 months if they have 
completed 6 hours of the required training from National Lutheran Schools Accredited 
sources the new employee’s hourly rate may increase up to $7.50 per hour. 

 The Principal will submit proposals for pay increases at budget planning time to the 
Board of Governors for approval, if approved the Principal will notify the financial 
administrator to forward on to the finance committee for the upcoming year.  These 
proposals may be adjusted by the finance committee with the Board of Governors’ and 
Principal’s input. 



Annual Performance Review for Principal 

It is the policy of the Board of Governors to review the performance of the Principal.  The BOG 
will complete the evaluation using the Performance Evaluation Form, determine changes to 
rate of pay, establish goals and present it to the Parish Planning Council for final approval. 

A newly hired Principal shall complete a 90 day review.  In addition to the Performance 
Evaluation Form, the review shall include but not be limited to: 

 90 day review form completed by the Principal and job satisfaction questionnaire 

 Input from the Pastor and Chairman of the BOG 

Thereafter the performance review shall be done annually according to the month of hire.  In 
addition to the Performance Evaluation Form, the review shall include but not be limited to: 

 Self-evaluation using the Performance Evaluation Form and Job Satisfaction Form 

 Input from the Pastor and Chairman of the BOG 

Change in Positions/Rate of Pay 

It is the policy of Trinity Lutheran Academy to raise or lower hourly rate of pay depending on 
the position being filled by the employee. 

 When an employee is promoted to a new position, he/she may receive a higher rate of 
pay due to the new position (example:  teacher assistant to lead teacher). 

 If the employee is returned or demoted to the lesser position for any reason, the rate of 
pay will also be reduced to reflect the change in responsibility/position. 

 The employee will be made aware of either a pay increase or pay reduction. 
 The Principal will inform the Financial Administrator of any changes. 
 A change in position may also affect employee benefits. 

SECTION 3:  FAMILIES 

New Enrollment 

It is the policy of Trinity Lutheran Academy to provide new parents with information regarding 
the Full Day Program and Half Day Program. 

The following information should be provided to all new parents in an information packet 
which should include: 

 Child Enrollment Form 

 Parent Handbook 

 Parental Agreement 
 Child Care Food Program Information and Enrollment Form 



 Georgia WIC program information 

 EFT payment form 

 Infant Feeding Schedule (if applicable) 

Late Arrivals 

If a child has not arrived 30 minutes after their usual arrival time and the parents have not 
called to notify the Academy that their child will be late or not attending that day, the Principal 
will call the parents to ensure that the family is ok. 

Parent Surveys 

It is the policy of Trinity Lutheran Academy to gather feedback regarding the academy’s 
operations from parents.  It is the responsibility of the Associate Principal and Lead Teacher to 
send out parent surveys each May.  The Principal should compile the results of the survey and 
present them at the June Board of Governors meeting. 

SECTION 4:  BOARD OF GOVERNORS 

Principal’s Report to the Board of Governors 

It is the policy of Trinity Lutheran Academy to establish information of data that the Principal 
should report to the Board at each monthly meeting. 

The Principal should report the following to the Board of Governors at each monthly 
meeting.  This is a minimum data set.  Any additional information may be reported at the 
Principal’s discretion. 

 Total number of students enrolled in the Learning Center and the Preschool 
 Total number of students on the waiting list 
 Staffing issues:  terminations, resignations, performance reviews, hiring, warning 

notices, staff grievances, etc… 

 Parent grievances 
 Staff meeting minutes 
 Parent newsletter 
 Payment delinquencies and actions needed 

 Profit and loss 
 Budget report 
 Update of old business 
 New business 

 

 



Statement of Faith 

What we believe and teach 

• There is one true God who has revealed himself in three persons; the Father (who created 
and sustains the world), the Son (Jesus Christ who lived as a human being, suffered, died and 
rose from the dead), and the Holy Spirit (who works faith in our hearts and directs and 
empowers us to live a Godly life.) 
• The Bible is God’s inspired, inerrant Word. It’s the only source of knowledge about God and 
his love for us in Jesus Christ. The Bible is God’s truth and God’s power. It’s the source of what 
we believe, teach, and live. 
• All human beings are sinful and have fallen short of God’s expectations. We are powerless to 
change our sinful condition and to please God. As such, we don’t deserve, nor can we earn, 
God’s love and mercy. Instead we deserve God’s punishment for our sin. 
• God, in love for all people, sent his son Jesus Christ into the world. Jesus lived, suffered, died 
on a cross, and rose from the dead in order to pay the penalty to forgive our sins, overcome the 
power of death, and to win for us the gift of eternal life. 
• God gives the forgiveness of sins that Jesus earned to all who put their faith and trust in Him. 
God, the Holy Spirit, works this faith and trust in our hearts through His Word (The Bible), 
Baptism, and Holy Communion. 
• The Bible (God’s Word), Baptism, and Holy Communion are ways in which God gives people 
His grace (Grace = God’s Undeserved Love or God’s Riches At Christ’s Expense) 
• Salvation is a free gift from God. No matter how hard we try we cannot do enough to earn 
God’s forgiveness or a place in heaven. It’s a free gift we receive only through faith in Jesus 
Christ. 
• The Church is the Body of Christ on earth. The Church is a community of believers in Jesus 
Christ who seek to worship Him, serve Him by serving others, and share the good news of his 
love with those who do not know Him as their Savior.   
 


