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Our Mission at Annunciation Day School

Our mission is to educate our students to become independent thinkers and lifelong 
learners through pursuit of academic excellence within an Orthodox Christian 
environment. Our student body welcomes children of the Orthodox Christian Faith 
as well as those of other faiths, reflecting the cultural diversity of our entire city. Our 
learning community is built on mutual understanding and respect.

Dear Parents, 

We are happy to present to you our ADS 2016-2017 academic year Parent/
Student Handbook.  This has been a collaborative effort of our clergy, board 
members, principal, faculty and staff, to provide you with a complete resource 
guide of our school’s policies and procedures. 

We are working together to guide our students to become confident, caring, 
responsible and respectful individuals. As a parochial school, we have 
purposely created an environment that is based directly on the teachings of the 
Greek Orthodox Church.  The students attending ADS are expected to exhibit 
appropriate behavior and exhibit good citizenship at all times.

Our faculty will review the handbook with your children, but we also would like 
to ask that you please read and discuss with your children the importance of 
following these guidelines.  Upon reviewing with your child, please sign and 

return the bottom portion of this page to your child’s teacher.

We thank you for supporting our faculty and staff, and we are looking forward 
to another exceptional academic year at ADS!

Warm regards,

Peter Epstein 
Principal

Student:
I have read (or it has been explained to me) and agree to follow the ADS Parent/
Student Handbook and have been made aware of the policies and procedures for the 
2016-2017 School Year.

Student Signature_____________________________________ Date________________________

Parents/Guardians:
As the parent/legal guardian of this student, I have read the ADS Parent/Student 
Handbook and have been made aware of the policies and procedures for the 
2016-2017 School Year.

Parent/Guardian Signature_____________________________________

Date___________________________

 



Our Beliefs

Our faculty, administration and staff understand that our children come first; 
therefore, all decisions will be based on what is best for our students, while providing 
a safe environment in which to learn.

We educate our students in an Orthodox Christian environment to become independent 
thinkers and lifelong learners through pursuit of academic excellence and 
individual achievement as we develop respect for one another.  Students should be 
given the opportunity to be actively involved in their education through experiential 
exploration.  ADS provides abundant opportunities for such exploration, through 
which students excel.  We accept students with a range of abilities and talents who 
can take full advantage of a rich, demanding academic program in which each student 
is challenged and supported.

It is important to create a learning community built on mutual understanding and re-
spect.  Our student body not only consists of children of the Orthodox Christian Faith, 
but also welcomes students from all religious and cultural backgrounds, reflecting 
our city’s rich cultural diversity.

The successful interaction of family, school and Church creates a very subtle, yet 
powerful, environment for raising stable, morally responsible and well-grounded 
children who can adapt easily to life’s situations, interact successfully with others, 
make reasoned, solid decisions when necessary, and excel in both their studies and 
lives ahead.

Our administration and faculty are individually accountable and produce greater 
results than their public school counterparts.  The size of our school allows for 
more individual attention to be paid to students and parents alike.  Using teaching 
techniques acquired through continuous professional development, our faculty is 
able to employ the best methodologies and strategies to consistently maintain 
above-average achievement on the Iowa Standardized Test Scores as we teach our 
children to become lifelong learners.

The Orthodox Christian values upon which ADS was founded in 2002 continue to give 
life and inspiration to our school, supporting its warm and nurturing environment. 
Individual achievement, academic excellence, creativity, active learning and 
innovative teaching –paired with a deep respect for the individual child – continue 
to guide ADS today.
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ANNUNCIATION SCHOOL
FACULTY AND STAFF 

Rev. Fr. Paul A. Kaplanis, Dean

Rev. Fr. Christos P. Mars, Presbyter

Elias Lampropoulos, Pastoral Assistant

Peter Epstein, Principal

2016-2017 School Year

School Office

Administrative Assistant Joanna Gordon

Elementary School

Kindergarten
First Grade
Second Grade
Third Grade
Fourth Grade
Fifth Grade

Connie Lamas
Janet Brown
Margaret Flores
Arielle Kontoes
Judy Parris
Elizabeth Zervakos

Sixth Grade Jeanne Miller& January Stephanopoulos
Seventh Grade                         Dr. Dawn Adams     

Special Areas

Religion:
Greek Language:
Art:
Music:    
Physical Education:

Elias Lampropoulos
Kalliopi Tsikourika &Magda Vourtsis
January Stephanopoulos
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Our Faculty

Our Parent-Teacher Organization

Our School Board

We have a very talented faculty with a blend of many experienced teachers and newer 
graduates in education. This allows us to deliver instruction that is innovative, yet 
based on solid, proven teaching methods.  In addition to graduate degrees, many 
of our faculty have specific endorsements in math, social studies, science, reading, 
ESOL and teaching gifted students.

Family, ADS faculty and our parish/school communities all share the responsibilities 
for the development of well-rounded children.  Our Parent Teacher Organization 
(PTO) is an active and integral part of our school.  The PTO’s fund-raising activities 
throughout the school year are vital to the school’s success.  A specific set of bylaws 
assist in the operation of the PTO. 

The ADS School Board is a committee of the Parish Council, which meets monthly 
to discuss policy, finances, and other matters as they relate to the operation of both 
our day and afternoon schools. Special meetings may be called by the Clergy and 
School Board Chairman, as needed.  The Board is comprised of a minimum of three 
(3) ex-officio members (Cathedral Clergy and the Parish Council President), and eight 
(8) Cathedral voting members, who have been (a) appointed by the Clergy and (b) 
approved by the Parish Council in due consideration of the guidelines established by 
the Education, Hellenic Culture and Youth Diakonia Committee.  All decisions reached 
are reviewed and voted on by the Parish Council at their monthly meeting, before 
taking effect.  Members in attendance at all ADS Board meetings include the Parish 
Clergy, Parish Council President, ADS Principal and Board Members, as well as any 
advisors with educational and/or business backgrounds who may be called upon to 
act as resources for the group on educational issues.
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6 RE-ENROLLMENT

ADMISSIONS POLICY

STATE OF GEORGIA HEALTH REQUIREMENTS

Enrollment forms for current families can be accessed on RenWeb during open 
enrollment. Parents will receive an e-mail when it is time to re-enroll for the next
year. Re-enrollment is not automatic for the following year.  Parents must fill out the 
re-enrollment packet in order for their child to secure a spot.

At the time of re-enrollment, you will need to provide current State of Georgia 
Health documents required below and a Cathedral membership verification form, if 
applicable. 

New students are accepted upon review of their completed application packet and 
a determination by the Principal that such students are well suited to ADS.  ADS 
reserves the right to deny admission to any student who is evaluated as ineligible. 
Transfer students are subject to a full review of student records by the Principal.  All 
new and transfer students are on academic and conduct probation for the first year 
of attendance at ADS.  ADS does not offer special education services and cannot support 
students that may require a special setting/instruction in order to accommodate the 
student’s needs. 

Academic evaluation will include a review of a student’s most recent report card, 
academic transcripts, current teacher evaluations, current scores from a nationally-
normed achievement test, a personal visit with the parents and any other inquiry 
deemed necessary by the school. 

Students applying to our Kindergarten program must be five (5) years of age on or 
before September 1st.  Birth certificates are required for all K-7th grade students.

The State of Georgia requires the following documents for each student:

Medical Forms Form 3300 (Certificate of Eye, Ear, Dental Exam) 
K-7th Grade only

Form 3231 Current immunization certificate

Birth Certificate (Pre-K- 7th Grade) 

 



SCHOOL OFFICE HOURS

ACADEMICS

Progress Reports will be posted by teachers every 4.5 
weeks on the Parents Portal on RenWeb

School Grading Scale

REPORT CARDS/PROGRESS REPORTS

The school office is open for general business Monday-Friday, from 8:00 a.m. – 3:30 
p.m. during the school year.  The phone number is 404-565-2850.  The Principal is 
also available by appointment during school hours.

Our curriculum is fully aligned with the Georgia State Standards and with 
the National Common Core Standards.  These standards may be viewed at   
www.georgiastandards.org.

A midterm report will be issued midway through each school quarter with a final 
grade issued at the end of each quarter on the report card. You can access the 
midterm report via your Parents Web account. Specials teachers will not post grades 
for progress reports. Two formal parent/teacher conferences are scheduled each 
year.  In addition, appointments may be made whenever there is a concern about 
your child’s academic progress.

Kindergarten through 2nd grade students receive letter grades on their report cards. 

3rd -7th grade students receive numbers on their report cards.

Elementary / Middle School

October 14th - 1st Report Card 

January 13th - 2nd Report card 

March 17th - 3rd Report card

May 26th - Final Report card
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Kindergarten

E = Excellent Progress
S = Satisfactory Progress
N = Needs Improvement
U = Unsatisfactory

Elementary/Middle School - Grades 1 - 7 

A = 100 - 90
B =   89 - 80
C =   79 - 74
D =   73-70
U =   Below 70

 



8 Annunciation Day School Curriculum
Aligned with the State of Georgia Board of 

Education and the Performance Standards.

Kindergarten –Seventh Grades:

Language Arts:  Through the study of language arts, students will learn to read, 
speak and write fluently, and understand a broad range of written 
material.  Students will learn to listen carefully and to communicate 
effectively.  Students will learn to write for a variety of audiences 
and purposes.  Organizational skills are taught and reinforced 
through the daily use of an assignment notebook.  Teachers are 
always available for needed support.

Mathematics: Students will learn to identify, describe and investigate patterns 
found in everyday living as they relate to math.  Numbers, quantities, 
shapes and numerical relationships will be investigated along with 
problem solving, visualizing and reasoning skills.  Computation 
skills will be mastered in addition, subtraction, multiplication and 
division.

Social Studies: Students will learn about political, social and economic systems, 
with an emphasis on the United States and Georgia.

Science: We explore key concepts and principles of life, physical, earth and 
space sciences that will develop students who understand the 
scientific inquiry process.  A hands-on approach to learning is 
emphasized at all levels.

Religion: Students will develop an understanding of the Orthodox Christian 
Faith through stories, interactive lessons and learning to live as an 
Orthodox Christian through the eyes of God.  ADS is recognized 
by the Greek Orthodox Archdiocese of America and is subject 
to its jurisdiction.  Religious instruction is a required part of our 
curriculum for all students, regardless of their personal faith 
traditions, and will be taught by our Clergy or their designees.

Greek 
Language:

Our program includes reading, writing, grammar and conversation.   
Students will learn to communicate and gain an understanding of 
a different culture.

Art Instruction: Through our art program, we strive to assist each child in 
reaching his/her fullest creative potential by providing a suitable 
environment for artistic expression.  Students will apply media 
techniques and processes to develop their basic skills. Students 
will learn about the impact that art history has had on different 
cultures. 
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Physical 
Education:

We focus upon both large and small motor skill development 
through a variety of activities.  Students are exposed to both team 
and individual sports, as well as health and safety concepts.

Music: The cultural and historical context of music will be shared, as 
well as a variety of skills and techniques.  We will explore creative 
musical expression as well.

STUDENT TESTING

RETENTION

HOMEWORK

The Iowa Standardized Achievement Test will be given to all K-7th grade students and 
The CogAT Test will be given to our 2nd, 3rd, 4th, 5th, 6th and 7th grade students.  Both 
the Iowa and CogAT tests will be given in the spring of each year.  Benchmark testing 
is administered in reading, math and writing three times per year.

Retention is a serious step, taken only after many other efforts to assist the student 
academically have not resulted in the expected academic progress.  The teacher will 
notify the parents of any student in danger of retention due to poor academic progress 
by the end of the third quarter.  Students in grades 3rd-7th who have failing grades 
on the final report card in two or more of the major core areas (reading/literature, 
math, social studies, science) may receive a notice not to return the following year. 

Homework is an extension of the learning process and is meant to reinforce, 
enhance or continue learning that has begun at school.  It is a method of helping 
students establish self-discipline and study skills. Homework is also a way to keep 
parents informed about and involved with the child’s schoolwork. The role of the 
parents is to provide a quiet place for the child to study and to provide support and 
encouragement.  The role of the school is to assign meaningful homework.  The role 
of the student is to complete the homework to the best of his/her ability and turn it 
in on time.  Through a strong home-school partnership, homework has the potential 
to increase learning time and student achievement.  A suggested guideline in keeping 
with the grade level and ability of the students is 10-20 minutes per night in the first 
grade, and an additional 10 minutes per grade level thereafter.  The teacher will check 
all homework for accuracy and completion.

Kindergarten through seventh grade will be marked for completion or a grade on 
homework assignments.  No late homework will be accepted unless due to illness.   
Each teacher, at his/her discretion, will assign grades or points to designated 
homework.

 



10 SUMMER READING/PACKETS

HONOR ROLL GUIDELINES

ACADEMIC INTEGRITY

In both the English and Greek curricula, summer packets and summer reading/
book reports are given to each child at the end of the school year.  The receiving 
teacher prepares the packet for the students who will be in his/her class in the new 
school year.  This helps the students review strands of skills that are determined as 
important to a good start at the beginning of the school year and gives the students a 
“preview” of what school will be like in their new grade level.  By completing the packet 
slowly and consistently over the summer, your child will keep necessary skills and 
concepts current in his/her mind.  Each teacher determines how the packets will be 
assessed/points awarded upon return to school.

HIGH HONORS HONOR ROLL - GRADES K - 7th, for each 9-week marking period

1.  All A’s in all subjects

2.  All “E’s” in conduct and effort during the reporting period

HONOR ROLL - GRADES K - 7th, for each 9-week marking period 

1.  All A’s and B’s in all subjects

2.  No less than an ‘S’ or ‘E’ in conduct and effort during the reporting period

HONOR ROLL - ALL FOUR QUARTERS 
All High Honor and Honor Roll recipients for all four quarters will be acknowledged 
at the Awards Assembly at the end of the school year.  

We trust and expect that our students will do their best when fulfilling academic 
assignments, and that all of their work is their own honest effort.  Academic dishonesty 
inhibits the learning process and is not consistent with our school’s mission of 
integrating our Orthodox Christian Faith and our educational values.  Violations of 
academic integrity are very serious.  Adherence to the following Academic Integrity 
guidelines is expected of all ADS students:

• No talking among students during tests or quizzes.
• Students may only submit their own work.  Plagiarism or copying word for word, 

from any source, whether electronic or in print, will not be accepted for any credit.   
All work must be in the student’s own words, with properly cited sources.

 



If found to be in violation of either one of the above guidelines, the student will receive 
a zero on the test, project or paper in question.  No opportunity will be given to makeup 
work found to be in violation of these guidelines.  The Principal or faculty member will 
notify parents promptly after identifying a violation.
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CLUBS 

AFTERSCHOOL

ADS PATROLS

ARRIVAL AND DISMISSAL

ADS offers clubs for the 2016-2017 academic year.  All information regarding days 
and times can be found on our website. Clubs will run from 2:45-3:45 pm. If your 
child is not picked up at club dismissal time they will be sent to Afterschool Care 
and you will be charged the $15 fee. Clubs will operate each semester and are only 
available for our Pre-K-7th grade students. Signups will be handled directly with the 
club vendors.  Please do not send money or registration forms into the school. Flyers 
will be sent out as clubs become available.  All ADS behavior expectations apply 
during after school clubs and care. 

ADS Afterschool Care operates from 1:30-6:00 p.m, Monday-Friday. Children in 
Afterschool engage in a variety of fun learning activities, arts/crafts and sports. The 
After School Program operates on school days only. It is available on early dismissal 
days as well as regular dismissal days for our Pre-K(4’s) - 7th grade students. 
Afterschool is not available when school is not in session.

Safety patrols are sixth and seventh grade students who are appointed with input from 
Clergy, teachers and administration.  Consideration is based on student interest, 
academic achievement, commitment and responsibility towards others. ADS patrols 
are responsible for morning and afternoon carpool monitoring and safety. 

Please drive slowly and carefully while you are on the school grounds.  When you 
reach the carpool line, pull your car all the way forward.  Remain in your car and the 
teachers will assist your child in getting out of/into the car.  Please keep drop-off lanes 
moving by pulling through once your child has exited the car. 

Carpool begins for Elementary and Middle School students at 8:15 a.m.  Students are 
marked tardy after 8:30 a.m.; a parent must sign them in at the school office in order 
for their child to receive a tardy slip.
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EARLY DISMISSAL

FIELD TRIPS

PARENT VOLUNTEERS: 

Dismissal is at 2:45 p.m.  Please be prompt.  Our teachers/staff are not available to 
supervise students past 2:45 p.m.  Students will be sent to the After Care program 
and be charged the walk in rate after 2:55 p.m.  Only those students scheduled for 
after school activities may remain in the building following the dismissal of school.

In an effort to teach responsibility, students must receive permission from a staff 
member to re-enter the building for forgotten items once the students have been 
dismissed.

Teachers on duty in the morning and afternoon are not available during arrival and 
dismissal for conferences. Please schedule a time when the teacher can devote his/
her full attention to your concerns.

Please do your best to schedule doctor appointments outside of school hours.  In 
the event that you must pick your child up early for an appointment, we ask that you 
write a note to their teacher so that they may prepare accordingly.  When you arrive 
to pick up your child, please sign your child out in the school office.  We will send for 
your child upon your arrival.

All field trips have a connection to our curriculum and are an extension of our 
educational program. Field trips are designed to enrich the student’s classroom 
curriculum in an educational, cultural and social experience.  Transportation and 
admission fees are to be paid for each individual child via their FACTS account.  No 
refunds can be given because vendors do not refund pre-paid monies to schools.   
Each student must have an official permission slip signed and dated by a parent/
guardian. Students will not be released early to parents after a field trip unless 
there is an emergency.  Chaperone-to-student ratios are determined by the faculty, 
who will coordinate with the grade’s head room parent to make arrangements with 
chaperoning parent volunteers.  Parents interested in chaperoning should contact 
their head room parent if they wish to be involved.  Chaperones may not bring 
students’ siblings or other children on field trips and must refrain from purchasing any 
gifts/snacks for the students whom they are supervising.  Behavioral expectations on 
field trips are identical to the discipline policy outlined in this handbook.  If a student 
receives a discipline referral at any time during the quarter, it will prohibit him/her 
from attending field trips for that particular quarter.

Parents are an important part of our school and are welcome to volunteer.  Background 
checks must be conducted on all parent volunteers prior to being approved to assist 
at ADS.  Parent volunteers must not be in a classroom or any private location with 
children unless a faculty member is present at all times.  

 



13PARENT INVOLVEMENT

VISITORS

ATTENDANCE

Success at our school is often the result of close communication and teamwork 
between the parent and the teacher. You can help your child by becoming involved in 
your child’s learning experience. Teachers often need parents who can help plan and 
carry out class parties, chaperone field trips or act as guest speakers. Please let your 
child’s teacher know how you can help. One or both parents from each ADS family is/
are expected to volunteer for a minimum of 15 hours during the school year.  Parents 
are encouraged to participate/contribute to the Annual Fund/Gala and PTO.

The school doors are locked from 8:00 a.m. to 6:00 p.m. each day for the safety and 
security of our students and teachers.  All parents and visitors must come in 
through the secure double doors and sign in at the school office in order to 
enter the building. Once signed in, a visitor’s badge will be provided, letting 
our staff know that you have signed in and have permission to be in the building.   
Again, this is to keep our students safe at all times.

Attending school regularly is a vital component to a student’s academic success.  ADS 
expects regular attendance except for illness, emergency situations or family crisis.   
Excessive absences jeopardize academic success.  In cases of excessive absences, 
a meeting will be held with the Principal to discuss the academic standing of the 
student.  A full day of instruction is considered to be 300 minutes per day by the State 
of Georgia.  Students in attendance for less than 150 minutes during any school day 
will not be considered present and will not be eligible to take any exams scheduled 
during that school day.  Half-day attendance will be awarded to students who are 
present from 150-299 minutes.  Parents are required to call the school office 
(404-565-2850) to report their child’s absence each day that he/she is absent. 
Homework requests may only be made before 12:00 noon and may be picked up 
in the school office after dismissal. Parents must provide a dated, written excuse 
upon return to school.  Emails are acceptable.

The Principal will contact parents when a student exceeds 10 days of absence during 
any time of the year. Extended or chronic absences that occur must be documented 
by a doctor’s note.  An excessive number of absences during the school year may 
require the student to attend a summer school program in order to be promoted 
or to be retained in their current grade.  When a student is absent due to illness or 
family crisis, s/he may have one day for every day absent to make up missed work.   
It is understood that it is up to each individual teacher’s discretion to determine a 
timeline in which to administer tests upon the student’s return. Parents must give ADS 
a 30-day notice prior to withdrawing their child.

 



14 Excused Absences

Unexcused Absences

ABSENCES OUTSIDE OF SCHOOL HOLIDAYS

TARDIES

STUDENT RECORDS

Absences will be excused on the basis of verified contact with parents or guardian for 
the following reasons:

1. Personal illness of the student
2. Medical or dental examinations and/or treatment of the student
3. Death in the family
4. Emergency situations arising from unusual weather conditions
5. Extenuating circumstances will be considered by the Principal

Absences other than those mentioned above will be considered unexcused.  Excessive 
unexcused absences will result in a meeting between the parents and the Principal.

Vacations should only be planned during scheduled school holidays and are 
discouraged during the school year.  However, if parents wish to take their child out of 
school for several days due to a family trip/vacation, they must understand that their 
student will be missing valuable instruction time and that academic progress may be 
affected.  Notification in writing must be given to the Principal by a parent prior to the 
trip by filling out an extended absence form available in the school office.  Teachers 
are not expected to provide assignments before a planned absence outside of school 
holidays. Students who miss school due to this type of absence are expected to take 
exams and make up assignments and projects within a time frame that has been 
determined by the teacher. It is left to the discretion of the teacher as to when he/she 
administers tests upon return.

All ADS students are expected to arrive on time each morning, before 8:30 a.m.  Late 
arrivals will need to sign in at the school office and receive a tardy slip. Excessive 
tardiness not only harms the academic progress of the student arriving late, but also 
creates a significant disruption in the classroom, affecting all students. 

Parents have access to their child’s records and can view them at any time by making 
a written request to the Principal. Records cannot be transferred to another school 
without a written Transfer of Records Request, which has been signed by a parent/

 



guardian and has been sent to ADS from the receiving school.  All records must be 
mailed school-to-school and cannot be hand-carried by a parent/guardian. ADS has 
the right to withhold any student’s academic records if the student has a remaining, 
unpaid balance upon withdrawing from the school.
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CHILD ABUSE/NEGLECT

COMMUNICATION SOURCES

COMMUNICATION WITH FACULTY, STAFF AND 
ADMINISTRATION

All faculty and staff who have reasonable cause to believe that any child has been 
abused or neglected are required by Georgia law to file a report of the suspected 
abuse or neglect with the Georgia Department of Family and Children Services,  police 
or the district attorney. 

Print and electronic forms of communication are available to our parents.  Our 
school website (www.annunciationdayschool.org) is a good way to check for general 
information and for upcoming events regarding the school.  Curriculum Night is 
scheduled at the beginning of the school year to familiarize parents with their child’s 
teacher and the curriculum.  There are two Parent/Teacher Conferences scheduled 
each year, one in the fall and one in the spring for formal discussions about each 
child’s progress, but appointments may be scheduled at any time with the teachers 
and/or the Principal to discuss any areas of concern.

Elementary Teachers in grades K-4th provide a weekly newsletter to parents to keep 
them updated. Grades 5th-7th update parents through posting assignments and 
class news on their class website. An electronic ADS Parent Newsletter is available 
each month on our website.  Friday Folders are used in Kindergarten - 7th grades.   
Important bulletins and information about your child’s progress can be found in this 
folder.  Please sign and return Friday Folders each Monday morning, so that we can 
be certain that you viewed your child’s weekly papers.

We welcome communication by phone, letter or e-mail.  Every effort is made to respond 
by the next school day.  Any issue regarding grades or classroom situations should 
be directed to the teacher as the first contact.  If additional discussion or resolution is 
needed, a parent and/or teacher may contact the Principal.  Phone messages may be 
left for the teachers and/or the Principal at any time during the school day, with the 
expectation that a phone call will be returned within 24 hours.

 



16 STUDENT RULES OF CONDUCT

BULLYING

ADMINISTRATIVE PROCEDURES

• No student will interrupt learning and teaching or disrupt the school environment 
in any way.

• No student will damage or attempt to damage, or take or attempt to take without 
permission, school property or the property of others.

• No student will bully, threaten, hurt or use disrespectful language with other 
students, clergy, faculty or staff members in verbal, written or electronic form.

• No student will possess or use weapons, whether assembled or disassembled 
(guns, including toy guns) firecrackers, etc. whether toy, operational or not 
operational if a person could reasonably perceive the object to be a weapon or if 
the object is a destructive device.

• No student will possess, use or distribute alcohol, tobacco products or drugs, or 
any substances which they represent to be alcohol, tobacco products or drugs.

• Severe or repeated violations of school rules may result in a parental conference 
and/or disciplinary review committee meeting with the parents and the Principal.

HOUSES SYSTEM: ADS uses the Houses System in grades 1st-7th to motivate students 
to be success-ful academically and to develop their leadership skills. Each student has 
a demerit and positive achievement sheet that is used to track team progress within 
each house. Each house also represents a virtue that students strive to represent. 
ADS has four houses: Athens, Ephesus, Antioch and Thessaloniki.

• Bullying is not tolerated at ADS. Bullying occurs when a student is the target of 
repeated negative actions, usually in the form of intentional, repeated hurtful acts, 
words, electronic communications or other behaviors. Any student who believes 
that he/she has been the victim of bullying or has witnessed a person being bullied 
is expected to report the incident to the teacher. 

• Any student found to be engaged in bullying will be subject to appropriate 
disciplinary actions within the discretion of the principal. 

A. For minor disciplinary concerns, the faculty member will notify the parent/guardian 
of any concerns regarding their child’s behavior.  Loss of privilege, time-out and 
other intervention strategies will be employed.

B.  For more serious discipline problems, the teacher will call the parent to let them 
know that and an administrative referral has been written up and handed to the 
Principal.  The Principal will speak with the child and notify a parent of the concern 
and consequence for the misconduct.  The referral form will be sent home for a 
parent/guardian review/signature, and must be returned on the following school
day.  The ultimate consequence for misbehavior is removal from the school.

 



17INFRACTIONS

DRESS CODE

GYM UNIFORMS

Upon receiving a third infraction of any kind, an administrative referral will be given and 
a meeting with parents and teacher will be requested by the Principal. Infractions 
include violations of any school rules, standards or policies, including school dress 
code.

Students are to be properly and neatly dressed in school uniforms at all times. Shirts 
must be tucked in, boys must wear belts and girls’ skirts and/or skorts must be no 
shorter than the length of a 3-inch x 3-inch Post-It note above the knee. Optional summer 
wear for both boys and girls may only be worn between the first day of school to the 
end of Daylight Savings Time in the fall and again the beginning of Daylight Savings 
Time in the spring through the end of the school year. Faculty will strictly enforce the 
dress code in grades K-7th through the House Demerit System. 

Only the ADS sweater or fleece jacket may be worn over the uniform on colder days 
or in the classrooms. If three consecutive written warnings of any kind are issued 
about uniform infractions, the fourth infraction will be followed with an administrative 
referral.

If another shirt is worn under the ADS gym shirt, it may not show or hang below the 
ADS gym shirt in any way.

Separate uniforms for each child must be provided; uniform sharing with siblings is 
not permitted.
No aerosol, colognes, sprays or other propellants may be used in locker room or kept 
in gym bags.

Kindergarten - 2nd grade: Girls are required to wear gym shorts underneath 
the jumper. Boys will participate with their regular school uniform.  All gym shoes 
must have non-marking soles.

Grades 3rd - 7th Grades: Gym uniforms are required for students in Grades 3rd - 7th.

A lower grade in gym class will be given if a student is not in uniform three consecutive 
times.  All gym shoes must have non-marking soles and may not be the same shoes 
the student wears to school each day.

 



18 CASUAL DAYS

ELECTRONIC DEVICES

ELECTRONIC WEBSITES/SOCIAL MEDIA WEBSITES

We are an Orthodox Christian parochial school.  All aspects of our student life, 
including clothing choices, must be consistent with our faith and traditions.  Casual 
days will be posted on the school calendar and are meant as a way for students and 
faculty to promote good, wholesome fun at our school.  School spirit-wear, along with 
jeans or khakis, is the most acceptable form of casual dress. 
Casual clothing choices may not disrupt the learning environment in any way and 
must include: 

·  appropriately fitting tops and bottoms with no rips/tears/holes;

·  a lack of inappropriate or suggestive wordings or logos (e.g. Victoria’s Secret                            
Pink etc.); 
·  shoes that are completely closed (no crocs/flip-flops etc.); 
·  no jewelry, makeup, hats or unusual hairstyling.  

If students come to school in inappropriate casual clothing, the student may be asked 
to call a parent to bring optional clothing.   (This is not meant to be a totally inclusive 
list.)  Please support our church school environment by helping your child exercise 
good choices.  We truly want this to be a “fun” time for students to look forward to 
and enjoy.

Students who need to call home are required to use the school office phone.  The 
students may carry no electronic devices during the school day.  If a cell phone is sent 
to school by a parent, the student must store the cell phone in the “off” position in his/
her backpack.  Cell phones may not be kept on the student’s person or used at any 
time during the school day from the time the student arrives until s/he is picked up.   
A parent or guardian will be required to pick up any inappropriate electronic devices 
at the school office.  Text messaging is strictly prohibited during the school day and/ or 
during after school activities, anywhere, anytime on the campus.  If texting issues are 
brought to the attention of the Principal, regardless of whether they have occurred 
in/out of school times, the Principal will be obligated to investigate the situation and 
issue consequences, as deemed necessary.

The school provides Internet safety information for all for students and parents.   
Therefore, all students/parents are to be acquainted with the acceptable use of 
technology at ADS.  There is growing concern surrounding students posting personal 
information about themselves on any number of social networks.  ADS reserves the 
right to enforce disciplinary action if it is brought to the attention of the school that a 
student’s comments or pictures are inappropriate, are in violation of the school 
Acceptable Use Policy (AUP) for technology, or represent ADS in a way that reflects

 



poorly on the staff and/or mission of the school.  Parents are urged to communicate 
openly with their children about the potential dangers and consequences of using the 
Internet inappropriately.  Posting any student or teacher pictures on social networking 
sites (including, but not limited to: Facebook, Twitter, Instagram, SnapChat, Whatsapp, 
etc.) without permission from that person is not allowed.
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Technology & Internet Acceptable 
Use Policy
As part of our efforts to provide a high-quality educational experience at Annunciation 
Day School, our students will continue to have access to more technology.  With this 
privilege comes the obligation to use equipment responsibly.  In order for students 

to be able to access the Internet for educational purposes, all students are 

required to obtain parental permission by signing and returning the Technology 

and Internet Acceptable Use Policy Form to their teacher. The following 
expectations constitute our school’s Technology and Internet Acceptable Use Policy:

• Use of the Internet must be in support of grade-appropriate curriculum and 
mastery of the ADS academic knowledge and skills.

• Equipment must be used in a manner that does not harm the equipment or 
endanger others.  Students are expected to treat all equipment respectfully and 
report any misuse to a staff member.

• Students shall not try to bypass security that has been put in place on computers.
   Changing, or attempting to change, a computer’s settings are a violation of 
our school’s Internet Acceptable Use Policy.

• Students are expected to respect the work and ownership rights of students and 
staff, as well as people outside of the school.  This includes abiding by copyright 
laws.  Thumb drives may be used only to store student work. 

• Students shall not access or create material that contains profanity, obscenity, or 
any inappropriate content, language or graphics.

• Students shall not access any resources or other individual’s files without 
permission.

Violation of any of the above principles may result in the suspension of a student’s 
technology and Internet privileges and/or other appropriate disciplinary action.  ADS 
is not responsible for student use that is in violation of the Technology and Internet 
Acceptable Use Policy.

EMERGENCY CARDS
The school must be in a position to contact a parent/guardian in case of an emergency.   
Therefore, emergency cards must be filled out for each student in attendance and 
must include allergy information.  Cards must be kept current and the school office 
should be notified immediately of a change of residence, phone number, email 
address, medical condition or custody change.  In the event of an emergency, if a
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EMERGENCY CLOSINGS

EMERGENCY PROCEDURES

HEALTH/ILLNESS

parent or guardian cannot be reached during the school day or is unable to pick the 
student up from school, a student will only be released to an individual listed on his/
her emergency card.  Please include all names of people who are available to pick 
your child up during the school day.  If a student is to return home in some way other 
than that which is indicated on the emergency card, the school must be notified in 
writing.

When the school is closed due to inclement weather it will be posted on our school 
website, an email will be sent to each family and the closing will be announced on 
WSB-TV.  Please note: ADS will not always follow DeKalb County school closings.  The 
school will do its best to make an informed decision in the event of inclement weather.  
In cases where ADS remains open during inclement weather, it is always up to the 
parents’ discretion as to whether or not they can safely reach the school. 

In emergency situations, the school will implement the appropriate emergency plan 
in order to ensure the safety of all students and staff.  Fire evacuation plans and 
severe weather plans are practiced during the school year.  A complete lockdown 
of the school will be implemented whenever the situation warrants it.  Students 
are expected to remain silent and follow directions of school personnel during any 
emergency procedure. In case of a medical emergency, 911 will be called and an 
ambulance will take the child to the hospital. Parents will cover the cost of ambulance 
transportation. 

HEALTH POLICIES:  It is the parent/guardian’s responsibility not to send their child to 
school if the child exhibits any sign of illness, such as fever, runny nose, red or sore 
throat, cough, skin rashes, diarrhea, pink eye, vomiting, lice, etc.  We insist that the 
child be kept at home under these conditions, for the child’s sake and the protection 
of the class and faculty.  If any of these symptoms appear during school, the parent/
guardian will be notified to pick up their child.  A child must be free of fever for 
24 hours and follow a doctor’s recommendations before returning to school.   
ADS reserves the right to release health concerns of individual students to our faculty 
and staff for informational purposes only.  All student health information is kept 
confidential.

STUDENT ILLNESS DURING THE SCHOOL DAY:  Students who become ill during the 
school day are sent to the school office by the teacher.  ADS does not have a full-time 
nurse or other medical personnel to diagnose illnesses, but the child’s temperature

 



may be taken.  Students will be sent home if they have a temperature of 100 degrees 
or higher.  Students must be fever-free for 24 hours before they return to school.   
Either the Administrative Assistant or Principal will notify a parent in the event that 
their child must be picked up.
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HEALTH RECORD/ IMMUNIZATIONS

MEDICATION FOR STUDENTS

All students are required to have the proper health documents on file as required 
by the State of Georgia at the beginning of the school year.  Georgia law requires 
proof that the required immunizations for measles, mumps, rubella, diphtheria, 
pertussis, tetanus, poliomyelitis and the required health exams for each grade level 
be completed.  Failure to comply may result in exclusion from school and/or non-
release of report card/transcripts. Parents are responsible for getting all immunization 
information within 30 days and submitting an updated current 3231form to the school 
office. If it is not presented to us within 30 days, the child may not return to school 
until the form is submitted. There will not be a break in tuition costs and the parent 
is still responsible for paying tuition. Additionally, the 30-day withdrawal notice still 
applies.

All student medications must be kept in the school office. Students must take their 
medication only in the school office where it will be documented and kept by the 
Administrative Assistant.  Parents must submit a medication form along with any 
medication that the student will be taking while at school.  A copy of this form is 
available in the school office, and student medication/allergy information must be 
indicated on their student information card.

If your child has asthma, an inhaler must be kept at school at all times. If the student 
has a severe allergy, parents should request a meeting with teachers and the principal 
to discuss a medical safety plan for the student. The Annunciation Day School and 
its School Board, the Annunciation Cathedral and its employees claim immunity 
from civil liability. They are not liable for damages and injuries resulting from the 
administration of medication to a student at the direction of the parents and will 
be relieved from any claims for personal injury that may be sustained during this 
administration. 

It is the parent’s responsibility to make sure all medication is up to date and when and 
if it needs to be refilled. A student’s inhaler and/or EpiPen will be kept in the teacher’s 
emergency bag.

 



22 ACCIDENTAL STUDENT INJURY

AED LOCATIONS

NIT AND LICE POLICY

PARENT-TEACHER ORGANIZATION 

EXCUSE FROM PHYSICAL EDUCATION/
OUTDOOR RECESS

If a child is injured during the school day, the school office will administer minor first 
aid when appropriate. The parent will be contacted immediately if the child requires 
care beyond that which the school can provide. An OUCH report will be filled out by 
the teacher and the Principal will be notified.

An AED is located in the school office and in the hallway across from the school office. 
An automated external defibrillator (AED) is a portable device that checks the heart 
rhythm and can send an electric shock to the heart to try to restore normal rhythm 
in emergency situations. ADS has volunteers on site who are trained to operate the 
AED. 

Head lice continues to be one of the most prevalent communicable diseases among 
American children, and outbreaks are possible wherever children gather. 

Please do not send your child to school if head lice or nits are detected. If a student 
is determined to have lice or nits at school, parents will be notified to pick up the 
student. The student may return to school as soon as treatment with a lice-killing 
product is completed.

Annunciation Day School’s Parent-Teacher Organization (PTO) fosters a cooperative 
relationship between the parents, faculty and staff of ADS for the enrichment of our 
children’s educational experience.  Through volunteer efforts, fundraising endeavors 
and event planning, the PTO supports the educational, spiritual and financial 
development of ADS.  In addition, the mission of the PTO is to establish a sense of 
community for all ADS attendees.

A written request from the parent or physician is required to be excused from physical 
education or outside recess. Requests should clearly indicate specific activities from 
which the child should refrain and the duration of time.

 



23ADS ANNUAL FUND 

LUNCH

BIRTHDAY/NAME DAY TREAT

TEXTBOOKS

PRINCIPAL/SCHOOL BOARD’S RIGHT  TO AMEND HANDBOOK

ADS Annual Fund contributions enhance the educational opportunities available to 
our students by providing funds for curriculum materials, school supplies and teacher 
salaries. Tuition alone can never cover the cost of a private education and tuition 
dollars cover only a part of the school’s operating budget. Thus, annual support of 
the ADS Annual Fund bridges the gap between the total cost of operating the school 
and tuition revenue. Your support is critical to the school fulfilling our mission. We are 
asking all parents to participate in the ADS Annual Fund. 

Parents are responsible for sending lunch with their child each day.  Hot lunch is 
delivered daily if you would like the option of ordering through Campus Cuisine.  You 
can find the link to their menu on our website.  Orthodox Christians fast during 
certain seasons of the year, including most Wednesdays and Fridays.  Because we are 
a church school, we will reinforce this practice by posting these days on the church 
calendar on our website. It is ultimately up to the parents to provide a fasting lunch 
when noted.  For more information on fasting, consult with the Clergy.

In the event that a child forgets to bring his/her lunch, parents may drop off a lunch 
in the school office.  Please mark your child’s name and grade on the lunch bag. The 
children will pick up their lunches on the way to the lunchroom at their appropriate 
lunchtime.

Parents may send treats (individual treats only) for their children’s birthday or name 
day. Send the items with the child or drop the treats off at the school office.  No 
balloons or treat bags please.  We will serve the treats after the children have eaten 
lunch.  Students may not distribute party invitations at school unless the entire (or 
just boys, or just girls) class is invited to the event.  In these cases, the student will ask 
the teacher for permission to distribute invitations at the end of the school day.

Textbooks are the property of ADS.  It is the expectation that students will handle 
them with respect.  Any textbooks which are lost or damaged must be paid for before 
any report cards or transcripts will be released.  As a matter of respect, students may 
not deface, write or draw on any of their textbooks.

The Principal and the ADS Board, working together, reserve the right to amend 
statements in this handbook upon written notice to parents, except in the case of 
exigent circumstances, wherein immediate implementation of such modifications 
may occur.  
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