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Welcome 

Welcome to Almaden Country School! Thank you for inviting us to join your child in the wonderful journey 
of childhood. You have great hopes for your child’s future and have chosen Almaden Country School after 
very careful consideration. We take seriously the stewardship you have given us. We will employ every 
resource, talent and passion we have to help your child discover his or her gifts. 

We enable today’s student to learn for tomorrow’s world. Our caring environment is dedicated to the social, 
physical and emotional development of each individual.  

Our philosophy works well – respect the individual, cooperate with the group, and discover the unique gifts 
of each student and teacher. Here friendships are formed, horizons expanded, and spirits challenged to 
excel, to reach out and grow. 

We look forward to your participation in the Almaden Country School community this year with a spirit of 
service and friendship. 

Sincerely, 

 

Dr. Olaf Jorgenson 

Head of School 
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The Almaden Country School Story 

School should be a place where every child, no matter 
how bright or brilliant, feels worthwhile, is challenged 
and grows. 

A Mother’s Dream 

A dream came true in the fall of 1982, when Nan Hunter founded Almaden Country School on the belief 
that every child is gifted, and that the challenge of schools is not to find the gifted and talented children; 
rather, it is to discover the gifts and talents in every child.  

Prior to that fall, Nan had placed her eight children in a variety of public and private schools. As a mother 
she knew that each of her children was unique. Each child had strengths and struggles. However, Nan 
could not find one school that had the philosophy or resources to teach each of her children as individuals. 

Calling on friends and community leaders, Nan gathered support for her dream school literally out of her 
garage. Her children passed out flyers announcing the creation of a brand new private school.  

In September 1982, 175 children walked on to Almaden Country School campus seeking an exceptional 
education. They found teachers dedicated to whole-brain learning, striving with each lesson to involve the 
different learning styles of their students. They found rigorous traditional academics as well as Foreign 
Language, Science, Art, Drama, Music and P.E., each taught by specialist teachers. 

Nan Hunter’s commitment to children and to education earned her the Woman of Achievement Award in 
1991, given by the Silicon Valley Women’s Club. 

A School Of Excellence 

In recognition of its outstanding programs and community, Almaden Country School received full 
accreditation in June 2003 from the Western Association of Schools and Colleges (WASC). The 
accreditation process involved a thorough three-year self-study during which faculty, parents, and students 
measured the school’s performance against its stated goals. Following the self-study, WASC 
representatives spent three days reviewing the school’s findings, interviewing parents, teachers, and 
students, and closely observing the daily operations of the school. The visiting committee praised Almaden 
Country School for its accomplishments and its direction. “The Visiting Committee commends the 
Founders, school administration and teachers for the creation of their inspirational vision and for bringing 
that vision into realization as a school of excellence.” 
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The Almaden Country School Mission 

Founded in 1982, the mission of Almaden Country School is to discover the gifts in every child. An Almaden 
Country School education is one that offers a traditional liberal arts and sciences curriculum taught in a 
developmentally appropriate sequence. It focuses on the individual and includes strong academics, 
continuity and integration of curriculum, broad enrichment programs and a dedicated partnership between 
home and school. 

 We value childhood. We recognize that each child has unique capabilities and learning styles that guide 
our instructional practices. We provide a wide variety of experiences to enable children to recognize, 
enhance and develop their innate talents. Academic expectations are high and, with the guidance of 
superior faculty members, students develop the necessary skills to prepare them for life. 

We strive to develop inherent values in each of our students. We value learning in an atmosphere of respect 
through courtesy, cooperation, honesty, patriotism, good citizenship, and appreciation of diversity. With 
these values at the helm of our school, we believe that faculty, students and parents will contribute to the 
well-being and stability of our community and our society. 

Our purpose as a school is clear: we want children to succeed in their educational, social, and personal 
endeavors. In the process, our students become delightful people – concerned, kind, committed, and ready 
to make significant contributions to our world. 
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Expected Schoolwide Learning Results 

In developing the whole child, Almaden Country School will prepare students to be: 

1. Critical and creative thinkers, who know, comprehend, apply, analyze, synthesize, evaluate in 
all disciplines. 

2. Literate individuals, who demonstrate developmental competency in all core and enrichment 
areas. 

3. Effective oral and written communicators, who listen, ask questions, respond, and present 
with clarity. 

4. Healthy individuals, who understand, demonstrate, and value the social, emotional, and 
physical elements of a healthy lifestyle. 

5. Community contributors, who value and practice respect, responsibility, integrity, patriotism, 
and appreciation for diversity, while serving the school and the larger community. 

6. Productive individuals, who discover, develop, appreciate, and apply their unique gifts with a 
strong work ethic. 

7. Respectful individuals, both of self and others, who understand their personal value and 
demonstrate confidence. 
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The Almaden Country School Way 

The mission of Almaden Country School is to discover the gifts in every child. The purpose of the Parent 
Handbook is to explain “The Almaden Country School Way,” or how we fulfill that mission for your child 
and for every child. 

You will learn what the governing values of the school are and how we apply those values in our 
educational program. You will learn about the resources that we draw upon. Finally, you will understand 
our expectations of you as a member of the Almaden Country School community and how your efforts will 
help the school and your child succeed. 

This resource guide is organized into three sections. 

Governing Values 

The Governing Values sections set forth each of the values that govern Almaden Country School. 

What we value as a school, as teachers, as students and as parents will in large part determine how we 
approach the educational process. Our values will determine how we treat each other. They will determine 
the choices we make. They will determine the efforts we extend. Because our values ultimately dictate our 
attitude and our actions, it is vital that we value those things that will allow us to discover the gifts in 
every child. 

Guidelines And Applications 

The Guidelines and Applications sections explain how Almaden Country School acts on its values. 

These guidelines and applications are intended to demonstrate a few of the ways in which the values of 
Almaden Country School are applied. It is not a complete list of do’s and don’ts. The strength of these 
values and of the school, however, lies not in how well we outwardly follow these guidelines, but on how 
well we internalize the values they reflect. At Almaden Country School we believe the greatest growth 
occurs when we teach and model true principles and allow students, teachers and parents to govern 
themselves accordingly. 

Resources 

The Resources sections identify the administrative, financial, academic and physical resources available at 
Almaden Country School. 
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Chapter 2 
 
 
 
 
 
 
 
 
 
 
 
 
 

Governing Values 
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We Value Childhood 

Childhood is a great way to start life! It is a time of possibilities, imagination, friendship and play. Children 
first see themselves as an extension of their mother and father, their primary nurturers. They then 
discover themselves. They discover that they have their own body, their own thoughts, needs and wants, 
their own will. As they grow, children cycle through stages of dependence, sensing their vulnerability, to 
stages of independence, realizing they can venture out on their own. From infant to toddler, from child to 
adolescent, from teenager to adult, our children finally launch into life, caring, capable, and confident. 

That is every parent’s dream, to help their child grow in confidence, character and competence. What a 
tremendous blessing and responsibility it is to be a parent! 

Because we value childhood at Almaden Country School, we do those things that recognize, respect and 
protect the child in our students. We create opportunities for growth that are appropriate for a child’s 
current developmental stage. We create an environment that stimulates their curiosity while respecting 
their innocence. We allow them to take the risks necessary for growth by creating an atmosphere where it 
is safe to make mistakes.  

 

We Value Learning In An Atmosphere  
Of Respect 

An Almaden Country School education demands an environment that is safe, stimulating, and respectful. 
When children feel valued and respected, they will feel free to take the risks necessary for growth. At 
Almaden Country School we present those opportunities for growth by focusing on learning and by helping 
children develop empathy and respect for their classmates. We recognize, respect and celebrate differences 
as the key to new possibilities. 

 

We Value Community, Cooperation  
And Good Citizenship 

A child is most likely to receive an exceptional education when he or she is part of a community of students, 
parents and teachers working together. The Almaden Country School community is built upon the principle 
of good citizenship. We accept responsibility. We work hard and contribute our best effort. We cooperate. 
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Almaden Country School is committed to helping children develop an intrinsic sense of responsibility to 
others. This is work parents begin at home and which we support at school. Partnering with parents, we 
empower our students with skills and attributes needed to enjoy their own lives and all the good that life 
has to offer. We also help them become other-centered people, rather than self-centered, using those skills 
and attributes to help those around them. We respect each other and the environment that we are in. 
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Parent Role 

As parents, you are your child’s first, and most 
important teachers. 

Many times we are asked by parents, “How can I keep my child enthusiastic about school and learning?” 
Here are some positive steps that you can take to help your child become an enthusiastic, life long learner. 

Maintain Your Child’s Self Esteem 

Express delight in what your child learns. Talk with your child every day about his/her school experiences 
and everyday events. Compliment your child on even the smallest things he/she achieves. Show that you 
value your child’s development as an individual. 

Model Good Work Habits 

Emphasize planned use of time and routine. Involve your child in your work activities. Share chores 
together and talk about the value of work. 

Support School And Your Child's Teacher 

Your interest demonstrates that school is important. Attend school functions. Supervise homework, making 
sure your child has a quiet place to work. 

Monitor The Media Your Child Experiences 

Monitor television viewing and discuss television programs with your child. 

Read To and With Your Child 

Have a family emphasis on language development, including vocabulary enrichment. Encourage your child 
to discuss what is being read. Extend your child’s language at every opportunity. Your child should see you 
reading for leisure and learning. 

Express Your Realistic Academic Expectations 

Encourage your child’s natural interest in science, drama, music, art, sports, etc. Let your child know that 
education is important to you. Provide learning experiences as family – trips to places of interest, 
museums, theater, and playing games together.  

Model Respect As A Family 

Good manners and values are learned – they don’t happen intuitively! 
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Learning 

Learning is much more than teaching. It implies that 
the work of the teacher and student is complete, not 
when a lesson has been taught and heard, but when the 
child understands and can apply the concepts 
presented. 

Learning is most likely to take place when children are challenged at their own level. To create an 
environment where children learn according to their unique strengths and talents, Almaden Country 
School employs flexible grouping, differentiated curriculum and a broad enrichment program. 

Setting Personal Goals 

Almaden Country School is committed to providing every child with an exceptional education. To do this, 
our teachers create a ‘Gifted Education Plan’ (GEP) for each student. This plan includes input from parents 
and teachers on the individual student’s strengths, needs, areas of interest, and learning styles. Teachers 
use this knowledge to create personalized goals for each child’s success. Goals are set in these areas: 

Academic And Social Development  

Teachers set goals and create a plan to help the individual student meet or exceed grade-level standards. 
While a consistent core curriculum is used for all students in a grade-level, the material is often 
differentiated to address a student’s personal learning needs. Teachers set goals and create a plan for 
challenging the individual student to extend him/herself in a developmentally appropriate way to 
experience the greatest social and academic growth. 

Expected School-wide Learning Results (ESLR’s)  

School-wide learning outcomes have been set to develop the whole child in seven key areas of personal 
development that complement academic learning. The GEP reflects growth towards the ESLR’s relative to 
personal achievement.  

The GEP guides instruction for the teacher, becomes the basis of parent-teacher communication, and 
provides a personal base for each child’s development. 
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Flexible Grouping 

Our program was developed with the individual child in mind. We do not group children by abilities, nor do 
we label children. The danger in labeling a child in one area is that he or she is liable to wear that label 
everywhere else. Rather, we recognize that each child has unique and varied talents. 

To challenge students according to their own strengths, we employ flexible grouping within a mainstream 
classroom. As teachers learn about their students, they can anticipate when a child will need extra help or 
challenge. In preparing lessons, the teacher will identify the level at which a student is prepared to meet a 
particular concept. Temporary, or “flexible,” groups are then created to challenge children at their level, 
some with remediation, some with application, others with mastery. 

As new concepts are presented, the flexible groupings will change according to the needs of the individual 
students. 

Differentiated Core Curriculum 

Teachers will also adapt the basic curriculum to meet their students’ abilities and learning preferences. 
Teachers will differentiate material and activities during lessons according to the interests, abilities and 
learning styles of their students. 

Broad Enrichment Program 

One of Almaden Country School’s distinguishing features is its broad enrichment program. Not only do 
children receive a rigorous traditional education in core subjects, they also participate in courses designed 
to enrich their basic learning. 

Talented specialist teachers provide a wide variety of experiences in physical education, drama, music, art, 
science, foreign language, and elective selections. 

At our core is the belief that children will enhance their existing talents and develop strengths in other 
areas when given the opportunity to experience a multifaceted curriculum with guidance from a team of 
well-qualified professionals who nurture them. 

Homework 

Homework plays an important part in school. When given regularly, it helps the student to develop 
responsibility for work away from the school environment. Homework allows for extra practice of skills 
being developed in class, independent research and time management. It also assists parents in monitoring 
how their child approaches independent work. 

Amount Given  

Homework is given on a consistent basis. The student knows what to expect on each evening of the week. 
The amount of homework given is appropriate to the grade level. Occasionally students will be assigned 
projects due for completion over a period of time and it is helpful for parents to assist their children with 
time management of these projects. 
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Time Requirements  

Teachers plan together to set a homework framework to encompass all subjects as necessary, without 
overwhelming the student. It is important to remember that the length of time it takes to complete 
assigned homework will vary from student to student. It is suggested that students mark their assignment 
with the time taken for completion. If your child is having difficulty with homework completion within a 
reasonable amount of time, or you have questions or concerns, please contact the teacher for 
recommendations. Homework completion should not cause distress for your child. 

Daily Homework Assignment Notebook: Grades 3 through 8 

All students in grades 3 through 8 are required to keep a daily homework assignment book. Parents are 
encouraged to check the notebook for daily assignments and due dates. An online gradebook is available for 
parents of students in grades 5 through 8 and teachers may post incomplete or missing assignments for 
individual students. 

After School Homework Center 

The school offers an after school homework center for middle school students Monday through Friday from 
3:10 – 4:05 p.m. Teachers are available to assist students during this time. Please refer to the current 
schedule for homework center fees. 

Teacher Assigned Homework Center: Middle School  

In middle school only, mandatory after-school homework center will be given for missing assignments and 
is to be served on the day it is given; parents will be notified prior to 2 pm. Homework center assigned after 
2 pm will be served the following day. Mandatory homework center attendance will not be excused for 
after-school sports, or other extra-curricular activities. 

Homework Completion And Acceptance  

Late, incomplete or carelessly done homework may not receive credit, but the student will be responsible 
for making up the work. Work that is plagiarized from any source or copied from another student will not 
be accepted. Plagiarism or academic dishonesty is deemed to be an academic infraction and parents will be 
notified. 

Tests 

Students are given prior warning of upcoming tests. Parents are urged to make every effort not to have 
students miss classes for appointments, vacation, etc. on a testing day. 

Missed Tests During Unexcused Absences 

Students missing tests for unexcused absences may not be able to make up the test. 

Standardized Testing 

Standardized tests are administered during the third trimester to grades 3, 5, 7, and 8. Results of the tests 
will be mailed to parents with the final report card. 
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Technology 

The Almaden Country School (ACS) technology policy is based on Country School’s values and guidelines. 
As a learning community, we support the use of technology and see it as a powerful enhancement to our 
curriculum. To this end, computers located in classrooms, computer carts, and in the school lab, digital 
cameras, as well as television/VCR/DVD sets are available in some capacity to every student at Almaden 
Country School. In order to maintain these technology tools, a general technology policy is set forth as 
follows: 

Ongoing school wide use of shared resources depends upon responsible use by individual users. Therefore 
ACS technology tools are used carefully, gently, and courteously. All computers are to be used in 
accordance with the ACS Computer Use Expectations outlined below. 

Accessing inappropriate materials, modifying another user’s documents, defacing property, and disobeying 
ACS Computer Use Expectations all constitute misuse of ACS technology tools. Consequences for such 
misuse will match the level of offense and could range from verbal warning, Notice of Concern, loss of use of 
computer privilege and/or further administrative action.  

Students are expected to: 

 Obtain permission from a teacher to use computers and other technology. 

 Use Almaden Country School computers as educational tools. 

 Leave the computer the way it was found. 

 Protect the computer systems from viruses. 

 Insert and remove nothing from the computers/technology without permission from a teacher. 

 Only go to teacher approved websites.  

 Print the fewest possible pages. 

 Keep food and drink away from computers. 

At the start of the year, all students, grades 1 through 8, are given a technology policy sheet to go over with 
their parents. This sheet is signed by parents and students, and then kept on file. 



 

A L M A D E N  C O U N T R Y  S C H O O L  P A R E N T  H A N D B O O K  

24 

Student-Teacher Placement 

Our goal is to place your child in the environment  
that is best for him or her and to create balanced 
classrooms. 

When the time arrives to select students for the coming school year classes, the following factors are taken 
into consideration: 

1. Input from the current year teacher with regard to the child’s academic, social and emotional 
needs.  

2. Diversity in the classroom with regard to academic, social and emotional needs. 

3. A reasonable gender balance for the development of social interaction. 

4. A teacher’s prior knowledge and expertise in working with any specialized needs. 

5. Finally, any special circumstance that may interfere with a child’s feeling of self-worth, and 
which may be detrimental to learning. 

We recognize that parents want the best for their children. They have chosen our school because of the 
nurturing environment, broad enrichment programs and academic program. When a parent communicates 
a desire to select a specific teacher for a child they often refer to another child or parent’s experience with 
that teacher. 

However, all children are unique, a personality shown at home may not be the same as the one displayed in 
a classroom setting. One sibling’s interaction with a teacher may be quite different from another. We trust 
that parents will have confidence in our ability and in the care we take when grouping students into 
classes.  

It is impossible to meet multiple parents’ requests for teachers or friends and maintain our policy to 
provide a broad class population. Therefore, to avoid disappointment, we ask that parents do not make 
placement requests for children. 
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Respect 

Discovering the gifts in every child implies a high 
standard of personal conduct, with respect for self, 
others and the environment forming the foundation of 
learning. 

Standards 

Adherence to high standards of personal conduct by students and parents is essential in the development of 
respect for self and others. We expect parents and students to uphold these standards. 

Enrollment at Almaden Country School signifies a willingness from parents and students to abide by our 
standards of: 

 Honesty and respect in dealing with administration, faculty, classmates and self. 

 Respect for property. 

 Observing high standards of speech, refraining from improper expressions, vulgarity and swearing. 

 Maintaining grades reflecting the best of the student’s ability. 

 Completion of assignments, including homework. 

 Adhering to the approved dress-code standards. 

 Adhering to all classroom and school policies and procedures. 

 Representing the school in a proper manner on field trips and school related functions. 

 
While some expectations might not be stated, we take for granted the honesty, integrity and good judgment 
of our students and their parents or guardians. In general, we are responsible for students’ behavior only 
when they are under our jurisdiction. However, we regard any conduct prejudicial to the best interests of 
the school, whether at school or elsewhere, as sufficient grounds for disciplinary action or dismissal.  
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Positive Discipline 

We believe that children are capable of developing 
strong personal integrity. It is our goal to help students 
develop a positive “moral compass.” 

Agency, Choice And Accountability 

At Almaden Country School, children are encouraged to make choices based on mutual respect, in an 
atmosphere of caring, with the knowledge that their actions will have consequences for themselves and for 
other people.  

We value the role that agency (the ability to make one’s own choices), choice (actually making your own 
choices) and accountability (enjoying the real, natural benefits or natural consequences of our choices) play 
in developing an internal morality. We help children develop an internal “moral compass” by teaching 
strategies designed to create positive relationships with others.  

These principles can only work when children understand what behavior is expected of them and when 
they are free to experience the attending benefits or consequences in a consistent way. Creating an 
environment of clear expectations, respect for free agency and consistent accountability is one of the most 
important (and most difficult) works we do as parents and teachers. However, we can never expect, nor 
should we want, to command children in all things. Rather, we need to teach children correct principles and 
let them govern themselves within developmentally appropriate limits. 

Positive Discipline 

We recognize that children often experiment with behaviors, some are testing the “limits,” others are 
expressing an emotional need, or they may truly believe that the choice they made was correct. 

In dealing with children who display misbehavior, we look for the opportunity to teach positive alternative 
behavior. Consequences for misbehavior focus on long-range results and not short-term punishment. 
Children are directly involved in exploring their behavior, how it affects others, and what they can do to 
solve problems in appropriate ways. 

A positive discipline approach does not imply lack of consequences. By holding children accountable for 
their choices, they experience natural consequences while being afforded the opportunity to change.  

We endeavor to look at the child rather than just the problem when working on solutions. What works for 
one child doesn’t necessarily work for all children. Collaboration and support from parents is an essential 
part of our positive discipline process. 
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Discipline Procedures 

Classroom 
The classroom is the most effective place at school for discipline. Teachers can develop a unique 
relationship of respect and trust with their students and a deep understanding of their needs. 

Minor Misbehavior 

The classroom teacher handles minor misbehaviors by helping the student measure their behavior against 
defined expectations. This is done one-on-one, in class meetings, or by guiding peer-to-peer conflict 
resolution. 

Repeated Misbehavior 

Notice of Concern  If a student does not respond to the teacher’s efforts to discipline, we use a 3-step 

warning process for non-violent or non-offensive misbehavior:  

1. Verbal reminder of expectation. 

2. Verbal warning that a written Notice of Concern will result from another misbehavior. 

3. Notice of Concern and student sent to the office. 

Office  When the above steps have been taken, or when a serious misbehavior is displayed, the concern is 
passed to administration. The Assistant Principal or Principal will discuss the problem with the child, 
review the behavior and how it affects other students and the learning process, and explain the 
consequences of continued misbehavior. 

Notify Parents  The administrator reviewing the child’s behavior will notify parents of the meeting and will 
encourage parents to discuss the matter with their child, and with the teacher. 

Parent/Teacher Conference  Depending on the circumstances, the teacher and administration may request 
a conference with parents to develop strategies to help the child change his/her behavior. 

Discipline Notice  Violent or offensive misbehavior results in a Discipline Notice and an immediate referral 
to an administrator. 

Further Behavioral Consequences 

Suspension  In the event of a Discipline Notice or third Notice of Concern, a child may be sent home for a 
“cooling off” period before the parent conference takes place. A student will be suspended immediately for 
aggressive or seriously inappropriate infractions. 

Parent Conference  Parents are required to meet with the teacher and the Principal and/or Assistant 
Principal to discuss the misbehavior and to devise strategies for helping the student.  

Behavioral Probation  The student may be placed under Behavioral Probation during which any further 
misbehavior is subject to termination of enrollment. 

Termination of Enrollment  The natural consequence of not being able to behave appropriately within the 
school community, despite earnest effort to encourage and facilitate change, is to find a new school. If a 
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student continues inappropriate behavior, Almaden Country School will immediately terminate his/her 
enrollment.  

The hope we hold during the entire process of moral development is that a child will recognize and choose 
the benefits of appropriate behavior rather than the consequences of misbehavior. We want them to 
understand the clear relationship between our expectations, their freedom to make choices and the 
subsequent consequences or benefits that follow these choices. 

Discipline Not Allowed 

Almaden Country School does not use the following types of discipline with children: corporal punishment 
(as defined by Cal. Education Code § 49001), ridicule, verbal abuse, or withholding of food. 
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The School Day 

School Hours 

Begindergarten and Jr. Kindergarten 8:00 a.m. – 11:00 a.m. and 12:00 p.m. – 3:00 p.m. 

Kindergarten 8:00 a.m. – 12:30 p.m. 

Grades 1 through 8 8:00 a.m. – 3:05 p.m. 

Apple Orchard Extended Care 8:00 a.m. – 6:00 p.m. 

 

Note For Early Childhood Parents (Begindergarten through Kindergarten) 

Early Childhood students should be accompanied to the classroom by a parent or caregiver. ECE students 
should not be left alone outside the classroom.  

Please do not allow your children to play on the play structure while you are waiting for their session to 
begin. 

Children should be picked up promptly at 11:00 a.m. for the morning session, 12:30 p.m. for Kindergarten, 
and 3:05 p.m. for the afternoon session. Parents are to call the office in case of delay. 

Absence And Tardy Policies 

Forming habits of regular school attendance and punctuality is important in these formative years. 

Excused Absences Or Tardiness 

 Medical appointment, verified with doctor’s note  

 Illness 

 Death in the family  

 Religious observance  

 Educational study trip 

 Family emergency (critical)  

 Guidance counseling  

 Juvenile Department business  

 Legal appointment  
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Unexcused Absences Or Tardiness 

 Medical appointment, no verification 

 Home, non-medical 

 Out of town, on vacation, or cutting school 

 Extra curricular activity 

 Personal business 

Absence Procedure 

Please take the following steps if your child is going to be absent. 

1. Notify the office by 9:00 a.m. to report the absence and email teachers to request homework. 

2. Collect homework at the office after 3:05 p.m.  

Make-up Homework 

Homework cannot be prepared for early collection because teachers are busy teaching during regular school 
hours.  

Homework requested after 9:00 a.m. will not be available until the following day.  

Students are expected to make up homework missed because of absence. For each day of absence, the 
student is allowed one extra day to make up the homework assignment. 

Vacations 

We urge parents not to take vacations during school time. Students being taken out of school for reasons 
other than illness or family emergencies will not be given assignments of homework prior to departure. All 
class work and homework will be required to be made up on the student’s return to school. This is a 
tremendous stress on a student. Please do not schedule family vacations for parent-teacher conference 
days.  

Illness 

Please inform the office if your child contracts any infectious or communicable disease. Please keep sick 
children at home. Students considered too sick to remain in class will be sent home at the discretion of the 
teacher or office. Parents will be notified by telephone to collect sick students from the office as soon as 
possible. As a courtesy to teachers and students, we cannot allow sick students to remain in the classroom. 

Tardy And Leaving School Early Procedures 

Children are expected to be in their classroom by 8:00 a.m. If your child is going to be late, for whatever 
reason, please send your child directly to the office for a late slip. Children arriving to class after 8:10 a.m. 
without a late slip will be asked to return to the office to obtain one before returning to class. An advisory 
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letter will be sent home following 3 records of lateness. If the problem persists parents will be requested to 
meet with the principal. 

When a student needs to leave school early: 

1. Come to the office to sign your student out. 

2. Obtain a “permit to leave the building” for the student. Teachers are not allowed to dismiss 
students without this notification from the office. This safety precaution applies to students in 
all classes and grades. Please do not ask your child to meet you in the parking lot. 

3. Before returning to class, collect an admit slip for your student from the office. 

Lunch Program 

Children can purchase a nutritious lunch at school. Contact the office for information regarding the 
procedure for ordering lunches. 

Other Policies 

Sunday Activities  

It is a stated objective of the Almaden Country School to give its families, faculty, and facilities a day free 
from school-planned or school-sponsored activities. The school recognizes that by doing so, the school 
community is strengthened and renewed. Therefore, the school does not participate in, plan, or sponsor 
events on Sunday. However, the school recognizes that unplanned events and urgencies might arise where 
engaging the school's resources and families would result in greater good for the school or the community. 
The school management will review participating in these events on a case-by-case basis. 

Alcohol  

State law prohibits the presence of alcoholic beverages on the school campus at any time. Almaden Country 
School does not serve alcoholic beverages at school events where children are present. 

Searches  

The Principal or Principal designee may search a student’s attire, personal or school property including 
books, desks, and lockers for any reason, including, but not limited to suspecting that a student possesses 
illegal or illegally obtained items, or items otherwise prohibited by school policy. 
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The School Uniform 

Uniforms bring a sense of order to our school. Uniforms 
allow every student to feel included regardless of his or 
her family’s social or economic background. The 
uniform policy provides a structure that respects 
individualism but also promotes a sense of community 
and togetherness. 

Compliance with a uniform policy allows us to focus on the more important issue of achieving a good 
education and avoid discussions about who is wearing what style or color of clothes. 

General Guidelines 

Students must wear the clothes listed in the Almaden Country School uniform list for their grade level. 

Jackets, including fleece jackets, may not be worn in the classroom. Uniform fleece pullovers, sweatshirts 
and sweaters are permissible in the classroom. 

Clothes should be neat and clean.  

Hair must be clean and combed. Girls may wear hair back or down and may wear accessories in hair as 
long as they are neat and tasteful. Hair may not be down in the eyes. Boys’ hair may be no longer than 
collar length and may not be in the eyes. Boys may not wear accessories in their hair. Hair may not be 
colored or highlighted on either boys or girls. 

Jewelry, other than earrings on girls, may not be worn. Boys may not wear earrings anytime. Girls’ 
earrings must be simple, close to the ear, and may not hang down. Earrings should be removed during P.E.  

Shoes must be closed-toe and closed-heel and must fit securely on the foot. Laced shoes must be worn tied. 
Heels must be 1 inch or less. Socks must be worn with shoes. Middle School students must wear athletic 
shoes for P.E. 

Boys Uniform Standards 

Shirts, Fleeces And Sweatshirts 

Shirts are to be tucked in at all times while on campus (including afternoon carpool). 

Only uniform school sweatshirts and fleeces may be worn on campus. 
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Shorts, Pants And Belts 

Pants and shorts must be uniform color and fabric (twill). They must be the uniform fabric from Merry 
Mart or any other store that sells navy uniform pants. If your selection fades easily, please dye the faded 
pants or purchase new ones. Please keep this in mind when you make your selection. 

Pants should be size appropriate, not baggy. The waist on the shorts or pants should not fall below the 
student’s waist. 

The length of the shorts should not be below the kneecap. 

Navy blue, brown, or black belts must be worn with pants and shorts. The belt end should be tucked 
through the loop and the buckle may not be decorative. 

Girls Uniform Standards 

Blouse, Sweaters And Sweatshirts 

Blouses must be tucked in. Blouses and shirts, including those worn on “free dress” days or off campus 
during school-sponsored events must be long enough to cover the midriff when your arms are raised over 
your head. Sleeveless shirts or blouses may not be worn. 

Only uniform school sweaters, sweatshirts and fleeces may be worn on campus. 

Skirts, Jumpers, Pants And Shorts 

Walking shorts no more that 3 inches above the kneecap. 

Skirts no more than 3 inches above the kneecap. Girls in Begindergarten through Kindergarten must wear 
shorts under their skirts and jumpers, or wear “skorts.” 

Make-up 

Fingernail polish and make-up are not allowed.  

Socks And Tights 

Sweatpants or leggings may not be worn under jumpers or skirts. 

Middle School Free Dress 

Middle School students are invited to wear “free dress” on Fridays. Students can wear non-uniform clothing 
that complies with our uniform standards of modesty and propriety. Shirts must have sleeves and must 
cover the midriff when arms are raised above the head. Clothing may not be torn or frayed. 

Inappropriate dress will result in a parent or caregiver being called to bring a change of clothes for the 
student. 

Each uniform infraction will result in a “loss of Free Dress” the following Friday. After numerous violations 
a Notice of Concern may be sent home. 

 

 



 

A L M A D E N  C O U N T R Y  S C H O O L  P A R E N T  H A N D B O O K  

34 

Where To Buy 

A complete listing of authorized Almaden Country School uniform items is available at the office, online at 
www.merrymartuniforms.com, or at Merry Mart. You may also acquire used uniforms free of charge at our 
semi-annual PSA Uniform Trade, or at anytime during regular school hours from the PSA room uniform 
exchange. 
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Safety 

Almaden Country School is a safe place for children.  
It is so because each student, teacher and parent 
remembers, “Safety begins with me.” 

Carpool Procedures 

We want your children to arrive at and leave school safely. Each day, a group of teachers arrives early and 
stays late to attend to the morning and afternoon carpool procedures. Their job is to facilitate a safe and 
efficient carpool. Parents need to comply with these safety procedures. 

Expediting Carpool 

 Enter the carpool line from Akio Way making a right turn ONLY into the parking lot. 

 The school fire road parallel to Akio Way cannot be used for drop-off or pick-up. 

 Display your child’s name and grade level on your driver’s side visor placard.  

 Have your child gather his or her belongings before you stop for drop off. 

 Pull all the way forward toward Trinidad Drive before stopping.  

 Do not leave your car unattended in the carpool line at any time. 

 All students in grades 1through 8 should be picked up in the carpool lane. Please park in 
designated visitor spaces only if you need to walk onto campus during carpool times. Please use the 
designated yellow-striped crosswalk in the parking lot at all times. 

 All students need to be collected by 3:15 p.m. Students left beyond that time will be required to go 
to Apple Orchard or to Homework Center. You will be responsible for the daily usage fees of these 
services. The school is not responsible for the safety or supervision of students after 3:15 p.m. when 
left unattended, or returning to play, on campus. Bicycle riders and walkers need to leave campus 
by 3:15 p.m. 

 Please notify the teacher in writing if your child is to be collected from school by a person other than 
a parent or guardian on any day(s). 

Please Model Safety 

It is very dangerous and illegal to double park on the street while dropping off or picking up your child, or 
to cross the street outside of the crosswalk to reach your parked car.  
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Visiting Campus 

We welcome parents to campus. When you visit school for any reason, please follow these steps: 

1. Use designated visitor parking spaces only. 

2. Check into the office to obtain a visitor badge or permit to leave for your child. 

3. Check back into the office when you return with your child or conclude your campus visit. 

Administration Of Medication 

Students may take medication at school when: 

1. A physician has prescribed the medication. 

2. Parent and physician have provided the school with a “Permit to Take Medication at School.” 
This form can be obtained in the office. 

3. The medication is supplied by the parent and is in the original prescription container, clearly 
labeled with student’s name, medication, dosage and directions. 

Storing Medications At School 

All medication must be stored in the office. Students may not keep medications of any type in their 
possession except for inhalers for asthmatic students with a physician’s authorization on file in the office. 
No medication, including aspirin or over-the-counter drugs, will be stored or dispensed without written 
authorization. 

Emergency Contact Procedures 

To deliver an emergency message to your child: 

1. Contact the Receptionist either in person, by phone or email. Please do not go directly to the 
classroom without first contacting the office. 

2. The Receptionist will phone your child’s classroom and have the child brought to the office. 

 
Contacting You 

Please provide accurate, current contact information for home, work and mobile phones, e-mail and home 
addresses, emergency contact and physician names and numbers. 

Students must have office permission to use the telephone, and then only for urgent matters. Student cell 
phones are not to be used during school hours. 
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Emergency Or Disaster Procedures 

Practice drills for campus emergency situations, fire, and earthquake safety take place on a regular basis 
during school hours. In the event of an actual emergency situation, fire or earthquake, parents will be 
required to sign their children out through administration from a ‘safety’ zone. Children will not be 
permitted to leave the campus with anyone other than their own parent in this kind of event. 

Student Injuries And Insurance  

Almaden Country School does not carry medical or accident insurance for individual students. Parents are 
responsible for emergency medical costs beyond first aid provided at the school site. Student accident 
insurance is available for purchase from a variety of insurance agencies. If emergency medical or dental 
treatment is needed and the parent or listed emergency contacts cannot be reached, 911 will be called. The 
school is not responsible for charges incurred as a result of 911 calls or ambulance transfers. 

Volunteer Drivers 

Persons volunteering to drive for school business or school-sponsored events must be 21 years of age with a 
valid California driver’s license. The number of passengers per vehicle shall not exceed one per passenger 
seat belt provided. Volunteer drivers should know that they are assuming certain responsibilities and 
possible risks. 

In accordance with the requirements of the school’s insurance policy, all persons/volunteers that may use 
their own personal vehicle to drive students for school-sponsored events or school purposes will be required 
to provide proof of insurance and authorize the school to conduct a motor vehicle record (MVR) check with 
the State of California. 

The insurance requirement for “occasional use” of a personal vehicle is $100,000/$300,000 bodily injury and 
$50,000 property damage or $300,000 combined single limit. All such persons/volunteers will be required to 
submit proof of this insurance annually which usually can be done with a copy of the declaration page of 
the policy. A copy of the Authorization to Conduct an MVR Check and a copy of the form submitted to the 
State of California may be obtained from the Chief Financial Officer. 

The purpose of the MVR check is to insure that only the most competent persons operate vehicles for school 
business and the safety of the children. The administration, in its sole discretion, may determine those 
persons who are eligible to drive on school business. 

Volunteer drivers shall not use cellular phones, PDAs, or other electronic devices while driving unless the 
equipment is specifically designed for and configured to allow for hands-free talking and listening, and is 
used in that manner while driving. This policy does not preclude, however, the use of such equipment for 
emergency purposes, including but not limited to an emergency call to a law enforcement agency, a health 
care provider, the fire department, or other emergency services agency or entity. 
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Communication 

Children are most likely to succeed in school on all 
levels – academic, social and emotional – when they  
are part of a team of parents and teachers who 
communicate regularly about their growth. 

Almaden Country School encourages and fosters effective communication between teachers, parents and 
child. It is vital that parents and teachers have a shared vision for the child’s goals and plans for achieving 
them. 

Teachers 

Your teachers work daily with your child. We encourage you to contact your teachers first with questions 
and concerns that pertain to your child. This includes curriculum questions, special learning needs, and 
behavioral and social concerns.  

Your Teacher’s E-Mail Address 

All members of Almaden Country School faculty and staff may be reached via e-mail as follows: 

[first initial][last name]@a-cs.org 

i.e. Mary Jones: mjones@a-cs.org 

Contacting Your Child’s Teacher 

You may contact your teacher via e-mail, or through the Receptionist who will connect you directly with the 
teacher, if available. If the teacher is unavailable by phone, the Receptionist will connect you with the 
teacher’s voice mail or can place a note for you in the teacher’s mailbox. 

We ask that you not contact your child’s teacher in their room without first checking in the office and 
verifying that the teacher is available. 

Friday Folders And Teacher Newsletters 

Students in Begindergarten through fifth grade take home a Friday Folder, or information, that their 
teachers feel parents should see. This can include student work, notices from the classroom, office or PSA. 
Middle School teachers place notices into student mailboxes for taking home. Teachers also prepare regular 
newsletters at each grade level. Newsletters are frequently sent to parents via email. 
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Parent/Teacher Conferences 

Formal parent/teacher conferences for all students are scheduled in the fall. Conferences by teacher or 
parent request are also held in the spring. Teachers present the concepts on which your child has been 
working and discuss his or her progress. Teachers will also explain the strengths and interests that they 
observe in your child and discuss strategies for reinforcing your child’s success at home. Your child’s 
teacher observes progress and sets goals for your child through a unique individual ‘Gifted Education Plan’ 
or GEP. This plan will be discussed with you during your conference time. 

Please attend your scheduled conferences. We do not ask teachers to make-up missed conferences due to 
family vacations. However, parents and teachers may request additional conferences at other times if they 
feel a personal meeting would be helpful. 

Note On Extended Care For Conference Days 

There is no school or extended care on Parent/Teacher conference days. Drop-in care for the duration of the 
conference may be available. 

Formal Reporting Periods 

Fall: Verbal Progress Report and review of GEP at     
 Parent/Teacher Conference 

End of 1st Trimester: First Report Card 

End of 2nd Trimester: Second Report Card and optional Parent/Teacher Conference 

End of 3rd Trimester: Third Report Card 
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Intervention 

Student Success Team (SST) 

Teachers, parents, administrators or counselors may request a Student Success Team meeting in order to 
review a student’s progress at school. The SST process is initiated after teacher/parents and 
teacher/administrator conferences. A notification of need for the meeting is sent to all participants and a 
mutually convenient date is set. Parent participation in an SST may be a requirement for continued 
enrollment at the discretion of the Principal. The purpose of the SST meeting is to work as a team to: 

 Review the student’s background and strengths 

 Discuss any concerns from the student and other team members 

 Review any previously tried modifications 

 Discuss possible strategies for remediation 

 Develop a written action plan  

 Identify responsible persons and resources 

 Set a follow up date to evaluate the results of the actions taken 

The purpose of both the Parent Conference and the Student Success Team is to empower the child with 
strategies for improvement, along with support and intervention from team members. Further intervention 
may be implemented by referral to outside consultants, i.e. psychologist for special needs assessment, 
educational therapist, etc. 

Grading 

We use formal grading reports as a general indication of the growth your child is making. The focus is on 
the progress a child is experiencing, not only along grade level standards, but also in terms of his or her 
own strengths and weaknesses. These grade reports are intended to supplement active interim 
communication between parent and teacher about your child’s progress. 

Grades 1 through 4 

Children are given assessment statements. 

Grades 5 through 8 

A = 100-93  B+ = 89-87 C+ = 79-77 D = 69-65 
A- = 92-90 B = 86-83 C = 76-73 F = Below 65 
  B- = 82-80 C- = 72-70 
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Apple Orchard Extended Care 

Hours Of Operation 

Regular School Days: 8:00 a.m. to 6:00 p.m. 

School Holidays and In-Service Days: Closed 

Minimum Tuesdays: 12:30 p.m. to 6:00 p.m. 

Philosophy And Activities 

Almaden Country School offers an excellent extended care program. We believe that children need a safe, 
enriched, homelike atmosphere to explore emerging interests and a comfortable place to wind down after a 
long day at school.  

Our teaching staff prepares a variety of non-academic activities including indoor and outdoor play, arts and 
crafts, stories, walking trips to the park, cooking projects, a quiet time for younger children and a quiet 
time/homework period for school-age children. Our program offers a balance of teacher directed and child 
initiated activities to foster emerging skills and interests. 

Who Can Attend  

Apple Orchard is a warm developmentally appropriate program for children Begindergarten through Fifth 
Grade. Our program is only for students of Almaden Country School. Begindergarten students are eligible 
for enrollment only until 3:00 p.m. All students attending Apple Orchard must complete a Student Identity 
and Emergency Information Packet prior to enrollment. These forms are available from the Director of 
Admissions. 

Enrollment Options  

There are two options for attending Apple Orchard: annual enrollment or drop-in. There are advantages to 
both options.  

Option1: Annual Enrollment 

This is the best choice if you plan to commit to a weekly schedule. When you enroll in the Annual 
Enrollment program you are guaranteed a safe place for your child for each day that you have signed up 
and you have first priority for extra drop-in care should the need arise. In the instance where a session is at 
capacity, priority will be given to families who need care 5 days per week. Annual enrollment is not offered 
for students only attending one day a week. 
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Sessions AM Session:  8:00 a.m. to 12:00 p.m. 

 PM Session:  11:00 a.m. to 3:00 p.m. 

 For Kindergarten:  12:30 p.m. to 3:00 p.m. 

 Evening Session:  3:00 p.m. to 6:00 p.m. 

Payment  Annual fees are paid along with tuition.  Rates for each session are listed on the current tuition 
schedule. 

Pro-Rating  Apple Orchard fees are not pro-rated for days that your child does not attend due to school 
closures, illness, play dates and/or extra curricular activities. 

Tardiness  Please arrive for extended care at the start of the session. 

Lunch  Students attending the PM Session should bring a lunch or purchase a hot lunch from the school for 
an extra fee. 

Adding Days/Sessions  An additional fee will be charged when your child attends Apple Orchard for more 
sessions than is paid for in the annual fee. Please refer to our Drop-In Rates below. 

Option 2: Drop-In Care 

Drop-in care is available only if we have space in the program.   

Sessions AM Session:  8:00 a.m. to 12:00 p.m. 

 PM Session:  11:00 a.m. to 3:00 p.m.  

 For Kindergarten:  12:30 p.m. to 3:00 p.m.  

 Evening Session:  3:00 p.m. to 6:00 p.m. 

Availability Spaces are limited to a maximum 1:12 teacher to student ratio, and priority is given to 
students enrolled on an annual basis. 

Advanced Enrolling  In order to accommodate your drop-in care needs, we ask that you make a written 
request at least two days prior to when your child will need care if possible. You can either drop a note off 
with our staff or send an email to appleorchard@a-cs.org. Our staff will confirm within 24 hours whether or 
not we can accommodate your request. A drop-in space for your child is not guaranteed unless you receive 
confirmation. 

Same-Day Enrolling  In the case of urgent need, please call 997-2163, to check if space is available that day. 
We will do our best to accommodate last minute requests. 

Rate  There is a daily and hourly drop-in fee. Please refer to the current rate schedule for information. 
Payment for drop-in care needs to be received by the teaching staff of Apple Orchard on the day your child 
attends. We can only accept a check payable to ACS, please write “drop-in care” in the memo area of your 
check. 

Volunteers  Drop-in care is available for free to parents who are volunteering at ACS. It is available only 
for students enrolled at ACS and not for siblings, and it is only for the time period that you are 
volunteering at ACS. Please request availability in writing as described above. 
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Snack  Students attending the Apple Orchard Extended Care are expected to bring a snack with them each 
day they attend. 

Student Drop-Off And Pick-Up  

We are required to have parents sign their children in and out daily, please note the time of 
arrival/departure and provide a full signature on the sign in/out clipboard. If your child comes to Apple 
Orchard after class at 11:00 a.m. or 3:05 p.m. our teaching staff will sign him or her in upon arrival. If your 
child departs for class mid-day then our teaching staff will sign him or her out at noon.  

If someone other than the parent, guardian or caregiver is to pick up your child from Apple Orchard we ask 
that you inform us in writing. For your convenience you can email this to us at appleorchard@a-cs.org. Our 
teachers will ask for photo ID from any person who is picking up your child.  

Attendance  

If your child will not be attending Apple Orchard on his/her regularly scheduled day due to a play date, 
illness or extra curricular activity it is imperative that you notify us. For your convenience, our voicemail is 
on 24-hours a day so you can leave a message at any time of day or night. The direct Apple Orchard phone 
number is 997-2163. You can also send us an email at appleorchard@a-cs.org.  

Late Pick-up Policy  

Apple Orchard closes at 6:00 p.m. sharp. Late fees begin accruing at the end of your child’s session, either 
3:01 p.m. or 6:01 p.m. Any parent collecting a child after the designated time will be charged $25.00 per 15 
minutes or fraction thereof. Late fees are to be paid at the time you arrive to pick up your child. We can 
only accept a check made payable to ACS. Please write “late fee” in the memo area of the check. An Apple 
Orchard teacher will collect payment and issue you a receipt. Parents are asked to call as soon as possible 
when they know they will be late. 
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Your Financial Support  

Almaden Country School is a not-for-profit school that 
is funded solely by tuition, fees and donations. 

Enrollment Fee 

Students who enroll for the following year pay a non-refundable enrollment fee. Specific information 
pertaining to re-enrollment, priority re-enrollment dates and tuition rates for the following September is 
mailed home earlier in the year. Please refer to the Tuition and Fee Schedule for the current rates. 

Tuition  

Tuition is a yearly fee. A current tuition schedule is available from the office. Almaden Country School 
requires that tuition be paid in one of two ways: 

Single annual payment paid in full by the date designated on the current tuition schedule. 

Monthly Electronic Funds Transfer (EFT) over 12 months beginning in June. EFT forms, authorizing 
the school to electronically draw funds from your bank account, must be received by the date designated on 
the current tuition schedule. 

Unpaid Balances 

Tuition and Extended Care fees must be paid in full by the last day of school. Report cards are withheld if 
there is an outstanding balance for tuition, lunch, library, or other costs incurred during the school year.  

Late Tuition And Fees Payments 

A $25 late fee may be added to any fees that are not received by the due date, or for any paid fees that are 
rejected by the bank for insufficient funds. 

Financial Aid 

Financial aid is available to families that have a financial need or have suffered a financial setback. A 
Financial Aid Application form must be submitted, along with W-2 forms, Federal Tax Return and recent 
pay stubs. Forms are available from the Director of Admissions or the Chief Financial Officer. 
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Withdrawal 

Upon withdrawal of a student after school has begun you are eligible for a refund of any unused Basic 
Tuition and Apple Orchard fees paid, prorated by the number of days attended, less a $250 withdrawal fee. 
Enrollment fees are non-refundable. 

Evaluation  

New students entering Pre-K through 8th grade pay an evaluation fee. Specific information on the amount 
can be obtained from the Director of Admissions.  

Begindergarten  

Students entering Begindergarten are evaluated for Kindergarten readiness during the school year. 

Jr. Kindergarten And Kindergarten  

New students entering Jr. Kindergarten and Kindergarten are evaluated for placement by appointment on 
a one-to-one basis. 

1st through 8th Grade  

Students entering 1st through 8th grade are evaluated during a two-day attendance in regular school 
hours, by appointment.  

Fund Raising 

Almaden Country School is a qualified not-for-profit organization according to section 501(c)(3) of the 
Internal Revenue Service Code. As such, any donations to the school are tax deductible to the extent 
allowable by law. Fundraising occurs through the Almaden Country School Development Committee and 
through the Parent Service Auxiliary. They will coordinate your donations and provide necessary tax 
records. All parents are expected to participate in the school’s fundraising initiatives, within their means. 
These fundraising initiatives directly impact the outstanding programs and memorable events that enrich 
your child’s education. 

Other Fees 

Throughout the school year there may be other fees to consider for field trips in 4 through 8 grades, after-
school sports, elective classes, or other activities. 
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Chapter 4 
 
 
 
 
 
 
 
 
 
 
 
 

Resources 
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Serving You And Your Child 

Our Administration is here to serve you and your child 
and provide you the information you need to support 
your child’s success at school. 

Contacting Administration 

All members of the Almaden Country School Administration may be reached via e-mail as follows: 

    [first initial][last name]@a-cs.org i.e. Mary Jones: mjones@a-cs.org 

Please contact members of the administration through the receptionist. The receptionist can either transfer 
you to the requested voicemail or schedule an appointment for you. This allows you and other families the 
dedicated time drop-in visits prevent.  

We encourage you to contact your teachers first with questions and concerns that pertain to your child. 
This includes curriculum questions, special learning needs, and behavioral and social concerns.  

Head of School 

The role of the Head of School is to “set the course” for Almaden Country School. The HOS oversees all 
school programming, needs, and priorities, while focusing daily efforts on strengthening the school’s future 
through external functions such as fundraising, marketing, enrollment management, strategic planning, 
and program development. The HOS delegates the day-to-day operation of the school to the administrative 
team, primarily the Chief Financial Officer (CFO) and Principal. Parents should seek primary assistance 
with questions and concerns regarding classroom and curriculum matters with their child’s teachers, and 
then the Principal, prior to contacting the Head of School. 

Principal 

The role of the Principal is to oversee the day-to-day operation of the school’s academic program, including 
issues related to teaching and learning, parent/school communication and relations, student life, faculty 
welfare, and crisis management. The Principal is accountable for the quality of our school’s curriculum, 
instruction, professional development, faculty evaluation, and parent relations. The Principal ensures 
congruency is maintained between the ACS mission and the teaching and learning that takes place on 
campus, leading the faculty in implementing initiatives that foster continual school improvement, ongoing 
teacher development and growth, and exceptional learning opportunities for children. Parents should 
contact their child’s teachers with questions or concerns relating to classroom matters prior to contacting 
the Principal.  
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Assistant Principal 

The role of the Assistant Principal (AP) is to serve the Principal and PK through 8 faculty by providing 
training, mentoring, coordination, materials, and support to help teachers continually enrich learning and 
improve their instructional strategies. The AP perpetuates our educational philosophy by promoting and 
coaching teachers to deliver developmentally appropriate, student-centered, differentiated methodology. 
While accomplishing primary responsibilities related to curriculum and instruction, the AP also provides 
support to the Principal in all areas of school operation. Parents should contact their child’s teachers with 
questions or concerns relating to classroom matters prior to contacting the Assistant Principal.  

Director of Admissions 

The role of the Director of Admissions is to develop strategies and maintain the processes for attracting and 
retaining qualified ACS students. The Director of Admissions is responsible for all aspects of the admission 
process, including marketing and recruitment. Parents should contact the Director of Admissions for 
assistance with questions pertaining to re-enrollment, school records, and to make any changes to database 
information. 

Chief Financial Officer 

The role of the Chief Financial Officer (CFO) is to work with the HOS and the Board of Trustees to 
maintain the financial integrity of Almaden Country School. The CFO oversees employee compensation, 
facilities use and management, and all campus infrastructures such as technology, food service, and 
housekeeping. In conjunction with the HOS, the CFO approves budget requests from faculty and the 
administrative team. The CFO serves on the Board’s Finance Committee. Parents should contact the CFO 
with questions regarding tuition or other financial matters. 

Office Staff 

The Office Manager supports the school administration and faculty by maintaining an efficient and 
effective office. The Office Manager coordinates appointments, teacher substitutes, daily facilities needs, 
orders and manages general school supplies, and acts as a liaison for community service volunteers, event 
coordinators and the lunch program.  

The role of the Receptionist is to warmly welcome all who visit the school, whether they come by the front 
door or the phone. The receptionist will provide general information, direct visitors to the appropriate 
personnel or department, and schedule appointments with administrative personnel. All visitors to campus 
are required to check in with the Receptionist. 

The Office Staff are trained and qualified to administer basic first aid to students. The Office Staff will 
notify parents as necessary when a child reports to the office with sickness or injury requiring immediate 
parental attention beyond first aid.  
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Board Of Trustees 

The Board of Trustees at Almaden Country School is made up of volunteer members whose role is to “keep 
the school’s future in trust.” ACS trustees have four primary responsibilities:  

1. Oversee the long-term financial stability of the school. 

2. Hire, support, and evaluate the Head of School (HOS). 

3. With the HOS, develop, monitor, and continually re-evaluate the school’s long-range strategic 
goals. 

4. Offer time, talent, resources, and relationships to the service of the school, including support 
for the school’s fundraising and marketing efforts. 

Parent Service Auxiliary (PSA) 

The Parent Service Auxiliary (PSA) was established at Almaden Country School to provide a way for 
parents to give meaningful service to the school. By enrolling at Almaden Country School, all parents 
automatically become members of the PSA. The PSA is a volunteer group of dynamic, dedicated parents 
who share in the community spirit of Almaden Country School. 

The PSA works closely with school administration in designing and implementing memory-making 
activities that will benefit the students and the school. The ‘Apple Seed’ is a weekly on-line PSA Board 
communication to ACS families with notes and news about upcoming events and campus life. We encourage 
all parents to get involved wherever possible and become part of the PSA school network. Parents can 
contact the PSA by email at acspsa@a-cs.org.  

ACS Directory 

The ACS Directory is sponsored by the PSA and is available to parents on the ACS website and in 
hardcopy. All households are listed in the directory unless a specific request for non-inclusion is made on 
the enrollment form. First-time users of the online directory will need to register on the site prior to 
gaining access to directory information. This procedure ensures that only members of the ACS community 
have access to the directory. The directory is solely for the private use of ACS and its families. All 
information is confidential and is not for distribution or commercial purposes. 

ACS Calendar 

A calendar for the school year is mailed home in August and is also available on the ACS website. All 
holidays, in-service and minimum days, and special events are listed on the calendar. The PSA ‘Apple Seed’ 
communicates updated calendar information for any events or date changes. The office will notify parents 
by ‘Special Notice’ email when unforeseen calendar changes are necessary. Parents are encouraged to check 
the marquee notice boards at the parking lot and Trinidad Drive entrances to campus on a regular basis for 
up-to-date information on events. 
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