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INTRODUCTION  

The purpose of this document is to describe the Orange County Turkish School’s 
background, mission and purpose, instructional programs, schedule, teaching staff, 
registration and other key elements related to the administration of the School.  

The Orange County Turkish School will be governed by the Orange County Turkish 
American Association (OCTAA), a non-profit 501(c)(3) organization.  OCTAA is a 
regional chapter of the Association of Turkish Americans of Southern California 
(ATASC), a non-profit public benefit 501(c)(3) organization. 
 
OCTAA conducted a survey in 2006 to determine the needs and interest levels of the 
community regarding the development of a Turkish School in Orange County.   An 
overwhelming majority responded favorably to the survey (see Attachment A)  indicating 
that a Turkish Language and Cultural School is much needed to support the growing 
community needs in Orange County and that they would support this program through 
active participation, sponsorship, and volunteerism. 
 
These guidelines are designed to make the school program effective, fun and safe 
learning environment.  We ask the community members to follow these guidelines.   
 
This document is intended to supplement the requirements described in the OCTAA 
Bylaws.  Therefore, the Bylaws requirements must be followed in the general 
administration of the school as deemed appropriate.    

MISSION AND PURPOSE  

Orange County Turkish School is an informal educational and cultural school developed 
by OCTAA as a service to the Turkish-American community in Orange County.  The 
Orange County Turkish School is not intended to replace formal education. 
 
The School’s primary goals are: (1) to teach Turkish-American children and adults, and 
any interested community members the Turkish language (at varying levels) emphasizing 
the whole range of communication skills, speaking, writing, reading and comprehension; 
(2) to familiarize the students with the history of Turkish people and Turkey, its 
geography and people at a level equivalent to elementary/middle school education in 
Turkey; and (3) to teach the basics of Turkish culture, heritage, music, tradition, and 
customs.   
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The realization of these objectives depends on the development of a sound curriculum, 
appointment of qualified teachers, support of the community, and continuous evaluation 
of the Program by the OCTAA Educational Committee.  

The School is intended to teach Turkish as a second language to improve the language 
skills of children with Turkish ancestry, adults, and interested community members. 
 
The Turkish School shall operate based on the educational principles of a democratic, 
secular, and progressive society as well as the guiding principles of the founder of 
Turkish Republic: Mustafa Kemal Atatürk, and modeled after the schools in Turkey.  
Furthermore, this School’s policies will be socially, politically, and religiously 
nonsectarian. 
 
This School will be open to all OCTAA membership and general public.   
 
OC Turkish School fosters a Turkish identity for children of ages 5-17 based on the 
historical, cultural and ethical experiences of the Turkish people from historical times to 
today. Children learn better in an environment that is fun, creative, and encourages 
individual and personal growth. The School curriculum includes background in Turkish 
history, geography, culture, government, literature, music, language, theater, holiday 
traditions, and social awareness. 

SPONSORS  

Orange County Turkish School is founded, sponsored, and supported by OCTAA with 
additional support from its parent organization ATASC as well as the Turkish-American 
community members.  Liability insurance is provided by ATASC.  

Additional sponsors will be sought to help develop, maintain, and grow the program to 
meet the specific needs of the Turkish-American community. 

The language and cultural classes will be held at a local university, community college, 
cultural center, or other suitable venue if found more convenient by the Committee. 
Parents and members of the Turkish-American community will support the School by 
enrolling their children at the School, helping with their homework, serving as volunteers 
and teachers, and participating in its activities.  

SCHOOL ADMINISTRATION  

OCTAA’s Educational & Cultural Committee (Committee) will oversee all aspects of 
administering the School’s Program.  As an ad-hoc committee, a group of volunteers will 
be an integral part of the OCTAA leadership who will report directly to the OCTAA 
Board of Directors and will benefit from the resources and infrastructure already in place. 
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The committee, made up of a minimum of seven-members, will be led by a 
Chair/Director, Vice Chair, and a Treasurer and four members.  The President or a Board 
member of OCTAA may serve as the honorary member of the committee and may attend 
the meetings to offer support and resources from OCTAA.  The same person can serve 
both as the Committee Chair and School Director.  The committee members must be 
current members of OCTAA.  Parents of students are encouraged to become part of the 
School  Committee.  

Educational & Cultural Committee includes the following positions: 

 Chair/School Director  
 Vice Chair 
 Treasurer 
 4 Members  

The committee will report directly to the OCTAA Board of Directors.  The OCTAA 
Board will provide oversight for program activities and will have a veto right on matters 
regarding policy and financial decisions.  

OCTAA Board will appoint the Committee Chair/Director for a two-year term with an 
option of extending additional terms.  Alternatively, current members may elect the 
School Director during OCTAA Board elections.  Nominations will be solicited three 
months prior to the expiration of committee members’ terms.  The School Director may 
recommend to the Board individuals to establish the committee.  The committee is 
encouraged to include representatives of parents, teachers, and other current members for 
OCTAA.  A new Committee will be established at least one month prior to the last day of 
activities of the school.   

The Chair/School Director will be responsible for leading and monitoring all activities 
within the committee and will provide direction as needed and develop mechanisms and 
identify additional resources to implement them.  The School Director will prepare and 
present a report about school activities to the OCTAA Board with special emphasis on 
whether overall mission and objectives are being met. The School Director/Chair will 
become a voting Director on the OCTAA Board either through an appointment or via 
Board of Director election.   

The Vice Chair will assist the School Director and also serve as the Secretary by 
maintaining all documents (except financial records) related to committee activities and 
decisions. 

The Treasurer will be responsible for developing and managing the School budget as 
well as maintaining the financial records.  Treasurer will coordinate with OCTAA 
Treasurer and ATASC CFO for preparation of tax document and ensure that accounting 
practices are consistent with OCTAA’s policies. 
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Leaders and members who will serve on the Committee will be current members of 
OCTAA.  

The Committee decisions shall require majority (51%) affirmative votes with an 
established quorum.  A Committee member may delegate any of the other committee 
members via a proxy by informing the designee as well as the Chair before voting takes 
place.  

The OCTAA Board of Directors will be responsible for reviewing and approving the 
School Guidelines and annual budget before they become effective.    

The Committee is responsible for holding meetings during the summer to prepare for the 
next school year and to:  

 hold regular meetings to discuss issues, classes, teaching staff, venue, curriculum 
and, if necessary, ask for the participation and support of the OCTAA Board of 
Directors; 

 identify and appoint teachers and discuss replacement and recruitment 
opportunities; 

 evaluate suitable venues and make changes, if necessary; 
 ensure that at least one member of the Committee be present at the school to 

communicate with the parents; 
 identify a volunteer(s) to supervise the school activities on a rotating basis on 

each instructional weekend (identify back-up volunteers if the assigned volunteers 
are not available); 

 develop and manage the school budget for each year of operation; 
 prepare and present a report about school activities to the OCTAA Board with 

special emphasis on whether overall mission and objectives are being met. (The 
Committee should base their judgment on course surveys, course material 
provided by the teachers, and other pertinent information.); 

 verify security of the venue and take measures to improve, if needed; 
 conduct a survey for students and parents at the end of each semester that 

addresses at least the following items: (1) have course learning objectives been 
met? (2) is quality of instruction adequate? (3) are quality of instructional 
materials adequate? and (4) suggestions for improvement; and  

 organize a "graduation event" and distribute "certificates of completion" at the 
end of each instructional year.  

The Committee will solicit recommendations and ideas from the greater Turkish-
American community and establish classes, special events, and other educational and 
cultural activities in consideration of the community members’ needs.  This could be 
accomplished through periodic surveys and/or evaluations conducted after each semester. 
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INSTRUCTIONAL ACTIVITIES 

The classes will be conducted on Saturdays or Sundays every other week (twice per 
month) at a suitable location determined by the Committee.  Future dates, frequency of 
courses, and venues will be evaluated by the Committee based on community survey 
information and venue availability/affordability. 

Location of the school activities will be selected at local universities, community 
colleges, or other community centers in a central location and convenient for the 
community members to attend.  

Each Day’s classes will be held for two hours with a 10-minute break.  

Classes will be offered based on the participation and interest levels of the community.  
Example classes that may be offered include, but not limited to: 

 Kids  (Minikler): Ages 5- 6 
 Stars (Yildizlar):  Ages 7 – 12 
 Youth (Gencler): Ages 13-17 
 Adult I (Beginner): Ages 18 to adult 
 Adult II (Intermediate): Ages 18 to adult 

Additional classes will be incorporated as the need arises and based on the availability of 
the venue and teachers. 

The School will be offered in two semesters.  The Fall Semester will start approximately 
in September and end in January.  The Spring Semester will start approximately in 
February and end in June.  Exact dates of semesters will be predetermined each year by 
the Committee and posted on the OCTAA and OCTS websites and other forms of media 
determined appropriate by the Committee (Yahoo Groups, Facebook, etc.).  

All teachers may be volunteers or paid staff as determined and approved by the 
Committee.  The Committee will appoint the teaching staff.  Anyone who is qualified, as 
determined by the Committee, will be allowed to teach regularly or on occasions based 
on needs and requirements.  Substitute teachers will also be assigned for each class in the 
event that the primary teacher is unavailable.  

No Parents or unauthorized persons will be allowed in the children’s classrooms during 
class.  In addition, no visitors will be allowed in the adult Turkish classrooms! 
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TEACHING STAFF  

Classroom teachers and the volunteer staff who take responsibility for the children and 
are active in school activities are vital to the successful operation of the educational 
program.  

A ratio of no less than one teacher per 16 students is recommended per class. In the case 
of early-school age children, an assistant teacher or a parent volunteer may be asked to 
help. Teachers will be solicited via OCTAA mailing lists and website postings. The 
qualifications will be evaluated by the Committee.  Teacher qualifications include but are 
not limited to:  

 Fluency in spoken and written Turkish. 
 Adequate knowledge of English. 
 Some prior teaching experience preferred but not required. 
 Good communication skills with children and parents.  
 Paid teachers will be required to show a valid work permit. 

Responsibilities of Teachers:  

 Prepare a current curriculum and corresponding course learning objectives that 
are based on the mission, purposes and objectives stated in this document.  The 
curriculum must be submitted to the Committee before each semester for 
review and final approval before implementation.  To educate students about 
Turkish culture and history, the course program may also include special 
presentations and activities involving music, plays, games, and films about special 
Turkish holidays such as Children's Day (April 23rd), Youth & Sports Day (May 
19th), Turkish Republic Day (October 29th), Commemoration of Ataturk 
(November 10th), and Seker/ Kurban Bayram. 

 Upon completion of each semester, demonstrate to that course learning objectives 
have been met. This can be accomplished by (as appropriate): sample student 
assignments, presentations, homework, and exams. 

 Start classes on time and check in with the volunteer administrator before each 
class.  

 Inform the School Director for any absences at least one week prior in order to 
give them enough time to find a substitute for that week.  In the case of an 
unforeseen emergency, every effort should be made to inform the School Director 
before the class day.    

 Research appropriate teaching materials and books for the class being taught. 
 Inform the School Committee of any resource and material needs and problems of 

the school so that they are taken care of. 
 Record and maintain a student attendance sheet. Make sure all the students are in 

the classroom during class and in the school building during breaks. 
 Communicate effectively with the children and the parents and regularly ask if 

they have any questions and/or requests.  
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 Provide a syllabus on the first day of class.  
 Arrive at least 15 minutes before the class begins and be prepared for each class.  
 Assign homework, if necessary. The school meets only twice per month. 

Therefore, homework is an important vehicle for learning.  
 Communicate with parents for students' needs, progress or behavior issues. 

Contact the committee chair or vice chair if an issue could not be resolved 
between you, students and parents.  

 Work with students to give a performance or an exhibit at the end of the semester 
or for special holidays.  

 Every effort must be made not to resign from a teaching position in the middle of 
the semester unless you are moving out of town or there is a special reason 
accepted by the Committee. In this case, a written notification to the Committee is 
required at least two weeks in advance. The committee reserves its right to 
terminate the teaching agreement if an inappropriate behavior occurs or if the 
quality of the teaching is compromised.  

 Return textbooks and any school equipment at the end of the school year as they 
are provided for teaching purposes and considered the school's properties. If you 
resign earlier, return the books on the last day of your teaching to one of the 
committee members.  

Teacher Compensation  

Teachers may either be unpaid volunteers or be paid based on the annual budget 
established by the Educational Committee.  In the event that teachers are paid, they 
will be required to show current, valid work permits. Teachers should get advanced 
approval for any expenses related to the school, including mileage and must provide 
receipts for reimbursement.  For volunteer teachers, the Committee will determine an 
appropriate gift as a means to recognize their contributions. 

RESPONSIBILITIES OF STUDENTS: 

The OC Turkish School is a place for learning. Although it is an extra curriculum 
program, to make it a fun, enjoyable and knowledge enrichment place, we expect our 
students to:  

 Attend classes on time.  
 Pay attention to teachers, staff and volunteers on duty.  
 Respect teachers and fellow students.  
 Actively participate in classes.  
 Do not run out of the classroom and make loud noise during recesses.  
 Finish and turn in homework assignments on time.  
 Notify classroom teacher at least one day in advance, if unable to attend school. 
 Silence all cell phones and mobile communication devices. 

 



  OC Turkish School Guidelines 
Revision 5 

 May 28, 2011 
  Page 8 of 16    

 
RESPONSIBILITIES OF PARENTS:  

The students, teachers, school committee, and parents together form the OCTAA 
community. To make the Program a success, parents' involvement is crucial. We expect 
the parents:  

 Bring children to school on time and pick them up immediately following each 
class. (The School is not intended as a baby sitting service.) 

 Make sure to SIGN IN & SIGN OUT your child on each school day before 
entering/existing the classroom. 

 Make sure children understand the School's responsibilities of students.  
 Make sure children complete and turn in homework assignments on time.  
 Notify classroom teacher at least one day in advance, if student is unable to attend 

school. 
 Communicate with teachers and the committee about issues related to learning 

progress, students' needs, overall school operation, as well as suggestions for 
improvements.  

 Bring snacks and bottled water on your assigned day enough for children in your 
child’s class.  

 Assist the teachers as the School Coordinator/Attendant on the assigned school 
days.  

 Actively participate in school-organized activities such as teacher/parent 
meetings, school meetings, social activities, fundraisers, and other special events.  

RESPONSIBILITIES OF SCHOOL COORDINATOR/ATTENDANT  

 Arrive at school at least 15 minutes prior to the beginning of the classes (arrival 
time should be no later than 9:45 am). 

 Help the teachers set up their classes. 
 Make sure the Turkish flags and Ataturk pictures have been hung or displayed in 

the children classrooms. 
 Help the parents and students with their questions upon their arrival to the classes. 
 Do not accept new students who wish to register for the school after the second 

school day of the semester. 
 Kindly ask parents to wait outside if they are staying in the classroom more than 

necessary (parents can stay in the classroom for a short period to help or monitor 
their children during adjustment period, or help the teacher when needed). 

 Make arrangements to rent a projector – The teacher who needs a projector should 
e-mail or call the Coordinator couple of days prior to the school date to allow 
arrangements for a projector. The teachers should coordinate with each other 
using the projector on the same day, so the rental can be utilized more efficiently. 

 Notify the teachers around break time (usually children take break first and then 
adults). 

 Help the teachers in distributing the snacks and drinks to the children during 
break. 



  OC Turkish School Guidelines 
Revision 5 

 May 28, 2011 
  Page 9 of 16    

 
 Assure that school day goes smoothly and, if needed, contact the School Director, 

if issues or questions arise. 
 Call or e-mail the School Director within 2 days to give status about the school 

day, so he/she can send the communiqué to the committee.   

BOOKS AND EDUCATIONAL MATERIALS  

OCTAA will procure and/or provide educational materials as requsted by the teachers 
and the committee. 

Teachers will prepare their own lecture notes and related instructional materials. 
Videos about Turkey and Turkish culture and history are encouraged to be shown during 
classes.  For adult language classes, the students will be responsible for purchasing the 
required text books and other materials. 

TUITION 
 
For a ten-week session (a semester), a fee of $150 dollars per child/person will be 
charged for non-members. A $25 dollar discount will be applied for a student who is an 
OCTAA member (Student/Individual/Family). Additional discounts will be applied for 2 
or more students in a family regardless of the level students attend (e.g., a child and a 
parent, brothers, sisters, etc.).  More specifically: 
 

 OCTAA Members: 1 student $125; 2 students per family $175; 3 or more 
students per family $200 maximum.  

 Non-members (General Public): 1 student $150, 2 students per family $225; 3 
or more students only pay a maximum $250 per family. 

 
Each year, tuition will be reevaluated and reset based on the participation levels, 
sponsorship, expenses, community responses, etc. by the Educational and Cultural 
Committee. 
 
Payments can be made by a check or cash. Checks should be made payable to  
“OCTAA” with Turkish School in “comment/for” section of the check and mailed to: 

OCTAA 
P.O. Box 6132 

Irvine, CA 92616-6132 

Cash payments can only be accepted by the School Director, Committee members, or the 
Treasurer in person. 

SCHOLARSHIP 

The Orange County Turkish School plans to award scholarships to Turkish-American 
students who are under 18-years old who exhibit academic excellence, as well as 
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financial need.  A scholarship fund may be established by the donations offered by the 
sponsors or the members of the community.  The Committee will review applications 
from Turkish-American students attending the School in Orange County.  All 
applications must be received by the deadline established by the Committee for each 
school year.  The Committee will decide on the recipient of the scholarship based on: 

 Need-based Tuition Scholarship: Parents of students can choose to apply for a 
need-based scholarship if they cannot compensate for the tuition. This scholarship 
will include 100% of the tuition per semester.  Parent of student will be requested 
to provide the most current annual income tax statement to help review the need 
more objectively. 

 Merit-based Tuition Scholarship: Parents of students can choose to apply for a 
merit-based scholarship. This scholarship can be either 50% or 100% depending 
on availability, number of applications, and evaluation by the OCTAA 
Educational & Cultural Committee. 

All financial aid information will be kept confidential.  There will be a limited number of 
scholarships per semester.  Priority will be given to need-based tuition waiver. 

REGISTRATION AND WAIVER FORMS  

Parents and students are required to complete the registration form, provided in 
Attachment B, before the semester begins at the registration event or first day of school.  
All payments must be made using a check or cash at the registration event or directly at 
the school.  Registration forms can also be mailed or faxed to parents/students upon 
request by calling (949) 608-3402.  

PUBLICATIONS & COMMUNICATIONS 

All written communications for this organization shall be conducted in English and/or 
Turkish.  The official language of the Organization, particularly the financial data and 
meeting minutes, shall be in “English” for consistency with OCTAA and ATASC 
Bylaws.  Classes will be taught in Turkish.  However, depending on the levels of the 
students or at the request of the parents, teachers may be allowed to speak to the students 
in English. 

REVISIONS AND AMENDMENTS  

The provisions of this document could only be revised and amended by the Committee 
with the approval of the OCTAA Board of Directors. These guidelines may be amended, 
when necessary, by a majority (51%) vote of the committee members.   

The current revision of the Guidelines will be indicated by the revision date indicated on 
each page of the document.   
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ATTACHMENT A 

2006 COMMUNITY SURVEY RESULTS 
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ATTACHMENT B 

SCHOOL REGISTRATION & PARENT CONSENT FORM 

(OGRENCI KAYIT & VELI  FERAGAT FORMU) 
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