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Forward
Heritage Christian Academy has assembled a faculty and staff who are committed to Jesus Christ as Lord and Savior.  The school supports the Christian home, the Church, and Christian education as they work together to meet the needs of every student.  All employees view their work as a called ministry. 

This handbook is a method of coordinating the efforts of parents, faculty, and administrators as they deal with students on a day-to-day basis.  It cannot, nor will it address every situation, which may occur.  It, however, provides general guidelines, which helps everyone maintain an orderly level of communication between parents and school personnel.

Heritage Christian Academy is a Christ-centered institution.  The school’s strong desire and commitment is to serve children and support the family as it strives daily to teach students.

Introduction to Heritage Christian Academy

Heritage Christian Academy is an independent, non-denominational Christian school, dedicated to providing an excellent education from 18 months through eighth grade. HCA is operated by a board of directors. The school's philosophy is based upon the love of God and Country, and is inspired by the Judeo-Christian values upon which our nation was founded. Our focus is on training future leaders to serve God, their family, their community and their country.

The mission of Heritage Christian Academy is to assist parents in the task of raising good Christian citizens by providing a superior education, firmly grounded in our dual heritage as Christians and Americans. 

In order to accomplish our mission, Heritage Christian Academy meets at least three specific conditions.

1. Heritage Christian Academy will, without apology or compromise, strive to conform to biblical principles.

In order to meet this condition, the foundation and base for all curricula will be the Bible. It will be studied seriously, and its truths will be applied both to our personal lives as teachers and students and to our administration and policies. Our school’s policies and practices will always be honest, honorable, and equitable to the individual student, teacher, and the families.

Though the Bible is the foundation of our curriculum, we do not limit our educational tools to the Bible. Since the Bible is absolutely true in all the subjects with which it deals, we have nothing to fear from any discipline of education. Therefore, we will constantly and fearlessly develop and use all of our cognitive, affective, and psychomotor skills to search with diligence for the truth, to respect the truth, and to teach the truth.

2. We will not forget that Heritage Christian Academy is unique

We will remember the unique character of our school because we are committed to a special type of work of the highest quality. We are unapologetically Christian; therefore, Heritage Christian Academy will manifest that fact. That fact demands that we as students, parents, teachers and administrator commit ourselves to the very highest goals of academic excellence. 

We will recognize in some ways we are limited. Our limitation is that we cannot and will not compete with public schools in every area of school life. We will maintain a balanced program. We will offer a variety of student activities including athletic and non-athletic opportunities. We will have a challenging academic program. Our thrust is to the academically able, those with average or above ability. Our curriculum is structured to that type of student. We are able to assist those that have certain learning disabilities, but who have strong academic potential. While our Christian compassion opens our hearts to the needs of everyone who desires an education within a Christian atmosphere, we are realistic to the degree of recognizing that we will not be able to provide for the educational needs of everyone. Our Christian compassion for the student who may struggle inordinately with a challenging academic program simply will not allow us to place such a burden upon that student who would have to try to keep up with the rest of the class. When a school our size tries to adapt itself to everyone and every interest, it will suffer academic mediocrity, which handicaps human minds and restricts human lives. This is not the purpose of Heritage Christian Academy so, we are unique in the curriculum we teach and the students we serve.

3. Heritage Christian Academy will have great Christian teachers

From the human perspective, we believe that a school rises or falls on the ability of its faculty. We will make every effort to ensure that all of our teachers are not only academically and emotionally, but also spiritually, prepared to teach in our school. We seek teachers who belong to Christ, believe the Bible to be totally true and by the pattern of their life behave in an encouraging way (being biblically firm and biblically forgiving) with the students and a cooperative way with families.

We seek teachers who are academically prepared. This means teachers who not only know their subject matter, but also are capable of inspiring students to have a passion for the truth. Our teaching staff must represent the very best that Christian culture has to offer.

We believe that a Christian teacher is a guide to wisdom! We understand “wisdom” to be the awareness of God and His laws and divine principles at work! We have become God’s children through faith in Jesus Christ; thus, we have the sacred privilege and the high responsibility of developing our own walk with God and helping those whom God has committed to our care to have this same opportunity and privilege.
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Heritage Christian Academy commits:

· To provide a Christ-centered quality education for every child entrusted to us – educating the whole child;
· To maintain a committed Christian environment at all times;
· To provide teachers who are appropriately trained to teach their respective classes;
· To provide curriculum designed to emphasize the building blocks of knowledge using the Bible as the source of all wisdom and truth;
· To provide educational programs in technology, fine arts and physical education;
· To seek strong family involvement in every school activity and develop excellent parent and teacher relationships;
· To continually communicate with parents regarding progress or lack of progress for their student;
· To maintain informal contact with parents as desired;
· To inform families about the school via a regular communication;
· To maintain an “open door” policy;
· To present to students a staff that will demonstrate in word and actions a Christ-like life.
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Acknowledging the Lordship of Jesus Christ and His supremacy over all of life, Heritage Christian Academy seeks to provide an education that acknowledges God as the creator and thus the originator of all truth.  Relying on the Bible as the ultimate authority in knowledge and truth, young people are taught to think with a Christian worldview about every aspect of reality.  Education at HCA is therefore more than the acquiring of factual knowledge and is complete only as the purpose of knowing God and His will for man is paramount.  All curricular and extra-curricular components support and reflect the goal of biblical integration – grounding and filtering all subjects and disciplines through the Word of God and its moral and spiritual principles.  No educational method or philosophical approach, however popular, will take precedence over the strict adherence to biblical centrality in all things.

From Mother’s Day Out (MDO) through the elementary our program moves through a challenging course of study preparing students for higher education and life events through academic excellence, development of intellectual and practical skills, and cultivation of personal faith and integrity.  Biblical insight is both foundational and contextual, creating a favorable environment for students to grow as a whole person – spiritually, intellectually, socially and physically.  The methodologies used are those that are wholesome and can be pursued to the glory of God (Col 3:16-17).  Accordingly, all Heritage Christian Academy personnel must be born again and serve as a Christian role model for students.  (1 Tim 4:12).

In addition to our commitment to Christ-centered education, Heritage Christian Academy is committed to a strong emphasis on our duties as Christian citizens. Biblically, God’s blessing on the people of a nation has often been tied to His judgment of the actions and attitudes of the nation as a whole. Our nation is rapidly turning its back on the Biblical values upon which it was based, even to the extent of re-interpreting history to minimize the role that the Christian faith has played in shaping our country. As citizens, we have a duty to influence our country’s course, and we can only do that properly if we understand our history and our future in terms of our faith.

Finally, Heritage Christian Academy is committed to the scriptural teaching that parents are responsible for the nurture and education of their children (Deut 6:4-9).  The church and the Christian school assist the parents, helping them fulfill their God-given responsibilities, together preparing the student for a life of fellowship with God and service to man.  Enrollment is therefore limited to families where at least one parent has a personal and saving knowledge of Jesus Christ.
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Vision Statement
The vision of Heritage Christian Academy is to establish an excellent independent, nondenominational, evangelical Christian School in the Northwest Brazoria County Area.
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The mission of Heritage Christian Academy is to assist parents in the task of raising good Christian citizens by providing a superior education, firmly grounded in our dual heritage as Christians and Americans. 
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We believe in
1. the Holy Scriptures as originally given by God, divinely inspired, infallible, entirely trustworthy; and the supreme authority in all matters of faith and conduct
2. One God, eternally existent in three persons, Father, Son, and Holy Spirit
3. Our Lord Jesus Christ, God manifest in the flesh, His virgin birth, His sinless human life, His divine miracles, His vicarious and atoning death, His bodily resurrection, His ascension, and His Personal return in power and glory.
4. The Salvation of lost and sinful man through the shed blood of the Lord Jesus Christ by faith apart from works, and regeneration by the Holy Spirit.
5. The Holy Spirit, by whose indwelling the believer is enabled to live a holy life, to witness and work for the Lord Jesus Christ.
6. The Unity of the Spirit of all true believers, the Church, the Body of Christ.
7. The Resurrection of both the saved and the lost; they that are saved unto the resurrection of life, they that are lost unto the resurrection of damnation.
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In reaching the mission and in harmony with the philosophy, the purpose of Heritage Christian Academy is to provide and maintain an environment that will most effectively train and mold our students’ physical, spiritual, emotional, academic and social growth with the mind of Christ. It is the desire of Heritage Christian Academy that all students will find Christ Jesus as their Lord and Savior. We hope that through their Christian training they will develop the mind of Christ, godly character, and a daily dependence upon His Word. It is part of the purpose of the school to produce strong Christian leaders for our community, nation and world. We, as a school, will put forth our best effort to partner with families in training and educating their children. All things should be done to glorify Christ. Thus the school’s philosophy, mission, purposes, goals, objectives, policies and curriculum are aimed in that direction.
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Just as Jesus grew and developed in every aspect of His being (Luke 2:52), it is the goal of Heritage Christian Academy to encourage the growth of each student in every area of his life. Our goal is to use classroom and non-classroom opportunities for each student to develop into a mature Christian. The goals that emanate from the philosophy, mission, and purpose of Heritage Christian Academy are:

· (Spiritual) To develop convictions in the child and help him experience God’s work in his daily lifestyle by developing the ability to see life from God’s point of view, and thereby be like-minded with Christ. (Philippians 2:1-9, Psalms 111:10, Isaiah 54:13)
· (Academic) To develop and maintain curriculum and staff that is of the highest quality available, thus challenging each student to academic excellence - realizing that the ability to learn is a gift from God and should be properly invested in the lives of others. (2 Timothy 2:15, 2 Timothy 3:16-17, Colossians 2:6-7)
· (Emotional) To develop virtuous attitudes, desires, and power to do the will of God. This results in a Godly self-image and self control. (Romans 12:2-3, Psalms 139, Isaiah 54:13)
· (Social) To train students how to develop proper and lasting relationships with family, self, those in authority over him, those for whom he is responsible, and friends. (John 15:13, Romans 13, Matthew 18:15-35, Colossians 3:17)
· (Physical) To develop the mind and body by encouraging proper exercise and nutritional habits, which will inspire a lifelong commitment to the care of God’s temple - the body. (Romans 12:1-2)
· (Civic) To train students to be good Christian citizens, who understand our history, and political and economic systems from a Christian worldview. 
· (Environment) To provide professionally competent Christian teachers and staff who live and practice Christian principles, work in partnership with the families, and integrate Christ into the curriculum. (Proverbs 3, 1 Corinthians 3:11)
· (Model) To assist families and students in establishing goals and priorities that will be useful and reinforced in the home, church, and school. (Ephesians 6:1)
· (Train) To foster an understanding of each individual student so that families and teachers are better equipped to recognize the individual and spiritual creation of each child. (Proverbs 22:5)
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The following objectives were conceived from the Word and are derived from the philosophy, mission, purpose and goals. “For no other foundation can anyone lay than that which is laid, which is Jesus Christ.” (1 Corinthians 3:11). It is the hope that each student will fully experience:

1. 	Spiritual growth by developing:
· A personal relationship with Jesus Christ
· A greater understanding of God’s written Word, the Bible
· Open communication with God through prayer
· Self-control and self-discipline through the power of the Holy Spirit
· Convictions about God’s Word and life
· A desire to proclaim the Word
2. 	Cognitive growth by developing:
· The skills and abilities necessary for independent learning beyond the walls of the classroom
· Fundamental skills in communication, math and science
· The ability to apply fundamental skills to practical situations
· Knowledge and skills required for future educational, vocational and economic competence
· A love of learning and a joy in discovering the truth
3. 	Emotional growth by developing:
· An image of self as God views him - made in the image of God, yet sinful
· The ability to deal with difficult situations
· Sensitivity to emotions, which can be channeled to build character 
· Appreciation for the fine arts
· Virtuous attitudes
4. 	Social growth by developing:
· A desire to build a loving relationship with each family member
· A growing ability to “love one’s neighbor as oneself”
· Knowledge and appreciation for the American heritage and citizenship, with the rights, duties and responsibilities they imply
· Understanding of other people, cultures, and societies
· Understanding how to relate to people in authority
· Understanding how to relate to people as a leader
5. 	Physical growth by developing:
· An understanding of the body as the temple of God
· The application of good health and nutrition practices
· Physical skills, which enable the student to enjoy wholesome recreational activities and daily living
· Habits that will maintain a strong and healthy body
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As an independent Christian school, the governing body is the Board of Trustees of Heritage Christian Academy. The affairs, policies, functions and operations of the school including its financial and business matters, its educational program and its physical facilities, are under the management and control of the school board. The school board shall consist of no more than nine members. The board is scheduled to meet on the second Tuesday of each month. The meetings are open, except when executive sessions are called. If you wish to address the board on any matter, the board requests that you put it in writing and if possible submit it to the board prior to a meeting. The board asks that any grievance will have already been addressed with the employee and the Principal prior to board discussion.

[bookmark: _Toc189729220]Issues Resolution
The Board recognizes that at times there will be issues of concern or disagreement concerning the activities and decisions of the school. Our goal is to handle any issues in as Christ-like a manner as is possible. We want to ensure that we have any concerns can be brought out and dealt with. Therefore, we have formed an issue resolution committee of the Board which can serve as a first point of contact for issues that deal directly with the Boards actions or decisions, and as a point of escalation for situations at the school that have already been raised through proper channels (see page 2) and not addressed satisfactorily. 
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All teachers at HCA are born-again believers in Jesus Christ as their Lord and Savior. The teachers are expected to always emphasize the spiritual component of life and the importance of a saving relationship with Christ in all that they teach. It is this component of HCA that makes it substantively different from other academic schools.
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Systematic Bible study is required of each student in each grade. The Bible is God’s Word to man and contains the plan of salvation for each individual. Bible study is built into the daily schedule and is taught from both academic and spiritual perspectives. Students are taught to seek, find, and submit to God’s will for their lives. Heritage Christian Academy requires that each student have a copy of the New International Version or the King James Version for work related to school.
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Heritage Christian Academy offers a program for students who desire an education in a Christian environment and who are capable of achieving in a program dedicated to academic excellence.  The admission procedure is accomplished through the following sequence.

The school shall be open during the hours of 6:45am to 6pm in the months scheduled on the school calendar. 
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Before admission to Heritage Christian Academy, an administrator will schedule an interview with parents who are interested in enrolling a student.

In preparing for the interview, parents must have previously submitted all completed application forms, including grades, achievement test results, and other testing. All students admitted to the school will be expected to perform at or above grade level. 

During the interview, the administrator will provide a description of the school's activities and will answer any questions that arise. Classroom tours may be scheduled through the Heritage Christian Academy office.

The purpose of the personal interview is to insure that students who attend the school come from homes that reinforce the values and beliefs taught during the school day.  To this end, the administrator will assess the parent's motivation in seeking the student's enrollment in the school, as well as the student's willingness to attend and adhere to the philosophy and policies of Heritage Christian Academy.
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Admission decisions fall into these categories: Full admission, probationary admission, and denial of admission.

Full admittance is reviewed annually for continuing enrollment.  A Full admission for the school year is given to students who: 1) are performing at or above grade level; 2) attend school regularly; and 3) submitted to school policy and regulations during the previous school year.  In cases of new applicants, the student will be expected to have submitted to his/her previous school's regulations and policies for the grading period immediately preceding application for entry to the school. Full admission status can be changed for academic, attendance or disciplinary reasons.

Applicants with deficiencies in any of the specified areas may be offered probationary admittance for up to six weeks if the Admissions Committee feels the deficiencies will be corrected by the end of that time.  The Admission Committee reviews probationary admissions each grading period.  If the necessary corrections have not occurred, the student may be denied further admittance.  If the Admission Committee believes it is highly likely the deficiencies will be corrected at the end of a second six weeks, probationary admission can be extended.  

The Admission Committee will give denial of admission if the applicant is deficient in one or more of the specified areas and correction during a six-week period is unlikely.  Denial of admission does not prohibit a student from applying again if deficient areas are corrected.
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All applications and registrations for student enrollment will be accepted at anytime, however, Heritage Christian Academy will not begin processing any application and registration until the first school day of February prior to the upcoming year. 

Registrations will be processed according to the following priority dates:

Current students and siblings will have first priority provided that an application and fees are received by the priority registration deadline.  Applications may be submitted with fees at any time, with the understanding that the fees are subject to change prior to February first of the enrolling year.

Shepherd of the Heart UMC member’s children will have second priority provided that an application and fees are received by the priority registration deadline.  An application may be submitted with fees at any time, with the understanding that the fees are subject to change prior to February of the enrolling year.

Students from the community will have last priority provided that an application and fees are received.  Students from the community will be placed in a waiting pool based on meeting the attendance, behavior and academic requirements for admission. An application may be submitted with fees at any time, with the understanding that the fees are subject to change prior to February of the enrolling year.

If an opportunity to enroll is turned down, the applicant is placed in the waiting pool with no guarantee of future placement.

Students may not transfer from one program to another without the approval of the Principal. Only one transfer per year will be allowed.


Heritage Christian Academy reserves the right to determine the class placement of a student.
At the discretion of the Heritage Christian Academy Board, exceptions may be made to the above stated policy due to extenuating circumstances. Special priority consideration will be given to staff and faculty of Heritage Christian Academy. In all cases, admission of a student is contingent upon the approval of the Principal within the guidelines of or by the authority of the Heritage Christian Academy School Board.

[bookmark: _Toc41280758][bookmark: _Toc62995239][bookmark: _Toc189321627]Waiting Pool
Once a maximum number of students have been enrolled for a class, a waiting pool will be started.  A student will not be officially considered in the waiting pool until all enrollment forms are turned in.  If the waiting pool number reaches a level in which it becomes reasonable to establish another section of a grade, the Principal may authorize the establishment of a new class within approved budget guidelines.  The Principal will inform the School Board of this action at the next School Board meeting. Any student that is assigned to the waiting pool will have the registration rates frozen according to the amount at which time the applicant applied.
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Parents will contact the school administration 5 days before the withdrawal date.  A time will be set for the withdrawal forms to be picked up from the school office.  The student will be supplied a checklist of items that must be cleared prior to withdrawing.  The student will also be provided with a list of present grade averages.  No records will be sent to the new school until all the items on the checklist are cleared and all fees and fines paid, including tuition.  The school refund policy will be followed. Families will be sent an exit survey to be returned.
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Heritage Christian Academy is a believer school and requires at least one parent and/or the student who professes a personal relationship with Jesus Christ as their Lord and Savior. 
The initial admission of students to Heritage Christian Academy will require compliance of academic, behavioral, and attendance guidelines as outlined in Board Policy.
Heritage Christian Academy does not guarantee admission to any applicant. Heritage Christian Academy recognizes that there may be applicants for admission whose behavior, ability to be consistent in attendance and potential for academic performance may require extraordinary attention and/or resources and their admission would therefore disproportionately reduce the attention and resources available to other students. It is the policy of Heritage Christian Academy not to accept such applicants. Heritage Christian Academy in assessing the potential of any student is prepared to serve a limited population of students who have an average or better cognitive ability with certain special needs. The students enrolled on this basis accept a probationary status. Probationary status will result in either an achievement of grade level progress or a decision of placement that will better serve the student academically.  The goal of serving these students is for them to achieve grade level progress.
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1. The Principal, with consultation of the admission committee, will determine final acceptance and grade level placement of students.
2. Full enrollment is understood to be for the full year.
3. Kindergarten students must be 5 on or before September 1. The Principal may make exceptions with consultation of the admission committee. 
4. Pre-School students must be age appropriate for each class prior to enrollment and the beginning of the current academic year.
5. It is understood that parents agree with the policies of the school as stated in the “Parent Statement of Agreement”.
6. Certificates of immunization must be on file in the school office by the end of the first week of school. Students may NOT be admitted to class without complete records after that time. Health records must be signed and dated by a licensed medical professional and a parent/guardian.
7. No student will be denied admission because of sex, national origin or race.
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The application fee (non-refundable) helps to offset costs related to processing student applications and is due when the completed application form is returned to the school office.  The admissions procedures cannot continue until the application fee is received. This fee does not guarantee a seat in the classroom.
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The curriculum and supply fee (non-refundable) helps to offset costs for student curriculum and general classroom supplies (pencils, crayons, glue, etc) and is due when the completed admission forms are returned to the school office.  The enrollment procedures cannot continue until the curriculum fee is received. When accompanied by all enrollment forms this fee reserves a spot in the waiting pool.
[bookmark: _Toc189729228]Tuition
The tuition rate for each program is an annual amount. This can be paid in full at registration (or June 1, whichever is later), or we have several payment plans available. 

Payment Plans
Mother’s Day Out and Pre Kindergarten through 4th Grade
A monthly payment plan is available. Under this plan, the number of payments is based on registration date. 
· Registration on or before June 1 – Tuition is due in 12 payments, with the first payment due June 1.
· Registration after June 1 – Tuition will be divided into even payments, based on the number of months (rounded) that remain until and including the following May. 
· Registration after September 15th – Tuition rate will be prorated based on the number of class days remaining in the year, according to the formula below.


Prorated tuition
A daily rate is calculated by dividing the yearly tuition for the class by the total number of school days in the year. This is multiplied by the number of school days left to get a total tuition owed. This is then divided into even payments, based on the number of months (rounded) that remain until and including the following May.
[bookmark: _Toc189729229]Late Fees
Payments are due on the 1st day of the month they are owed. Payments are considered late at close of business on the 5th day of the month they are owed.  There will be a $30 late fee applied to all unpaid tuition balances after the 5th of each month.

[bookmark: _Toc189729230]Discounts

· Accounts paid in full at registration or when the first payment is due will be given a 3% discount.
· Accounts paid in full for a semester when the first payment is due will be given a 1% discount. Semesters are due June 1 (or when registering, if after June 1), and Dec 15th. 
· Families with more than one child attending will receive a 5% discount.
[bookmark: _Toc189729231]Overdue accounts
Families whose accounts become more than 45 days past due will have their student’s attendance suspended until overdue amounts are paid. 
[bookmark: _Toc189729232]Returned Checks
There will be a $30 fee for all returned checks.
[bookmark: _Toc189729233]
Checklists for Application

[bookmark: _Toc189729234]Checklist for Applying To Heritage Christian Academy 
Due at registration

· Registration Fee (Non-Refundable)
· Supply Fee (Non-Refundable)
· Completed and signed Application
· Completed and signed Request for Cumulative Records (New students)

[bookmark: _Toc189729235]Checklist for Admission 
Due June 1 or at time of enrollment

· Copy of any special testing
· Immunization records (current) and Doctor’s Statement
· Statement of Financial Responsibility (provided by Financial Secretary)
· Payment of fees and tuition
· Interview with Principal or Program Director (New Students) 
· Copy of birth certificate (New Students)
· Vision & Hearing Screening (New students)

[bookmark: _Toc40934895][bookmark: _Toc41280766][bookmark: _Toc62995246][bookmark: _Toc189321634][bookmark: _Toc189729236]General School Policy
[bookmark: _Toc41280767][bookmark: _Toc62995247][bookmark: _Toc189321635][bookmark: _Toc189729237]Telephone 
The office phone is available to students only in an emergency.  

Emergencies include:  
Health and safety of student (Illness or injury)
Discipline of student
Students may ONLY call their parent/guardian.

Emergencies do NOT include:
Making arrangements for lunch
Making transportation arrangements
Making arrangements to have work brought from home

If there is a question as to what is an emergency, an administrator must authorize the office phone for student use. 


[bookmark: _Toc40934896][bookmark: _Toc41280768][bookmark: _Toc62995248][bookmark: _Toc189321636][bookmark: _Toc189729238]Information Updates
The office should be notified immediately about any of the following changes:

Family’s address 
Family’s telephone number 
Family’s email
Parent or guardian’s employment address
Parent or guardian’s employment phone number
Parent or guardian’s employment email
Parent or guardian’s medical insurance
Student’s doctor
Student’s doctor’s phone number
Student’s emergency phone number(s)
Custody changes
Other pertinent information

[bookmark: _Toc41280769][bookmark: _Toc62995249][bookmark: _Toc189321637][bookmark: _Toc189729239]Student Release     
During official school hours and any official school functions, children will only be released to their parent or legal guardian unless that parent or guardian has submitted a WRITTEN request in advance. The Principal or his appointed designee, however, may waive the necessity for this written request.

[bookmark: _Toc41280770][bookmark: _Toc62995250][bookmark: _Toc189321638][bookmark: _Toc189729240] School Closing
In times of emergency, parents will be notified of school closing or other emergency measures through announcements on various radio (KPRC 950 AM) and TV stations (KHOU Channel 11). Parents may also call the Heritage Christian Academy office for a recorded message regarding school closings as well as go to www.hcapatriots.com.
[bookmark: _Toc41280771][bookmark: _Toc62995251][bookmark: _Toc189321639][bookmark: _Toc189729241]Communication and Support
The school communicates with the home in a variety of ways. These include the following: 
Report Cards - issued every six weeks.
Deficiency Reports - issued at the mid-point in each grading period to students with F’s at that point or who have declined one or more letter grades since the last grading period. 
Telephone Conferences - calls made by teachers, counselors, or administration. 
Personal Conferences - initiated by either the home or school. 
Weekly School and classroom newsletters.
P.T.F. Meetings and Mailings.
Special Mail outs.

[bookmark: _Toc41280772][bookmark: _Toc62995252][bookmark: _Toc189321640][bookmark: _Toc189729242]Parent/Teacher Conferences (Grades Pre-K4 through 2)
Heritage Christian Academy believes it is very important for the school and home to work together.  In order to promote effective communication and understanding, parents are asked to cooperate with the following guidelines:

Parents are required to meet with their child's teacher(s) for a personal conference at the end of the first six-week grading period.
Teachers will use letters, phone calls, and regular progress reports, as needed, to communicate with the parents.
Parents are not limited to the initial personal conference but may schedule additional conferences with a teacher at any time a need or concern is evident. Many needs can be met through a simple conference between parent and teacher. Concerns, shared first between the parent and teacher, have the greatest opportunity for a resolution that benefits the student.  The Principal will be available for parent-teacher conferences following the initial parent-teacher contact.

[bookmark: _Toc40934897][bookmark: _Toc41280773][bookmark: _Toc62995253][bookmark: _Toc189321641][bookmark: _Toc189729243]Sunday Activities
It is our standard not to infringe upon a family’s or staff member’s liberty to worship the Lord on the entire day of Sunday by planning any kind of non-ministry school activity. The school involves staff, students and parents in activities throughout the week. Sunday is a special day reserved specifically for corporate worship for God’s people. The school will recognize this by not intruding or planning any non-ministry activity on this day. There may be school-sponsored opportunities for Christian service occasionally that will be optional for students to minister on Sundays. In no way will the student(s) be penalized for not participating in a school-sponsored ministry on a Sunday.

[bookmark: _Toc40934898][bookmark: _Toc41280774][bookmark: _Toc62995254][bookmark: _Toc189321642][bookmark: _Toc189729244]Clothing and Toys
The school is not responsible for lost or damaged clothing. It is the responsibility of parents and students to clearly label all clothing and personal items with students’ name. Students may bring books and records with approval of their teacher, but these should also be clearly marked with their names. Electronic games, radios, pagers, cell phones, walk-mans, or CD players are not allowed in the school building, except by special events or rewards given by the administrator and/or teacher. (These will be specifically communicated by the school office and/or teacher.)

[bookmark: _Toc40934899][bookmark: _Toc41280775][bookmark: _Toc62995255][bookmark: _Toc189321643][bookmark: _Toc189729245]Parent Visits to the School
[bookmark: _Toc40934900]Parents are welcome to the school at anytime. Items such as books or lunches, which are to be delivered to students, should be given to the school secretary rather than directly to the classroom. This will avoid disruptions to instruction. Teachers consider the beginning and ending of each school day very important as they interact with the children. Often parents just want a quick word with a teacher, but it does distract the teacher from giving his full attention to the students. Please write a note or leave a voice mail if you wish to communicate with the teacher, even briefly, or arrange with the office to have the teacher call you during a free period. 

[bookmark: _Toc40934901]Should a parent wish to observe a class for a period during the day, arrangements should be made in advance through the school office. Conferences between parent and teacher are best planned after 3:45pm and should be prearranged for the convenience of all concerned.

Should a parent wish to visit with the Principal regarding any question or concern about the policies and procedures utilized by the school arrangements should be made in advance and are best planned after 3:45pm and should be prearranged for the convenience of all concerned.  

Should a parent wish to serve as a volunteer during the school day and planned activities a background check will be required as well as an orientation and training session completed prior to the parent working with any student.  

A copy of the Minimum Standards and a copy of the most recent licensing report will be kept on file and made available to parents to view upon request.  Parents may contact Texas Department of Protective and Regulatory Services, agency mail code: 182-6, Child Care Licensing, 2221 West Loop South,, P.O. Box 16017, Houston, Texas 77222-6017, phone number (713) 940-5246, FAX (713) 940-5184,website address www.tdprs.state.tx.us/   Parents may contact the Child Abuse Hotline at 1-800-252-5400.


[bookmark: _Toc40934902][bookmark: _Toc41280776][bookmark: _Toc62995256][bookmark: _Toc189321644][bookmark: _Toc189729246]Lunch Program
Students will bring their lunch from home or purchase lunch at the school. The lunch period will be set for 30 minutes.

Toddlers, Pre-Kindergarten, and Kindergarten students will have a “snack break”. Other classes may have a “snack break” at the discretion of the teacher. 

[bookmark: _Toc41280777][bookmark: _Toc62995257][bookmark: _Toc189321645][bookmark: _Toc189729247]Emergency Drills
As required by the State, emergency drills will be held monthly at various times during the school day. The teachers and staff will acquaint the students with the proper procedures to be followed during an emergency or fire drill. A map of the evacuation plan will be posted in each classroom, and each teacher will see that the students fully understand the route.
 
[bookmark: _Toc41280778][bookmark: _Toc62995258][bookmark: _Toc189321646][bookmark: _Toc189729248]Money Sent To School
All tuition payments must be made by credit card through Paypal via the school website(www.hcapatriots.com); personal check or cashier’s check payable to Heritage Christian Academy. Please, do not send tuition or fee checks to school with your child. 

No checks will be cashed at the school office, and the office will not carry cash for the purpose of supplying change.  Any returned checks will incur a $30.00 charge.

[bookmark: _Toc41280779][bookmark: _Toc62995259][bookmark: _Toc189321647][bookmark: _Toc189729249]Parent Bulletins
Notices will be sent home with students. Students’ backpack will need to be checked daily for any messages from the school as they contain important dated material. Parents are encouraged to check the school website (www.hcapatriots.com) for other school related information.

[bookmark: _Toc41280780][bookmark: _Toc62995260][bookmark: _Toc189321648][bookmark: _Toc189729250]Transportation
Transportation of students will be the responsibility of the parents. Each parent will be expected to see that students are at school on time and picked up at the end of the school day on time. For those interested in forming car pools, the school will furnish names, addresses, and phone numbers.

[bookmark: _Toc62995261][bookmark: _Toc189321649][bookmark: _Toc189729251]School Supplies
All standard school supplies for each grade will be furnished. All grades except Kindergarten and younger require the students to have either a King James Version or a New International Version of the Bible.

[bookmark: _Toc41280781][bookmark: _Toc62995262][bookmark: _Toc189321650][bookmark: _Toc189729252]Visitors
Prior permission from the office is required for students to bring visitors to school. All school visitors must sign in with the school office upon arrival and receive a visitor’s pass.


[bookmark: _Toc40934903][bookmark: _Toc41280782][bookmark: _Toc62995263][bookmark: _Toc189321651][bookmark: _Toc189729253]School Attendance
Attendance at school provides a student with the classroom experience.  This experience is composed of participation in class activities and direct instruction conducted by the classroom teacher.  The instructional program designed by each teacher is a progressive and sequential experience.  It is generally impossible for that experience to be "made up".  For this reason, failure of a student to attend class will be seen as a serious problem and will not be allowed.
[bookmark: _Toc40934905][bookmark: _Toc41280783][bookmark: _Toc62995264][bookmark: _Toc189321652][bookmark: _Toc189729254]Absences
Failure of a student to attend school will be considered an absence.  Each absence will be considered excused or unexcused. The authority for determining the legitimacy of an absence rests with the school administration. The Principal will consider the legitimacy of excusing absences due to family trips after receiving written request and following a conference with parent(s).
[bookmark: _Toc41280784][bookmark: _Toc62995265][bookmark: _Toc189321653][bookmark: _Toc189729255]Excused 
An excused absence is an absence due to a personal illness, serious illness in the family, death in the family, school-approved trips, medical or dental appointments, court appearances, or absences due to providential hindrance. 

(Known in advance)
When a student will be out of school and the time of the absence is known ahead of time, it is the responsibility of the parents to contact the Principal and teachers, and secure the class assignments for that period of time.  All course work and homework assignments are due on the day they return to class. 

(Not known in advance)
When a student will be out of school for any of those reasons, and the time of the absence is NOT known ahead of time, the parent must call to secure their student’s work as soon as possible. A student with an excused absence will be given a reasonable opportunity to make up assignments and exams missed during the absence. A reasonable time to make up (assignments or tests) is one day for each day absent up to five (5). It is the parent or student’s responsibility to arrange for make up tests or assignments. 
[bookmark: _Toc41280785][bookmark: _Toc62995266][bookmark: _Toc189321654][bookmark: _Toc189729256]Unexcused
Unexcused absences are when a student is out of school for reasons not cited above as excused. Any absence without a note by 8:00 am on the second day of the return of the student to class will be counted as an unexcused absence. If a student receives an unexcused absence all course work and homework assignments are due and no grade higher than a C or 70 (30 points will be taken off the students paper, project, or test) will be assessed. After three (3) unexcused absences in a grading period, the letter grade of the course will be dropped one (1) letter grade. With each unexcused absence after three (3), the letter grade will be dropped an additional letter grade per unexcused absence.

[bookmark: _Toc41280786][bookmark: _Toc62995267][bookmark: _Toc189321655][bookmark: _Toc189729257]Minimum days present for credit
A student must be in attendance at least ninety percent of the school year to receive credit for that year. Excused and unexcused absences are counted equally when assessing total days absent. The School Board must be petitioned for a waiver if a student fails to attend one hundred sixty days.
[bookmark: _Toc41280787][bookmark: _Toc62995268][bookmark: _Toc189321656][bookmark: _Toc189729258]Reporting Back To School after Absence
Upon returning to school after an absence, the student is to bring a signed note from the parent(s) detailing the cause of the absence; a telephone call to the office or the teacher will NOT be accepted in place of a note.  The note should be neatly written.  The student must present the note to the school office before returning to class. The office will give an admit slip to the student.  This dated slip will permit the student to return to class and will indicate to the teacher(s) whether the absence is excused or unexcused. 
[bookmark: _Toc40934906][bookmark: _Toc41280788][bookmark: _Toc62995269][bookmark: _Toc189321657][bookmark: _Toc189729259]Appeal Procedure
A student who is in danger of not meeting the ninety percent attendance class requirement, but who has successfully earned a passing grade, may appeal for credit in the course at any time during the grading period.

The Principal will review the appeal request and determine whether the student should be required to make up the class time and work missed. Eligibility for credit due to extenuating circumstances will be recommended only for extended personal illness, illness or death in the family, quarantine, weather conditions making travel dangerous, or any other extenuating circumstances acceptable to the admissions committee.

If it is determined that class time and work is to be made up, the Principal will assign the time to be made up and the method to be used.

If the Principal denies a student credit for a class, the student may appeal to the full board. The decision of the board is final.
[bookmark: _Toc41280789][bookmark: _Toc62995270][bookmark: _Toc189321658][bookmark: _Toc189729260]Tardiness
Being late to class is disruptive and disrespectful to other students and the classroom teacher.  A student is tardy unless the student is in the appropriate room and seat when the teacher has begun class.  If a student is tardy, he must secure a tardy slip from the office.  If the student can convince administration that being late was due to circumstances beyond their control, he may be admitted with an excused tardy slip.  Weather, traffic, and car-pooling are not acceptable reasons for tardiness, except for unusual circumstances.  If a student is unjustifiably late, he will receive an unexcused tardy. A student who has been tardy three (3) times in a grading period will count as an absence. For purposes of using tardy combinations to count as an absence, when two of the three tardies are excused the absence will be counted as excused, otherwise the absence will be counted as unexcused. 
[bookmark: _Toc41280790][bookmark: _Toc62995271][bookmark: _Toc189321659][bookmark: _Toc189729261]Truancy
Truancy is the absence from school for any reasons without the knowledge and consent of parents and/or school officials. Truancy is a violation of state law and, therefore, is considered to be a most severe violation of school policy.  Class work and/or assignments missed as a result of truancy will not be accepted for credit and a grade of 0 will be given during a truancy period.  Additionally, parents will be notified, and the student shall be subject to disciplinary action.  Upon a second incident of truancy, that student shall be subject to expulsion.
[bookmark: _Toc41280791][bookmark: _Toc62995272][bookmark: _Toc189321660][bookmark: _Toc189729262]Academics

[bookmark: _Toc41280792][bookmark: _Toc62995273][bookmark: _Toc189321661][bookmark: _Toc189729263]Textbooks
Textbooks are the property of Heritage Christian Academy and are issued to students on loan.  They should be treated with respect, cared for properly and returned at the end of the year.  The student's name should be entered in the book at the designated location and hardback books should always be covered. Students will be charged the full price of a textbook if it is lost or excessively damaged.

[bookmark: _Toc41280793][bookmark: _Toc62995274][bookmark: _Toc189321662][bookmark: _Toc189729264]Fines/Debts
Students are subject to the incurring of financial indebtedness during the course of the school year.  Fines for overdue library books, damaged textbooks, and damage to property can accumulate.  The school office will hold all school records and reports until any financial obligations have been cleared.

[bookmark: _Toc40934907][bookmark: _Toc41280794][bookmark: _Toc62995275][bookmark: _Toc189321663][bookmark: _Toc189729265]Amount of Homework
Homework will be assigned by each teacher and is designed to:

· Reinforce and enrich school learning by providing the necessary practice, integration, and application through related home activities,

· Stimulate voluntary effort, initiative, independence, responsibility, and self direction, and, 

· Enrich the school experience through related home activities.

The amount of time a student needs to do homework varies from day to day and from student to student.  The faculty attempts to assign a reasonable amount of homework in light of the subject matter and the abilities and needs of the students.

The school faculty urges that each student plan out-of-school activities wisely so that adequate time is provided for homework assignments as well as for the development of personal responsibility. Teachers are also expected to give reasonable homework assignments.

[bookmark: _Toc41280795][bookmark: _Toc62995276][bookmark: _Toc189321664][bookmark: _Toc189729266]Penalties for Late Homework
All homework and assignments must be completed and turned in even if the work is not on time and it is designated as “late”.

When daily work is not turned in on time the student will receive a grade of zero.  When a student receives a grade of 0, he will be required to have a note signed by a parent and returned the following school day. The student may redo the assignment for a separate grade if completed and turned in within one school day of the original due date.

When a special assignment is turned in late, 10 points will be deducted from the student's grade on the assignment for each day the assignment is late.

[bookmark: _Toc41280796][bookmark: _Toc62995277][bookmark: _Toc189321665][bookmark: _Toc189729267]Make-Up Work

[bookmark: _Toc41280797][bookmark: _Toc62995278][bookmark: _Toc189321666]Excused Absences:
Students with excused absences will be allowed to make-up work within a reasonable length of time.  As a general rule, students will be given the same number of days to make up the work as the number of days absent.  Test dates and project due dates announced prior to an absence will not be delayed when the absence occurs on the day before the test or project due date. Special consideration, however, will be given to students missing several days in a row or those too ill to prepare for school.  If excused absences occur in such a way as to create an “incomplete” on the report card, the work must be completed within five (5) class days after returning to school. All special consideration requests must be given to the teacher prior to the expected due date for make-up work.

Teachers will assist students in making up work.  However, it is the parent’s and student's responsibility to work with the teacher(s) to determine what work has been missed and see that it is completed and turned in according to the guidelines above. When a student misses the due date for make-up without an approved delay, the teacher is no longer technically obligated to assist the student in making up the work and the penalties for late homework apply.  Students are not permitted to miss regularly scheduled classes in order to make up work.

[bookmark: _Toc41280798][bookmark: _Toc62995279][bookmark: _Toc189321667]Unexcused Absences:
After three (3) unexcused absences in a six-week grading period, the letter grade of the course will be dropped one letter grade.  After reaching this maximum of three, the grade will then be dropped one letter grade for each additional unexcused absence in the same six-week grading period. 

[bookmark: _Toc41280799][bookmark: _Toc62995280][bookmark: _Toc189321668][bookmark: _Toc189729268]Extra Work Requests
General semester-end requests for extra work will not be accepted or approved. At their discretion, teachers may see the benefit of allowing a student to repeat an assignment, do an assignment in a different format, or otherwise individualize a previous assignment in order to replace a low grade.  The repetition of an assignment, however, must be completed within a short time of the original assignment and at the approval of the teacher.  
[bookmark: _Toc41280800][bookmark: _Toc62995281][bookmark: _Toc189321669][bookmark: _Toc189729269]Cheating
Cheating is a serious offense that involves taking information from another source and presenting it as one’s own, thus including the components of both stealing and lying. It is therefore very important that students come to understand the seriousness of any act of cheating and are continually reminded by teachers of the consequences of cheating. Teachers are also expected to take precautions in terms of test security and the structure of the classroom-testing environment in order to protect students from unnecessary temptation.  

When a student is suspected of cheating, the teacher or staff member is responsible for verifying the accuracy of the alleged cheating and notifying the parent. The biblical model (Deuteronomy 19:15 – 19) will be followed in determining if cheating has taken place:
· The teacher or staff member must have direct knowledge through observation or
· The student confesses or
· The testimony of at least two reliable witnesses confirms the suspicion.
Teachers and staff members are required to fully investigate any suspicion of cheating prior to determining if a student has cheated. Cheating is specifically defined as copying homework, handing in the work of another person, plagiarism and unauthorized assistance on tests, quizzes or other class work. 

If it is determined that a student has indeed cheated, the following actions will be taken:
1. The student will receive a zero on the assignment.
2. The Principal will be notified.
3. The student will confer with the Principal.
4. The parents will be called.

[bookmark: _Toc41280801][bookmark: _Toc62995282][bookmark: _Toc189321670][bookmark: _Toc189729270]Tutorial Help
Students will sometimes need additional help in a subject.  The first place to turn for help is to the teacher of the course.  Most teachers at the school are willing to give extra time to students who are conscientiously trying to improve their understanding and grade in a particular course.  This time is limited to before and after school or during a planning period and must be scheduled prior to the day on which the tutorial work is desired to begin. Students may also be paired with peers who understand the material and can provide similar tutorial assistance.

For students with a greater need than can be met in the above time constraints, an outside tutor is usually recommended. The school faculty and office staff may be able to provide names of qualified tutors.  Any outside tutor should confer with the teacher of the class in order to coordinate objectives and methods.  It is important that the appropriate school principal also be aware of students receiving outside tutorial help.

[bookmark: _Toc41280802][bookmark: _Toc62995283][bookmark: _Toc189321671][bookmark: _Toc189729271]
Academic Probation
Academic probation is invoked when a student has demonstrated a serious academic problem or deficiency.  It is intended to give proper notice to the parent and student so a mutual effort to correct the academic deficiency may be made on the part of both school and home.  The probation is given with the expectation that the deficiency will be recognized and decreased in order to improve the grade for the next grading period to a satisfactory or passing level.  If this does not occur, the admission committee will be called upon to decide if the student will be able to continue at Heritage Christian Academy.

The procedure for academic probation is as follows:

1. A student who receives one “F” at the conclusion of a grading period will be placed on academic probation for one grading period.  The student will not be allowed to participate in extracurricular activities for three weeks.

2. A letter of notification will be sent to the parents.

3. A conference will be held between the parents and the administration to give an explanation of the probation and suggestions for remediation.

4. At the end of the next grading period, the admission committee will review the academic status of the student and make appropriate decisions based on the following guidelines:
· A student who receives no “F” in the next grading period will be removed from probation.
· A student who receives one or more “F’s” in the next grading period will be considered for continued probation or removal from the school.

Following removal or withdrawal from the school for academic reasons, a student may later apply to be re-enrolled on academic probation if the following conditions are fulfilled: The student has attended another school for one full semester – completing a full academic load for that semester and receiving no grade lower than a "C" in any subject.

[bookmark: _Toc40934908][bookmark: _Toc41280803][bookmark: _Toc62995284][bookmark: _Toc189321672][bookmark: _Toc189729272]
Grading
[bookmark: _Toc41280804][bookmark: _Toc62995285][bookmark: _Toc189321673]Grading System  (Elementary grades)
A  = 90-100		B  = 80-89		C  = 70-79		F  = 69 and lower
I  = Incomplete (Given when all of the class work has not been completed for that grading period.)

[bookmark: _Toc41280805][bookmark: _Toc62995286][bookmark: _Toc189321674]Grading System  (Pre-K and Kindergarten)
Kindergarten and Preschool students will continue to receive a Report Card designed specifically for their curriculum.  They will use the following grading system:
	E  = Excellent
	S+ = Slightly Above Average
	S  = Satisfactory
	S- = Slightly Below Average
	N = Needs Improvement
	U  = Unsatisfactory
[bookmark: _Toc41280806][bookmark: _Toc62995287][bookmark: _Toc189321675]Grading/Reporting Periods (All Grades)
All students will follow the Six Weeks Reporting Program, in which Report Cards will be issued three times each semester, and six times annually.  In computing the final grade in a six-week period, for elementary students, grades will be determined in the following manner:
	Daily Work = 1/2
	Test Grades and Special Projects = ½

[bookmark: _Toc40934909][bookmark: _Toc41280807][bookmark: _Toc62995288][bookmark: _Toc189321676][bookmark: _Toc189729273]Conduct Marks
Parents will also be informed of their child's conduct by the six-week report card that will have an evaluation of conduct for each of the courses in which the student is enrolled.  The following marks will be used in all grades. All students start each grading period with an E.

E = Excellent – Student generally conducts himself or herself in a manner that contributes to the learning atmosphere in the class.

S = Satisfactory – Student continually contributes to the learning atmosphere in the classroom but occasionally (once every week to two weeks) interferes with the learning process. 

N = Needs Improvement – Student usually contributes to the learning atmosphere in the classroom but interferes with that process at least once or twice per week. 

U = Unsatisfactory - Student consistently interferes with the learning atmosphere, disrupting it anywhere from once every other day or more than once per day. Student’s behavior is severe enough to send to the office for disciplinary action and the student is in danger of suspension or expulsion.

[bookmark: _Toc41280808][bookmark: _Toc62995289][bookmark: _Toc189321677][bookmark: _Toc189729274]Deficiency Reports
When a student receives a grade below 75 on an assignment, he will be asked to have the paper signed by a parent.  This affords a daily and/or weekly opportunity to view the academic performance of the student.  Failure on the student's part to have papers signed reflects lack of responsibility and often a disobedient spirit.  Such recurring behavior will be treated as a disciplinary problem.  Whenever a student shows strong signs of experiencing academic difficulty in a course, a deficiency report will be made by the teacher to inform the parents of the problem area.  These reports may be  hand-delivered or mailed at any time, but are usually sent out midway between regular reporting periods. Teachers may also notify parents of academic problems by phone at any time.

[bookmark: _Toc41280809][bookmark: _Toc62995290][bookmark: _Toc189321678][bookmark: _Toc189729275]Honor Roll System (Elementary)
All “A” Honor Roll: A’s in all academic areas
“A-B” Honor Roll: A’s with no more than 2 B’s in academic areas

Any student making an “N” or "U" in any class or conduct will not qualify for the Honor Roll.  

To make the Yearly Honor Roll, a student must make the Honor Roll each grading period of the school year.
[bookmark: _Toc41280810][bookmark: _Toc62995291][bookmark: _Toc189321679][bookmark: _Toc189729276]Retention
Students must have an overall grade average of 70 in all work and have passed 3 of 4 major subject areas with an overall 70 average in each in order to be promoted.  If a student fails two or more major subjects, he is automatically retained. The major subjects include Science, Social Studies, Math and Language Arts (English, Reading, and Spelling). 

If there is a possibility that a student will be retained, parents will be notified well in advance of the end of the school year, and his/her teacher and the administration will work with the family to assist in arranging supplementary assistance. With good parent/teacher communication, there should be no instance of a parent being unaware of the student’s lack of progress.

[bookmark: _Toc40934910][bookmark: _Toc41280811][bookmark: _Toc62995292][bookmark: _Toc189321680][bookmark: _Toc189729277]Student Activities 
Heritage Christian Academy offers a variety of Student Activities designed to give systematic extra-curricular opportunities to all students in achieving optimal development in spiritual, cognitive, emotional, social, and physical growth. These activities are offered in individual and group settings. Student Activities reflect the school’s stated philosophy, mission, purpose, goals and objectives. Both school and out-of-school resources are used to implement the program of Student Activities in compliance with school policies. The Student Activities at Heritage Christian Academy consist of, but are not limited to, the following programs:

· Awards Ceremonies
· Chapel
· Class Parties
· Contests, fairs or other academic competitions
· Field Trips
· Graduation ceremonies
· Performing groups

The school seeks to give all students skills to prepare for all aspects of Christian adult living. The staff, faculty and administration work conjunctly in providing Student Activities designed to meet the spiritual, cognitive, emotional, social, and physical needs of each student.

[bookmark: _Toc41280812][bookmark: _Toc62995293][bookmark: _Toc189321681][bookmark: _Toc189729278]Student Activities Eligibility
Extracurricular activities provide opportunities for learning Christian leadership and socialization skills.

To be eligible for any extracurricular activity, students must: 
1. Maintain an average of seventy (70) in each subject 
2. Maintain conduct grade of at least an S in each subject
3. Be in attendance at school on the day of the activity (for evening events)
[bookmark: _Toc40934911]
[bookmark: _Toc41280813][bookmark: _Toc62995294][bookmark: _Toc189321682][bookmark: _Toc189729279]Chapel Services
Chapel services will be held once weekly and will be the responsibility of the faculty. Selected speakers and special programs will be included, along with varied participation of students. Along with chapel services, each teacher will begin the school day with a devotional prayer and verse as well as the recitation of the US, Bible, and Christian flag pledge of Allegiance. 



[bookmark: _Toc41280814][bookmark: _Toc62995295][bookmark: _Toc189321683][bookmark: _Toc189729280]
Water Activities

Once or twice a year, HCA may choose to have a water play day.  Water Play Day may consist of sprinklers, wade pools or water slides, as well as games (water balloon toss, wet sponge toss, etc.)
All water activities will follow Minimum Standards for the State of Texas when participating in water activities.  Children 2 years of age will have 1 adult for every 2 children. Children 3-6 years of age will have 1 adult for every 6 children.  All school age children will have 1 adult for every 10 children.
Parties
Class parties held at school during the school day are limited in number and carefully controlled in terms of expense. The elementary school may have five parties during the year as they relate to seasonal holidays and events. These will be student birthdays, Christmas, Valentine’s Day, Easter and End-of-Year. The End-of-Year party may be held off campus. These parties will be planned by the room mothers with the teacher’s help, and will adhere to the guidelines established by the Principal. The students may do the decorating, and refreshments will be kept simple. Invitations to parties away from school cannot be distributed at school unless everyone in the class receives an invitation.

[bookmark: _Toc41280815][bookmark: _Toc62995296][bookmark: _Toc189321684][bookmark: _Toc189729281]Field Trips
Education is not limited to the four walls of the classroom. Teachers may choose to take their classes to on-site locations for first-hand experiences. In order to participate in a field trip, a student must have on file a signed permission form from his/her parents and must have earned the right to go. To earn the right, a student must demonstrate that he/she has the discipline to obey the rules and regulations that are necessary to have a safe and successful trip. Any faculty member, with the consent of the Principal, may choose not to take any student who has demonstrated a lack of self-discipline and may be a potentially disruptive influence on a trip. Parents will always be provided with all information concerning a field trip, and adequate chaperoning will be provided with the number of chaperons being based on the grade level involved. Please note that if a parent chooses for their child not to participate in a Field Trip, and due to the fact that all children in that age group will be gone, the parent is responsible for providing alternative childcare for their child.
[bookmark: _Toc40934912]
[bookmark: _Toc41280816][bookmark: _Toc62995297][bookmark: _Toc189321685][bookmark: _Toc189729282]Academic Honors Awards Program
At the conclusion of the academic year, special programs are held for the purpose of honoring students who have excelled in numerous academic endeavors during the year. 

[bookmark: _Toc41280817][bookmark: _Toc62995298][bookmark: _Toc189321686][bookmark: _Toc189729283]Discipline
A high standard of conduct is required of each student at HCA for the purpose of maintaining order and building Christ-like character.
[bookmark: _Toc41280818][bookmark: _Toc62995299][bookmark: _Toc189321687][bookmark: _Toc189729284]Philosophy and Guiding Principles of Disciplining
As I Timothy 1:5 states, "the goal of instruction is love." We want to teach and exhort students to love God and obey Him out of that love. It is our desire to see our students learn to love others with the selflessness of Christ.

Discipline is inseparably linked with the process of discipleship. The goal of our disciplinary procedures is to teach personal responsibility for one's actions, obedience to authority, and dependence on God and His Word. The purpose is to teach and maintain order-not to punish. The Biblical model we follow is II Timothy 3:16: "All scripture is given by inspiration of God and is profitable for doctrine, reproof, correction and instruction in righteousness."

That Jesus Christ is Lord is a foundational principle at HCA. Christ has ruled directly through His Word and a personal relationship with us, and indirectly through parents and teachers in the life of a student. The Lord places children under the authority of their parents and gives parents responsibility for educating them. HCA provides a resource for parents to use to assist them in that responsibility. In return, we ask parents to recognize the school's authority over the children during the time they are under our supervision.
[bookmark: _Toc41280819][bookmark: _Toc62995300][bookmark: _Toc189321688][bookmark: _Toc189729285]Biblical Guidelines for Student Management
Respect Authority
"Everyone must submit himself to the governing authorities, for there is no authority except that which God has established. God has established the authorities that exist. Consequently, he who rebels against the authority is rebelling against what God has instituted, and those who do so will bring judgment on themselves. For rules hold not terror to those who do wrong. Do you want to be free from fear of the one in authority? Then do what is right, and he will commend you. For he is God's servant to do you good." Romans 13: 1-4

Be An Example
Don't let anyone look down on you because you are young, but set an example for the believers in speech, in life, in love, in faith, and in purity." 1 Timothy 4:12

Seek Excellence
"I can do all things through Christ who strengthens me." Philippians 4:13

Be Honest
"Providing for honest things not only in the sight of the Lord, but also in the sight of man." II Corinthians 8:21

Be Truthful
"Therefore each of you must put off falsehood and speak truthfully to his neighbor, for we are all members of one body." Ephesians 4:25

Practice Clean Speech
"Do not let any unwholesome talk come out of your mouth, but only what is helpful for building others up according to their needs, that it may benefit those who listen." Ephesians 4:29

Reflect Jesus
"Finally, brethren, whatever is true, whatever is noble, whatever is right, whatever is pure, whatever is admirable-if anything is excellent or praiseworthy-think about such things." Philippians 4:8

[bookmark: _Toc41280820][bookmark: _Toc62995301][bookmark: _Toc189321689][bookmark: _Toc189729286]Student Code of Conduct
[bookmark: _Toc41280821][bookmark: _Toc62995302][bookmark: _Toc189321690]Honor Code
The Honor Code at Heritage
 Christian Academy is based on strict, personal honesty and integrity. This system assures that each student will fulfill his/her role in the school with confidence and self-respect. Lying, cheating, stealing, or failing to report known offenders, constitutes a violation of the Honor Code.

[bookmark: _Toc41280822][bookmark: _Toc62995303][bookmark: _Toc189321691]General Rules of Conduct
The following rules are presented to the students at HCA and reinforced at all times:

· Students must attend all classes daily and be on time.
· Students must be dressed properly, according to the Standardized Dress Code.
· Students are expected to be prepared for each class with appropriate materials and assignments and to turn all work in on time.
· Students must not leave the school property without permission of the principal unless they are with teachers, parents, or guardians.
· Students are expected to exhibit an attitude of respect toward all individuals and property at all times.
· Students should always speak in such a way as to lift up others (Eph. 4:29).
· Students should bring only teacher-required materials and supplies, and approved personal items to school.
· Students are expected to obey all rules.

When an offense is committed, reconciliation will be sought in a Biblical manner.

[bookmark: _Toc41280823][bookmark: _Toc62995304][bookmark: _Toc189321692]Behavior
To guarantee a good social and educational climate, it is important for students to understand that acceptable standards of behavior will be expected at all times. Discipline will be administered when any individual's actions interfere with the right of the teachers to teach and students to learn. Students are reminded that any faculty or staff member in the school has the right to correct unruly individuals at any place and at any time.
The following are some examples of student behavior that violate school policy when they occur at school or during school-related activities. This list is not intended to be all-inclusive. Students may be disciplined, suspended, or dismissed from school for any of the following:

· The possession, transmission, and/or use of tobacco, drugs, alcohol, knives, fireworks, firearms (or any item that is used as a weapon)
· Insolence, disrespect, insubordination, or defiance
· The use of improper language
· Fighting
· Inappropriate displays of affection
· Rowdy behavior: running, pushing, shoving, yelling, throwing objects
· Leaving a classroom or leaving the school campus without permission
· Class tardiness or truancy
· Threatening, intimidating, or causing bodily harm to any person
· Repeated classroom disruptions
· Forgery
· Cheating
· Destruction of property
[bookmark: _Toc41280824][bookmark: _Toc62995305][bookmark: _Toc189321693]Consequences of Unacceptable Behavior
The Discipline Report Form is used to reporting minor classroom infractions such as excessive talking, failure to follow classroom procedures, minor classroom disruptions, etc. These reports are filed only after sufficient warning has been given to the student and/or for obvious non-compliance to expected school conduct (e.g., no running in the building, etc.). Reports will be signed by the principal and issued to the student by the teacher. They are used as a form of communication to the parents. Signed Discipline Reports are to be returned to the homeroom teacher on the day following issuance. Continued behavior that results in the need for additional Discipline Reports will constitute cause for a conference between parents, the teacher(s), and the principal to discuss further disciplinary action.
[bookmark: _Toc41280825][bookmark: _Toc62995306][bookmark: _Toc189321694]Steps in Discipline
The disciplinary response chosen should be the least aggressive response adequate to correct the undesirable behavior. The following actions constitute acceptable responses to inappropriate behavior by students at HCA. The options are listed in order of seriousness and are generally followed in this order:

1. Counseling, praying with and warning students regarding their actions and attitudes
2. Means of correction shall be in keeping with the offense, as well as the age and maturity level of the student(s) involved. This may include:
· a verbal reprimand,
· re-direction,
· time-out,
· loss of privilege,
· isolation from peers, or
· removal from class
· a Student Discipline Form will be sent home with the pertinent information. It must be signed and returned to the school the following day.
3. Correspondence with parents by telephone or in writing after second offense
4. Student referred to the principal for corrective action and parent conference
5. Disciplinary Probation
A student placed on Disciplinary Probation is in imminent danger of losing the right to remain at HCA. A student placed on Disciplinary Probation will not represent the school in any contest, competition, or performance; belong to any athletic team; receive any honors; or be granted any privileges.
											
When a student is placed on Probation, the principal will notify the parents immediately. A conference will then be held with the involved parties to determine terms and duration of the Probation. A written explanation of the details of the Probation will be signed by the parents and placed in the student's permanent file. The administrators and other appropriate staff members will review the evidence at the end of the assigned probationary period (a minimum of three (3) weeks) to determine whether sufficient improvement has been made to lift the status. If not, the probation will be extended.

ANY STUDENT WHO IS ON DISCIPLINARY PROBATION FOR TWELVE (12) WEEKS DURING ONE ACADEMIC YEAR IS SUBJECT TO DISMISSAL FROM HCA AND MAY NOT BE ALLOWED TO RE-ENROLL FOR THE FOLLOWING YEAR.

6. Out-of-School Suspension
A student may be suspended for a period of one (1) to five (5) days at the discretion of the Principal. An unexcused absence is issued for each day a student is on Suspension, and all classroom work and tests missed will receive a "Zero" (0) grade. Grounds for suspension may include:
· Insubordination
· Disorderly conduct
· Persistent violation of rules and regulations
· Repeated truancy
· Infliction of physical harm to any student or employee
· Use of profane and/or abusive language
· Intentional damage or destruction of school property
· Commission of any act that is disruptive to the best interest of the school
· Other serious infractions deemed appropriate by the administration
· Suspension may only be assigned by the Principal.

7. Expulsion
If extensive documented attempts to correct a student's behavior have failed, if the misbehavior persists, or if the offense is so serious as to warrant HCA's most drastic sanction, then the Principal may recommend to the School Board that a student be expelled. The following serious offenses are potential grounds for expulsion:
· Defiance or direct confrontation with school authorities
· A second out-of-school suspension
· Failure to comply with the terms of disciplinary probation
· Repeated instances of stealing, cheating, or other serious moral offenses.
· Activities outside the school which call for police intervention
· Assault of a teacher or other individual
· Intentional destruction of school or church property
· Possessing, delivering, or using any firearm, explosive, knife, or other weapon while on school premises or while in attendance at any school-related activity or event.
· Possessing, delivering, using, or being under the influence of any alcoholic beverage; controlled substance or dangerous drug; abusable glue, paint, or other chemical substance; any mood-changing, mind-altering, or behavior-altering drugs while on school premised or while in attendance at any school-related activity or event.
· Any off-campus misconduct seriously detrimental to the reputation and Christian witness of the school.

Any expulsion is effective for the remainder of the school year in which the offense occurred. 
An expelled student may or may not be eligible for re-admission to HCA the following school 
year, depending upon whether reconciliation is evident. References may be requested from family 
members, pastors, and/or other individuals or professionals before re-admittance is granted. The 
School Board makes the final determination in such cases. Refund of fees and tuition paid for the 
month in which expulsion occurs will not be given.


Biting Policy

Any child who bites another child or a teacher will have a written report sent home and a conference with the director at the time of the 1st biting incident.  A suspension period will be given after the 2nd incident. The child will not be allowed to return to class for five (5) days.

Upon the child's return to the classroom, one (1) additional incidence of biting will result in termination from the program for the remainder of the year.  All fees paid thus far are non-refundable.



[bookmark: _Toc41280826][bookmark: _Toc62995307][bookmark: _Toc189321695][bookmark: _Toc189729287]Dress Code
[bookmark: _Toc41280827][bookmark: _Toc62995308][bookmark: _Toc189321696]Slacks, Jeans, Shorts, Skorts, Skirts, Dresses or Jumpers
· Shall be solid color. No glitter, shimmer, or other color distraction is permitted.
· Shall be appropriately sized: not tight fitting, not loose fitting
· Slacks must fit at the waist and be properly hemmed or cuffed 
· Fabric — No leather, suede or vinyl
· Length of shorts, skorts, skirts, dresses or jumpers must be no more than three [3] inches above the knee
· No stripes or embroidery allowed • No outside (sewn on) oversized expandable pockets on slacks, jeans, and shorts, such as those commonly referred to as "cargo" pockets or "safari" pockets are allowed.
· May not be worn in any way that creates a distraction

[bookmark: _Toc41280828][bookmark: _Toc62995309][bookmark: _Toc189321697]Shirts or Blouses 
· Shall be any solid color or appropriate campus spirit shirt. No glitter, shimmer, or other color distraction is permitted. 
· Shall be appropriately sized.
· Must be tucked in and appropriately buttoned above the chest area at all times.
· Must have a standard collar 
· Must be a golf style, polo style, dress shirt style, or turtleneck 
· May be a school specific spirit shirt as approved by administration
· May NOT be leather, suede or vinyl
· May not be sleeveless
· If a t-shirt or turtleneck shirt is worn underneath the dress shirt, it shall be in approved shirt.
· May not be worn in any way that creates a distraction

[bookmark: _Toc41280829][bookmark: _Toc62995310][bookmark: _Toc189321698]Sweatshirts, Vests, Sweaters, Windbreakers, Sports Coats and Blazers
· May be worn only over the standard shirt
· Shall be any solid color (same as shirts or slacks). The color must clearly contrast with the solid color of the pants or tops being worn.
· Must be appropriately sized in the shoulders, sleeves and length 
· May not be worn in any way that creates a distraction

[bookmark: _Toc41280830][bookmark: _Toc62995311][bookmark: _Toc189321699]Outside Jackets and Coats
· All fabrics acceptable
· Outside jackets and coats are considered to be cold weather apparel only

[bookmark: _Toc41280831][bookmark: _Toc62995312][bookmark: _Toc189321700]Hair
· Must be neat, clean and well groomed
· No type of head covering, cap or hat, hair rollers may be worn inside the building. Long-handled combs are prohibited for safety reasons.
· Distracting styles and/or coloring are not allowed

[bookmark: _Toc41280832][bookmark: _Toc62995313][bookmark: _Toc189321701]Shoes
· Students must wear shoes appropriate for school (no house slippers, thongs or flip flops). All shoes, including sandals must be closed toed and include a back strap over the heel. Wheels, glitter, noise-makers, or lights are not permissible on footwear. 

[bookmark: _Toc41280833][bookmark: _Toc62995314][bookmark: _Toc189321702]Miscellaneous
· Revealing or tight garments considered inappropriately sized are prohibited.
· Accessories with inappropriate decorations or advertisements are prohibited. 
· The following items may not be worn:
· Sunglasses and hairnets
· Garments that have holes worn or torn in them
· Glitter, tattoos on the face or skin 
· No more than two [2] earrings may be worn in the ear lobe. Nose rings, lip rings, tongue piercing rings, or any other body piercings are not permitted.
· Spirit shirts must be school specific.


[bookmark: _Toc40934913][bookmark: _Toc41280834][bookmark: _Toc62995315][bookmark: _Toc189321703][bookmark: ComplaintProceduresforParents][bookmark: _Toc189729288]Complaint Procedures for Parents
Even in the best-run Christian school there will be issues and disagreements with the decisions or actions of the school staff or school board members. It is important that these be handled biblically and promptly.  Biblical handling of complaints is the best way to maintain healthy, vibrant relationships among people. God’s way is always to our benefit. The following steps are based upon the biblical principles set forth in the eighteenth chapter of Matthew. 

In Matthew eighteen, the Lord Jesus Himself gives us the model for resolving conflict. Matthew eighteen outlines for us the process by which we should seek peace and resolution with one another. Parents, staff, students and board members are enjoined to submit to this procedure. We encourage the one or ones that received the offense to address the offending party in order to give that person the opportunity to clarify the problem and, if necessary, seek forgiveness.

In situations where there may be a difference of opinion between two people, the attitude should be one of submitting to one another in love. In cases that are not resolved on a one-to-one basis, the administrator may seek a resolution as the third party, or if necessary, on behalf of the offended party. In all cases, we strongly encourage the handling of problems in a god-honoring, professional, charitable manner only with the other party. The temptation to talk with others about the problem is great, but it is not God’s way. The problem should be discussed only with those are involved in the problem or its resolution, to avoid gossip.

The following steps serve as a guide for issue resolution.
1. The parent meets privately with the teacher to seek a resolution of the problem with a spirit of reconciliation.
2. If the problem persists, the parent meets with the teacher and administrator to seek resolution, again in the spirit of reconciliation.
3. If the problem continues, the case should be presented to the Issues Resolution Committee, through the chairman. The chairman calls upon the parties involved as seems warranted, and may call a committee meeting specifically to address the pertinent issue(s) all with an effort to reconcile.
4. If the problem remains unresolved, it is presented to the Board of Trustees. The Board calls upon the parties involved in order to work out a final solution. All decisions of the Board are final.
5. If the complaint relates to a policy or procedure of the school, the parent is still to first contact the teacher.


[bookmark: _Toc41280835][bookmark: _Toc62995316][bookmark: _Toc189321704][bookmark: _Toc189729289]Health and Safety

[bookmark: _Toc41280836][bookmark: _Toc62995317][bookmark: _Toc189321705][bookmark: _Toc189729290]Immunizations
All pupils must have current immunization information on file in the office.  Parents are expected to keep immunizations current.
[bookmark: _Toc41280837][bookmark: _Toc62995318][bookmark: _Toc189321706][bookmark: _Toc189729291]Drugs and Medicines
Staff members will not be allowed to administer any medicines, tranquilizers, or aspirin to any student for headaches, fever, or other reasons without a parent's written authorization.   All medicines must be kept and administered in the school offices.
[bookmark: _Toc41280838][bookmark: _Toc62995319][bookmark: _Toc189321707][bookmark: _Toc189729292]Communicable Diseases
   	If a child is absent from school due to a communicable disease or absent for five or more consecutive days due to illness, he should present a doctor's certificate of recovery upon returning before being admitted to class.
            Children will not be allowed to attend school if they are showing definite signs of illness, such as fever, nausea, excessive head congestion, etc.  Children having such symptoms will be immediately isolated and the parents will be contacted to pick them up.  Children must be fever free and symptom free for twenty four (24) hours BEFORE returning to school.
 	Students with contagious, life-threatening diseases, such as AIDS, shall not be admitted to the school.  If already enrolled, such students would be asked to withdraw immediately.

[bookmark: _Toc41280839][bookmark: _Toc62995320][bookmark: _Toc189321708][bookmark: _Toc189729293] Injuries Occurring During School    
Minor injuries occurring during school hours will be treated by the office personnel or nurse with the use of first-aid materials.  In the case of serious injury or illness, emergency procedures to obtain medical or hospital care will be followed and parents notified.
[bookmark: _Toc474148125][bookmark: _Toc474163076][bookmark: _Toc41280840][bookmark: _Toc62995321][bookmark: _Toc189321709][bookmark: _Toc189729294]Medication Release Forms
Medication Permission forms are to be filled out by the parent so students can come to the nurse's office for treatment during the year.  This form gives permission for the student to receive acetaminophen (i.e., Tylenol) or Ibuprofen.  This form must be on file for the student to receive these pain relievers.  If a child is taking a medication every day (i.e. Ritalin, asthma inhalers, etc.), a permission form for that medication must be on file with the school nurse.  Prescriptions sent to school must be in the original container with clearly written instructions for dosage and frequency and written permission from the parent (i.e., cough drops, antibiotics, etc.).
[bookmark: _Toc62995322][bookmark: _Toc189321710][bookmark: _Toc189729295]Vision and Hearing Screening
This screening is required for all new students as well as all students in first grade.  This screening is to be completed by the parent with the student’s health care practitioner during the first semester.  A copy of results needs to be kept in the student’s permanent file in the school office. 

[bookmark: _Toc41280841][bookmark: _Toc62995323][bookmark: _Toc189321711][bookmark: _Toc189729296]Pledges

[bookmark: _Toc41280842][bookmark: _Toc62995324][bookmark: _Toc189321712][bookmark: _Toc189729297]United States Flag
I pledge allegiance to the flag of the United States of America, and to the Republic for which it stands, one nation under God, indivisible, with liberty and justice for all.

[bookmark: _Toc41280843][bookmark: _Toc62995325][bookmark: _Toc189321713][bookmark: _Toc189729298]Christian Flag
I pledge allegiance to the Christian flag, and to the Savior for whose kingdom it stands, one Savior, crucified, risen and coming again with life and liberty for all who believe.

[bookmark: _Toc41280844][bookmark: _Toc62995326][bookmark: _Toc189321714][bookmark: _Toc189729299]Bible
I pledge allegiance to the Bible, God’s Holy Word, and will make it a lamp unto my feet, a light unto my path, and will hide its words in my heart that I may not sin against God.





























***please remove page and return to HCA***


Heritage Christian Academy
General Information and Acknowledgements


I have received and read Heritage Christian Academy's Student/Parent Handbook.


____________________________________________         __________________________
Parent/Guardian Signature  				             Date




Heritage Christian Academy
Water Play Permission

I have read the water policy information within the Student/Parent Handbook 
(pg 27). My child ____________________________________ has permission to participate in the water activities that Heritage Christian Academy may offer.



___________________________________            _________________________
Parent Signature                                                                      Date
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