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Parent/Student Handbook 
Introduction and Purpose
The Parent/Student Handbook is the means by which the school administration communicates the policies, regulations and procedures directly related to Parent/Students.  All regulations and procedures are written and implemented under the guidelines and policies previously set forth and approved by the board.  These guidelines and policies are found in the JCCA By-Laws and the JCCA Board Policy Manual, and the Administrative Operations Manual. 

Disclaimer
The following Handbook including its policies, regulations and procedures cover a broad range of topics.  They are not intended to create a contract, nor are they construed to constitute a contract, expressed or implied, between Johnson County Christian Academy (hereinafter referred to as JCCA), and any of its constituents.  

The contents of this handbook also represent expression of the management of JCCA in order to provide for equitable and consistent treatment of its constituents.  To assure that JCCA achieves and maintains the purpose of handbook and to assure the organization’s continued ability to meet its needs and those of its constituents under changing conditions, JCCA reserves the right to modify, augment, suspend or revoke any and all policies, procedures, practices and statements contained in this handbook at any time. 

Introduction
Philosophy of Education 
Johnson County Christian Academy’s purpose is to be an instrument of God in providing Christian Education for the residents of Johnson County.  Our Christian education philosophy is based on the fact that all truth is God's truth. “…if you hold to my teaching, you are really my disciples.  Then you will know the truth, and the truth will set you free.” John 8:31b -32.  JCCA is an extension of the home and church, and is established to train students in the knowledge of God and the Scriptural way of life.  By providing the highest standards for academic and spiritual enrichment, our goal is to equip the students with the necessary tools to effectively pursue the vocation to which the Lord will lead them. The foundation of Christian education is God’s plan of salvation through Jesus Christ. “I am the way and the truth and the life.  No one comes to the Father except through me”. John 14:6.  JCCA exists to disciple students in the knowledge of God and the scriptural way of life and instruct them within the framework of the only inspired, infallible, authoritative word of God, the Holy Bible.  Christian Education is the process of leading a child to Christ, building the child up in Christ and equipping him/her to serve Christ. Our responsibility for the students encompasses the whole body, soul, spirit, and mind. The scarlet thread that is woven throughout is the truth of God’s Word, and all instruction will occur in relation to and in accordance with His Word.   “All scripture is God-breathed and is useful for teaching, rebuking, correcting and training in righteousness, so that the man of God may be thoroughly equipped for every good work”.  2 Timothy 3:16-17.        
Johnson County Christian Academy will carry-out this Christian Education Philosophy based upon the premise(s) and guideline(s) in the foundational outline set forth below:

Statement of Faith

As a community school, it is not our intention to promote the doctrines of any one church or denomination.  Instead, we will focus on those beliefs that we share in common. We believe:

1. In one God, existing eternally in three persons:  Father, Son, and Holy Spirit.  He is the Creator, Governor, and Sovereign Lord of the universe;

2. The scriptures of the Old and New Testament to be the only inspired, inerrant, infallible, authoritative Word of God;

3. In the Deity of Christ, including His virgin birth, sinless life, atonement on the cross, resurrection, and return; 

4. That God created humans in His own image, for His glory; in their original state, humans had fellowship with God; humans chose to disobey God, breaking the fellowship; this resulted in sin and death entering the human race;

5. All people have sinned, and salvation is based on acceptance of Jesus as Lord and Savior; an individual is redeemed by God’s grace through faith, not by works or service; and 

6. Christ has established the church and is its head; individuals are to be related to a local church for Christian worship, instruction, fellowship, and service.

We believe these six principles are indispensable to the Christian faith.  Matters of doctrinal difference or personal interpretation are left to the parents and churches.
Mission
“A Christ-Centered School Yielding Academic Excellence”

JCCA is ordained and called by God to provide an opportunity for Christian families to have their children educated in an environment that supports and reinforces the Biblical truths and values that they teach in their homes. In addition, the love and power of Christ is integrated into the curriculum and modeled by the staff so that each child has the opportunity to recognize and accept the gift of salvation from Jesus our Lord. This atmosphere allows children the freedom to question the common worldview and establish a foundation of truth and faith that will allow them to live in the world without being of the world. 

Within this Christ-centered community, JCCA insists upon an academic curriculum that will help each child to meet and exceed educational achievement standards for their grade and age. A Spirit-led faculty is the primary means through which the Lord has accomplished this portion of the mission. The fundamentals of the Bible, mathematics, and language are emphasized. Specialty classes, field trips, creative assignments, and critical thought all add to the formation of a complete educational experience. JCCA leadership and staff are constantly seeking the ways and means to improve the quality and delivery of the academics so that each child may maximize their academic potential.
Core Values
Love:  Love is the key to everything and the fulfillment of all law since it is God’s greatest commandment. Modeling the Biblical definition of love for children and instilling it into their hearts will prepare them for success in any avenue of life.
Wisdom:  The Spirit-led gift to properly use knowledge is more important than the knowledge itself and is available from God to those who ask Him.
Servanthood:  Esteeming others more highly than oneself and having the humility to seek opportunities to serve is one of the most visible reflections of Christ himself. 
Mercy:  Practicing “true religion” as described in James requires the development of a heart of compassion for the poor, weak, downtrodden, and unfortunate. Teaching, praying for, and developing this spiritual gift is of great importance.
Justice:  The Father is no respecter of persons and holds Christians accountable to the same standard. Justice ensures application of God’s truth and love evenly to his creation regardless of race, creed, origin, or even religion. Justice includes the integrity to acknowledge one’s own wrongdoings, adherence to the rule of God given authority, and the strength to stand for Truth when it is opposed. 
Spiritual Objectives
And Jesus grew in wisdom and stature, and in favor with God and men. Luke 2:52
1.  To develop a personal and growing relationship with Jesus Christ
2.  To learn how to study God’s Word
3.  To learn how to integrate faith and life by applying Biblical knowledge
4.  To seek God’s will and obey it
5.  To learn and practice communication with God through personal prayer and worship
6.  To relate to other Christians for mutual worship, prayer, instruction, fellowship, and service
7.  To develop a concern for missions and evangelism
8.  To learn how to share the Christian faith with others
9.  To learn a God-centered view of life and its stewardship of time and resources 
10.  To learn how to reason logically and from a Biblical perspective
11.  To learn to be a good citizen through an understanding and appreciation of our heritage as both Christians and Americans

Educational Objectives

1.  To learn to read with understanding, emphasizing phonics and spelling
2.  To learn to read and appreciate good literature
3.  To communicate effectively, both orally and in writing
4.  To learn mathematical skills and principles
5.  To develop an appreciation for God’s creation as manifested in the disciplines of science
6.  To appreciate and understand United States cultural heritage and history
7.  To learn how people in other countries live and think
8.  To learn to appreciate various styles of music and understand basic musical concepts as a     
 foundation for vocal and instrumental application
9.  To learn to appreciate various artistic styles and understand basic art concepts as a 
 foundation for creativity using a variety of art media
10.  To be physically fit and develop lifelong good health habits
11.  To learn sportsmanship and fairness through games and sports
12.  To develop computer and technical skills
13.  To learn good study skills
14.  To learn how to work cooperatively with supervision or independently and in atmospheres where      
 either unity abounds or where diversity is present
15.  To learn problem-solving skills
16.  To learn how to think critically and ask meaningful questions
17.  To learn how to think creatively
18.  To learn how to find answers to questions
19.  To develop decision-making skills
20.  To develop the ability to think through a project before starting it; determine the skills, abilities,       
        methods, and materials needed; and carry through to completion
21.  To encourage all members of the school community to realize that education is an ongoing  lifelong       
        process
Vision
“Johnson County's premier choice for academic excellence and the growing of tomorrow’s leaders”

When the Johnson County community thinks of JCCA we intend for them to automatically think of students who openly exhibit Christian values toward family and others.. It will be clear that the students are growing in accordance with Luke 2:52: –“And Jesus grew in wisdom and stature, and in favor with God and men”. JCCA through its excellent management, superb teaching staff, and innovative academic operations will become synonymous with the highest quality of education available within the County and the source of individuals of integrity, knowledge, and strength who will be the future leaders in our community and country. 

Expected Student Outcomes
The result of JCCA’s Christian Education philosophy based on God’s truth is a child who will have developed a God-centered philosophy of life or a belief-system that is a biblical world view.  “He has shown you, O man, what is good; and what does the Lord require of you, but to do justly, to love mercy, and to walk humbly with your God?”  Micah 6:8.  This biblical world view will be strengthened by the consistent thread of the scriptures that have been interwoven throughout the entire curriculum. The student who is steadfastly grounded in this biblical world view will be a life-long, Bible-believing, Christ-centered individual.  He will be committed to loving God and others. ..He will be thoroughly equipped to live a Godly life and… he will mature into serving Christ according to His God-given spiritual gifts. “Love the Lord your God with all your heart and with all your soul, and with all your mind…. And Love your neighbor as yourself.”  Matthew 22:37-39. “But in your hearts set apart Christ as Lord.  Always be prepared to give an answer to everyone who asks you for the hope that you have.” 1 Peter 3:15 

Admissions
Admissions Philosophy
Johnson County Christian Academy  is open to anyone interested in securing a Christian education, from pre-school thru eleventy grade, whom the school finds qualified for admission and who agrees (and whose parents agree) that he or she shall abide by JCCA rules. It must always be understood that attendance at JCCA is a privilege and not a right. This privilege must be forfeited by any student who does not conform to the school’s standards of conduct and/or who is unwilling to adjust to our environment.
All students must be convinced they want to attend JCCA and agree to honestly and wholeheartedly apply themselves to “study to show [themselves] approved unto God” (2 Timothy 2:15, KJV). They also agree to be courteous and respectful to their peers, staff, faculty, and other daily associates.
JCCA admits students of any race, color, national and ethnic origins to all the rights, privileges, programs, and activities generally accorded or made available to students at the school. It does not discriminate on the basis of race, color, national and ethnic origin in admissions policies, scholarship and loan programs, and any other school-administered programs. JCCA reserves the right to select students on the basis of academic performance, religious commitment, lifestyle choices, and personal qualifications including a willingness to cooperate with JCCA administration and to abide by its policies. All applicants will be expected to agree and uphold the following statement of cooperation.
Statement of Cooperation
Families play a vital part in the total program of JCCA.  The cooperation of parents with the school is inherently important to the education of each child.  We believe that the following code, when subscribed to by all our parents, will make JCCA a school which truly honors the Lord and produces the finest education possible.

1.   I will pray regularly for the students, parents, teachers, and administration of JCCA. 

2. I will cooperate fully in the educational function of JCCA, doing my best to make Christian 

education effective as I love and serve the Lord Jesus Christ for all of my life.

3. I will assume volunteer duties and responsibilities for JCCA as opportunities arise and as God provides the strength and time.

4. I will faithfully attend meetings and parent functions of the school.

5. I will pay all my financial obligations to the school on or before the date they are due.  If I am ever unable to pay on time, I will notify the school in advance, explaining the delay and stating when the payment will be made.

6. If I become dissatisfied with JCCA in any respect, I will try to resolve the matter with the 

person(s) involved rather than seeking to spread criticism or hold a negative attitude in my

heart.  I will not criticize the school in my home, and will follow the biblical principles found in Matthew 18:15.

7. I will support the school by gifts besides my tuition payments as the Lord enables me.

8. I will seek the advancement of JCCA in all areas: spiritually, academically, and physically.

9. As a JCCA family, we recognize it is our privilege and responsibility to strive diligently to

observe the above as God enables us, by the power of the Holy Spirit.

Admissions/Enrollment Procedures
· An admissions packet can be obtained from the school office.  Parents wishing to enroll students in JCCA should complete the following:

· Admissions Application

· Transfer From Previous School Form

· Immunization record (photocopy)

· Birth Certificate (photocopy)

· Volunteer Sign-up Form (one for each parent)

· Administrative Interview

· Acceptance and grade placement for all students is based on a decision by the administrative staff after an interview.  All prospective students must be present during the interview.

· JCCA reserves the right to adjust and/or modify course offerings, selections and/or combination of classes at each grade level based on final enrollment. 

· Only those students who have completed the admission process will be accepted for final enrollment and permitted to attend class. 

· Students will not be admitted to class for a new school year until all fees from the prior school year are paid in full. 

· All parents and students are required to sign the statement of faith and the statement of cooperation expressing their support of JCCA.  Any family who does not cooperate or agree with the purpose and program at JCCA will not be admitted or allowed to remain in school.

· Acceptance to JCCA is granted based on the agreement by parents to pay their tuition according to the agreed upon tuition schedule and payment plan. 

Age Requirements
Preschool-3:  3 years old before August 1 of school year
Preschool-4:  4 years old before August 1 of school year
Kindergarten:  5 years old before August 1 of school year
First Grade:  6 years old before August 1 of school year.
Withdrawals 

A student is classified as withdrawn once the school receives at least two week’s notice and a withdrawal form is submitted to the office. All school books, materials, equipment, other school-owned property, and financial obligations must be turned in and paid in full before withdrawal can be completed. If a student withdraws after the first of the month, the parent/guardian remains responsible for the complete month's tuition unless the withdrawal occurs at the quarter or semester break. Only in these cases will fees be pro-rated.  All records will be held until an official withdrawal takes place.
Student Placement
Upon application for admission, the student’s previous school records will be viewed by the JCCA Administrator and grade appropriate teacher for the purpose of determining placement. If academic or behavioral circumstances warrant, a parent may submit a written request to the office for consideration regarding placement. 

Kindergarten through grade 5 students will be placed in the appropriate age level classroom.  

A request for placement in a grade that does not correlate with the student’s age will be screened on the basis of academic, social, emotional and spiritual maturity by a panel including at least two (2) teachers relative to the prospective student’s grade and the Administrator.

Students from a foreign school, home schooling situation, or with a requested higher placement will be assessed in this manner and the panel will make the final placement decision.
Home-Schooled Students - In addition, home-schooled students enrolling in JCCA must present evidence of work completed, attendance records, and curriculum samples.  Students must be able to demonstrate competence in grade appropriate subjects. Academic credit and placement will be determined based on this information.

Residence - All JCCA students must live with a parent, legal guardian, or parent designee throughout their enrollment at JCCA. 

Transfer students are not accepted after the last quarter begins unless transferring from another Christian School. 

Determination for acceptance will not be made until our school receives official school records, registration paperwork and first tuition payment.

Pre-school and Kindergarten Admissions
In addition to the standard admissions regulations, the following will also apply:

1. Pre-schoolers attending our program must be toilet-trained.
2. Pre-schoolers and Kindergartners entering our program for the first time will be screened using the Developmental Indicators for the Assessment of Learning, (known as the DIAL 3). The DIAL 3 assesses the child’s development in Motor Skills, Concepts, Language, Self-Help and Social areas.
Academics
Curriculum Description
Preschool

Our preschool curriculum includes basic skills (such as shapes, colors, letter recognition and sounds), introductory phonics and math concepts.  Bible stories and scripture memory, as well as art, music, and physical activities are part of our day.  Newsletters informing parents of themes, activities, and special events will be distributed by teachers. 
Kindergarten

The Kindergarten curriculum includes reading, phonics, social studies, science and mathematics.  Additional classes of physical education, art, music, and library are part of our students’ week.  Bible stories and scripture memory, as well as attendance at weekly chapel services are included.  
Grades 1 – 5 Elementary
The curriculum stresses speed and fluency in oral reading and mastery of basic phonics skills.  Math, science, health, and social studies are also taught.  Classes in art, music, PE, library, and Spanish are offered.  Bible stories and skills, scripture memory, and weekly chapel service attendance are included as part of our curriculum.  

Grades 6 – 8 Middle School
Our God-centered curriculum includes language arts (grammar, literature, comprehension, spelling, vocabulary, and composition), social studies (history, geography), science, health, and mathematics.  Art, music, library, and physical education, are included.  Bible stories, application lessons, scripture memory, and weekly chapel services round out the curriculum.

Grades 9-12 High School
High School curriculum builds on the basics taught in Middle School (see above). Science offerings include Physical and Earth Sciences, Biology, Chemistry, Mathematics from Pre-Algebra through the higher theory components, Literature, creative writing and writing mechanics, American and World History, Gov’t, Art, Music, Praise Team, Personal Finance, Life Skills, as well as a wide range of required and elective Bible classes including Biblical Interpretation, Apologetics and Discipleship.

Standardized Testing
Students are tested every even year to help assess their educational progress.  Students will participate in standardized testing in the spring quarter of each year. Results of tests are used to help the administration and faculty to work more effectively with each student and to make continual improvements to the curriculum.  Parents are expected to make every effort to have their students present during these testing days.  At least two weeks notice of testing dates will be given.    Individual student results will be made available for their parents.  

Student Progress, Grading Scale

	A               93-100
	B+        87-89
	C+        77-79
	D+        67-69

	A-                92-90
	B          83-86
	C           73-76
	D          60-66

	
	B-         80-82
	C-         70-72
	F            0-59


Report Cards/Progress Reports/Midterms
Report cards will be sent home at the end of each quarter stating the academic progress and character trait development of the child.  In addition, all tests or major projects that earn a D or F will be sent home for a parent's signature.  A midterm report will be sent home to all students

Extra Credit
The availability of extra credit work will be left to the discretion of the classroom teacher.  The purpose of extra credit is to give the student an opportunity to complete an assignment/project above and/or beyond the regularly assigned coursework.  Extra credit is in addition to, not to take the place of the required coursework.  

  Homework
JCCA defines homework as assignments given during class to be finished outside of class. For grades K-6th, homework will be kept to a minimum with the exception of occasional special assignments and/or projects. Regularly assigned work not completed in class will be sent home for completion.

Honor Roll
JCCA Honor Roll for 3rd- 8th grade students.

Outstanding Eagle – Student receives all “A’s, and a level 3 or above in their Specialty class and character development assessments. 
Honor Eagle – Student receives all A’s & B’s and a level 3 or above in their Specialty class and character development assessments.
Incompletes
"Inc" (incomplete) is given when coursework requirements have not been met.  A student is given ample time to make up an incomplete grade.  If it is not made up within the prescribed time (usually one day of grace for each day of absence) the grade changes to an "F".  Teachers should work closely with the parents in these situations. 

Makeup Work
Teachers will communicate school policies and procedures for all makeup work to the student and parents before a scheduled excused absence is to occur. Assignments and tests missed due to an unexcused absence should be counted as zeroes.  When a student has an excused absence from school, he /she has the privilege of completing assignments and tests which were missed during his or her absence.  In general, a student is given twice the number of days to complete assignments as days missed.  An exception to this rule, are family vacations.  In this case the teacher should provide to the best of his/her ability the assignments to be completed during the family vacation.  Students should turn in assigned work upon their return to school.  Tests must be made up within one week of their return.  Students are responsible for making sure that long-term projects (term papers, book reports, science fair projects etc.) are at school on time even if they have an excused absence for that day. 


Parent/teacher conferences 
Conferences will be held the 1st Quarter immediately following 1st Quarter Reports. However, a conference may be arranged any time circumstances warrant it.

Academic Probation
Students who are not maintaining an appropriate level of academic performance will be placed on academic probation. Being placed on academic probation means the student’s performance will be monitored and he/she will be required to make acceptable progress in all subjects.  Lack of acceptable progress may result in detention, suspension and/or disenrollment.
Promotion/Retention
Children successfully completing the course work of their particular grade level will be promoted to the next grade.
Retention of a child is a very serious decision in which an educator prayerfully considers the best learning situation for the child.  The decision to retain a child will be based on the following guidelines.

1. The student who cannot understand the course work of the next grade nor handle the work load will be retained.

2.
The student who fails three or more subjects (yearly average) will be retained.

Summer tutoring will be recommended for students who have failed the last semester of math or reading if retention would not be in the student’s best interest.

3.
More than six (6) absences per semester may jeopardize a student's promotion to the next grade.  


(see section I.2. of Admin Manual)

Decisions regarding the retention or tutoring of students will be discussed with the parent(s) via parent/teacher conference.

Financial
Enrollment
Enrollment fees are determined annually by the school administrator and approved by the board.  To facilitate planning, staffing, and curriculum purchasing, enrollment fees are charged for each student attending JCCA..  Please refer to Tuition and Fee Summary for amounts.  Enrollment fees can be paid in the school office. Enrollment fees are nonrefundable and are not pro-rated for mid-year enrollment.  Enrollment fees are not book fees.  All hard cover and consumable books remain the property of JCCA and must be returned when the student is no longer in attendance.
Financial Aid Philosophy and Procedure 

With the goal of “Academic Excellence in a Christ-centered atmosphere” in mind, it is our belief that Christian education should be available to as many families as possible regardless of their social or economic status.  Our financial aid program is based on scripture. The tuition assistance program is funded through the generosity of individuals, businesses, and churches that believe God wants us to give out of our abundance to meet the needs of others. Praise God for those who give to this vital ministry!  Christian education is and has always been an investment in a child’s eternal future.  As in the past, attending our school will require parents to prioritize their finances to provide a Christian education for their children, but help is available to those families who need it. (All standard JCCA admission requirements must be met by the family).  

Typically, families whose tuition is more than 10% of their annual income, or families who make under $45,000 per year are likely to qualify for financial assistance.  (Apply on-line at jcchristianacademy.org under the Admissions tab or go directly to the FACTS link https://online.factsmgt.com/signin/433TY.)  Families receiving financial assistance will be responsible for 20 hours of volunteerism per student during the course of the school year in a Board-sponsored fundraising effort.  Documentation of hours worked will be monitored by a JCCA School Board Member.  If a family is unable to fulfill their required hours during the school year, they will be given the option to complete their hours at the JCCA Fireworks stands over the summer, or to pay the balance of hours owed to equal $60/hour owed.
APPLICATION PROCEDURE

1. K-11 Families wishing to apply for financial aid should complete an application online through F.A.C.T.S. at https://online.factsmgt.com/signin/433TY.

2. F.A.C.T.S. will send the family financial aid report to JCCA administration and notification of award will be sent to applicants via email. 

3. Requests for additional discounts should be submitted in writing to the School Administrator and Treasurer, and final discount amount must be approved by majority vote of the Finance & Development Committee.
TUITION -Payment Procedure for FACTS Installment Plan
Checklist for new families: 

___Admission Packet (available at school---1st time students need to complete a hard copy:


(download at jcchristianacademy.org/admissions)

___Create FACTS account.  Apply for Financial aid if needed. direct link: 


https://online.factsmgt.com/signin/433TY
___Records From Previous School (if applicable)
___Kindergarten/Preschool Screening (if applicable) Will schedule with office.
___Current Immunization Records

___Birth Certificate & Social Security Card (photocopy)

___Enrollment Fee $250.00 per child K-11; $150 per child Preschool
___Family Interview (completed during tour with Administrator) usually about 1 hour.

___Families receiving any form of financial assistance through JCCA will be required to complete 

20hrs of volunteerism in support of one or more Board-sponsored fundraising events during the course of the year.  Families who do not complete their hours will be billed for the balance of hours equal to $60/hr owed. 

Daily Operations
Chapel


Attendance of Chapel is a requirement of all Preschool-8th JCCA students and faculty members

Class Parties
Homeroom parents are enlisted through the PTF. These individuals will coordinate activities and refreshments for class parties. Teachers are expected to be in regular communication with their room parent, and should be aware of the class party schedule and plans.  The teacher is to remain in the classroom during the party.  Classroom celebrations will be held for Thanksgiving, Christmas, Valentine’s Day, and Easter. As a school, we follow these guidelines for holiday celebrations and parties:

· All celebrations shall lead the students to a greater awareness of Jesus Christ as our personal Savior. 

· All celebrations and parties shall instill in the students the concept that the greatest form of love is to give and to serve others. 

· Thanksgiving and Christmas shall be a time of giving to those less fortunate than ourselves. 

· We are aware that the world has different standards than we do as a school, so the celebration of some holidays would be entirely inappropriate in a Christian school. 
· Holidays not celebrated at JCCA include Halloween and Earth Day.

Class Pledges 

Each day will begin with pledges to the American Flag, Christian Flag, and the Bible.  

PLEDGE TO THE AMERICAN 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.

PLEDGE TO THE CHRISTIAN FLAG

I pledge allegiance to the Christian flag and to the Savior for whose kingdom it stands.  One brotherhood uniting all true Christians in service and in love.

PLEDGE TO THE BIBLE

I pledge allegiance to the Bible, God’s Holy Word.  I will make it a lamp unto my feet, and a light unto my path.  I will hide its word in my heart that I might not sin against God.
Daily Schedule

8:00a.m.
School Begins


 

11:00-12:10 
Lunch





3:00p.m.
Dismiss students
Regular school hours are maintained throughout the year unless notified by the administrator. Students and faculty members are expected to check out in the office to leave school any time during the school day, during lunch or before check-out time at the end of the day.

Drop-off and Pick-up  
Parents are to complete a form included in the registration packet that states who will be picking up their children from school throughout the school year.  To ensure their safety, children will be released only to those individuals listed on the form.  A parent wanting to change pick-up arrangements must send a note with the child the morning of the change or call the office before 2 p.m. At drop-off and pick-up times, students will wait in the school gym in their designated class line for a responsible adult to accompany the student to and from their vehicle.  At no time should the student be unaccompanied.  Use the south driveway to enter, stop in front of door to drop-off/pick-up and exit through north driveway.  Do not block the driveway or park in front of building during drop-off and pick-up.
Field Trips
The purpose of field trips is to provide an enhanced learning opportunity for students. 

Four (4) days per year will be allocated for field trips.  Half-day trips are an option.  Additional days may be scheduled at the discretion of the administrator.

Chaperones must be the parent(s) of a child in the classroom taking the field trip or other responsible adult or school official.  Chaperones will be approved through the office.

Chaperones may not take their own children other than those in the class taking the field trip.  Unless permission is granted by the administrator, only children who are enrolled at JCCA may attend JCCA field trips. 

Students who represent JCCA on field trips must be in full uniform unless activities are such that school uniforms are not appropriate.  The decision to not wear uniforms must come from the administrator’s office by request.

Since field trips are considered valuable to a student’s education and an opportunity to learn academically and socially, attendance is required of each student.  Failure to attend would result in an absence.  Students are expected to comply with school policy at all times.  Either a preview or review activity will be given to students before and/or after each field trip.

Lunch                      









1. Students will say grace in the classroom prior to going to lunch.

2. Teachers will bring their students to the cafeteria at their scheduled lunch period.  Teachers will remain with their students. 

3. Lunchroom rules will be posted in the lunchroom.  Students are expected to use good manners and pleasant conversation in the lunchroom, as well as respect the adult(s) in authority.

4. Parents are welcome to join their children for lunch, after signing in and receiving a visitor’s badge from the front office.

5. Students and teachers are to check out of the office if leaving the building during lunch.

6. Hot lunches are organized and administrated by the lunchroom coordinator.  Outstanding lunch balances may result in suspension of lunch ordering privileges.

7. Water only is allowed in classrooms.  Sodas are discouraged at lunch due to their high sugar content, and energy drinks are prohibited at all times.

Outdoor Recess











· Outdoor recess will be left to the teacher’s discretion assuming the weather is not storming, the temperature is not excessively cold (20F wind chill index) or hot (100F heat index). 
·  If a parent requests their child not be included in outdoor recess, that child will be allowed to remain indoors under adult supervision until his/her class resumes.
Phone Calls












· School phones are for business only.  

· Students are discouraged from making phone calls. Abuses may result in notes home to parents.
·  Please do not call and ask to speak to your child unless it is an emergency.
· Cell phones are for emergency use only.  Texting is prohibited unless approved by instructor.
· Hand-held games, tablets, or electronics other than cell phones are prohibited unless used for eductaional purposes as assigned by instructor.
· Cell phones are allowed for safety reasons, but must be checked in with teachers at the beginning of the class.  Unauthorized use of cell phones will be dealt with as a disciplinary issue.
· 1st infraction will result in a warning
· 2nd infraction will result in the device being taken away from the student and a parent will have to pick it up.
School Hours











· School convenes at 8:00 a.m. /Students are tardy at 8:15
· Students may enter the building after 7:30 am and report to the gym.

· Parents should leave the room by 7:55 a.m. so that class may begin on time.  

· School is dismissed at 3:00 p.m. 

· There is no supervision outside the building after 3:15 p.m.  Students remaining at school after 3:00 p.m. will be charged the After School Program drop in fee.
School Visitors











· When a visit to a child’s classroom is necessary, the visitor must first sign in at the office.  

· If a parent wishes to speak with a teacher, a private conference should be arranged.

· Lunches, books, and other items may be left in the office to be delivered to a student.

· Any guest wanting to visit JCCA needs to ask permission from the teacher of the class to be visited.  That teacher will clear the visitation privileges with the office.  

· Students who bring visitors to school must secure permission from the office at least one day in advance. 

· The administration reserves the right to reject visitors at any time.
Weekly School News
The printed weekly bulletin is a tool for conveying important information to parents, students and staff. The bulletin is distributed via Sycamore and email every Tuesday. Anyone who has information to be placed in the weekly bulletin needs to submit the information by noon on Mondays.
Student Issues
Accidents/Incidents
Minor injuries will be dealt with at school.  It is necessary and critical that accidents and other incidents of a serious nature be handled and reported properly and in a timely manner. When teachers or staff members are injured or observe an accident or serious incident, they will follow the Medical emergency procedure in the Emergency Handbook.  
Attendance
Regular school attendance is expected from our students.  Absences are excused only for the following reasons:

1.
Sickness

2.
Death in immediate family

3.
Doctor or dental appointments

4.
Unusual hardship

5.
Family commitments approved ahead of time.

Students and parents should make regular school attendance a priority.  Absences should be called into the school office before 9:00 a.m. on the day of the absence. All absences will be considered “unexcused” unless notification otherwise has been made.

*Previously Approved Absences:  Absences for trips require prior approval by the administration before they are considered excused.  Parents are to send the classroom teacher a written letter requesting an excused absence at least five school days prior to the scheduled absence.  The teacher will contact the administrator for permission to grant an excused absence.  

When a student accumulates more than six absences (“excused” or “unexcused”) in a grading period, the teacher will notify the administration who will in turn contact the parents regarding the excessive absences.  Excessive absenteeism indicates the student has not received the amount of classroom instruction necessary to successfully complete the grade requirements and could jeopardize the student’s promotion to the next grade if not corrected. The classroom teacher will inform the administration when a pattern of tardiness, early pickup, and/or chronic absenteeism is noted. 

All teachers must take the attendance of their class each day and submit a daily attendance record by 8:30 a.m. Teachers will maintain attendance in their grade books. When a child leaves during the day, teachers should pencil in the time they leave and return.  Grade book attendance records will be used for reporting attendance on the report cards.  

TARDINESS
Students are expected to be in the building when the 8:00 a.m. bell rings. The student arriving late to school is to go directly to the office with a note from the parent, sign-in, and then go quietly to their classroom.  

SCHOOL DAY - LATE ARRIVALS/EARLY DEPARTURES


Arrive after 8:15 a.m


=
Tardy


Arrive at or after 10:00 a.m.

=
1/2 day absence


Leave at or before 10:00 a.m

=
Full day absence


Leave at or before 1:30 p.m.

=
1/2 day absence


Leave after 1:30 p.m.


=
Full day attendance

Confidentiality & Documentation
Students often confide in teachers and staff members regarding issues of a sensitive or confidential nature. When this occurs, the teacher or staff member should follow Christian principles in dealing with these issues. Teachers are encouraged to counsel and pray with their students. Issues relating to student safety and well-being, or violations of law and/or school policy should be referred to the Administrator as well as the parents and/or appropriate authorities. These communications will be documented.

Hall Pass 

Students must carry a hall pass when outside of the classroom by themselves.  This includes students going to the office, restroom, library, etc. 
Health Issues

Administering Medicines to Students 
It is the policy of JCCA that the giving of medicine to students during school hours be discouraged and restricted to medication that cannot be given on an alternative schedule.  JCCA recognizes that some students may require medication for chronic or short-term illness/injury during the school day to enable them to remain in school and participate in their education.

The students’ authorized prescriber shall provide a written request that the student be given medication during school hours.  In lieu of the prescriber’s written request, JCCA will accept a prescription label properly affixed to the medication in question.  Said label must contain the name of the student, name of the drug, dosage, frequency of administration, route of administration, diagnosis and the prescriber’s name. 

Written standing orders will be obtained annually for the administration of emergency medication.

A parent/guardian or other responsible party designated by the parent/guardian will deliver all medication to be administered at school to the school appointed designee.  All medication, prescription or over-the-counter, must be in a pharmacy or manufacturer-labeled container.  The school shall provide secure storage for medication to prevent diversion, misuse or ingestion by another individual.

Students with asthma, diabetes or any potentially life-threatening illness may carry medications with them for self-administration, only with the express knowledge and permission of the school administration.

In situations where the above requirements are not met, at any time the parent/guardian chooses, the parent/guardian may come to the school to administer medicine to his/her student.

Immunization Record                                                                                                

By law, a student must present their immunization record to the school, and all immunizations must be up-to-date before a student will be permitted to attend classes.  Religious and Medical exemptions will be allowed per the Missouri Department of Health Bureau of Immunization guidelines.  
Illness Policy
Children need to be kept at home if they have symptoms of illness (fever of 99+, stomach ache, vomiting, diarrhea, runny or discharging eyes, a sore throat, swollen glands, etc.).  If a student becomes ill at school and has any of the above symptoms, the office will call home or to the emergency number provided by the parents and will expect the child to be picked up as soon as possible.   If your child is sent home ill or becomes ill at home, they must be completely symptom free for a period of 24 hours before returning to school. (Example: A child sent home on Monday with a fever may return at the earliest on Wednesday).  JCCA reserves the right to require a physician’s note to clear the child to return to school.

Children may also be checked for head lice periodically throughout the school year.  If a child is found to have head lice, they will be required to be nit free prior to their return.  Additional checks may be conducted to prevent the lice from spreading to other children.  

Personal Posessions
Radios, iPods, electronic games, and electronic toys are not to be brought on campus or on school activities unless authorized for a class project by the teacher.  Cell phones are allowed for safety reasons, but must be checked in with teachers at the beginning of class.  Unauthorized use of cell phones will be dealt with as a disciplinary issue. No student will have in his or her possession any kind of game cards, playing cards, dice, matches, lighters, fireworks, explosives, weapons, tobacco, alcohol, illegal drugs, or laser pointers.  Any items brought to school must either be authorized by the teacher for occasional or special use or be for a legitimate educational classroom use.

Parental Concerns
Parents are welcomed and encouraged to pursue appropriate channels of expressing concern when differences exist.  We seek to ensure a harmonious relationship with the families this ministry serves.  Every effort will be made to resolve differences in a Christ-like and Biblical manner.  When differences remain unresolved, the lead teacher and administrator may make the final determination in situations where re-enrollment is in question.  The Board or a board-designed committee may choose to review any appeals when re-enrollment is denied.

· If there are concerns, parents are to make an appointment and talk directly with their child’s teacher.  Parents are asked not to discuss the situation with someone else.

· In the case of major concerns, the Formal Inquiry form is to be used for all inquiries and communications. This form will generate an appointment with the lead teacher who will then in turn contact the teacher and set an appointment to speak with the parents and teacher together.

· If concerns are not satisfactorily resolved, the lead teacher will refer the concerns to the administrator.

· Parents may contact the Executive Board President if their concerns are not satisfactorily resolved or if they wish to appeal a decision made by the administration.
Student Conduct
Students are expected to conduct themselves in a manner that is honoring to God, themselves, their parents, and the school. This expectation applies to the time that students are in school and at school activities as well as the time they are away from school. Expectations for conduct in particular areas are as stated in each category below:
Student Discipline
DISCIPLINE PHILOSOPHY
Discipline is an important part of JCCA’s ministry.  In order to provide an environment conducive to learning and to help students achieve self-discipline, external discipline is necessary.  It has often been observed that students are most happy and secure when they know what is expected of them and realize that they are in an environment where the rules are made to be kept.

Expectations for Student Behavior                                                                         

The items listed below are not an exhaustive list, but are examples of behavior which reflect expectations. 

· being on time

· being prepared for class
· listening during instruction time 

· participation in class

· obeying school and class rules 

· honesty 

· respecting the rights and property of others

· exercising self-control and good manners

· respecting the authority of school personnel

· maintaining a positive environment for learning

· using words to resolve conflict rather than physical contact 

· using language that edifies

· participation and cooperation when performing in a school program

Unacceptable Behaviors
The items listed below are not an exhaustive list, but are examples of behavior which would merit disciplinary action.
· disrespect for those in authority, including teachers, staff, substitutes, volunteers, and custodians

· the careless use or misuse of another’s property

· disrupting the learning environment

· fighting or injury of others

· disrespect toward fellow students

· inappropriate language including profanity and racial/ethnic slurs

· cheating

· lying 

· theft
· any repeated offense regarding a behavior identified as being in need of improvement

· bringing to school anything considered to be a weapon
· refusal to participate in classroom activities

· failure to complete and turn in homework

· gum chewing, except for special occasions with teacher’s permission

Disciplinary Procedure                                                                                           

For unacceptable behavior by a student, the teacher may exercise the following disciplinary options:

· Confront the student with the offense in order to the correct issue

· Counsel the student on correct behavior

· Isolate the offender from others

· Remove privileges

· Notify the student’s parents; the student may be told to call a parent and acknowledge the offense 

· Parent-teacher conferences

· Referral to the office

When the student is referred to the office, the following disciplinary options may be exercised depending on the nature of the offense:

· Counsel and pray with the student

· Contact the parents

· Detention after school (with parental notification stating the purpose and time to be served); three detentions by a student in one quarter will result in a one day suspension from school 

· One to three days in-school or out-of-school suspension; upon returning to class, work missed must be completed within the number of days equaling the suspension to insure the student is commensurate with the class

· After all disciplinary procedures have been exhausted and a student has a frequent and recurring discipline problems, the administrator may recommend expulsion; any student expelled from JCCA may have the privilege of reapplying as a new student after a minimum of one full semester.

Student Dress and Grooming
Our desire at Johnson County Christian Academy is to do all things in a way which honors Jesus Christ.  The Holy Scripture teaches us that we are to “set an example for the believers in speech, in life, in love, in faith and in purity” (1 Tim. 4:12).  At all times, our dress should reflect our Christian walk and character exemplifying cleanliness, neatness and modesty and ignore current fads and extremes in clothing and hairstyles.  All children Pre-K thru 8th grade will wear uniforms at all school functions (including concerts, programs, field trips, and for school photos). For school sanctioned extra-curricular activities, the school uniform may be replaced or modified by a team uniform if deemed appropriate by the JCCA Administrator.

1.9.1. Student Dress Code        
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 Uniforms are recommended for purchase from FrenchToast School Uniform Company or Lands End Company. Both companies have our school dress code and school logo available. Wherever uniforms are purchased, the student dress code must be followed.  School colors are true red, navy blue and white.  JCCA students are required to wear clothing that meets the following specifications:
SHIRTS

· Long or short sleeved, collared button polo shirts in true red, navy blue or white.  
· Button-front oxford blouse or shirt with short, long or ¾ length sleeves in white. 
· Solid color red, navy blue or white turtlenecks are permissible in colder weather either as a primary shirt or under a sweater, sweatshirt, jumper or polo.

· Only school approved JCCA logos are acceptable on any clothing. Shirt brands/logos must not be visible.

· Shirts should be tucked in, unless specifically designed to be worn out, such as girl’s fitted dress shirts. 

· Shirts must not be see-through fabric and must be proportioned to fit; i.e. not extremely tight or baggy, or too short or too long. 

SWEATERS

· School colors with no visible brand names or logos (except school approved JCCA logo)
· Pullover, cardigan, v-neck or vest. (Cowl, turtleneck sweaters or ponchos are not acceptable)
· All sweaters must have a separate collar underneath showing above the neckline. Collar should be from a polo, oxford blouse, or turtleneck.

SWEATSHIRTS

· Sweatshirts/hoodies should be school colors. 

· All sweatshirts must have a separate collar underneath showing above the neckline.  Collar should be from a polo, oxford blouse, or turtleneck.

PANTS/SKIRTS/SHORTS/SKORTS/CAPRIS

· Navy blue, khaki/tan or FrenchToast red/navy plaid 
· Proportioned to fit; i.e. not extremely tight or baggy, or too short or too long 
· Skirts, shorts, jumpers and skirt slits must measure no higher than 4” from the knee.

· NO stretch pants, jeans, or low-riders.  Flared legs should not be extreme.

JUMPERS

· Navy blue, khaki/tan or FrenchToast red/navy plaid
SOCKS

· Socks must be worn in solid, school colors with no markings.

· Girls in grades K-6th may wear tights.  

SHOES

· Any Velcro or lace-up tennis/athletic shoes that are non-marking may be worn. Lace-up tennis/athletic shoes are required for PE.

· Navy, brown or black dress shoes are acceptable.

· Sandals, flip flops, clogs, high heels, and shoes with characters are not permitted

· Boots are permitted that don’t clash with dress (neutral colors only: tan, brown, black or gray)
BELTS – Navy, brown or black belts must be worn with all pants, capris, shorts, skorts and skirts with belt loops. For Kindergarten Prep, belts are optional.
OTHER  

· Wearing of pierced jewelry is prohibited on any body parts other than ears. 

· Visible tattoos or body markings are not allowed.

· Only 7th grade girls and up may wear make-up and hair color conservatively and in good taste.

· Hats or head bandanas are not allowed indoors.

· Excessive jewelry and jewelry which carries symbols not supporting our Christian philosophy shall not be worn.  Girls in grades K- 4th earrings should be posts only. For safety reasons, dangling or hoop earrings should not be worn.
· Boys are not permitted to wear earrings or nail polish.

· Boy’s facial hair must be conservative and well-groomed.

· Boy’s hair must be cut above the collar in back and above the eyebrows in front.  

· Unusual hair cuts such as tails, spiking, zippers, patterns or shaving, coloring, bleaching or streaks are not acceptable.  Natural color should be maintained. 

· Girls K-4th grade are required to wear shorts (school colors) under their skirt/jumper for modesty and for PE days.

· Students 5th grade and above are required to dress out for PE.

· Proper underclothing should be worn, and should not be visible.

· Parents and students will be informed of required attire for special programs.

· Unless otherwise specified, all students are required to wear a JCCA logo shirt for public appearances such as fieldtrips and special programs, with the exception of girls wearing the jumper.
Dress Code Violations will be handled as follows:
1st offense:
Verbal correction and written notification from teacher.
2nd offense:
Verbal correction and written notification from Administration. Parents may be called to bring a change of clothing.
3rd offense:
Verbal correction, written and phone notification to parents from administration.  A detention may be issued.  Student will be required to immediately comply with the dress code.  

This may include:

· An item being confiscated for parental pickup

· The student remaining in the office until proper clothing is available

· The student wearing a clothing item supplied by the school office

Student Relationships
At no time should student relationships interfere with the priorities of the school, including physical contact, exchanging notes, etc.  Students are expected to maintain a 12-inch rule, which requires that one student not be within a 12-inch space of another student.  
Student Records 
The parent/guardian or eligible student is entitled:

a. To inspect and review the student’s educational records.

b. To request changes to the educational records to ensure that the records are not inaccurate, misleading, or otherwise in violation of the student’s privacy or other rights.

c. To consent to disclosures of personally identifiable information contained in the student’s educational records, except to the extent that federal and state law authorize disclosure without such consent; and

d. To obtain a copy of this policy and guidelines.

JCCA shall give full rights under this regulation to either parent/guardian of a student, unless JCCA is provided with a court order, state law or other legally binding document that specifically revokes the parent/guardian’s rights to access under this policy.
Searches by School Personnel                                                                          

The school facility, including lockers and desks are the property of JCCA and are provided for the convenience of students and as such, are subject to periodic inspection without notice, without student consent, and without a search warrant.  The lockers and desks may be searched by school administration or staff who have a reasonable suspicion that the lockers or desks contain drugs, alcohol, material of a disruptive nature stolen properties, weapons, items posing danger to the health or safety of students and school employees, or evidence of a violation of school policy.  In addition, JCCA authorizes the use of trained dogs to sniff lockers or other school property to assist in the detection of the presence of drugs, explosives or other contraband.

Students or student property may be searched based on reasonable suspicion of a violation of JCCA rules, policy or state law.  The privacy and dignity of students shall be respected. Searches shall be carried out in the presence of adult witnesses, if such witnesses are available.  Students may be asked to empty pockets, remove jackets, coats, shoes and other articles of exterior clothing for examination under reasonable circumstances.

Law enforcement officials shall be contacted if the search produces a controlled substance, drug paraphernalia, weapons, stolen goods or evidence of a crime, in any case involving a violation of law when a student refuses to allow a search, or where the search cannot be safely conducted.  Parents may also be contacted.  A student who violates school rules or policy, or who refuses to submit to a search may be appropriately disciplined by school officials.

Volunteers

Volunteer Philosophy
JCCA could not operate without volunteers!  It is expected that all JCCA families will share their gifts of time, talent, and expertise.  Families are expected to participate regularly in Parent Teacher Fellowship meetings and school programs and activities to show interest in their child’s education.  In addition, parents are expected to participate in fundraising activities, assist with lunchroom duty, assist in classroom activities, etc.  (A list of volunteer options is available in the office and is to be filled out yearly by each family.) As a school, we could not possibly pay for all the services rendered by volunteers.  Without them, we would have to hire additional staff, which would result in higher tuition for all students.  Families who do not feel they can donate at least 20 hours of volunteer service time during the school year may choose to “buy out” by paying $20/hour).  A sign-in sheet is kept in the office and should be signed each time a volunteer comes in to work at the school.

Background Checks






 
           

Volunteers who have unsupervised access to students are subject to a criminal record background check.
Parent Teacher Fellowship
The JCCA PTF is the representative body of all constituents and staff. Participation is open to all parents/guardians of students and school staff. The PTF elects its own officers and operates under self-determined guidelines in accordance with JCCA philosophy and purpose.

Volunteer Protection Act










The Volunteer Protection Act of 1997 states that a volunteer working for an ACSI member school (or other 501(c) (3)) organization will be protected from liability for harm caused by his/her act or omission if:

· The volunteer was acting within the scope of his or her responsibilities

· The volunteer was properly licensed or certified (where applicable)

· The harm was not caused by willful, criminal or reckless misconduct, gross negligence, or a conscious, flagrant indifference to the rights or safety of the individual harmed

· The volunteer was not operating a motor vehicle, vessel or aircraft 

School Closing
On inclement weather days if circumstances should necessitate the closing of school, families should listen to the following stations for a school closing announcement:  KMBC-TV/Channel 9, WDAF-TV/Fox 4, KCTV5 or radio station KOKO/1450AM. School cancellations will be posted by 6:30 am. The decision to close is made in conjunction with the status of our local school districts and in communication with our local authorities in regards to safety. You are also encouraged to register a cell phone number in the office to be included in our Eagle Alert Texts in the event of school closings or other emergencies.  Regular texting charges may apply.
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