INTRODUCTION
Welcome to Regency Christian Academy! As a Christ-centered school, we wish to partner with you in raising up your child to have a love for our Lord and the love for learning.  This parent/student handbook will outline our policies and procedures that will build the relationships that we need for a successful running school and successful students. By reading, understanding and following these guidelines, we together, can build a community and family whose people have a common purpose.
FOUNDATION
School History
Regency Christian Academy (RCA) operates as a ministry of South Orlando Baptist Church (For more information on South Orlando Baptist Church, see Appendix D)  Founded in the fall of 1981, RCA began under the name of Noah’s Ark Child Care.  Over the years, the Lord richly blessed the ministry, growing it to include a Morning Preschool program and a Kindergarten class with the name Regency Christian School.  In the fall of 2001, all three programs (Full-Time Preschool, Morning Preschool and Elementary) were united under the name of Regency Christian Academy.  The emphasis has moved away from “daycare” to providing outstanding preschool and elementary education to our students.  After many requests, RCA branched out further and offered 6th grade, Middle School, for the first time in the fall of 2009. By the fall of 2011, all middle school grades were offered at RCA. Furthermore, after becoming licensed, RCA offered Voluntary Pre-Kindergarten in the fall of 2012. God continues to bless our program, and it is the continuing goal of SOBC and RCA to grow a Christ-centered school that provides outstanding Christian education and brings glory to our Heavenly Father. 

Purpose

The purpose of RCA are as follows:
1) To provide every child and parent the opportunity and understanding necessary to accept Jesus Christ as his or her Savior when ready.
2) To provide an academically superior Christian education for preschoolers, elementary students, and middle schoolers.
3) To model and train children to become leaders of integrity through Bible-based character development. 

Mission Statement
 Our mission is to cultivate a dynamic, Christ-centered learning environment where students can engage with challenging academics in a loving and safe school community for the purpose of glorifying God.
Vision
Through biblically based education, we will equip minds and nurture hearts to transform the world for Jesus Christ.
New Goals w/Scriptures of RCA are as follows:
1) Teach students and their families to love God with all their heart, soul, mind and strength through a life changing, redemptive personal relationship with Jesus Christ.  
Mark 12:30 “Love the LORD your God with all your heart and with all your soul and with all your mind and with all your strength.”
2) Empower students from preschool through middle school to be lifelong learners who demonstrate confidence in their God given abilities and talents to set academic and personal goals.
Proverbs 2:1-2 “My son, if you accept my words, and store up my commands within you, turning your ear to wisdom and applying your heart to understanding, indeed if you call out for insight, and cry aloud for understanding and if you look for it as for silver and search for it as for hidden treasure then you will understand the fear of the Lord and find the knowledge of God.
3) Facilitate the development of the student spiritually, academically, physically, emotionally, and socially for the glory of God.
Colossians 1:16 “For in him all things were created: things in heaven and on earth, visible and invisible; whether thrones or powers or rulers or authorities; all things have been created through him and for him.”

 Philosophy
The promotion and development of a Biblical Worldview is essential to accomplish within the families that partner with RCA as we educate children together.  The goal to introduce students and ultimately their families to follow Christ is accomplished through a variety of creative activities such as daily Bible time, weekly Chapel 
services and exciting church programs which take place on our campus.  Christian character development is vitally important for RCA students as they interact and impact the lives of others.  RCA students accomplish academic excellence in their studies, and are challenged through the advanced academic program at RCA.
RCA students gain an understanding of their spiritual needs from the Word of God.  Bible classes ultimately address the importance of repentance, a relationship with Jesus Christ, loving their neighbors, and living their lives to bring glory to God.  Students are also taught Bible Stories, how to pray, and how to talk to others about God.  RCA students gain a Biblical Worldview as they gain knowledge supported by Biblical truths found in the curriculum.  The curriculum, both Abeka and Bob Jones provides practical Biblical references & scriptures where applicable in each subject taught.  
The curriculum used by RCA is designed to give students the foundation needed for their future ongoing education.  RCA chooses a curriculum that’s academically sound, meaning that it is based upon truth, rather than prejudice or biased points of view.  The goal of the curriculum used at RCA is to accomplish mastery of the subjects taught as student’s practice and develop skills suitable for each grade level.  Additionally, the curriculum equips students to think critically, study effectively, articulate ideas from a variety of subject areas, while training students to utilize current technology.
Character development is accomplished through service opportunities and by example to develop the Fruit of the Spirit, compassion, charity, respect, and to honor those in authority. 
[bookmark: _GoBack] Some examples where students provide service are through the RCA Honor Society and Student Council.   The 5th and 6th grade students have the opportunity to become safety patrols to assist students and staff with arrival and dismissal of students on a daily basis. 
 RCA families are given the opportunity to donate items for a food pantry, to provide food and gifts to those that are struggling during the holidays, and other collections have taken place when needs arise.  
The RCA administration and teaching staff are Godly, well-trained professionals that provide a loving, Christ-centered educational school environment that motivates the children toward academic success.  Academic accountability is provided for our families with either online classroom posts, or weekly agendas that parents view regularly.  The RCA staff value and understand the need for clear communication with our families as we partner together to educate their children.   We will do our best to keep families informed of our mission and goals as we accomplish the vision of the school, which is the overall growth of each individual as he/she becomes a Godly, confident, well-educated person.  

Accreditation

AdvancED

As of July, 2015 we are accredited through AdvancEd and are up for re-accreditation this year. This makes Regency Christian Academy dually accredited.  Early learning schools that have earned AdvancED Accreditation meet recognized standards of quality, impact children’s lifelong learning and support young children in the highest regard. AdvancED Performance Accreditation for Early Learning Schools motivates schools to continuously improve on behalf of the young children they serve. 
[bookmark: _Toc363656269]FCCPSA
As of August 1, 2014, RCA is accredited through the Florida Coalition of Christian Private Schools Accreditation Inc. The FCCPSA prepares member schools, child care facilities, administrators, and staff for excellence, and believes well-informed administrators will lead the way. When educational institutions apply the standards of excellence through the process of certification, accreditation, and professional development, communities enjoy the benefits of a safe and high quality education. 
*Obtaining the status of being a fully Accredited School or Child Care Facility displays to the world that a school has demonstrated excellence in academics.  The accreditation process is designed to improve the educational and spiritual quality in private schools regardless of size.
FACCS
Florida Association of Christian Colleges and Schools
Off: (850) 422-0065 or (229)777-7708,	Fax: (229) 777-7709			    
P.O. Box 10009
Tallahassee, FL.  32302
Email: dochgb@aol.com        Website: www.faccs.org						   
As a Participating Member of FACCS, RCA is held to a high standard of providing a quality and safe environment in which children have the opportunity for maximum growth and total development.  Our efficiency of learning, quality of instruction and faithfulness to a philosophy of Christian education based on the Word of God, as well as our ability to meet all state mandated guidelines for health and safety are reviewed annually for continued membership.

DCF
RCA is licensed through DCF Gold Seal Quality Care program. We are an acknowledged child care facility that is accredited by nationally recognized agencies and whose standards reflect quality in the level of care and supervision provided to children.

Preschool Family Style Dining
Regency Christian Academy’s Preschool has adopted Family Style Dining during snack times and lunch time. This is part of the Nemours National Education and Learning Collaborative. This program teaches preschoolers the   importance of family-style dining in early childhood education and care settings for child nutrition, socialization, and cognitive development. It Illustrates how family dining experiences build family relationships and provide a context for defining family roles and responsibilities.



Administrative Prerogative

The intent for this manual is to give general guidelines for students and parents to follow.  New situations and rules may come up that are not covered in these guidelines. RCA reserves the right to amend, discontinue or vary from these policies and procedures without prior notice. The school will not be responsible for any event not sanctioned by the administration.

Non -Discrimination Policy

RCA does not discriminate on the basis of race, color, sex, national or ethnic origin in its administration of education, admission, athletic or financial policies or in any other school programs.


Ministry Organization

School Board:
RCA is a financially self-supporting ministry of South Orlando Baptist Church.  The church body votes to appoint a 5-6-member School Board each year, and members usually serve three years on a rotating basis. In addition, the Principal serves on the School Board as a part of their Administrative responsibilities.  


The School Board oversees the following:
1) Setting and approving of the school budget and fees
2) Major school purchases
3) The overall financial status of the school ministry
4) Plans for school growth
5) School Administration
6) Setting or changing of school policies

RCA Administration and School Board work closely with the Pastors, Stewardship Committee and other ministries of South Orlando Baptist Church to provide accountability for the school as well as to insure that the goals and values of RCA are in line with the goals and values of the church.

Principal
Expresses Regency Christian Academy’s vision, works with the School Board, works with church/school communication, is the forerunner in representing RCA with respect to educational agencies, and conducts educational research.  Conducts  elementary and special area classroom/teacher observations, provides parent communication/problem resolution, responsible for staff support, communication and morale.  Supervises discipline program, reviews weekly lesson plans and supervises the Parent Teacher Organization.
Sets the school budget.

Assistant Principal
Expresses Regency Christian Academy’s vision, works with the School Board, conducts preschool and Middle school classroom/teacher observations, provides parent communication/problem resolution. Works extensively with 4-C and DCF for preschool compliance. Schedules all classes, conducts early educational assessments, supervises student discipline and manages the affairs in the Principal’s absence.

Office Manager/Student Secretary
Expresses Regency Christian Academy’s vision. Works closely with the Principal and Vice Principal in HR record keeping and educational agencies. Provides parent communication, oversees all aspects of student records, coordinates all curriculum and supply ordering. Oversees office staff and  manages affairs in the Principal’s and Vice Principal’s absence.



One may also look for help in the following areas from:
Pastors-Spiritual Counsel
Administrator/IT- IT issues with Praxi school system, preschool cameras
Finance- Any financial information needed on family accounts
Admin. Assistants-First contact with parents looking for school information, tardy passes
Church Secretary- Contact with parents looking for church information, SOFA (School of Fine Arts) information and simple school information


STATEMENT OF DOCTRINAL BENEFITS
(As in agreement with South Orlando Baptist Church)
 Regency Christian Academy, along with South Orlando Baptist Church, has adopted the Baptist Faith and Message as their doctrinal belief.  Please see Appendix A for the full statement.


Parent Cooperation

At Regency Christian Academy, we like to think of ourselves as family, partnering with parents in a child’s overall Christian education. With this being said, parents enrolling their child(ren) agree to support and cooperate with RCA in the education of their child and also to rapport the religious educational philosophy of the school. We ask the negative comments or complaints be shared with  the one involved, the teacher and then administration, in accordance with the Matthew 18 Principle: “If your brother sins against you, go and tell him his fault, between you and him alone.  If he listens to you, you have gained your brother.  But if he does not listen, take one or two others along with you, that every charge may be established by the evidence of two or three witnesses.  If he refuses to listen to them, tell it to the church.  And if he refuses to listen even to the church, let him be to you as a Gentile and a tax collector.” Matthew 18:15-17.  Parents agree that if at any time that their manner demonstrates a lack of support for Regency Christian Academy or its philosophy, RCA has the right, in its sole discretion, to remove any student or to discontinue further enrollment of any student. Parents/guardians acknowledge and agree that their conduct can jeopardize the students enrollment status. 

Parent-School Relationship
RCA believes that parents are a child’s first and best teachers.  A parent’s active role in his or her child’s education is an invaluable treasure.  Below are some practical ways you can become an active part of your child’s education at RCA.





· Pray for your child’s development and readiness to learn.
· Seize the teachable moments with your child.  Read to your child daily and visit the library regularly.
· Pray for your child’s teacher(s) every day…
· His/her health
· His/her success in fulfilling many roles
· His/her wisdom
· His/her sensitivity to the needs of each child
· Assist the teacher by offering to do volunteer work in the classroom or from home.
· Send your child’s teacher a note of encouragement when you are pleased.
· Contact your child’s teacher with concerns before they become worries.
· Request a Parent-Teacher conference when concerned about your child’s academic performance, behavior, development or other issues.  However, unscheduled conferences at the start or end of the school day must be avoided, for they interfere with the teacher’s daily responsibilities and result in incomplete communication.
· Join and become an active member of RCA’s Parent-Teacher Organization (PTO).
· Contact a teacher by a note sent to her or a phone call to the office.  Please avoid contacting teachers at home or during off-duty hours.
· Pay tuition and all other fees as due.
· Pray for the overall ministry of RCA.
· Schedule a meeting with your child’s teacher to express any issues or concerns that you have.  If a resolution is not able to be met a meeting should be scheduled with the principal. Please do not involve other parents or staff that may or may not be affected, as this is how rumors are started and gossip is spread.  See page 65, “Procedures for the Resolution of Problems” and the “Parent Statement of Support” in the enrollment packet
· Volunteer to chaperone field trips as needed. *Background screening is required.


Partnering with RCA

1. We understand and support the school’s mission statement, goals and agree with the following: 
a.  We will show support for our child’s teacher and establish a relationship of trust to accomplish the goals as listed above.  
b. We will communicate clearly with the teacher all concerns about behavior, academics, etc. when our child brings home information from the classroom and follow up with discussion/consequences that support the discipline given. 
c. We understand that our child will be held accountable by the teacher to follow all classroom rules and RCA policy/procedures as stated in the RCA Handbook.  

d. We are able to trust in the decisions being made on a daily basis by the RCA Administration and Staff as well as the RCA School Board to provide a superior educational experience to meet the academic, spiritual, and disciplinary needs of our child.
e. In signing the Statement of Support found in the enrollment packet, I and my family members are agreeing to support the mission, goals, classroom rules and the RCA Handbook as written.  If we become dissatisfied with Regency Christian Academy in any way, we will resolve the matter with the RCA Staff involved, rather than spreading gossip/rumors and negativity.  
We pledge that if, for any reason, our child does not respond favorably to the school, we will not try to change the school, but will withdraw him/her quietly and immediately.  

 We understand the school reserves the right to dismiss any student when either the parents/guardians or the student does not cooperate with the policies of the school as set forth in the Parent/Student Handbook and Statement of Support

Arbitration Requirements
We agree that, for many reasons, lawsuits and court actions are disadvantageous to both RCA/SOBC employees and our families. Therefore, they agree that any claim or dispute between them or against the other or any agent or employee of the other, whether related to the educational relationship or otherwise, including those created by practice, common law, court decision, or statute, now existing or created later, including any related to allegations of violations of state, or federal statutes related to discrimination, and all disputes about the validity of this arbitration clause, shall be resolved by neutral binding arbitration by the American Arbitration Association, under the rules of procedure in effect at the time any claim is made. (Each party shall pay its own costs of arbitration.) This agreement is subject to the Federal Arbitration Act and any award of the arbitrator(s) may be entered as a judgment in any court of competent jurisdiction.  Information may be obtained and claims may be filed at any office of the American Arbitration Association or at Corporate Headquarters, 335 Madison Avenue, Floor 10, New York, New York 10017-4605. Telephone: 212-716-5800, Fax: 212-716-5905, Website: www.adr.org.  

BY SIGNING THIS AGREEMENT IN THE ENROLLMENT PACKET, THE PARTIES ARE GIVING UP ANY RIGHT THEY MIGHT HAVE TO SUE EACH OTHER.



Lifestyle Policy
RCA’s biblical role is to work hand in hand with parents to provide an education grounded upon spiritual truth and to mold the hearts of children to be Christ-like. Sometimes the life at home may be in opposition to the Biblical lifestyle in which we teach.  This may include, but not limited to: sexual immorality, homosexual or transgender orientation, or possibly the inability to support the moral principles of RCA. We expect parents/guardians to refrain from conduct or lifestyle that might undermine the religious, Christian beliefs and values taught here and to cooperate and support the religious educational philosophy in which we stand. All aspects of Regency Christian Academy’s teachings  are built upon Christian standards, therefore in such circumstances cannot effectively partner with the parent/guardian because of divergence. In these circumstances, Regency Christian Academy reserves the right, within its sole discretion, to refuse admission of an applicant or to discontinue enrollment. 
We, Regency Christian Academy, promise to provide the best it can for your children in the way of facilities, curriculum, faculty, functions and instruction. We also pledge to do our best to support your home in growing every student in the nurture and admonition of the Lord. You, as parents/guardian covenant to support RCA in its efforts of a Christian education. Also, agree that it is your responsibility to accept the “Statement of Support” (appendix J) as God enables you through the power of the Holy Spirit. If for any reason you would become dissatisfied, we promise to handle the matter privately and professionally.  If the issue cannot be resolved, please recognize that it is your responsibility to leave RCA and seek a school that aligns with your personal convictions.

Changes to Policies
The school board reserves the right to change alter or repeal any policy that they deem in the best interest of RCA. Adopting new policies holds true also.  If anything is changed, written notice to all Parents/Guardians will be made through the office.  Parents/Guardians agree to abide by the current policies and any changes or modification made to this provision.

ACADEMICS

Academic Policy & Probation
Academic Agreement Grades 2 – 8
When a student receives two D’s and/or one F on a report card, the school will schedule a conference with his/her parents to discuss the student’s difficulties and agree together on solutions and expectations.  The solutions and expectations will be written down and the document will become the Academic Agreement.  If the child fails to improve in these classes, he/she will be placed on Academic Probation.

Note:  A student may be placed under an Academic Agreement in consecutive nine weeks if the two D’s and/or one F are/is in different subject areas.

Academic Probation Grades 2-8
When a student receives two D’s and/or one F on a report card in consecutive nine weeks in the same subject area(s), he/she will then be placed on Academic Probation.  
A parent-teacher conference will result in a revised “contract” that specifies solutions and expectation.  In addition, parents must agree to have their child tutored to assist in improving grades in these courses.

In the rare instance when all our efforts do not lead to academic improvement, parents may be asked to withdraw their child from RCA.


Chapel
 All students at Regency Christian Academy attend Chapel once a week.  Announcements, singing,  praising and a special bible lesson are all part of this special time.  Lessons are taught by Administration, teachers and South Orlando Baptist Church Pastors.  Sometimes we even have special guests outside of RCA share in Chapel.  Parents are welcome to any or all of these scheduled times.

 Chrome Books/computer use/internet safety
RCA provides its’ students many opportunities to use a variety of resources when it comes to technology: From our computer lab to Kindles for elementary school and Chrome Books for Middle Schoolers. Computer use and internet access is a privilege. Computer misuse while on campus consists of inappropriate use of computers including accessing or breaking into restricted networks, sending inappropriate messages, illegally copying software and viewing inappropriate files or programs.
All computer and/or office equipment are school/church property and should be used appropriately. We reserve the right to monitor at any time, without notice, any student’s use of any of the School’s communication services or equipment.  This includes installing programs that monitor a student’s use of the Internet. If caught, RCA can take disciplinary action based on any violation of conduct.

Conferences
All elementary – MS Teachers will schedule conferences with parents twice within a school year.   Teachers will meet with parents every nine weeks if a student seems to be consistently struggling with academics.

Curriculum

All Students- RCA has added a new curriculum to its list: Safe & Caring Schools Curriculum “Activities for Building Character and Social Emotional Learning”. 
This curriculum ,when fully implemented ,have resulted in improved school climate, greater parent engagement, increased academic achievement, and reduction in discipline referrals. builds attitudes of respect and caring, reduce problem behaviors, empower students to solve problems, and educate the whole child with these flexible, user-friendly activity guides. The lessons’ literature-based connections allow teachers to “build in” rather than “add on” social-emotional learning (SEL) throughout the day. 

Preschool Curriculum
Preschool is a child’s first academic learning environment outside of the home, and it is important that it is a positive experience which will foster self-confidence and a love for learning. At Regency Christian Academy, we use a combination of developmentally appropriate curriculums to meet the spiritual, developmental, social and academic needs of the preschoolers as they learn through play and learning activities. The core curriculum utilized in each of our preschool classrooms (from Preschool 2 through VPK) is the WEE Learn Curriculum. This is a faith-based curriculum that is divided up into different themes (or units). This curriculum utilizes a variety of learning centers to enhance student development in a variety of levels including physical development, cognitive (intellectual) development, social/emotional development and spiritual development. The types of learning centers that are utilized within the classroom include: Art Center, Construction Center, Book Center, Writers Corner, Dramatic Play Center, Games & Manipulatives Center and Music & Movement Center. We also supplement our instruction in preschool by incorporating activities (both small and large group) from the Numbers Plus Preschool Mathematics Curriculum. This curriculum actively engages young children, utilizing everyday materials, teaching them about Math in five content areas: Number Sense and Operations, Geometry, Measurement, Algebra and Data Analysis. Finally, the ABeka curriculum is used briefly to supplement the preschool curriculum in the areas of phonics and Positive Action for Bible. We use this to enrich and enhance our instruction, as this is one of the two main curriculum that we utilize for our elementary classrooms. In compliance with the Voluntary Pre-Kindergarten (VPK) program, the VPK students are assessed three times during the school year using the Florida Voluntary Prekindergarten Assessment. This assessment measures a child’s Print Knowledge, Phonological Awareness, Mathematics and Oral Language/Vocabulary. VPK students will be assessed in the fall, the winter and in the spring of the 2017-2018 school year.
At the center of everything we do, is our love for Christ. Each day a Bible story or lesson is incorporated as part of our daily schedule. Each week our preschoolers attend chapel in the church’s Sanctuary with other classes.
 These chapel lessons include a Bible story, pledges, prayer and worship songs of praise. Students are encouraged to hide Gods Word in their hearts as they learn scripture verses that are appropriate in length for their age level.
Students in preschool attend weekly special area classes which help them to develop in a variety of ways. Each week all students from Preschool 2 - VPK attend Art, Praise in Motion, Physical Education (P.E.) and Music class. In addition to this, our VPK students have a library time scheduled each week where they can check out a book each week.
 Students will also begin to be introduced to the Spanish language in all of our preschool classrooms, and will begin learning some basic concepts.
RCA has adopted Family Style Dining for snack times and lunch time for Preschool-VPK. Students serve themselves from larger portions, learning to do things on their own.


Elementary Curriculum

The curriculum used by RCA integrates every academic subject with Biblical principles.  RCA currently uses a blend of ABeka, produced through Pensacola Christian College, (www.abeka.com), Bob Jones University Press (www.bjupress.com) and Positive Action Bible Curriculum (www.positiveaction.org)  for our K5 through 5th grade curriculum.  Teachers enjoy a reasonable amount of academic freedom to incorporate academic themes and activities of their choice.  However, teachers on the same grade level work and plan together to ensure that every child on that grade level is receiving an equivalent education.  Reading is a valued part of our curriculum at every grade level and the importance and joy of reading is stressed throughout our school.  Computers in the classroom for both teachers and students provide for the use of technology which aides in the education of our Elementary students. The Accelerated Reader program was introduced for 1st-5th grade this past school year, increasing the students love for reading. 

Weekly classes of Art, Music, P.E., Spanish, Computer, and Praise in Motion are provided to Elementary students, as well as weekly visits to our Library/Media Center.  Because field trips are considered an important part of the education program at RCA, two to three off-campus trips are planned each year, as well as special in-house activities for students on campus.  All of these activities are a required part of RCA’s curriculum and participation is required of all students.  

Chapel is a weekly special service for our students and faculty.  Chapel provides an opportunity for worship, teaching, prayer and ministry.  Parents and other family members are always welcome to attend our Chapel services.





Middle School Curriculum

The curriculum used by the Middle School also integrates every academic subject with Biblical principles.  Bob Jones University Press provides our Science, English, and History curriculum while Spring Board is used for Math. The Middle School moves to a more application based curriculum for Bible from Positive Action Curriculum and our reading focuses on novels, both the classics as well as modern literature. Vocabulary, Spelling and our English is enriched through Writer’s Workshop.
Students in middle school are required to take Team Sports which includes Health and Personal Fitness components.
For their electives, students will be given a choice among three classes in which they will indicate their first, second and third preference in order. Parents must sign that they agree to the preference that their child has selected. The elective classes will be distributed equally among the students, therefore some students may receive their first, second or third preference. This elective that is chosen will not be changed and will remain for the first semester (the 1st & 2nd grading period). Another selection will take place for the second semester of school. They will have such choices as Art, Drama, Life Management, amongst others.
Those elective classes that they will be required to take throughout the 3 middle school years are: Spanish, Music Appreciation 1 & 2 and Computers.

Eligibility for Preschool

Date of Birth:  Preschool students are admitted to RCA based on the child’s birthday and readiness for the curriculum. Preschool students are promoted at the end of the academic school year based on the child’s birthday and their readiness for the upcoming curriculum. We will allow a child to “skip” a preschool year because of an early birthday or advanced development, on rare occasions.  However, it will be necessary to repeat a year if they are not five (5) beginning Kindergarten.

· To begin PS-2, a child must be 2 years old on or before Sept. 1.
· To begin or promote to PS-3, a child must be 3 years old on or before Sept. 1.
· To begin or promote to VPK, a child must be 4 years old on or before Sept. 1.

“Potty-Trained”:

Children in PS-2 are not expected to be potty-trained, although the teacher will work with you throughout the year with this process.
A child going into PS-3 must be fully “potty-trained” (no diapers/no pull-ups & can use the bathroom independently) including during naptime.  This is required for admission as well as promotion.


Eligibility for Elementary/Middle School

· To begin or promote to Kindergarten, a child must be 5 years old on or before September 1.
· To begin or promote to 1st Grade, a child must be 6 years old on or before September 1 and must have successfully completed Kindergarten.
· To begin or promote to 2nd Grade, a child must be 7 years old on or before September 1 and must have successfully completed 1st Grade…and so on.

A Grade Readiness Interview/Assessment will be scheduled for all incoming Kdg. – 8th grade students who did not attend RCA during the previous school year at a cost of $25.  This Assessment will help determine eligibility and the best placement for the student.  

For a student to be admitted into RCA after the school year has begun, a Grade Readiness Interview/Assessment and a parent-teacher conference will be required.  Students may be required to participate in special tutorial sessions with the teacher or aide to meet the minimum requirements of the class.  Parents are expected to pay all fees for tutoring. 

*Once an assessment is completed, the prior school will be notified for past records.  If we find that a student has been expelled, suspended, has constraining behavioral issues or an IEP from previous schools, RCA has the right to deny student admission. 

Student Expectations

Regency Christian Academy provides an education that is ahead that  of the Public Schools.  It can be very challenging to some. SAT-10 testing proves that our students are 1-1.5 years ahead of grade level.  Students entering our program need to be able to keep up with the standards that are set forth.

RCA does not currently offer Exceptional Student programs (special needs). A child who may have special needs may require additional testing outside of the realms of RCA to understand any learning needs the child may have. RCA does not have the teachers with the abilities to meet children with exceptional needs.  We do not accept IEP’s from the public school and therefore Public schooling may be able to help in situations quicker. We ask that parents be aware of this policy and realize that the students best interest is at hand.


Extra Credit Policy

1) Grades should reflect actual skills, understanding and learning.
2) Extra credit is worth a few extra points.  It can add some points to an assignment, test or project score. It does not change an actual grade earned on a report card for a 9 week period.  
3) The extra work given should relate to needed skill practice.

Extracurricular Clubs/Activities

Dance Classes:  Dance classes have been offered to RCA students from PS4 thru Elementary and Middle school for several years.  Classes are offered on Tuesday, Wednesday, and Thursday after school each week. The fee for each class a student is enrolled in is $35 per month.  
A registration fee is billed and due when a student is enrolled for dance class.  The registration fee is per student not per class enrolled. The following classes are offered:
	
1. Ballet\Novelty Jazz
2. Ballet\Novelty Jazz and Beginner Tap
3. Tap Only

RCA hosts an annual Spring Recital performance for the dance class students to show all that they have been learning.  There is an annual Recital Fee to cover the cost of the student’s costumes.  Due to limited availability, students must be enrolled by September 1st to secure a space in a dance class.    

Honor Society: RCA offers the opportunity to belong to an Honor Society. We will have an elementary Honor Society and a Middle School Honor Society this year. The Honor Society is for students who excel at academics, behavior and community service.  A 3.5 GPA is required for admission and continued participation.  Students in upper elementary and middle school are eligible to apply and meetings usually occur on the first Wednesday of every month.  There is an annual $25 activity fee for returning members and an annual $35 activity fee for new members. The Honor Society operates on a demerit system.  Two demerits in any one semester will put a student on warning status.  Three demerits in any semester places a student on probation which excludes them from activities for the remainder of that semester.  
 Four or more demerits in any one semester will earn a student suspension for the remainder of the academic year and they will be required to reapply the following year.  Demerits are earned for a myriad of reasons including but not limited to; missing meetings, earning a detention, not following through with commitments, academic GPA falling below a 3.5, etc. Honor Society participates in a host of school wide and community improvement activities and service projects.

Student Council: The purpose of Student Council is to grow school unity and spirit. It also provides students a voice in some of the school’s operation through a student government. Student Council is available to any student in upper elementary and middle school. There is an annual activity fee of $25 for returning members and an annual activity fee of $35 for new members ($25 activity fee and $10 for a shirt). Student Council meetings are held after school on the second Wednesday of each month.

Safety Patrol: Safety Patrols are sponsored by AAA and are in place to watch for and ensure the safety of every student during morning drop-off and afternoon pick-up procedures.  Safety Patrols are select students in 5th/6th grade and on occasion, students from 4th grade, with a high maturity level.  There is no cost involved with becoming a safety patrol and the Patrols operate on a demerit system.  Leadership opportunities exist for a Captain and Lieutenant and meetings occur during school hours, only when necessary.  Safety patrols are rewarded yearly for their duties with a trip to Fun Spot. 

Chorus/Drama Club: The Chorus/Drama Club will be available for grades 4 through 8 starting in mid-September.  The students will have an opportunity to sing and/or act in a Christmas production and another in spring.  The cost is $25 to join; this price includes a special COUNTERPOINT t-shirt for each participant.  

Sewing Bees: The “Sewing Bees” will be available for 2nd-5th graders who want to learn the basics of sewing. Not only will they learn to hand sew, but maybe even learn a stitch or two on a machine.  Various projects such as stuffed teddy bears and Christmas stockings were sewn in the past. The club has also provided a quilt (made by members) for the annual basket raffle.

Book Club: The book club will focus on reading the “Sunshine State Books” over a few weeks and then discussing them.  Very popular with avid readers!

Mission Club: Mission club will focus on our very own mission field within the school and surrounding areas of Orlando. This will help students grow a caring and giving heart to all people.  In the past, we brought food to families of children who have extended stays at Arnold Palmer Hospital and have collected food and needed goods for the less fortunate.
Black Belts for Christ: BBFC is a premier Martial Arts youth ministry in Orlando. Their mission is to instill the values of C.H.R.I.S.T.:
CHARACTER - HONOR - RESPECT - INTEGRITY - SELF DISCIPLINE – LEADERSHIP. Their students are instilled with a sense of servant-leadership, trained to lead by example, they strive to live life with true Samurai Spirit. BBFC uses our facility one day a week for their training.
Sports: RCA offers after school Soccer and Basketball/and or Volleyball. In the afterschool program, we try to offer the basic rules of playing these games and compete against each other to practice the skills that are taught.
Bricks 4 Kidz: Our programs provide an extraordinary atmosphere for students to learn the principles of Science, Technology, Engineering, and Math (STEM), using LEGO® bricks. The activities are designed to trigger young children’s lively imaginations and build their self-confidence

Field Trips & Special Events

*Permission slips MUST be turned in by the due date stated on the form.  If permissions are not turned in prior to the event, a child will not be able to participate and the parent will need to find childcare outside of RCA for the day of the field trip or event.
All chaperones (Volunteers) will need to fill out the appropriate background screening paperwork.                                                                                                 *See Appendix K
** Please understand that it is very important that we receive your permission form by the due date. This allows the company’s that we deal with for the field trips enough time to receive our final count. When we receive the forms last minute or even on the day of the trip, sometimes the number attending cannot be changed. Checks also need to be cut to pay for the trips, therefore a last-minute addition or subtraction causes problems with paying the company.**

Preschool and Kindergarten Field Trips
Field trips are considered an important part of the educational program at RCA.  Preschool students – Kindergarten are unable to visit establishments off campus due to safety reasons.   However, we provide several on-campus field trips such as Drop-By Farm, Fire Department and Orange County Sheriff’s Department Mounted Patrol.  All Preschoolers-Kindergarten participate in these on-campus field trips.
For an off-campus field trip, students must be brought to school to ride the bus to the field trip location.  No student will be permitted to come directly to the field trip location with their parent or leave the field trip location with their parent, unless prior approval has been obtained from RCA Administration.  Students will only be dismissed to the parent once the class has returned to the RCA campus.
Field Trip Permission forms will be sent home in advance to notify the parents of the field trip.  All off-campus field trips and some on-campus field trips will require a signed Parent Permission Form.  No preschooler will be permitted to participate in a field trip without the required Permission Form completed and signed by the student’s parent/guardian.  Most field trips have a field trip fee that must be paid by the parent in advance of the event.  No preschooler will be permitted to participate in a field trip if the field trip fee has not been paid prior to the date of the scheduled field trip. No preschooler will be permitted to participate in a field trip if their financial account is not current.
Parents who choose not to have their child participate in scheduled off-campus field trips must provide alternate care for that day.

Elementary\Middle School Field Trips
All grades participate in two or three field trips each year, such as the Science Center, Sea World and St. Augustine. However, we also provide on-campus “field trips” such as Drop-By Zoo, the Fire Department and Project Creation.  Field trips are an important part of the educational program at RCA and are a required part of RCA’s curriculum, therefore participation is mandatory.  Each field trip is chosen to provide a hands-on educational experience and most teachers will also require a project or writing assignment as a part of each field trip.  Information is sent home in advance of field trips to notify the parents and give details of the event, including costs. 
We try to schedule field trips on Fridays so the students are not too tired the next day, but sometimes this is impossible.
Field trips will not be scheduled the last week of the school year. 

We want all Elementary\Middle school students to be able to participate in RCA field trip programs.  These guidelines are required or the student will not be permitted to participate: 

1. A signed Parent Permission Form is required for all off-campus field trips and some on-campus field trips. 
2. The Field Trip Fee for off-campus and on-campus field trips is required in advance of the event.  
3. Financial Accounts must remain current and in good standing.

For an off-campus field trip, students must be brought to school to ride the bus to the field trip location.  No student will be permitted to come directly to the field trip location with their parent or leave the field trip location with their parent unless prior approval has been obtained from RCA Administration.  Students will only be dismissed to the parent once the class has returned to the RCA campus.
Students must have completed and handed in all assigned classwork prior to the day of the scheduled field trip.  No exception will be granted except in case of illness, in which case the policies for make-up work will be followed.  If a student is absent due to illness the day before a field trip and returns on the day of the field trip, a note from a doctor or the parent must accompany the student with permission to attend the field trip.  In this case, final permission will be granted from Administration for the student to attend.
Parents who choose not to have their child participate in scheduled off-campus field trips must provide alternate care for that day and the child will receive an unexcused absence.  In addition, an assignment, based on the subject of the field trip will be given to be completed as an alternate grade for not attending the field trip.  The policy for make-up work for an unexcused absence will be applied.  An excused absence will be given to students not participating in off-campus field trips due to either personal illness, (a doctor’s note is required) or a death in the immediate family. Any other reason for a parent not permitting a child to attend a field trip must be presented in writing to administration.  Administration, at their sole discretion, will determine if this absence will be considered excused or unexcused.
*Field Trips can also be taken away from a student under certain circumstances such as: behavior or failing grades.

** Some field trips could extend past school hours (before or after).  We give up to 15 minutes after the arrival of the students to campus, for the parent to pick up the child.  If the designated pick-up person is later than that, late pickup fees will apply.**


Chaperone Guidelines
We always welcome and appreciate parent participation at Regency Christian Academy. It is very important that we have chaperones, for if we don’t- it is possible a field trip could be cancelled.
 To help ensure the safety of our students and the success of their service, we ask that chaperones comply with the following guidelines: 

· All chaperones must be registered as an RCA Volunteer.  This involves completing a Volunteer Information Form as well as signing a notarized Affidavit of Good Moral Character. All individuals intending to chaperone are mandated to have fingerprinting done also. RCA covers half of the fee, therefore $30 will be billed to the family account when fingerprints are set up.  

· Please realize that you are representing the school and upholding its policies.  All volunteers who are serving on behalf of the school must comply with school standards.  Please be an example by demonstrating maturity in actions, attitudes and dress.

· Cell phones should only be used for emergency situations.  Please do not conduct business by cell phone or have lengthy personal calls while chaperoning a field trip.  The students in your care must have your undivided attention.

· Only a specific number of chaperones are allowed per field trip.  This number is always given to the teacher.  Individuals wanting to chaperone a field trip must sign-up with the teacher in the classroom, turn in the signed Permission Slip to the office indicating a desire to chaperone AND pay the required fee before they are considered an approved chaperone.

· All chaperones are expected to ride on the bus with the group of students he/she is assigned.  Occasionally, we are able to take extra chaperones, but you may be asked to drive your own vehicle.  In this event, the driving chaperone must still come to the school, stay with the group, follow the bus to the designated location and be ready to meet up with the RCA group immediately.  Parents who wish to meet the group at the location or leave early will not be eligible to be a chaperone.  No students, including the child of a driving parent, will be allowed to ride in a chaperone’s car unless prior approval has been obtained from RCA Administration.

· Chaperones must refrain from buying special treats for your own child or the students in your group unless you are prepared to buy the treat for all the students on the trip and have permission from the teacher.

· Only RCA students may attend off-campus field trips.  Siblings should be left at home so that chaperones may devote all their attention to the students under their care.  



Grading

1. Reporting
a) In reporting to parents/guardians, a grade is used to indicate the performance of each student in relation to the attainment of learning outcomes and approved curricula.
b) A grade for each subject will be recorded on the report card.
c) By the end of the first ten (10) days of school, teachers will communicate in writing the grading procedures, grading factors, and weight assigned to each factor to all students and parents.  These procedures will be preapproved by the administration.
d) A student enrolled for twenty-one (21) days or more after the start of the quarter must receive a grade for the grading period. 
e) An incomplete is given for a student that has an excused absence, until their work has been finished. Typically, a deadline is given to ensure a timely response.  

   

  2.   Recording 
a) Teachers will maintain a record of each student’s work, progress, and attendance daily. 
b) Teachers will grade and give a score for most student assignments in grades 1-8, including class work, homework, written assignments, projects, and labs. A score of zero (0) will be given to students who do not attempt to complete or fail to submit an assignment. On tests and quizzes, students are typically scored with a straight scale using the point system.
         c)   Teachers assign the percentage or points given to each factor prior to        grading.  All grading practices are on file in the principal’s office.	
    3.  Grades
· The Grading System for Kindergarten, 1st and Specials Classes is shown below:  

	1 = Demonstrates skill consistently (loosely equivalent to 90% - 100%)
	2 = Learning skill and progressing (loosely equivalent to 70% to 89%)
	3 = Needs Improvement with skill (loosely equivalent to 69% and below)

· The Grading Scale for 1st (core subjects) through 8th Grade is shown below:

	98 -- 100 = A+78 --   79 = C+
72 --   77 = C
70 --   71 = C-
68 --   69 = D+
62 --   67 = D
60 --   61 = D-
  0 --   59 = F

	92 --   97 = A
	90 --   91 = A-
	88 --   89 = B+
	82 --   87 = B
	80 --   81 = B-

 
4. Factors determining Kdg. through 8th grade scores:
          Class Work            Assessments
          Homework             Projects


1st Grade:
Students with a year average of all 3’s or less and a 60% average in two (2) or more academic areas (Reading, Phonics, Language Development and Arithmetic) will be considered for retention.  A conference will be required with the teacher to discuss the reasons for low scores and to determine if they are too low for the student to perform successfully if promoted.  The students S.A.T. scores will be used as a resource for making a final determination about retention.

2nd through 8th
· Students with a year average of two (2) D’s or one (1) F will be conditionally promoted based on documented tutoring as agreed upon in the Academic Probation contract.  Students with a year average of three (3) D’s, two (2) F’s or (2) D’s and one (1) F will be retained.
· Students having been conditionally promoted will begin the following school year on academic probation.  A parent-teacher conference will be scheduled prior to the first day of school and tutoring will still be required.
· Students with a year average of two (2) D’s and/or one (1) F for a second consecutive year, will not be promoted regardless of tutoring and other intervention by the parent or school.
      
Graduations

 Regency Christian Academy will hold a VPK graduation, which is usually held on the morning of the last day of school, and an 8th grade graduation, usually held in the evening on the last day of school.
Homework
RCA believes that homework can be an integral part of education by reinforcing lessons learned at school and by helping children learn the character and skills necessary for independent work.  However, we will make every effort to make homework assignments both meaningful and not excessive.  As a rule of thumb, we believe that the average child is capable of working through approximately 10 minutes of homework per grade level. (For example, a third-grade student would have 30 to 40 minutes of homework).  Generally, homework will be assigned Monday, Tuesday, Thursday and Friday.  On Wednesday night, homework will be kept to a minimum to allow the student to be involved in Wednesday night church activities. 
Teachers are allowed to give quizzes on Thursday, but not tests. Homework may be given on weekends or over extended holidays at the discretion of the teacher.

If you believe your child spends too much time on homework or if the assignments seem to only frustrate your child, please schedule an appointment with your child’s teacher.  Our teachers need to know how their assignments affect their students, and parents need to know if their child’s behavior at school (ex. Not paying attention, misuse of work time at school or home) may be contributing to their child’s frustration at home.

One of the factors frustrating many students is a lack of organization.  All our teachers try to help their students learn organization skills that will help them with their school work and with the added responsibilities that come with maturity.  You can help your child with homework by:




· Scheduling a consistent time for homework each day
· Providing a quiet place in the house where your child can work uninterrupted
· Giving supervision and limited help if needed
· Checking to see that the assignments are completed and neatly done
· Seeing that your child returns the assignments to school by the due date
· Providing oral drill practice (math facts, memory work)
· Reviewing material for a test
· Ensuring that your child is successfully using organizational tools (list of assignments, completed work put into a particular place, etc.)
· Assisting with time management for projects such as book reports, science, etc.
· Read to or with your child every day, at least 20 minutes.


NOTE:  It is expected that homework assignments be completed as given by the teacher without exception.  It is not an option for any student to decide whether to do homework.  To ensure that homework is completed, teachers are permitted to grade homework at their discretion and agenda marks leading to detention may be assigned for a continued lack of homework.


Honor Roll

All-A Honor Roll

Students in grades 1st – 8th who earn A’s in all subjects will be placed on the All-A Honor Roll and receive a certificate acknowledging the accomplishment from Administration. 



A-B Honor Roll

Students in grades 1st – 8th who earn A’s and B’s in all subjects will be placed on the A-B Honor Roll and receive a certificate acknowledging the accomplishment from Administration.

Kindergarten

The focus is to build a firm academic foundation through successful mastery of subject matter.  Recommendations for promotion or retention are based on report card grades, end of the year tests, S.A.T. scores and progress in Reading, Phonics, Language Development and Arithmetic.  Students with satisfactory report card grades, but who require extra assistance to be on grade level may be conditionally promoted based on documented tutoring.  Students with unsatisfactory report card grades, end of the year tests, S.A.T. scores and/or progress in Reading, Phonics, Language Development and Arithmetic will be considered for retention.

Library/Media Center

	All students from VPK through 2nd grade enjoy weekly visits to the library where they may choose a book to check out and enjoy at home.  3rd grade – 8th grade visit the library as needed. 
 Through our library, we hope to:
 
· expose students to high-quality classic and modern children’s literature
· extend a love of literature through book-related activities
· foster responsibility through book check-out from our library

Our Librarian stocks the library shelves with wonderful books for all grade levels.  She keeps many copies of all sunshine standard books available for students. Now that RCA is highly involved with the AR program, your child will also find those titles at their fingertips!

It would help our library books tons, if the student could try not to carry the book/s with a water bottle in the backpack. This would allow us to keep our books longer for your child to enjoy. This past year, some books were damaged due to the fact that water spilt on the book.  



Report Cards
Preschool and VPK:
Report cards are issued each 9-week period for students in VPK. PS-3 students receive Progress Reports at the end of the 2nd and 4th 9 week periods.  PS-2 classes do not give Progress Reports or Report Cards.


Preschool Report Cards and Progress Reports do not use letter grades, but the grading scale is shown on the report card.
 Letters such as “G” for Good Progress, “W” for Working on Skill and “N” for Needs Improvement help give the parents a general picture of their child’s progress, development and accomplishments in preschool. 
	

Kindergarten -8th Grade

Progress reports are given out the 5th week of every quarter, and Report Cards are given out every 9 weeks. Please sign the progress reports and return them to the child’s teacher.
*Please note: If family accounts have a balance, Report Cards will be held in the financial office each quarter, until all financial obligations are met. 



2017-2018 School Calendar:  See Appendix O

School Records
Reports cards, progress reports, SAT-10 scores, incident/accident reports, discipline reports, & attendance records (become part of the student’s permanent record) are confidential and remain the property of Regency Christian Academy. These records can only be accessed through the Principal, Vice-Principal or the Office Manager/Student Secretary (registrar). *In order for a new/transferring school to receive records, a students’ full balance must be paid and a withdrawal form must be filled out by the parent.

Outside of Regency Christian Academy, the following may review the student’s records:
· The county nurse, in which only medical records can be looked at
· Orange County Superintendent, or his appointed fill-in, in which only attendance records can be looked at
· People who have court orders to look at files

** Teachers who need access to a file must access them from the Student Secretary, and look at them in the presence of her.

For those outside of RCA, an appointment will need to be made with Mrs. Kent, Office Manager/Student Secretary, ahead of time and then access will be granted.  Files will be made available to said person in the presence of Mrs. Kent.

** Other schools needing student information:  If student is being withdrawn from Regency Christian Academy, a withdrawal form will need to be turned in by the parent.  Once that signed withdrawal form is turned in and there is a $0 balance on the students account, the withdrawal serves as release to provide the next registered school with:
1) Birth Certificate
2) Immunization Form
3) Physical Form
4) Current or Previous Report Card(s)
5) SAT-10 Scores
   
 Student records will be retained for seven (7) years after the child withdraws from Regency Christian Academy.

[bookmark: _Toc363656290]Special Areas
The following classes are a part of our curriculum and offer an enhancement to the education received by an RCA student.  RCA believes that these classes are an important part of the overall development of children and a vital part of a balanced curriculum. 
 We do not strive to produce musical, artistic or athletic prodigies, but rather seek to develop a life-long enjoyment of all special areas for the typical child.

· ART(PS2-8th)
	To expose students to various art forms (sculpture, painting, drawing, etc.)
	To introduce students to a variety of art materials (clay, paper, paint, etc.)
	To nurture each student’s natural love of “creating”
	To introduce students to the emotional expression of feelings through art
	To nurture in students the joy of worshiping God through artistic expression

· MUSIC(PS2-8th)
To expose students to a variety of musical instruments 
	To develop each student’s natural ability to sing
	To nurture each students natural love of musical expression
	To expose children to the joy of worshiping God through music
	
· PHYSICAL EDUCATION(PS2-8th)
	To nurture the love of physical movement in all students
	To instill the importance of physical fitness
	To expose students to a variety of physical activities that are fun
	To utilize both cooperative and competitive games to improve motor skills
	To provide age-appropriate practice in motor skill development

· PRAISE IN MOTION(PS2-3rd)
	To provide music and movement education for the development of     motor skills
	To nurture a love for music and movement in our students
To provide older students the opportunity to express themselves through role
play using games and skits







· SPANISH (K-5TH, MS Elective)
To provide opportunities for students to engage in Spanish conversations
To provide students an understanding of the language
To interpret spoken and written Spanish
To gain knowledge and understanding of the Spanish culture


Special Classroom Programs
IXL- Math and English supplemental technology program in which students can practice skills below, at, and above grade level.  3-8th graders participate in this program
S.T.A.R – (High Kindergarten-5th Grade Students) Star Reading assessments provide interim data so you can set goals, respond quickly to student needs, monitor progress, and maximize growth. This is used by the teachers to assess their students.
A.R. (Accelerated Reader) Program (K-8th) - engages students in independent and close reading practice. They complete close reading activities built into nonfiction articles, choose their own independent reading books, and take short reading comprehension quizzes. Students work toward personalized reading goals and grow!

Summer Camp
Summer Camp are available to all elementary students (K5 – 5th grade) during the summer.  The cost for Summer Camp Care is $140 per week or $30 per day and includes lunch, a snack and any school supplies needed. Summer Camp field trips, on and off- campus are billed separately and per applicable cost. Summer Camp is the only RCA program prorated for school closings.  Students needing this program must complete the appropriate registration forms, which are usually distributed in the weeks prior to the camp, and pay the registration fee of $35.00.



Tardy & Late Check In
PRESCHOOL TARDY POLICY
The “academic day” for all preschool classes begins at 8:30 a.m.  This is the time when the students are brought together to begin their day.  Most teachers begin the day with prayer, pledges, and songs.  Actual learning time follows immediately.

A child who is enrolled in Preschool, may be brought directly to the classroom if arriving late (after 8:30 a.m.).  However, please understand that a student arriving late to a class causes disruption to the entire class and does not allow the late student the opportunity to “settle in” before starting the academic day.  
Parents who repeatedly bring a child late to a preschool class will first receive a notice from the teacher and then be referred to the school office for a conference.  Enrolling your child at RCA requires a commitment to having your child here on time each morning.

All Elementary/Middle School classes begin promptly at 8:30 a.m. 
 Please understand that a student arriving late to class causes disruption to the entire class and does not allow the late student the opportunity to “settle in” before starting the academic day.  Enrolling your child at RCA requires a commitment to having your child here on time each morning. If you find that you are going to be late, please call the school office.

To have a tardy excused, the student and the parent MUST come to the school office to receive a Tardy Slip regardless of when the student arrives. Students are limited to 5 excused tardies per semester.

**A tardy will be marked as excused for:
· Vehicle problems (flat tire, car not starting, etc.).
· Wrecks on major highways and roads causing major traffic delays (typically, RCA hears about these on the radio, from multiple families or staff).
· Early morning medical appointments or treatments which cannot possibly be scheduled outside of school hours (If a student requires a medical treatment before school that results in the student being tardy to class, an explanation of such treatment’s necessity for making the student tardy is required from the child’s doctor.  The note will then be acknowledged by the school office and placed in the student’s file).
**The above excuses are limited to a maximum of 3 per year per excuse unless otherwise approved by the principal.
Excused tardies for unusual circumstances must be approved by the principal and will require written verification from a doctor, teacher or parent.  Leaving the home too late to allow for time to travel cannot be an accepted reason for tardiness.
 

Students in Kindergarten through 8th Grade are allowed 5 unexcused tardies per semester.  The following steps will be taken to address excessive tardiness:

1. After the third unexcused tardy, a written notice will be sent home by the teacher, warning that there are only two unexcused tardies remaining.
2. After the fifth unexcused tardy, a written warning from the school office will be sent home notifying the family of the possible upcoming fines.
3. When a sixth tardy within a single semester occurs, a fine of $5 will be assessed to the parents’ account.  For each tardy after the sixth, a fine of $10 will be assessed.


4. If after the tenth unexcused tardy, with total fines resulting in $50, should they not be paid in full before the next tuition payment is due, the child will be suspended for one day from school; and the child will remain suspended until the fines are paid in full.

*Unexcused tardies are noted on the Student Report Card.

**Please Note: Teaching time in the classroom is from 8:30am-3:00pm for elementary students and from 8:30am-3:30pm for middle school students.  It is very important that students be present for that whole time! We know that sometimes this is unavoidable, but excessive early pick-up is inexcusable.  If extensive early pick-ups occur, a fee may incur, just like in the instance of excessive tardies.

Teachers
Qualifications & Requirements

The Administration and School Board of RCA, as well as FACCS have set the following standards for faculty and staff:

· All employees of RCA are born-again believers in Jesus Christ (Christians) and are persons of integrity, stability and good reputation.  They are in agreement with the school’s Statement of Doctrinal Beliefs and are expected to set an example of the highest moral character on and off campus.

· All employees must be involved in a local church on a regular basis.  The church with which they are involved must, by teaching and doctrine, be in general agreement with RCA’s statement of Doctrinal Beliefs.

· All employees of RCA submit to local background checks as well as a federal background check through fingerprinting.

· All employees of RCA are trained in CPR and First Aid within the first year of employment and a renewal course is required every two years. 

· Preschool Teachers have evidence of sufficient training or successful experience to meet the requirements of having knowledge of preschool children, family relations, hygiene, and early childhood growth and development.

· Preschool Teachers and Preschool Aides must meet the minimum of the requirements under state law which includes 40 hours of coursework in child development and developmentally appropriate practices within the first year of employment.  Teachers who fail to fulfill these requirements are ineligible for rehire.

· Elementary/Secondary Teachers who have joined our staff after the fall of 2001 must have a four-year degree in Elementary Education or a related field or they must be continuing their education until they have a four-year degree.  Intensive grade-specific training on Bob Jones University Press curriculum or ABeka curriculum is provided to all Elementary/Secondary Teachers as needed.  Our Elementary/Secondary Teachers also participate in yearly in-service workshops on various issues related to Elementary Education.

· Special Area Teachers are chosen for their proven ability to work well with children and instill a love for their subject area in children.  Experience and/or training in their related subject area are also needed.


Testing
1)  All elementary and middle school students attending RCA must take the Stanford Achievement Test that is given for their grade level.  This test is given typically the second week of April.  Make ups are given for all the students who are absent.
2) Tests are stored in a locked cabinet until the week before testing starts.  Students are given practice tests the week before so they can be familiar with the expectations.   Each class is assigned a proctor and tests are given following a uniform plan and schedule during testing week. 
 3) Test results are then compiled and sent in to be processed by Pearson.  Results are sent home with parents with the final report card once all account balances are current.
4) All scholarship students’ results are sent in to the office of David N. Figlio with the Department of Economics at U of F.  There student data is compiled and scores evaluated before they are sent to the FDOE.  This is the policy for students in the Florida Tax Credit Scholarship Program.


Tutoring

Classroom teachers may provide after school tutoring.  Contact your child’s teacher see if she/he tutor, if not we may be able to provide names of outside tutors for specific areas. A fee may be charged, specifics should be discussed with the individual teachers.



VPK- Voluntary Pre-Kindergarten
Regency Christian Academy offers the Florida VPK program. Children who attend high-quality preschool do much better when they get to kindergarten, and this makes an enormous difference for their later success. The Voluntary Prekindergarten (VPK) Education Program prepares early learners for success in kindergarten and beyond. Children must live in Florida and be 4 years old on or before Sept. 1 of the current school year to be eligible. The program helps build a strong foundation for school using educational materials that are geared to various stages in a child’s development.  RCA also offers the VPK wrap program, which extends the morning program for 3 ½ more hours. 


ATTENDANCE
Preschool Attendance Policy

Although Florida Compulsory Attendance Law does not apply to preschool, Regency Christian Academy expects parents to understand the importance of having their child in school daily.  This is especially important in Preschool and VPK where students are daily preparing for Kindergarten.  If a student is absent from school for illness, RCA requests that a courtesy call be made to the school office.  Extended absences for vacation travel, serious illness or injury, surgery or death in the family should be coordinated with the preschool teacher directly in case class work or activities need to be made up.

VPK Attendance Policy

1. SIGN IN & OUT/ATTENDANCE VERIFICATION: Daily: Your child must be signed in upon arrival and signed out at dismissal every day by the adult who drops off and/or picks up your child. This will include the time and the full signature, NO INITIALS ALLOWED, must be written on the attendance sheet. This is a requirement of the VPK program. Monthly: At the end of each month, you will be required to sign a “Student Attendance and Parental Choice Certificate” that confirms that your child has been in the program during the month and that you wish your child to continue in the program at this school (Appendix C) 

2.ATTENDANCE & ABSENCE POLICY: Regular attendance is required in this program. It is important that your child attends every day to receive the maximum benefit of this program so that your child is prepared to succeed in kindergarten. 
*Please note: It is a State requirement that parents/guardians comply with the center’s attendance policy as well as any of its other policies and procedures. 
The state VPK program allows a center/school to dismiss a child who does not follow these rules.

    VPK ATTENDANCE REQUIREMENTS:
		 a. Your child must arrive to the VPK classroom no later than 8:30 a.m. daily.
		 b. WRITTEN DOCUMENTATION MUST BE PROVIDED FOR EVERY EXCUSED ABSENCE. Any more than three (3) absences is considered EXCESSIVE, and this issue will be discussed with the parent/guardian. Excessive Absences may lead to the dismissal of your child from the VPK program.
 A child’s absences are excused if the child does not attend the VPK program on an instructional day due to one of the following reasons:
 
		1. Illness or injury to the child or the child’s family member which requires hospitalization or bed rest;
		2. Infectious disease or parasitic infestation; 
		3. Physician or dentist appointment; (*all efforts should be made to schedule outside of school time) 
		4. Funeral service, memorial service, or bereavement upon the death of the child’s family member; 
		5. Compliance with a court order (e.g., visitation); 
		6. Special education or related service as defined in 20 U.S.C. 1401 (2004) for the child’s disability.
		 7. Family vacation: Family vacation is not to exceed five (5) excused absences per program year, and must be documented by a note from the parent/guardian stating the absence/s was due to vacation. These absences are counted as part of the number of allowable absences per month, and must be approved in advance by the Preschool Director. 
		8. Vacation days can be taken throughout the year and do not have to occur all at one time. Vacation days are counted as part of the number of allowable absences per month, and must be approved in advance by the Preschool Director.

 3. TRANSFER/DISMISSAL: Transfer: Should you decide at any time after the start of the VPK program that you wish to transfer your child to another provider, it is the parent’s/guardian’s responsibility to go to the Department of Children and Families to obtain the transfer. Dismissal of a Child from our VPK Program: At Regency Christian Academy, we strive to meet the needs of all of the children and families in our school. Please feel free to consult us on any issue. Yet, there are occasions when despite our best efforts, we are unable to accommodate a particular child or family. Whether the situation is that the placement is not appropriate for that child or there is not compliance with the policies and procedures outlined in the agreement and/or the Regency Christian Academy Parent Handbook. We reserve the right to dismiss any child from the VPK program for any of these reasons.

 4. DROP-OFF & LATE PICK UP: 
     	a. Children enrolled in VPK may be dropped off between 8:15 -8:30 a.m. at their classroom, unless they are enrolled in the Morning Extended Day Program. 
		b. A child who is enrolled in the VPK program, but is not enrolled in the wrap-around program must be picked up between 11:30am-11:45am. Parent/guardians are responsible for picking up their child in a timely manner. Late fees will be charged for late pickups.


Elementary/Middle School Attendance Policy

The Florida Compulsory Attendance Law requires that every school age child attend school for 180 days per year or the hourly equivalent.  Parents are required to enforce this law.  When absent from school, RCA requires the student to have a written excuse upon return to school which is signed by a parent and dated with an explanation for the absence.  Students who are absent from school may not participate in any extracurricular activities scheduled that day.

Excused Absences:

· Personal illness or injury (a student out for more than 3 days will need a doctor’s note to excuse further absences*).
· Serious illness or death in the family
· School sponsored trips
· Medical appointments* which cannot be scheduled outside of school hours
· Court appearances*
*When possible, official documentation is expected to be provided to the school office along with the parent’s note verifying the absence.

Unexcused absences may result in the following:

· Grade no higher than “D” on missed tests and assignments
· No extra time allotted for missed tests and assignments
A student with an excused absence will be given days equal to the absence to make up assignments and tests missed during the absence with no point reduction.  
If a student receives an unexcused absence, all course work and homework assignments are still due, but the student may receive point reductions.


Excessive Absences

A. RCA requires that a student may not be absent more than 20 days in a single school year.  A student with 20 or more absences (or the equivalent thereof) can be retained.  This policy may be waived for illnesses validated by a physician’s statement and approved by the Principal.
B. Students who are absent for four (4) or more days consecutively or who have missed an excessive number of days (as determined by the teacher) within a single 9-week period will be required to make up the classes/subjects missed by arranging for a tutorial session(s) with the appropriate teacher or aide.  Parents are expected to pay all fees for tutoring. 
C. If a student is absent for three consecutive weeks or more for illness, the family must arrange for a private tutor or a home-bound teacher.

As mentioned in the Parent Statement of Support and this Handbook, families must support the educational program at RCA by ensuring that their child attends school regularly, arrives on time and departs on time; and by sending written excuses for absences.  Final authority for judging the legitimacy of an absence rests with Administration.

An elementary or middle school student having a total of 10 tardies will be suspended from school for a day.  The parent(s) will be notified by the teacher when the 10th tardy is accumulated and the date of the suspension will be provided at that time.  
Every 3rd tardy following the 1st suspension will be an additional suspension when occurring in the same semester.

Leaving Early

Overall, we ask that all appointments try to be made in hours before or after school.  In such cases that this cannot be avoided, we ask that: 1) the parent call 10 minutes before picking child up, in order that we can call the student down to the office in preparation for pick-up 2) Parent comes into the building and signs the child out of school.
If the child is returning before the end of the school day, the parent must bring the child into school and sign them back in, and the child will receive a slip to return to class.


Discipline and Conduct

Philosophy of Discipline

RCA establishes its standards of discipline to help train its students to strive for excellence in all they say, think and do.  Some of our standards are based on biblical morality and manners, some support current civil laws and others reflect what may be considered the common standards of our diverse school community. 
 We want our students and families to realize that there is a time and place for individuals to express diversity and uniqueness, but that is not the main objective of RCA.  In other words, what may be suitable for us to do in our homes or wear at the mall may not be suitable for RCA.  
It is often not a question of right or wrong, but of purpose and priorities.  We trust that all those who are members of our school community will understand and fully support our school standards.

Consequences for inappropriate actions will follow the guidelines below.  We seek to treat each child as an individual and to choose consequences that will accomplish our goals of showing love and forgiveness. 
 However, love and forgiveness must be balanced with teaching that wrong actions have negative results.   This typically ensures that the misbehavior is not repeated and secures the safety of our students.  Our goal is to encourage every student to adopt standards of excellence and to develop self-discipline.  In order to achieve this goal, we are guided by the following principles.

1. Work with all students – recognizing differences in maturity levels, distinguishing between an impulsive act and a motive to hurt, and treating first-time “offenders” more leniently than those who have been corrected for the same offense.  In all cases, we want to understand and train the child’s heart and not just fix the behavior.

2. Form a partnership with the home – to develop mutual understanding and a common plan to address any academic, behavioral or emotional need their child is experiencing.

3.  Never give up on a child – even if RCA must ask a family to withdraw their    child because we can’t effectively meet his/her need at that time, we will continue to pray for that child, help him/her any way we can, and welcome his/her re-admission to the school when circumstances change.  We always aim to distinguish between addressing a need and rejecting the person.  We cannot meet every need, and sometimes leaving RCA for a season may be in the best interests of all parties.


Preschool Discipline Policy (See also Appendix P)
Please be advised that pursuant to guidelines established by the State of Florida, Department of Health & Rehabilitative Services, you are informed of the following:
Prior to admission of a child to a childcare facility, the facility shall notify the parents in writing of the disciplinary practices used by the facility. The specific types of discipline used for each group must be included in the written material provided to the parents. Verification that child care facilities have provided parents in writing the disciplinary practices used by the facility shall be with documents on the enrollment form or an equivalent form with the signature of the parent. (F.S. 402)
The code of discipline for Regency Christian Academy is as follows:
1.   Children attending Regency Christian Academy shall never be subjected to         discipline which is severe, humiliating or frightening.
2.    Discipline shall not be associated with food, rest or toileting.
3.    Spanking or any other form of physical punishment is strictly prohibited.
The Bible teaches respect for authority (Colossians 3:20, Romans 13:1 and Hebrews 13:17) and it requires discipline for children (Proverbs 13:24, Proverbs 23:13-14 and Proverbs 29:15-17).

Basic Discipline problems will be handled in one or more of the following ways:
1.  Warning to child
2.  Child redirected to another area
	 
Policy Regarding Student’s Inappropriate & Disruptive Behavior
Regency Christian Academy staff has fulfilled the state required training for working with children. The Center’s policy in dealing with children who have exhibited behavior that is harmful to themselves, other students or teachers will be handled as follows:
      I. The student will be redirected to another activity or project.
      II. If the behavior continues an incident report will be issued and require a parent signature.
      III.  Upon the third occurrence the parent will be called and the student must be picked up from the center immediately and a one-day suspension will be issued along with an incident report which will 
require the director’s and the parent’s signature.
      IV. Fourth infraction will require the student to be suspended from the center for three days. A behavior modification plan must be compiled by the management staff and the parent prior to the
 return of the student.
      V. If the action plan and all other methods above have been applied and the behavior continues then the child will be expelled from the center.
All effort will be made to refer students and parents to different resources that will assist with issues that arise with inappropriate behavior; our main concern is for the safety of all individuals within the center. It is with this thought in mind that we must take a firm stand against any behavior that threatens the safety of the individual, other students, and staff members. 




Biting Policy for Preschool

Children biting other children is one of the most common and most difficult behaviors in group child care. It can occur without warning, is difficult to defend against, and provokes strong emotional responses in the biter, the victim, the parents, and the caregivers involved. For many toddlers, the biting stage is just a passing problem. Toddlers try it out to get what they want from another toddler. They are in the process of learning what is socially acceptable and what is not. They discover that biting is a sure-fire way to cause the other child to drop what they are holding so the biter can pick it up.
 However, they experience the disapproval of the adults nearby and eventually learn other ways of gaining possession of objects or expressing difficult feelings.  For other children, biting is a persistent and chronic problem.
 
They may bite for a variety of reasons: teething, frustration, boredom, inadequate language skills, stress or change in the environment, feeling threatened, or to feel a sense of power.


· When Biting Does Occur:

Our staff strongly disapproves of biting. The staff’s job is to keep the children safe and help a child that bites learn different, more appropriate behavior. We do not use techniques to alarm, hurt, or frighten children such as biting back or washing a child’s mouth out with soap.


· For the child that was bitten:

1. The victim is separated from the biter, and the child is comforted.
2. First aid is given to the bite. It is cleaned with soap and water. If the skin is broken, the bite is covered with a bandage.
3. Parents are notified. (Parents will be notified immediately if the skin is broken.)
4. The “Accident/Incident Form” is filled out documenting the incident.


· For the child that bit:

1. The child is separated with no emotion, and the teacher will firmly tell the child “Biting is NOT okay! It hurts!”
2. The caring attention is then focused on the victim. The biter is talked to on a level that the child can understand. ex: “I can see that you want that truck, but I can’t let you hurt him. We don’t put our teeth on people.” or “That hurts your friend when you bite her. She is sad.”.
3. The parents are notified.
4. The “Parent Contact Form” is filled out documenting the incident.


     When Biting Continues:

1. The child will be shadowed to help prevent any biting incidents.
2. The child will be observed by the classroom staff to determine what is causing the child to bite (teething, communication, frustration, etc.) The administrative staff may also observe the child if the classroom staff is unable to determine the cause.
3. The child will be given positive attention and approval for positive behavior.

      When biting becomes excessive or serious:

1. If a child inflicts 3 bites in a one week period (5 weekdays) or the child inflicts a bite in which the skin of another child or staff member is broken or bruised or the bite leaves a significant mark, a conference will be held with the parents to discuss the child’s behavior and how the behavior may be modified.
2. If the child again inflicts 3 bites in a one week period (5 weekdays) or the child inflicts a bite in which the skin of another child or staff member is broken or bruised or the bite leaves a significant mark, the child will be suspended for 2 business days.
3. If a child once again inflicts 3 bites in a one week period (5 weekdays) in which the skin of another child or staff member is broken or bruised or the bite leaves a significant mark, the parents will be asked to make other day care arrangements.
4. If a child bites, breaking the skin of another child or staff member, the child will be required to be picked up from preschool for the remainder of the day.
5. If a child bites twice in a 4-hour period (regardless of whether the skin is broken), the child will be required to be picked up from day care for the reminder of the day.

 
Elementary & Middle School Discipline
Behavior- Inappropriate & Disruptive
Regency Christian Academy‘s policy in dealing with students who have exhibited behavior harmful to themselves, other students or teachers will be handled as follows:
      
I. The student will receive a warning.
II. If the behavior continues an incident report will be issued and require a parent signature.
III. Upon the third occurrence, the parent will be called and the student must be picked up from the school immediately and a one-day suspension may be issued. An incident report which will require the director’s and the parent’s signature will be sent home as well.
IV. Fourth infraction will result in a 3-day suspension. A parent/admin meeting may be required to determine a written behavior plan. This plan will require a signature by the parent(s) and staff involved before the student returns to school.
V. If the action plan and all other methods above have been applied and the behavior continues then the child will be expelled from the school.

All efforts will be made to refer students and parents to different resources which will assist with issues that arise with inappropriate behavior; our main concern is for the safety of all individuals at RCA. It is with this thought in mind we must take a firm stand against any behavior that threatens the safety of the individual, other students, and staff members. 

Bullying & Harassment
It is the policy of Regency Christian Academy that all its students and school employees have an educational setting that is safe, secure, and free from harassment and bullying of any kind. RCA will not tolerate bullying and harassment of any type.    Students, staff, and the school community are expected to conduct themselves in a respectful Christian manner, and demonstrate a level of respect and dignity towards others.
Definition of Bullying and Harassment:  
Bullying is intentional harmful behavior initiated by one or more students that is directed toward another student.  For our purposes, it takes place in the school, on school property, or on school field trips.
Bullying Includes These Three Elements
1) Imbalance of power: Ex. Bully is older, bigger, stronger, higher up the social ladder, different race, opposite sex.
2) Intent to harm: Bully means to inflict emotional and/or physical pain and takes pleasure in witnessing the hurt.
3) Usually a pattern of behavior rather than a one-time event.

  
Examples of bullying are as follows:

1. Teasing
2. Social Exclusion
3. Threatening
4. Intimidation
5. Stalking
6. Physical violence
7. Theft
8. Sexual or racial harassment
9. Public humiliation
10. Destruction of property
    

What Bullying is not:   

1. Disputes that involve two equally matched children who experience a conflict
2. Acts of impulsive aggression
3. Isolated acts of conflict
4. Acts that are a result of immature social skills
5. Occasional conflicts that are a normal part of social growth and development

     RCA Approach:
           1.  Educate students on the definition and forms of bullying.
           2.  Empower bystanders to act with respect and integrity.
           3.  Evaluate and investigate all reports of bullying.
  4.  Make every attempt to privately and discreetly speak with students to 
  	       Gain information and ascertain facts.


Harassment means any threatening, insulting, or dehumanizing gesture, use of data or computer software, or written, verbal or physical conduct directed against a student or school employee that:
1. Places a student or school employee in reasonable fear of harm to his or her person or damage to his or her property.
2. Has the effect of substantially interfering with a student’s educational performance, opportunities, or benefits?
3. Has the effect of substantially disrupting the orderly operation of a school?

4. Sexual Harassment can occur when a student subjects another student or faculty member to unwelcome conduct of a sexual nature through sexual advances, requests for sexual favors, unwelcome or inappropriate touching, or verbal harassment using sexual remarks or implications.

Consequences:
1. Referral for counseling as needed for involved individuals.  
2. Individuals will be held to the RCA Code of Conduct as stated in the Parent/Student Handbook for inappropriate behavior such as bullying.
3. The administration will report to a law enforcement agency any behavior that poses a serious threat of bodily harm or hazard to an individual or group.
4. Suspension from school, including all extracurricular activities for a specified period.  
5. Immediate expulsion from school as deemed necessary by the RCA Administration.
6. Individuals will be held to the RCA Code of Conduct as stated in the Parent/Student Handbook for inappropriate behavior such as bullying.
7. The administration will report to a law enforcement agency any behavior that poses a serious threat of bodily harm or hazard to an individual or group.
8. Suspension from school, including all extracurricular activities for a specified period.  Immediate expulsion from school as deemed necessary by the RCA Administration.

Detention
RCA operates an after-school detention two days each week for our elementary students and a before-school detention for our middle school students.  Detention is supervised by elementary and middle school teachers and is used as a discipline intervention when in-school disciplinary actions have not corrected an unacceptable behavior (see the references to detention in the Code of Student Conduct above and on the previous page).  2nd through 8th grade students are the primary grades that may be involved in detention, although it can be assigned to a Kindergarten or 1st grade student at the discretion of Administration.

A detention form is completed by the assigning teacher and sent home to notify the parent of the disciplinary action.  The parent and student are expected to sign the form and then return it to the school the following day.  
Other than previously scheduled doctor’s appointments, no excuses will be taken to keep a student from detention (i.e. music lessons, tutoring, or parent’s work schedule).  While in detention, students are not permitted to do homework, but are instead assigned a specific writing assignment by the teacher.  Parents will demonstrate their support for the school by following up with their child at home concerning the inappropriate behavior.   A parent will not sit with their child while they are serving detention because this shows a lack of support for the school and the consequences given.  

Receiving a detention is a serious matter and should be looked at with great concern by the parents/guardians.  As noted under Code of Student Conduct, detention is a disciplinary action for ongoing unacceptable behaviors, or single behaviors of extreme nature.  It would be the expectation of the school that a single detention would be the needed deterrent to effectively get the attention of a student showing them the need for a direct change in their behavior.  
Because of this, we will not permit a student to continually receive detentions before moving to even more severe consequences.  The following policy is in place concerning detentions:

· At each assigned detention, a form of notification will go home to the student’s parents requiring a parent and student’s signature.  On the form the parent will be notified if this is the 1st, 2nd, 3rd (and so on) detention within a single marking/grading period.
· At the 4th and 5th detention within a single marking/grading period, a $10 detention fee will be assessed to the student’s financial account to cover the cost associated with the detention.
· At the discretion of Administration, upon receiving a 6th detention within a single marking/grading period, a student will instead receive a one-day suspension from school.  The student may also be placed on probation as described on page 69 in the Student Handbook.


 Dismissal/Termination
Regency Christian Academy reserves the right, at its discretion, to dismiss (terminate the enrollment of) a student for reasons outside of student behavioral issues.  We will
strive to provide 48 hours’ notice concerning the dismissal of a student, however, this notice is not guaranteed. 

Reasons for dismissal/termination include, but are not limited to:

· Failure of the family to pay fees as due and outlined in the enrollment paperwork.
· Failure of the family to provide required documents for the students file including a copy of the child’s Birth Certificate as well as original and current Florida Certificate of Immunization (HRS Form 680) or Student Health Examination (HRS-H Form 3040)
· Failure of a student or parent to abide by the guidelines of RCA as outlined in the enrollment paperwork and this Handbook.
· In a social media venue, stating continued negativity about the staff
· Continuing Gossip 
· Requiring special education services which RCA cannot provide

Expulsion
Expulsion may result when past corrective actions have been unsuccessful in changing a student’s attitude and/or behavior.  Certain serious one-time behaviors, whether done on or off-campus, that indicate that a student’s lifestyle choice is in major conflict with the mission and objectives of RCA, may be asked to withdraw from RCA or be expelled at the discretion of the Administrator.

Immunity

 Immunity means that anyone that reports in good faith, an act of bullying, harassment or reporting any infractions to the appropriate school official, is immune from a cause of action for damages arising out of the reporting itself or any failure to remedy the reported incident.

Code of Student Conduct
The following is provided to serve as a general guideline for student conduct at RCA.  Some discretion is given to the principal in dealing with student behavior, based on the age of the student and the circumstances surrounding the misconduct.  However, administration and teachers will seek to adhere to the guidelines as shown below:

Code Yellow Infractions – These are areas of misconduct that are typically handled in the classroom by the teacher. 
 Consequences such as lost recess, time out, separation from the group, removal to another classroom or agenda marks are provided by the teacher.  Parents may or may not be contacted at the teacher’s discretion.  In addition, multiple Code Yellow Infractions within one week can result in an after-school detention for students in 2nd through 8th grade (and sometimes 1st grade). Examples of Code Yellow Infractions include but are not limited to the following:
	
· Disrupting the class.
· Failure to follow class rules.
· Lying or withholding the truth.
· Failure to turn in homework.
· Being out of uniform or not following RCA’s Dress Code.

Code Orange Infractions –These are areas of misconduct that are more serious in nature and require parent contact by the teacher or administration.  These infractions will often result in an automatic after-school detention for students in 2nd through 8th grade (and sometimes 1st grade).  Examples of Code Orange Infractions include but are not limited to the following:

· Failure to correct a Code Yellow infraction.
· Use of obscene, profane, or abusive language or gestures.
· Disrespectful actions or speech toward a teacher or staff member.
· Doing anything that is dangerous to self or others.
· Inappropriate use of facilities:  bathrooms, cafeteria, gym, playground.
· Violation of the Acceptable Use Network and Electronics policy.
· Violating another’s personal privacy, which includes entry into another’s locker, book bag, or other personal effects;
· Accessing another’s network, or electronic (iPad) account 

Code Red Infractions –These are areas of misconduct that are serious in nature and require parent contact, possibly a parent-teacher conference, as well as, the student being seen by an administrator.  At the discretion of the principal or assistant principal, Code Red infractions may result in an after-school detention (students in 2nd through 8th grade, and sometimes 1st grade) or most likely, the offending students(s) being sent home for the remainder of the school day. 
 In extreme circumstances, at the discretion of administration, the student may be suspended for a full day or multiple days. Examples of Code Red Infractions include but are not limited to the following:

· Failure to correct a Code Orange infraction.
· Destruction or vandalism of school property or the property of another student.
· Insubordination or open defiance.
· Cheating
· Stealing
· Plagiarism
· Fighting, threatening or acting violently towards another student, staff member or other adult (Note: Self-defense is defined as an action to block an attack by another person or to shield one’s self from being hit by another person.  Hitting back is not self-defense and will be considered fighting).
· Bringing contraband or any dangerous items on school or church grounds (fireworks, firearms, weapons, matches, pornography, cigarettes, alcohol, etc.).
· Showing, touching, or discussion of private parts.
· Bullying or intimidating another student.

PDA (Public Displays of Affection)
RCA is here to create an environment that’s focused on learning and learning proper GOD-like manners is part of that.

God designed male/female relationships to be unique and wonderful. We also desire those relationships be wholesome and God-glorifying.  Parents can expect that our Christian school will reinforce Christian values in this area.

1) Students will refrain from public displays of affection (PDA) on campus and at school sponsored activities.

2) Improper male/female relationships among RCA students may result in 
corrective actions being taken.

Unwelcome sexual actions, communications and attention will be                                dealt with firmly and decisively.



Probation
When a student is suspended or at other times when a student needs clearly defined guidance and expectations in order to address academic or behavioral problems, the administration will meet with the child’s parents to develop a clearly defined plan for improvement.  At this time the administration may choose to place the student on probation until such time as he/she has successfully met the expectations of the contract.  The administration may also choose to exclude the student from any extra-curricular activities (i.e. Dance Class, Art Class, etc.) during the time of probation.

The goal of academic/behavioral contracts and the probationary period is to help students concentrate on key steps for improving in an area of weakness that may ultimately result in them being asked to leave RCA unless the improvement is made.  It also unites parents and teachers and clearly defines for them how they can best help the student succeed.  Our expectation is that every student on probation will continue at RCA and be an example to others of perseverance.

Suspension

Suspensions are given for behaviors that may result in expulsions unless they are corrected immediately.  Along with the suspension, there will be one or more parent-school conferences which result in a behavioral contract that will clearly define expectations for the student and for all parties involved.  Absences due to a suspension will be considered unexcused and will count against a student’s attendance.  All missed work, due to the suspension, is required to be made up but at a reduced credit.


· 1st Suspension = 1 day
· 2nd Suspension = 2 days
· 3rd Suspension = 3 days
· Expulsion follows if behavior is not corrected. 

Dress Code

Students in PS-2 or PS-3 are allowed to wear “play clothes”.  They will be learning through various “messy activities”, therefore we do not want them to ruin their “good” clothes. Please send your preschool student in closed toe & closed back shoes, for they will be playing in mulchy areas, and we would not want them to get hurt.
Students in VPK, Elementary classes (Kindergarten – 5th grade) and Middle School (6th grade – 8th grade) are required to wear school uniforms.  RCA has adopted uniforms because they…


· are convenient for parents
· are comfortable for children
· foster a sense of belonging
· build a sense of unity & promote school pride

Every student from Preschool 2 through Kindergarten must keep a change of clothes (shirt, shorts or other “bottom garment,” underwear and socks in a gallon-size Ziploc bag with the child’s name on the Ziploc bag) in his or her backpack or make arrangements with the teacher to leave a change of clothes in the classroom.  Even older children can be sick at school, have a nosebleed, or soil their clothes and require a change of clothes long after the age of frequent bathroom accidents.  

The parent of any preschool, elementary or middle school student who requires a change of clothes will be notified right away and are expected to bring a change of clothing

Uniform Shirts 
RCA Shirts will vary depending on the grade of your child (please see below). During winter months, long-sleeved school shirts may be worn.  However, a student may wear navy blue or white long-sleeved shirts under T-shirts or golf shirts for warmth.  Only uniform sweatshirts and sweaters are permitted if they are going to remain on the student through the school day. All uniform shirts must be purchased through our current supplier and must have the RCA school crest embroidered on them, or purchased elsewhere and embroidered by the current supplier.
*Please visit our website or inquire through the office for the supplier’s name.

VPK
Polo’s or T-shirts:  Allowed colors: Navy, White, Grey or Pink
Bottoms:  Girls:  Navy or khaki skorts, shorts, pants (no denim) or jumpers
               Boys:  Navy or khaki shorts or pants (no denim)
Elementary
Polo’s Only: Allowed Colors:  Navy, White, Hunter Green or Red
* Grey t-shirt with RCA crest (not required) present will be allowed for Physical Education days.
Bottoms:  Girls: Navy or khaki shorts, skorts or pants (no denim)
               Boys:  Navy or khaki shorts or pants (no denim)


Middle School
Polo’s Only:  Allowed Colors:  Navy, White, Light Blue or Royal Blue
* Grey t-shirt with RCA crest on (not required) will be allowed for Physical Education days
Bottoms:  Girls: Navy or khaki shorts, skorts or pants (no denim)
               Boys:  Navy or khaki shorts or pants (no denim)
Grey, hooded, zipped sweatshirts, or navy blue or white sweaters will be allowed for all grades 
*Length – When the child stands up straight, the hemline of dresses, shorts, skirts, or skorts should be longer than where the fingertips fall, mid-thigh or below.  Girls MUST wear shorts under all dresses and skirts (even non-uniform dresses and skirts).

Uniform Provider
Uniform tops must be purchased from Alpha Specialties. Families can order shirts in person at the shop, or online (please go to www.alpha-specialties.com).
Alpha Specialties-305 W. Bass Street, Kissimmee  34741  407-847-9002.
Uniform bottoms may be purchased anywhere convenient for the family.

Backpacks

Students may bring backpacks of their choice.  Avoid logos or statements that are violent and/or controversial characters such as Pokémon, Harry Potter, Power Rangers, Rugrats, witches, vampires, etc.  
The Administration of RCA reserves the right to make a determination on the appropriateness of a logo or statement on clothing, jackets and backpacks.  




Body Art and Piercings

RCA students may not wear tattoos, even temporary tattoos.  No body piercings are allowed except in ear lobes.  * NO MALE STUDENTS are allowed to wear earrings. *

Footwear 
Students in uniform may only wear navy blue, khaki, cream or white socks or tights.  Students, whether in uniform or out of uniform should only wear closed-toed/closed-heeled shoes such as sneakers, tennis shoes, loafers, oxfords, boots, etc.  
Flip-flops, sandals, shoes with heel straps, etc. are never appropriate.  In addition, on days when students attend P.E. class, only sneakers and tennis shoes are permitted.

Hair and Hair Color

RCA students may not add any hair colors to their hair.  Hair must remain the natural color. No Mohawks are permitted. Head bands and ribbons are acceptable.

Jewelry

Preschool Students

For safety and other reasons, bracelets, necklaces, rings or other jewelry are not to be worn to school by any preschool student. Preschool students with pierced ears are allowed to wear stud earrings only. Preschool students are not permitted to wear hoop or earrings that hang below the earlobe.
Male Students are not allowed to wear earrings of any kind.

Elementary Students

Elementary students are permitted to wear a wrist watch, but the watch must fit securely and remain on the student’s wrist at all times. Bracelets, necklaces, rings or other jewelry are not to be worn to school by any student enrolled in Kindergarten through 5th grade. Stud earrings are allowed, but no hoop or dangling earrings.
Male students are not allowed to wear earrings of any kind.

Middle School Students

Middle school students are permitted to wear a wrist watch, but the watch must fit securely and remain on the student’s wrist at all times. Middle school students are permitted to wear simple bracelets, necklaces and\or rings. Small hoop earring and short dangling earrings can be worn. They should not exceed a ½ inch in diameter or length.
Male students are not allowed to wear earrings of any kind. 

RCA assumes no liability for any student who loses jewelry at school.  At the discretion of Administration of RCA, a student’s choice of jewelry can be deemed inappropriate.

Make Up
Conservative make up is allowed for female students in Middle School. What is meant by conservative: Natural looking makeup. Little amounts, not gothic style, no very dark or very bright colors. 

Male students are not permitted to wear makeup of any kind.
Nail polish is acceptable if well-maintained.
Outerwear

Coats, jackets, sweaters, sweater vests, and sweatshirts are considered as outerwear and can be worn to school, but may not be worn beyond the hallways. Outerwear that has the school logo may be purchased from the uniform company and may be worn in class. ONLY outerwear with RCA Crest will be permitted in class.


Uniform Penalties
If a child is out of uniform the following steps will be taken.
· First offense – Written warning from teacher, office will be notified, offense will be noted in child’s file.
· Second offense - $10 fee will be assessed to the parent’s account.
· Third offense - $15 fee will be assessed AND the student will be removed from class until the parent brings a uniform for the child.
· Fourth offense – Same as Third offense plus a parent conference with the principal will be required.
· Parents who continue to disregard the Uniform policy after the fourth offense may be asked to withdraw the child.  The Uniform policy is an integral part of our school and is NOT optional.

Note:  A student is considered “out of uniform” if any part of his or her attire is not in keeping with the Student Uniform policy.  This includes shoes and socks as well as clothing.  For example, a girl who does not wear shorts under her dress, a student in sandals or red socks or jeans is considered out of uniform.  Likewise, a student wearing a non-uniform sweatshirt on a cold day is out of uniform.

Uniform Reward System
All students are expected to be in uniform every day, except for the monthly Free Friday (On the last Friday of each month, students may wear appropriate school attire of their choice).  

Dollar Denim Days
Dollar Denim Days began during the spring of 2008 as a minor fundraiser to offset the expense of RCA preschool classroom enhancements.  Dollar Denim Days continues as a minor fundraiser.  On Fridays, (other than Free Friday) students can wear denim bottoms with a RCA uniform shirt by paying $1.00 and wearing a Dollar Denim Day wristband.

Lottie Moon Offering
In December, students are given the option of not wearing uniforms and contributing one dollar per day to the Lottie Moon Offering for International Missions. 
Students who dress out of uniform should stop by the office, put their dollar in the jar, and get a sticker to show that they are supporting missions.  In years past we have raised from $500-$800 for the Missions offering.

“Dress Down” Days (when authorized by the Principal)
-Normal school dress is always acceptable, otherwise appropriate casual dress is allowed.
-Jeans are allowed as long as they don’t have rips, tears, and worn at waist with no sagging. *No tight or “skinny jeans”.
-No revealing or immodest clothing for girls or boys.
-No pajama tops or bottoms (unless it is a designated Pajama Day)
-Dresses, skirts, and shorts must be no shorter than the fingertips with arms fully extended.
-No tank tops or exposed midriffs.
-Shoes must be closed toes; no flip flops or sandals.
-Jewelry, hair and makeup: follow regular dress code rules.

Parent/Volunteer Dress Code
Parents and volunteers are expected to wear conservative attire while serving on campus.  Parents must exercise careful judgment regarding garment length, fit and coverage.

Used Uniforms
We have had a great outpouring of previously worn uniforms from past families that have moved on elsewhere or whose children have outgrown. 
These uniforms are available during meet the teacher and open house days.  In return, if your child has outgrown their uniforms, bring them to the front office and we will put them in our “used uniform” pile for later distribution.




Finances
One value of a church and a church-school is stewardship. It is very important that all of us understand that accountability measures are put in place to provide for the management of our resources. Our school board meets monthly to review the financial reports. Each year, the board sets the tuition and fees that meet the school’s needs to provide the most excellent educational program that is most cost effective. * RCA students with an outstanding balance on their account will not be issued report cards or transcripts.  Records will not be forwarded to another school until all financial obligations are paid in full. 
There are two tuition assistance programs that we participate with.  They are as follows:

Step Up for Student Scholarship Program
In 2001, the Florida Legislature created the income-based Florida Tax Credit Scholarship Program to assure that low-income children have more learning options. The scholarships are based on financial need, not how well your child does in school. Families will apply the monies toward private school tuition and fees.
4-C
The Agency contracts with the Early Learning Coalition of Orange County and Early Learning Coalition of Osceola County, local governments and not-for-profit organizations to provide income eligible families child care financial assistance.

 Financial Penalties

Extracurricular Activities

 RCA Financial Accounts must be current for students to participate in any extracurricular activities. 

Late Payment Fees –Monthly Billings

Elementary & Middle School
Annual tuition for Morning Preschool, Elementary and Middle School that is divided into 10 monthly installments is billed starting July, second billing September and ending in May.  The first tuition payment will be due the first of July (please refer to your enrollment paperwork for the exact date), the second tuition payment is due September 1st with the final payment due May 1st.  Tuition is due the 1st of each month billed and is considered late at 6:00 p.m. on the 10th of each month.  Tuition Fees are not prorated for holidays, absences, teacher planning days, etc.  Accounts not paid by the 10th of the month will be charged a Late Fee of $25.  

If the tuition remains unpaid through the last day of the month that it is due, the parent(s) financially responsible for the account will receive a letter stating that the student may not return to school until the account is paid to a zero balance.  The student’s account must be paid in full, including the previous month’s tuition which is past due, the Late Fee and the current month’s tuition by 6:00 p.m. on the 1st day of the following month or the student will be withdrawn from the class roster and the spot offered to the next student on the waiting list.  If the student is withdrawn from school, the account balance remains the responsibility of the parent/guardian and must be paid in full.  For a student to be re-admitted back into school, a spot must be available, a $35 Re-Enrollment Fee must be paid and the account has to be at zero.


Late Payment Fees- Weekly Billings

Preschool, Elementary and Middle School Tuition

Annual tuition that is divided into 50 weekly installments (or 52 weekly installments for full-time preschool) is billed and paid one week in advance.  The first payment is due the first of August (please refer to your enrollment paperwork for the exact date), the second payment is due on the first day of school with subsequent charges billed and due every Monday. Weekly tuition fees left unpaid as of 6:00 p.m. on Thursday of the week billed will be assessed a late fee of $15. Students whose accounts remain unpaid for two consecutive weeks will be withdrawn from the class roster. If the student is withdrawn from school, the account balance remains the responsibility of the parent/guardian and must be paid in full.  For a student to be re-admitted back into school, a spot must be available, a $35 Re-Enrollment Fee must be paid and the account must be at zero.
*VPK Wrap Around program is billed only during the regular school year (40 weeks) except for the 2 weeks at Christmas Break and 1 week at Spring Break.

Extended-Day

Regency Christian Academy bills Extended Day one week in advance.  The first payment is due the first of August (please refer to your enrollment paperwork for the exact date), the second payment is due on the first day of school with subsequent charges billed and due every Monday. Extended Day fees left unpaid as of 6:00 p.m. on Thursday of the week billed will be assessed a late fee of $15. 
Students whose accounts remain unpaid through the end of the month will be withdrawn from the program in which he/she is enrolled.

Step Up for Students Scholarships

For those who have applied for scholarship and have not received funding, which is your award letter, by the 1st day of school, you will need to pay all fees that are due.  This includes the Registration Fee, Book and Supply Fee, as well as any tuition that is due.


Late Pick-Up Fees

RCA charges a $5.00 per five (5) minute fee if a student is late being picked up.  This is explained more clearly below…

 Morning VPK
RCA will provide care from 8:15 a.m. to 11:30 a.m.  Any student who is not picked up 
by 11:45 will be sent to the office.  The parent or legal guardian must come to the office to sign out the child. The account will be charged as follows:
			11:46 a.m. –11:50 a.m. -- $5.00
			11:51 a.m. - 11:55 a.m. -- $10.00
			11:56 a.m. –12:00 p.m. -- $15.00
			12:01 p.m. - 12:05 p.m. -- $20.00
			12:06 p.m. - or later ------- $25.00 (maximum Late Pick Up Fee)


Preschool & Elementary: 
RCA will provide care from 8:15 a.m. to 3:00 p.m.  Any student who is not picked up by 3:15 p.m. will be sent to the appropriate extended day.  The parent or legal guardian must come to the office and wait there for the child to be called to the office and sign the child out. The account will be charged as follows:

			3:16 p.m.  -- 3:20 p.m. -- $5.00
			3:21 p.m.  -- 3:25 p.m. -- $10.00
			3:26 p.m.  -- 3:30 p.m. -- $15.00
			3:31 p.m.  -- 3:35 p.m. -- $20.00
			3:36 p.m.  -- or later ----- $25.00 (Maximum Late Pick-Up Fee)

Middle School:
RCA will provide care from 8:15 a.m. to 3:30 p.m.  Any student who is not picked up by 3:45 p.m. will be sent to the appropriate extended day. The parent or legal guardian must come to the office, to sign out the child and wait there for the child to be called to the office, and the account will be charged as follows

3:46 p.m.  -- 3:50 p.m. -- $5.00
			3:51 p.m.  -- 3:55 p.m. -- $10.00
			3:56 p.m.  -- 4:00 p.m. -- $15.00
			4:01 p.m.  -- 4:05 p.m. -- $20.00
			4:06 p.m.  -- or later ----- $25.00 (Maximum Late Pick-Up Fee)


 

  Afternoon Extended Day:

   Students who attend the afternoon Extended Day must be picked up no later than     
   6:00 p.m. Students who are picked up after 6:00 p.m. will be charged as Late Pick-
   Up Fee as follows:

			6:01 p.m.  -- 6:05 p.m. -- $5.00
			6:06 p.m.  -- 6:10 p.m. -- $10.00
			6:11 p.m.  -- 6:15 p.m. -- $15.00
			6:16 p.m.  -- 6:20 p.m. -- $20.00
			6:21 p.m.  -- or later ----- $25.00 (Maximum Late Pick-Up Fee)

If student is not picked up on time from class or the car pick up line (3:00 for Preschool & Elementary and 3:30 for Middle School), and are not signed up for Extended Day, they will be sent to the office so that a fine can be applied to the students account. 
Student will then be sent to extended day, unless the class is full. Otherwise, the student will wait in the lobby for pick-up.

*In the instance that the extended day account is not paid after 2 weeks, the child will be suspended from the extended day program. *

Dance Classes and After School Meetings  

Late pick-up fees are enforced for all programs at RCA.  Dance classes have a 5 minute “grace-period”, but then students will be taken to the appropriate extended day and late pick-up fees will be applied as outlined above.  More information about this policy will be explained on the registration form for this program.  Students involved in extracurricular activities that require meetings after school, must be picked up at the agreed upon time by that program’s staff sponsor.  Late fees will be incurred for students not picked up on time.
 

If a Late Pick-up Fee is assessed, the school office time clock will be used as the official time.  If a student is picked up late, a Late Pick-up Fee is assessed regardless of the reason.  Late Pick-up Fees are not waived for traffic jams, car trouble, etc.  If you know you will be late, we ask that you extend the courtesy of a phone call to alleviate concern.  However, such a call will not negate your responsibility to pay the Fee. 
 Late Pick-Up Fees do not have to be paid at the time the child is picked up from school, but must be paid by the end of the month.


Returned Checks

A returned check due to insufficient funds, a closed account or any other reason will result in an Insufficient Funds Fee (NSF Fee) of $40. 
 A second returned check within the school year will result in subsequent school payments being accepted only in cash, money order, or cashier’s check.  In addition, once you receive notice from your bank that a check has been returned, please contact the school office immediately to arrange payment for the check and the fee. 


Safety Violation Fee

The Safety Patrol monitors the Arrival and Dismissal Policies and Procedures and other campus security issues of Regency Christian Academy with the assistance of the Safety Patrol sponsor.  The Safety Patrol consists of students from 5thgrade and on occasion, 4th grade students that display a higher maturity level will be able to participate.  
Being part of the Safety Patrol is an honor and privilege.  Participants must show strong moral character and behavior in addition to maintaining a high academic standard.  All parents\guardians and\or family members are expected and required to be respectful to the students serving RCA in this capacity. Those found in non-compliance will be issued written documentation of the violation in the form of a Safety Fine Notice. 
 The Safety Violation fee is $10 per occurrence.  Any dispute of a Safety Violation fee must be presented in written form to school administration.

Withdrawal Fees

Regency Christian Academy is a non-profit organization setting each year’s budget on students contracted for that year.  Early termination and withdrawal of students results in damages that are difficult to adequately assess. Therefore, an Early Withdrawal Fee will be assessed for any student who is withdrawn before the end of the academic school year as follows:
	
        Preschool…………………………………………………………………………. $540.00
        VPK Wrap-Around……………………………………………………………. $90.00
	Elementary School…………………………………………………………. $540.00
	Middle School…………………………………………………………………. $560.00


However, no Withdrawal Fee is charged for students who are withdrawn with at least 30 days advanced written notice to the school office prior to the student’s actual withdrawal date. The Withdrawal fee is not in lieu of any and all tuition fees, extended day fees and miscellaneous fees that are due through the last day of a student’s attendance.  An Early Termination\Withdrawal Form is available in the school office and must be completed and signed by the student’s parent/guardian. 

 

Tuition Fees and Payment Schedule
*Registration fees are non-refundable*

[bookmark: _Toc363656286]*PRESCHOOL
Class	   Registration Fee	       Book & Supply Fee	 (Yearly Tuition)	 50 Weekly Payments 
   PS-2		    $150.00		$130.00			$7000		   $140.00**
   PS-3		    $150.00		$180.00			$7000   	   $140.00**
   VPK 	    N/A		          N/A			           N/A	             N/A
   VPK                Wrap Around                                                 $3600 (40weeks) $90.00
**Weekly tuition is prepaid a week in advance.  Weekly tuition is billed and due each Monday.                  It is considered late after 6:00pm on Thursday of the week billed.
 __________________________________________________________________________________   . 
*ELEMENTARY SCHOOL
Class	   Registration Fee	       Book & Supply Fee	 (Yearly Tuition) 	 10 Monthly Payments    K5 – 5th Grade    $150.00		$340.00			$5400		       $540.00*     Technology Fee $25.00/year
*Monthly installment payments of the annual tuition are billed the first business day of the month. It is considered late after 6:00pm on the 10th of the month.
__________________________________________________________________________________
*MIDDLE SCHOOL
Class	   Registration Fee	       Book & Supply Fee	 (Yearly Tuition)	 10 Monthly Payments   6th – 8th Grade     $150.00		$375.00                             $5600		       $560.00*     Technology Fee   $50.00/year
*Monthly installment payments of the annual tuition are billed the first business day of the month. It is considered late after 6:00pm on the 10th of the month.

TUITION DISCOUNTS (Only one discount may be applied per family.) 
Church Member Discount - 15% discount on all children enrolled.
Sibling Discount - If siblings are enrolled, a 15% discount can be taken on additional child(Ren)’s tuition.
Full Payment Discount – Parents of enrolled students may pay the full balance of yearly tuition by August 18th, and receive a 5% discount.

Tuition Fees are not prorated for holidays, absences, teacher planning days, etc.
*Each discount excludes extended day, VPK wrap around program, and fees other than tuition, and cannot be used with any other discount.  
*Book and supply fees are nonrefundable beginning in August and throughout the school year.
*Tuition and Extended Day Fees are not prorated for holidays, absences, teacher planning days, etc.   
*Money paid to RCA must be a check or exact amount. No change is given by the RCA office.
Miscellaneous fees that are in addition to Registration Fee, Book & Supply or Activity Fee and Tuition can be but are not limited to the following:

Honor Society Fee				$25 (returning member)
Honor Society Fee				$35 (new member, includes shirt)
Student Council Fee				$25 (returning member)
Student Council Fee				$35 (new member, includes shirt)
Sport Club Fee				$25 (additional $10 for shirt)
Chorus/Drama Club Fee			$25 (includes shirt)
PTO Dues					$15
Dance Class Registration Fee		$35
Dance Class					$350 per year, or 10 payments of $35
Dance Recital Fee				TBD
Field Trip Fees				TBD
Yearbook cost:
Softcover 					TBD                                             
Hardcover                                              	TBD



Early Registration Incentive

Starting with the 2017-2018 early registration, Regency Christian Academy is offering an Early Registration Incentive.  For those families who re-enroll during the designated pre-registration period, their tuition will be locked in to the tuition price of the year that they started (*As far back beginning with the 2016-2017 rates). For example: A student who was with us in the 2016-2017 school year paid $5250 for that year. During the pre-registration period, the family registered for the 2017-2018 and the tuition that the family will be paying is locked in for the same tuition rate as 2016-2017 ($5250.) The same rule will apply to the 2018-2019 if the family pre-registers during the designated time. This incentive is to reward the families who stay with us for their child’s well deserved education.



General School Information

Admission

In House Enrollment begins in January each year. RCA Financial Accounts must be at a 0 balance to participate in early enrollment.

Open Registration for the upcoming school year begins each February.  Students are admitted into Regency Christian Academy based on the student’s birthday and successful completion of the previous grade (promoted). For new students, the entrance assessment must be completed and passed successfully.

Documents needed for ALL students are as follows:

· Birth Certificate of Birth or Passport
· Form DH680 (Appendix N) Certificate of Immunization OR Religious Exemption Form
· Form DH3040 (Appendix N) Student Health Examination
· Student application/registration
· Financial Contract on file in finance office

Forms must be on file within 30 days of enrollment or child shall not remain in the program.




Admission into Preschool

Date of Birth:  Preschool students are admitted to RCA based on the child’s birthday and readiness for the curriculum. Preschool students are promoted at the end of the academic school year based on the child’s birthday and their readiness for the upcoming curriculum. We will allow a child to “skip” a preschool year because of an early birthday or advanced development, on rare occasions.  However, it will be necessary to repeat a year if they are not five (5) beginning Kindergarten.

· To begin PS-2, a child must be 2 years old on or before Sept. 1.
· To begin or promote to PS-3, a child must be 3 years old on or before Sept. 1.
· To begin or promote to VPK, a child must be 4 years old on or before Sept. 1.



“Potty-Trained”:
Children in PS-2 are not expected to be potty trained, although the teacher will work with you throughout the year with this process.
A child going into PS-3 must be fully “potty-trained” (no diapers/no pull-ups & can use the bathroom independently) including during naptime.  This is required for admission as well as promotion.

Admission into Elementary/Middle School
· To begin or promote to Kindergarten, a child must be 5 years old on or before September 1.
· To begin or promote to 1st Grade, a child must be 6 years old on or before September 1 and must have successfully completed Kindergarten.
· To begin or promote to 2nd Grade, a child must be 7 years old on or before September 1 and must have successfully completed 1st Grade…and so on.

A Grade Readiness Interview/Assessment will be scheduled for all incoming Kdg. – 8th grade students who did not attend RCA during the previous school year at a cost of $25.  This Assessment will help determine eligibility and best placement for the student.  

For a student to be admitted into RCA after the school year has begun a Grade Readiness Interview/Assessment and a parent-teacher conference will be required.  
Students may be required to participate in special tutorial sessions with the teacher or aide to meet the minimum requirements of the class.  Parents are expected to pay all fees for tutoring. 

*Once an assessment is completed, the prior school will be notified for past records.  If we find that a student has been expelled, suspended, has constraining behavioral issues or an IEP from previous schools, RCA has the right to deny student admission. 



Admission Steps

Preschool 2 & 3, Elementary & Middle School

1) Obtain a registration Packet online (found at www.rcaschool.com)
2) Fill out and return to front office with child’s Birth Certificate and current Physical & Immunization forms
3) Receive Financial contract from the assistant that takes your registration package
4) Take Financial Contract, with any step-up for student letters or 4-c paperwork to finance office
5) Pay registration fee and PTO dues
6) Set up assessment if your child is new to the school
7) Once the assessment is done, it will be reviewed by Principal and a call will be placed to the family with acceptance/non-acceptance.


VPK Students
https://familyservices.floridaearlylearning.com/ 
 
1) Log on and create an account or use your email address 
2) Follow instructions to complete a VPK Application 
3) Upload required documents for child’s birth and proof of residency by file or photo attachment  
4) Review and submit your application 
5) Check your email for an approval status and to receive the VPK Certificate of Eligibility voucher 
6) Select and visit your child’s provider to submit the VPK Certificate of Eligibility voucher. 
7) Fill out a Regency Christian Academy Registration Packet (found at www.rcaschool.com)
8) Determine if your child will stay for the VPK program only (8:30am-11:30am) or will stay for the wrap around program (11:30am-3:00pm)
9) Receive Financial contract from the assistant that takes your registration package
10)Take Financial Contract, with any 4-C paperwork to finance office


[bookmark: _Toc363656280]Before & After School Care- (Extended Day)

RCA offers an Extended Day program for all students at a cost of $62.00 per week for care before and after the academic day, regardless of the amount of time attended by the student.  A student only requiring care before the academic day (7:00 a.m. to 8:15 a.m.) may pay a fee of $18 per week.  A student only requiring care after the academic day (3:00 p.m. to 6:00 p.m.) may pay a fee of $58.00 per week. Extended Day fees are billed a week in advance and are due each Monday.  Extended Day fees must be paid by 6:00 p.m. on Thursday of the same week billed to prevent a late payment fee of $15 being charged.  Extended Day fees are not prorated for absences, holidays or school closings.  The only exception is for students who are also enrolled in camps (i.e. winter, spring break and summer) and for the last week of the school year with fewer than five days.  If Extended Day fees become more than 2 weeks past due your child will be withdrawn from the Extended Day program. 
In the mornings, parents with PS-5th grade children must be brought directly to the school cafeteria and sign them in on the class sign-in sheet.  Middle school students may walk-in by themselves. A breakfast “snack” is offered from 7:00 a.m. to 7:45 a.m. or children may bring their own prepared and nutritional breakfast.


In the afternoons, Preschool students enrolled in Extended Day will remain in their classrooms and will participate in a variety of organized activities specific to their age group.  Occasionally, preschool classes may be combined for Extended Day activities. 

 Extended Day Leaders will pick up Elementary students at 3:00 p.m. and Middle School students at 3:30 p.m. Afternoon snacks are provided and served in the school cafeteria.  The remainder of the day the students may participate in organized games, have free time in the gym or outside, participate in study hall to complete homework, watch a video, read, etc.
*** When you sign up for extended day, you are committing to pay for your child’s place in the program for the entire school year, even if your child is absent for a period.  If you need to withdraw from the program, please provide a 1 week, written notice.***
**Any student that is involved in an after school extracurricular activity (ex. Dance, sports, etc.) that does not begin by 3:15p.m. and is not picked up from school by 3:15p.m.,but is sent to extended day until their activity begins, will be charged as follows:

1 child……. $5.00 per occurrence
2 children……$8.00 per occurrence
3 children……$10.00 per occurrence
4+ children…. $12.00 per occurrence


Birthday Parties 

Students may celebrate their birthdays at school, if desired, by bringing in a special treat to share with the class.  Each teacher may recognize birthdays, as she deems is most appropriate for her class and overall schedule.  Here are some general do’s and don’ts concerning birthdays.  Invitations in non-sealed envelopes to off-campus parties may be given to the teacher to send home in student folders. All students’ classmates must be invited to off-campus parties. The only exception to this policy is if the party activities are gender specific, i.e. a slumber party.  Invitations to RCA students outside of your child’s classmates must be directly given to the individual parent/guardian.
Do…	
· Send in a simple treat such as cupcakes or cookies
· Send in birthday napkins, small plates, and plastic forks if needed.
· Keep it simple.
· Make arrangements with the teacher before your child’s birthday.
        

Don’t…
· Send or bring in ice cream, ice cream cakes, or other items that require refrigeration.
· Send in balloons, treat bags, or prizes for classmates. Balloons of any type are not allowed in school.


Celebrations & Holidays

The aim of any holiday celebration at RCA is to glorify God and show thankfulness for His blessings.  Due to this aim and the origins and practices surrounding Halloween, we do not acknowledge Halloween in any way.  We do not incorporate scary decorations such as jack-o-lanterns, ghosts, witches, etc. and ask that parents support the teacher in this.  Students may not come to school in costumes or masks. Parties are not allowed in the classrooms on Halloween; however, teachers may have a “Harvest” or Fall festival party on another day during the month.
 
We are also careful in any celebrations of Earth Day to hold to our aim as stated above.  Any Earth Day observance at RCA will acknowledge God as sole Creator of the Universe as the Bible teaches, and will stress our role as stewards of the earth’s resources under God’s direction.

Other holidays/occasions teachers may emphasize or observe:
Christmas			Dr. Seuss Week		Easter
Grandparents Day		Father’s Day			Mother’s Day
Dr. Martin Luther King Day	Veteran’s Day			September 11
Columbus Day		St. Patrick’s Day		Valentine’s Day
Groundhog Day		Thanksgiving			Memorial Day
Independence Day		See You at the Pole		Read Across America
 
Cell Phones
Students may not use a cell phone in the school building before or during school time.  After school, students should not use cell phones until they have left the school building.
Students are NOT permitted to have cell phones and pagers on their person during the school day. THEY MUST BE TURNED OFF and in the backpack or locker.  Forgetting to turn off the cell phone is not an excuse. Cell phones must be kept in lockers for middle school students or in backpacks for younger students. It is recommended that cell phones are not brought to school and left in backpacks.  Bringing cell phones to school is at the risk of the student/family if it’s lost.  
The school is not responsible for these items.  Cell phones will be temporarily confiscated from students who disregard this policy or who cause a distraction of any kind with their cell phone.   Parents who must reach their child during school hours may call the school office and a message will be taken to the student. Students will not be called out of class except in cases of extreme emergency. 
*Cell phone usage during a test for any reason will automatically be considered cheating, and what is deemed as appropriate academic and disciplinary action will be taken by the administration.  No taking of or other use of cell phone photos/video are permitted on campus during school hours.  Violation of this prohibition is a serious discipline offense.
Because modern cell phones also function as data storage devices, student cell phones brought to school are subject to inspection and review by school staff pursuant to the school’s normal search and seizure policy and administrative discretion.  Any contraband content or content deemed to be inappropriate by the administration may be grounds for further discipline.
Christian Educator of the Year
Last year, Regency Christian Academy started an Educator of the year honor award. This fine achievement is chosen by the school board.  Candidates were nominated by their peers in three different categories- Preschool Teacher of the Year, Elementary/Middle School Teacher of the Year and Support Staff person of the year. Nominees, along with their biographies and most importantly the reasons why he/she was nominated, were then give to the school board to make the final decision. 
 Recipients are announced at the annual end of the year Family Night/BOGO Book Fair.  RCA school board plans to make this a yearly award!

Classroom Maximums

The State of Florida has set the following as the maximum class size per teacher.  The School Board of Regency Christian Academy has elected to hold several classes below the maximum as shown below.  However, RCA reserves the right to enroll children in each class up to the state maximum shown.  This is not the norm but the RCA maximum may be exceeded in the event of a dire situation or the need to accommodate the child of a staff member.

 	Class			State Maximum		RCA Maximum
2-year-old class		11				11
3-year-old class		15				10
VPK (4yr. old’s) 		1 Teacher to 11-15* students 
   (*with Full Time Aide)		
Elementary		         N/A				18
Middle School		N/A				16	

Communication Procedures
Policies and standards are communicated to staff, parents, and students in the handbooks primarily.  Each staff member has their own handbook which is received at the time of employment.  Each staff is also responsible for reading the RCA Student Handbook and implementing the necessary policies within the appropriate environments that apply to the students they are interacting with.  These handbooks are updated yearly, so they must be read and an agreement signed yearly.   Staff members receive a weekly staff memo to communicate current topics, events, and other newsworthy information.  Typically, staff meetings take place once/month to discuss current issues.  
All Parents can access the RCA Student Handbook from the website or receive a paper copy at the time of enrollment, but per DCF licensing requirement, all Preschool & VPK families will receive a printed copy of the handbook. Printed copies are available to every other family for a fee of $7.00.  Each family is required to read the handbook and discuss it with their children.  They must turn in a signed receipt of acceptance within the first 2 weeks of school.  Parents are asked to attend the appropriate RCA Orientation Event with their students.  This is an annual event that occurs on the Thursday or Friday before the first day of school.  At least one parent accompanies their child to attend the orientation followed with a classroom visit.  This is for both new and returning families.  They will visit the sanctuary where there will be announcements and specific information that is given by the RCA Administration.  We discuss all relevant school information including drop off/pick up, visitation, volunteerism, records, account payments, office management system, student safety, etc.  The families proceed to their child’s classroom and the teacher communicates classroom expectations and procedures, including rules, academics, deadlines, field trips, attendance policies, grading polices, report card procedures.  
Any communication about events, deadlines or changes to the program is sent to parents from the main office via email.  Parents can access the RCA Website or our Facebook page any time to see pictures of events and receive other communication reminders, such as school closings both planned and unplanned.  RCA uses a messenger notification system for those that have added this to their cell phones.   This would be used to notify families in an emergency.  We have used it to send reminders concerning enrollment deadlines. 
When it comes to communication with individual teachers, we ask that you first contact them via their email.  This will be provided to you at meet the teacher.  Many of our teachers have their own classroom websites and you can find a lot of information there. If you would like to contact them by phone, place a call to the front office and the admin. Assistant will make sure to get a message to the teacher.  Do not expect the teacher to call back immediately, please allow 24 hours for them to get back to you.
 Take into consideration that they usually contact parents during their break, before school or after school. Most teachers will send out a weekly newsletter to keep you up on all the classroom assignments and updates.

Procedures for the Resolution of Problems
If you have a conflict or problem with a teacher, other staff member, or school administrator, please arrange a time to discuss the issue with that person directly and in a timely manner.  If, after discussing the concern, a resolution cannot be found, please bring that issue to the school principal.  Our school administration, school board and pastoral staff stands ready to assist if needed in the area (see Flow of Authority, Appendix E).
Resolving problems requires courage and action taken in a loving spirit of open communication.  The Bible sets forth guidelines for us concerning conflict resolution and they are win-win guidelines.  If you have a conflict or problem with a teacher, other staff member, or school administrator, please read Matthew 18: 15-17 and Matthew 5:23-34.
Based on these and other Scripture texts, the staff of RCA is committed to resolving conflict as shown below.  We ask parents to take the same steps in the event of any dissatisfaction.

· Pray about the problem and your response to it.

· Go directly to the person involved without discussing the problem with others.

· Present your concern to the person in a spirit of love and solution seeking without criticizing at a time and place agreed upon by both of you.

· Brainstorm possible solutions with that person and agree on one to try.

· Plan to meet back together after a short period to determine if the problem is truly solved.  If so, rejoice together.  However, if the problem persists, go back to the other ideas brainstormed and agree to try another possible solution.


· If the person is unresponsive, please go to administration to help mediate the situation or assist in determining a solution. Refrain from discussions that may be construed as gossip.

· Avoid the spread of and do not participate in any type of rumor that could be damaging to school employees, students, parents or anyone else.



Counselor
These days, the world offers many challenges to our young people.  Children are beginning to develop decision making and life skills, as well as their own values- many of them being non-Christian like. They start to acquire attitudes toward school, peers, social groups and a lot of time, themselves.
Counselors can provide prevention and intervention services that can integrate advice and helpful ideas into all aspects of their lives.
Regency Christian Academy has a Christian counselor, Ms. Karla Elgin, on staff to meet such needs of our students. 
 If you feel that your child/Ren, or even yourself, could benefit from the services of a Christian counselor, you may call the school office at any time to set up an appointment with her.
She will be making visits in the classrooms to discuss various things like test prep and test anxiety, friendship & anti-bullying & Christian character, amongst other important topics and challenges that today’s children face.
Ms. Karla may see children on a one to one basis, but the parents will ALWAYS be notified when this happens. All children are asked to have counselor consent form signed by parents/guardian (see Appendix L).



Crisis Management
Emergency Procedures
In the event of an emergency, the RCA staff will do everything possible to ensure the safety of our students.  The RCA Administration has planned and implemented drills to allow us to practice for potential threatening circumstances.   The purpose of the drill is to allow employees and students to prepare in advance the quickest and safest way possible to remove themselves from a potentially hazardous situation.  

The following general steps will be initiated in an emergency:

1) Safely follow a designated plan to escape a dangerous situation.
2) Take roll of all on campus.  
3) Assess and treat injuries.
4) Follow up with student needs addressed.
5) Contact parents and coordinate student pickup as quickly as possible.  
Depending on the actual crisis, it will determine the exact plan followed during an emergency; however, the above list would be followed in every event.  The RCA Staff are trained to follow specific plans for Lockdowns, Tornadoes, and Fires.

RCA Evacuation Sites
For immediate evacuation if the emergency situation occurs to the North of RCA, children will be evacuated to the following: 
South Plaza—
1) New Hope Worship Center—holds 250 people
2) Contacts:  Joe Palm, Pastor 407-493-7161/Asst:  Reggi Crawford 407-765-4482/Kim Palm 407-454-2161
3) Barber Shop-Next Level suite 102
4) Kiss. Boxing Gym suite 104 & 105
Contact:  Julie Villegas Dad, Angel Villegas (102,104&105) 321-947-2704
5) Hollywood’s Way Salon
Contact: Vanessa Ramirez 407-683-0479

For immediate evacuation if the emergency situation occurs to the South of RCA, children will be evacuated to the following:
      North:  Costco
South Orange Blossom Trail  Orlando, FL 32837
Contact: 
If the situation merits a farther evacuation site, the children will be evacuated to the following:
1) John Young Elementary—West
S John Young Pky and Deerfield Blvd.
Orlando, Fl 32837
(407) 858-3120 ext.  2235
Contact:  Mr. Agudo/Mrs. Flores

2) Heritage Christian Academy—Southeast
1500 E. Vine St.
Kissimee, FL 34744
407-847-4087
Contact:  Mrs. Beaver

Transportation:  
      1) Prompt Charters                                              2) Express Transportation
       Phone: 407-484-0032 				Phone: 407-855-7677
       Location: Sandlake and OBT			Location:  Taft/ Orange Ave
       Contact Tom 					Contact: Lucy/emergency:  407-351-8868 #3 dispatch

Parents
As a parent, you play a key role in our emergency response at the school.  We must act quickly to keep your children and our staff safe in any terrible situation. The following are just some things that you can help an emergency situation run smoother.
1) Give the school accurate contact information, and changes if needed throughout the year.
2) Talk to your child about your personal emergency notification arrangements. Let them and the school know if you anticipate being unavailable certain days.
3) Stay informed about potentially serious situations, such as weather
4) Monitor local media when emergency conditions arise at school

If there is an emergency school closing, notification will be given as soon as possible so arrangements can be made.
Remember…
· RCA has a SAFE SCHOOL PLAN
· Keep emergency contact info current
· Monitor local news
· Do not call or go to your child’s school. Please do not come to the school unless you have received specific messages from us.
· Alternate pick-up site- In some emergencies, it may become necessary to move students and staff to an alternate location. Due to the unpredictable nature of emergency’s, location of the site will be announced at the time of the event.



REPORTING CHILD ABUSE AND NEGLECT 
As a childcare provider, we are mandated reporters according to s. 415.504, F.S. to report any suspected case of child abuse and/or neglect to the Florida Abuse Hotline.


Daily Dismissal\Pick-up Procedures

Security 
· Pick Up Cards - Parents of preschoolers, elementary or middle school students will get pick up cards either in the classroom or in the school office following the Meet the Teacher Event.  Keep one for yourself and pass out the rest to the individuals who you have entrusted to pick up your children.  You will need to add these individuals to your pick-up list in the school office.  Parents and designated pick up individuals will need to show the wallet-sized pick up card and their driver’s license whenever they are not recognized on campus or in the traffic flow line.  For at least the first 2 weeks of school, the driver will be required to show an ID and the pickup card for the staff to release the children. This procedure will occur until each staff that is responsible for their children, recognizes the authorized individuals.  Any time a new designated pickup driver is added to the list in the office, they will get a wallet-sized pick up card.


· Pink Placards - Parents of elementary or middle school students will pick up a pink placard in the school office for the traffic flow line following the Meet the Teacher Event.  This card will go in the front dash of your car, so that the RCA staff can quickly see who you are picking up and call your child from the building, as students will wait in the hallways until they are called on the walkie talkie.


Preschool

· Preschool students are dismissed from their classrooms at 3:00 p.m.

· Students who are picked up after 3:15 p.m., but are not enrolled in Extended Day, will incur a late pick–up fee (please see pgs. 50-51 for further explanation of this policy).

· Extended Day is available to all preschool students at an additional fee 

VPK

· VPK students are dismissed at 11:30 a.m., unless they are enrolled in VPK wrap-around. Pick-up will take place in the breezeway between Fletcher’s & Disciple’s Hall 

· Students who are picked up after 11:45 a.m. will incur a late pick-up fee (please see pgs. 50-51 for further explanation of this policy.)


**All kindergarten students are dismissed outside of Shepherds Hall, so parents will pick up in the normal car pick up line between 3:00 and 3:15 p.m.  Students will be escorted from Disciple Hall to Shepherd Hall daily.  Parents may not come in and pick up students from the classroom as this creates too much congestion in the halls and presents safety risks in the parking lot.



Elementary\Middle School

· All elementary students are dismissed each day between 3:00pm and 3:15pm outside of Shepherds Hall.

· Students who are picked up after 3:15pm, but are not enrolled in extended day, will incur a late pick–up fee (please see pgs. 50-51 for further explanation of this policy).

· All middle school students are dismissed at 3:30 p.m. and are picked up outside of Shepherd Hall till 3:45.  

· Students who are picked up after 3:45pm, but are not enrolled in extended day, will incur a late pick–up fee (please see pgs.50-51 for further explanation of this policy).

· For families with BOTH elementary and middle school students that want to pick up ALL children at 3:30pm, the middle school sibling can pick up the others from sibling pick-up and then get in the pick-up line.  Preschool students cannot be picked up by a middle school sibling.  

· Extended day is available to all elementary and middle school students at an additional fee.  
Students must be registered to attend.



Extended Day Pick-Up Process for Elementary and Middle School Students

Parents, or another authorized pick-up person, must come to the school office and sign out their child/children. The office will then call down to the teacher to send the child to the office for pick up. Parents must wait in the lobby, unless given permission to go elsewhere, while waiting for their child.


Morning Arrival\Drop-Off Procedures

Preschool/VPK
· All preschool families will park in the South Parking Lot to come in through Fletcher’s Hall (main office) and park between 8:10 a.m. and 8:30 a.m.  If you arrive before 8:10 a.m. for Morning Extended Day in the cafeteria, you may park in front of Fletcher Hall.  Be careful to give yourself plenty of time to leave the parking lot before the 8:10 a.m. as elementary and middle school drop-off begins.
 
· Families with children enrolled in preschool and elementary or middle school should arrive early enough to drop-off their elementary or middle school student and then proceed to the south parking lot to physically bring in their preschool student.  All preschool students must be signed in on the designated sign-in sheet by the adult dropping them off.

Elementary\Middle School
· Kindergarten classrooms are located in Disciple Hall. Parents can park and drop off kindergarten students in the classroom for the *1st day of school.  Following the 1st day parents will get in the regular drop off line. 
·  Kindergarteners will get dropped off in front of Shepherd Hall where all elementary are dropped off between 8:10-8:29 a.m.  Students will be escorted to their classrooms in Disciple Hall until 8:30 a.m.  At 8:30 a.m., you will need to park and bring a kindergarten student to the office to get an excused or unexcused tardy to take your child to their classroom. **

· All elementary\middle school students who are not enrolled in Morning Extended Day will be dropped off in the designated area in front of Shepherd Hall for morning arrival between 8:10 a.m. and 8:29 a.m.  Cars will pull up and stop: a safety patrol will assist students in getting out of cars by walking the student to the sidewalk, where the student will then enter Shepherd’s Hall. Please keep your vehicle in park, until all students are on the sidewalk, then move forward.      Also, be courteous and allow cars to exit quickly onto the northbound lanes of    S. Orange Blossom Trail, in order to get families through the parking lot as efficiently and quickly as possible.

· Remember to give yourself plenty of time to drop-off to avoid a last minute rush before 8:30 a.m.  Students must be in their classrooms by 8:30 a.m. to avoid being late.  If you arrive after 8:30 a.m., according to the school’s clock, it will be necessary to park and pick up a tardy pass in the school office, before escorting your child to class.  No parent or adult may come to the elementary classrooms following drop-off, without approval from the school office.  Using the drop-off line is mandatory from 8:10 a.m. – 8:29 a.m.  This is to prevent parents and children from walking through the parking lot when it’s full of moving vehicles.

·  It may be necessary to give yourself an extra 5 minutes in the morning in order to get your children dropped off before 8:30 a.m. When the orange cones are put up, you must park and get a tardy pass.


· For those students not registered for extended day and arrive before 8:05 a.m. consistently, the fee for morning extended day will be charged.  

· When needing to come into the school offices, please drop off students before parking and entering.  When necessary to park, use designated parking spaces only.  Do not use handicap spaces unless you show a handicap hang tag or sticker for your vehicle. 







Do not park in the grass area around the dumpsters.  Do not park in the church driveway or under the portico in front of the Sanctuary. Do not park in fire lanes for any reason for any length of time, even if you remain in your vehicle. The fire lanes are directly in front of the building. Anyone parking in the fire lane will automatically be fined $50.00 for this infraction. NO exceptions will be made by the office, due to the hazard created.  increase in the fine is due to the continued problem with cars stopping in the fire lane. Parking anywhere on campus other than in a designated parking space is considered a parking violation.


Drug & Alcohol Policy

    Regency Christian Academy is dedicated to the excellence and personal growth of students. Drugs and Alcohol are strictly prohibited on the campus or during School-sponsored activities. We will not tolerate the possession or use of illegal drugs or the misuse & abuse of such things.  RCA will take disciplinary action as it deems appropriate.


Electronic Devices

Personal electronic devices other than RCA issued iPads, should not be brought to school.  If they are displayed while school is in session, they will be confiscated for a period of time to be determined by the teacher/principal.  
These devices may NOT be used at any time, unless students are using an electronic device that was distributed with books & supplies for the purpose of completing classwork. 
   Students who violate this policy will have their cell phone, pager, or other electronic device(s) confiscated and the incident will be recorded.  The first offense will be a warning, and each offense thereafter will incur a $10 fine.  These items may be picked up by the parent at the school office at the end of the school day once the fine has been paid.  


Emergency School Closings
RCA follows the Orange County Public Schools emergency school closings.  At times, emergencies such as weather conditions, fires, power failures or law enforcement issues can disrupt the school day. In extreme cases, they could close the school. 
*If Orange County Schools have been announced to be closed on TV stations, radio stations or online, Regency Christian Academy will be closed.  Other times, closure notices will be communicated through the First Call system.
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Breakfast
Only students enrolled in Morning Extended Day are provided a snack breakfast (i.e., dry cereal, fruit bars, juice, etc.) free of charge from 7:00 a.m. – 7:45 a.m. in the cafeteria.
Students may bring a snack breakfast from home but all food must be put away by 8:00 a.m. so that teachers may begin picking up their students to be in class at 8:15 a.m.  No student will be allowed to bring breakfast snacks into the classroom.

Snacks (Preschool)
A snack is provided mid-morning and after naptime for students.  There are 10 to 15 different snacks served to preschoolers throughout the year.  Examples include pudding, yogurt, fresh fruit, Sun Chips, Goldfish and occasionally cookies.  Candy and other junk food items are not acceptable snacks and should not be sent with a preschooler to school.  Chewing gum is also not allowed on campus.

Snacks (Elementary\Middle)
Snacks are not provided to elementary and middle school students, although time is allotted during the daily academic schedule for a snack break.  Students are responsible to supply themselves with a healthy snack from home.  Guidelines for acceptable snacks are determined by the class teacher with final approval reserved for administration.  Chewing gum is also not allowed on campus.

Lunch Policy
The lunch program at RCA is provided by SLA Management, a food management program here in Central Florida.  SLA Management prides itself on the creation of nutritious, thoughtful and tasteful menus.  Every menu selection provided meets or exceeds the criteria established by the National School Lunch Program and the USDA.
Preschool Lunch
Lunch is provided for Preschool. All Preschool students have the privilege of bringing a nutritious lunch from home if the lunch on our school menu is unappealing. 
 There is no pro-rating of fees for Preschoolers who bring a lunch from home.  A lunch calendar is provided to all Preschool students via our website in advance of the following month. Calendars are typically posted in each classroom, or in Fletchers Hallway.

Elementary\Middle School Lunch
9. Costs:  The costs for lunches are set each year by SLA Management, the company providing our lunch program. For the 2016-2017 school year, the cost is $3.25/per day, or $16.25/per week. ** Please note, once a lunch balance becomes greater than $16.25 (one weeks cost) that balance will be put on your family school account.
    If a student is bringing lunch from home, but wishes to purchase a drink, the cost is $0.75        per drink and can be purchased daily in the lunch line.

· Lunch Calendars:  
Lunch calendars can be found on our website. Also, calendars are typically posted in each classroom and in Fletchers Hallway.
*Starting in August of the 2015-2016 year, Kindergarten -8th Grade students will no longer be purchasing lunches through RCA.  All purchases will be made directly through SLA management.  Parents will establish an account through them and a certain monetary amount will be put into an account. Once the account is established, through a scanned ID card that the teacher will be in charge of, your student may order a lunch at school each morning.  Please make sure accounts are replenished consistently.  See Appendix H  to learn how to sign up with SLA Management. 
	
Packed Lunches from Home:  All students have the privilege of bringing a nutritious lunch from home if the lunch on our school menu is unappealing or is not consistent with an individual child’s dietary requirements. ** The following is RCA’s Guidelines for lunches sent from home:

· Provide a nutritious lunch to include the major food groups such as protein, dairy products, fruit and/or vegetables.

· Include a drink such as fruit juice or milk.

· Send all items ready to eat.  Cafeteria staff may not heat meals in a microwave.  Students desiring hot lunch items such as soup should bring those foods in a thermos to keep the food hot.

· Sodas will not be allowed as a daily lunch item.  Fruit roll-ups, gooey fruit snacks, junk food and candy are permitted on a limited basis as dessert items.

· Good lunch item ideas include lunch meat, sandwiches, vegetables & dip, fruit, cheese sticks, applesauce, yogurt, Sun Chips, whole grain crackers or soup or ravioli in a hot thermos.

**The tuition accounts of preschool students will not be reduced when choosing to pack a lunch from home.
**No lunch sharing among students is permitted. This is due to the need for each student to have a balanced diet; also, because of the problems with prevalent and developing allergies in students. Parents are providing lunches intended only for their child.

Fun Events/After School Events
Regency Christian loves to host fun events at our school.  It gives our students and staff to show themselves outside of the day to day school regimen.  Yearly, PTO sponsors book fairs, family nights with a sponsored dinner, movie nights and dances. We also look forward to the annual Christmas and spring programs, the dance recital and graduations.   Please be advised that ** Parents are required to attend these events with their children.  We are not responsible for students during events that are after school or into the evening.**


Health Information
Communicable Childhood Diseases
Upon having the following illnesses, a child must have a written doctor’s consent to return to school:
1) Chicken Pox	4) Pinworms	7) Fifths disease	10) Whooping Cough
2) Measles		5) Scabies		8) Shingles 	11) Impetigo
3) Mumps		6) Ringworm       9) Pneumonia	12) Pink Eye

Immunizations
Prior to admittance into a class, RCA requires a statement signed by a Florida physician stating that the child is in good health and immunizations are up-to-date.  State law requires that we have this information provided to us on a “blue” Florida Certificate of Immunization form (DH Form 680) and the “yellow” Student Health Examination form (DH Form 3040).  Updated Immunization and Health Examination forms are required each year for every child from Preschool 2 through Kindergarten.  Because of requirements from FACCS, Updated Health Examination forms are due every two years from students in 1st grade through 8th grade and every year for Preschool & Kindergarten.  See Appendix B for the immunization schedule.
**Please Note- Because of state regulations, all forms are due by the date on the form. If this is not followed through with by the parent, the student will be suspended until child receives proper forms.

Children should be brought to school healthy and able to participate in all indoor and outdoor activities including Field Trips.  Teachers will observe children daily for symptoms of contagious diseases and illnesses.  Any child suspected of having a communicable illness or disease shall be brought to and kept in the office.  However, you will be required to pick your child up if the school staff observes any of the following signs and symptoms:

· Fever of 100 degrees or higher
· Vomiting
· Diarrhea
· Pink, teary, itchy, stinging or burning eyes associated with eye infections
· Rash of unknown origin
· Skin infections


Note:  A child displaying such symptoms for any reason may not remain in school. (Example – A child who has diarrhea due to poor tolerance of a medication, not an infection, may not remain in school.)
A student with a chronic cough or ongoing yellow or discolored discharge from the nose will be asked to be kept home at the discretion of the school administration.  We may require that a doctor’s note be provided stating that the child is not contagious or is on medication and is able to return to school.
Office personnel will assess the student and if necessary, contact a parent or other designee on the enrollment form to pick up the child in a timely manner.  Such children may not return to school until symptoms are absent for at least 24 hours.  (This means that a child sent home on Tuesday with diarrhea may not return until Thursday at the earliest).  

If a child becomes ill at school and the situation appears to be serious, but a parent cannot be reached, you may authorize RCA, as set forth in the Student Emergency Medical Form, to seek medical attention for your child and contact you as soon as possible.



Designated Pick-up
 Parents must be responsible and plan in advance to have an alternate pick-up person and/or location for your child to go to, in case of, 1. Illness, 2. Discipline issues, 3. an Emergency, and you are unable to pick your child/Ren up.

Accident & Incident Forms 
 Minor scrapes, bruises, etc. are recorded on an Accident & Incident Form.  Teachers or office staff will administer simple first aid by washing with soap and water and applying an adhesive bandage if necessary.   Parents are asked to sign the form and leave it with the teacher so the form can be routed to the School Office.  A Parent’s signature on the Accident & Incident Form indicates the parent’s acknowledgment that they have been made aware of the accident or incident. **A signature must be obtained by the parent before the child can return to school.**

Contagious Illnesses
 RCA will give written notice to parents of children who have been or may have been exposed to any contagious condition such as chicken pox.  Likewise, you must inform the school office if your child is sick with a contagious condition (Fifth disease, Strep Throat, Scarlet Fever, etc.) and you suspect that other classmates may have been exposed before symptoms were present.

Head Lice 
Head lice are very contagious and should be reported to the office.  Head lice may be caught by direct contact with an infected person or by coming into contact with things used by a person with head lice, such as hats, sweaters, blankets, etc.  Children found to have head lice or nits will be sent home with instructions for treatment.  Call your physician, pharmacist or health department if you have questions.  A student may return to school after treatment with a proper medicated shampoo or rinse that kills lice and after all nits are removed.  RCA requires that the student’s hair and scalp be checked in the office before the child enters the cafeteria area or classroom.  Students found to have any remaining nits will not be allowed back to school, regardless of the treatment measures that have been tried.


Medication
As long as a child’s ailment is not contagious, as determined by a doctor, office personnel may give medication to a student with proper authorization from a physician (Appendix F). Prescribed antibiotics must be taken 24 hours prior to returning to school.  Medicine brought to school must be in its original container and must be labeled with the child’s name. Prescription medication cannot and will not be given to any child (including siblings) who is not listed on the original prescription label. NO EXCEPTIONS!
No medication (prescribed or over-the-counter) can be given to a student unless it is given to the school office by the parent and an Authorization for Medication (Appendix E) is completely filled out by a physician or a physician’s note accompanies the authorization signed by a parent.  We can no longer accept just a parents authorization. *These forms can be found in the school office. 
*Please give the medication to the school office to place in a secure location. No medications, over-the-counter or prescription, are to be given to the teacher or kept in the possession of a student or students.  Do not leave medication in a backpack or lunch box.  
Medication should not remain at school over the weekend.  Any medication left at school on Friday afternoon will be locked in the school office.
Parents bringing liquid medication must provide a clean medicine cup, spoon, or dropper for each dose of medicine needed.

Hours of Operation

· RCA Office Hours: Monday through Friday, 7:00 a.m. to 6:00 p.m. year-round

· Academic School Hours: 

Elementary: Monday through Friday, 8:30 a.m. to 3:00 p.m. from August to May/June as specified in the school calendar.

Preschool: Monday through Friday, 8:30 a.m. to 3:00 p.m. from August to August as specified in the school calendar.
	
Middle School: Monday through Friday, 8:30 a.m. to 3:30 p.m. from August to May\June as specified in the school calendar.

· Extended Day Hours: (For those enrolled) Monday through Friday, 7:00 a.m. to 8:10 a.m. and 3:00 p.m. to 6:00 p.m. August to May/June as specified in the school calendar.


All students must be in their seats ready to start the school day by their 8:30 am.  Students should arrive between 8:10 a.m. and 8:29 a.m. following the Morning Arrival/Drop-Off Procedures and be ready for class to begin. 


Legal documents
Injunctions
When registering your child, parents are asked if the opposite parent can pick up/be called in an emergency. Sometimes it is stated that a parent cannot pick the child up.  In this case if there is not a legal injunction/paper saying that the parent cannot pick up, by law we must let the child go with each parent. 
 If there is an injunction, we will abide by that, but we need a copy so that all parties at the school involved can be notified and a copy placed in the child’s file. The orders are between the parties to the injunction and RCA is not legally liable if they are not followed.
Liability & Insurance
Liability for the acts of a student, while under the care of RCA, is the parent’s responsibility.  RCA is not liable for accidents or illnesses occurring to the child while he or she is in our care, unless it has been ascertained that the accident or illness was the direct result of negligence by the school.
RCA maintains student accident insurance for every child enrolled.  However, should a child have an accident during the hours under our care, our insurance is secondary to that of the parent or guardian.

Lockers
Middle school students are provided with a locker and a lock for the entire school year.  They are responsible for what is in the locker, therefore RCA is not responsible for anything stolen from them.
Lost and Found
RCA has a lost and found, which is in the cafeteria.  We ask that all things- sweaters, coats, lunch boxes, thermoses be labeled with your child’s name on it.
[bookmark: _Toc363656307]Personal Belongings
Every student needs a full-size backpack for carrying items to and from school.  The backpack should be large enough to accommodate a folder for student papers and a change of clothes.  The backpack must be able to hang on a hook in the classroom, which disqualifies most rolling backpacks.

Students should not bring personal belongings to school except in the following situations:
· Items for Show & Tell if called for by the teacher
· Items of interest related to a subject of study in the class
· Items of general interest with permission from the teacher

*Items should be small enough to fit in the student’s backpack.  Please do not allow your child to bring items that are fragile, expensive, or anything that would encourage violent or aggressive behavior such as toy swords, guns, etc.

Please, all personal items must be labeled with the child’s name in permanent marker.  Teachers and school staff cannot and will not be responsible for personal items that are lost, misplaced, or stolen at school.  It is the sole responsibility of parents and students to keep up with lunch boxes, backpacks, and other personal items.

** The following things will be taken away from a student if found out of his/her backpack or the child using/playing with them**:
· Fidget Spinners
· Slime
· Stuffed animals except as described above for nap time
· Bottles, pacifiers, or Sippy cups
· Toys (cars, figures, guns, etc.)
· Videos/DVDs
· Gameboys, Nintendo DS and similar game machines
· Playing and Trading Cards (i.e. Pokémon or Bakugon)
· Radios, MP3 players, iPods, iPhones or other hand held electronic devices


· Pets may not visit our school without authorization from the Teacher and the Principal.

Note:  All items sent for rest time such as large blankets, must be removed each Friday, laundered, and returned on Monday.  Labeled and unlabeled items left in the classroom during the summer will be thrown away after the last day of the academic school year.

RCA will not resume responsibility for lost or stolen personal items and damage to personal vehicles.  Valuable (jewelry, electronics, music or athletic equip.) should be insured through a homeowner’s policy.  We highly discourage students from carrying large amounts of cash.
Photographs & Publicity
Students are photographed individually and as a class each school year through Lifetouch Photography.   Purchase of photographs is optional. Non-prepaid photographs remain the sole property of the contracted photography company until said photographs are paid for by the parents of the student.  Any non-prepaid photographs not purchased or returned to the school office by a designated date will be charged to your account accordingly.

Photos of students participating in our school activities will be taken throughout the year and may appear on our bulletin boards or in multi-media presentations for Open House, Meet the Teacher, End of the Year Program, publicity, etc.  In addition, photographs of our students and families will be taken and placed in our school newspaper, our yearbook, our website, our Facebook page, or in some instances, our Teachers’ private media accounts.  Parents agree that these images may be used without compensation to the child or parent.  

Playground Rules

Preschool
Preschool students are permitted to play on either of the fence-enclosed playgrounds.  The Fitness Center and Super Dome, located on the Elementary Playground, are off-limits to all preschoolers for safety reasons.  The following rules are stressed with our students to help ensure their safety while playing on the school’s playgrounds.

Playground Structures
· Do not jump from any part of the playground structures including the steps & slides.
· No pushing on the slides, steps or other areas.
· Climb the slides using the steps only – No walking up the ramp of a slide.

· The Slide capacity is 3 students.
· 1 child going down the slide
· 1 child waiting at the top of the slide
· 1 child climbing the steps of the slide
· Going down the slide, children must sit on their bottoms with feet and legs out in front.
· No climbing onto the coverings of the slides or the playground structures.

Swings
· Swing four feet or lower.
· Swing in a sitting position on your bottom, not on your feet or lying on your stomach.
· Do not jump out of a swing.
· Swing only forward and back – No swinging side-to-side or twisting.

Fences
· Do not climb over fences.  Use the gates when given permission by a teacher.
· Do not lean, push, or pull on the fence.


Gates
· Students may not open a gate without the teacher’s permission.
· Students may not go from one gated playground area to another without permission.

Weapons / Rough Play
· Do not bring toy weapons from home, even for playground time.
· Do not make pretend weapons using sticks.
· No karate kicks or other rough play that could result in injury.

Miscellaneous
· Sand is to stay in the designated play areas.
· Do not throw anything including sand, dirt, mulch, pine straw, pinecones, rocks & sticks.
· Do not put sand in hair or clothing on purpose.
· Do not dig in dirt outside of enclosed sand areas.



Elementary/Middle School
Elementary and middle school students are sometimes permitted to play on either of the fence-enclosed playgrounds when not in use by a preschool class.  However, “The Pines Playground” on the south side of the campus is setup for the Elementary and middle school students specifically.  The following rules are stressed with our students to help insure their safety while playing on the school’s playgrounds.  The Fitness Center and Super Dome located in that area have very specific safety rules.

Fitness Center and Super Dome
· The mulch may not be thrown in the air, on anyone, or outside of play area.
· Take turns climbing on the Fitness Center.
· Only one student on the vertical ladder at a time.
· No standing on top of the horizontal ladder or the top of any horizontal bars.
· Only 15 students on the Super Dome at a time.
· Kindergarten students must have a teacher with them to cross the horizontal ladder.  1st Graders and older may go across without being “spotted”.
· No hanging by the knees on the horizontal ladder or high horizontal bars.
· Swinging over the low bars is allowed, but not the higher bars.
· No preschooler can play on the Fitness Center or Super Dome.

Playground Structures
· Do not jump from any part of the playground structures including the steps and the slides.
· Climb the slides using the steps only – No walking up the ramp or slide.
· The slide capacity is 3 students…
· 1 child going down the slide,
· 1 child waiting at the top of the slide,
· 1 child climbing the steps of the slide.
· Going down a slide, children must sit on their bottoms with feet and legs out in front.
· No climbing onto the coverings of the slides or the playground structures.

Swings
· Swing in a sitting position on your bottom; not on your feet or lying on your stomach.
· Do not jump out of a swing.
· Swing only forward and back – No swinging side-to-side.

Fences
· Do not climb over fences.
· Do not lean, push, or pull on the fence.

Gates
· Students may not open a gate without the teacher’s permission.
· Students may not go from one gated playground area to another without permission.
Football
· No rough play
· No tackle football 
· Flag/Tag football only if teacher approves and supervises
· Teacher may forbid all football for their class at their discretion

Weapons / Rough Play
· No pushing or pulling anyone while on any structure or playground areas.
· Do not bring toy weapons from home, even for playground time.
· Do not make pretend weapons using sticks.
· No karate kicks or other rough play that could result in injury.

Miscellaneous
· Sand is to stay in the designated play areas.
· Do not throw anything including sand, dirt, mulch, pine straw, pinecones, rocks & sticks.
· Do not put sand in hair or clothing on purpose.
· Do not dig in dirt outside of enclosed sand areas.




Promotion Policy

· Kindergarten:  The focus is to build a firm academic foundation through successful mastery of subject matter.  Recommendations for promotion or retention are based on report card grades, end of the year tests, S.A.T. scores and progress in Reading, Phonics, Language Development and Arithmetic.  Students with satisfactory report card grades, but who require extra assistance to be on grade level may be conditionally promoted based on documented tutoring. 
 Students with unsatisfactory report card grades, end of the year tests, S.A.T. scores and/or progress in Reading, Phonics, Language Development and Arithmetic will be considered for retention.


· 1st Grade:
Students with a year average of all 3’s or less than a 60% average in two (2) or more academic areas (Reading, Phonics, Language Development and Arithmetic) will be considered for retention.  A conference will be required with the teacher to discuss the reasons for low scores and to determine if they are too low for the student to perform successfully if promoted.  The students S.A.T. scores will be used as a resource for making a final determination about retention.



· 2nd through 8th Grade:  
· Students with a year average of two (2) D’s or one (1) F will be conditionally promoted based on documented tutoring as agreed upon in the Academic Probation contract.  Students with a year average of three (3) D’s, two (2) F’s or (2) D’s and one (1) F will be retained.
· Students having been conditionally promoted will begin the following school year on academic probation.  A parent-teacher conference will be scheduled prior to the first day of school and tutoring will still be required.
· Students with a year average of two (2) D’s and/or one (1) F for a second consecutive year, will NOT be promoted regardless of tutoring and other intervention by the parent or school.



Rainy Day Dismissal
When raining at the end of the school day, parents are to follow the usual dismissal plan, except to pull all the way through the line to under the Sanctuary portico.  Students will be in the sanctuary to meet the parents from the car line there.


Re-Enrollment
Re-enrollment for current students happens yearly at the end of January. Parents can bring in registration packets for the next year during that period of time that RCA sets aside for current students. This allows currently enrolled students to have a guaranteed spot for the next year.  The registration fee is also ½ off during this specific 2-week period.  
If this time is not taken advantage of, open enrollment starts in February and is ongoing till the next year starts up.  Registration fee is not discounted during open enrollment time.

Safety and Security
Emergency Procedures
In the event of an emergency, the RCA staff will do everything possible to ensure the safety of our students.  The RCA Administration has planned and implemented drills to allow us to practice for potential threatening circumstances.   The purpose of the drill is to allow employees and students to prepare in advance the quickest and safest way possible to remove themselves from a potentially hazardous situation.  

The following general steps will be initiated in an emergency:
Safely follow a designated plan to escape a dangerous situation.
Take roll of all on campus.  
Assess and treat injuries.
Follow up with student needs addressed.
Contact parents and coordinate student pickup as quickly as possible
  
Depending on the actual crisis will determine the exact plan followed during an emergency; however, the above list would be followed in every event.  The RCA Staff are trained to follow specific plans for Lockdowns, Tornadoes, and Fires.  

Drill Practice Schedules:
Lock Down drills will be practiced twice each semester.  Intercom alert given.  Students take cover in their designated space.  The practiced plan is to stay quiet and out of sight in case of an intruder.  
Building Evacuation (Fire) drills will be practiced monthly.  An alarm alerts staff and students that must evacuate.  Staff lead students quickly from the building to the designated waiting area outdoors.  Roll is taken and all campus areas are checked.  Staff and students wait outside until given a signal to return to classes. 
Room Evacuation (Tornado) drills will be practiced twice each semester.  Intercom alert given. Students “duck and cover” in their designated space.  
 Students indoors will move and stay in windowless rooms till the danger passes.  Students outdoors will be brought inside to their designated space or they will lie on the ground and cover their neck/head area if there is an immediate danger.


End of Day Dismissal
All parents should notify their child’s teacher at the beginning of the year, how that student will be picked up (car rider with parents, Extended Day, etc.).  Teachers or the school office must be informed, preferably in writing, if there is ever a change to this routine.  This would include a different person picking up the child, students going home together for a play-date or an Extended Day student going home in the car pick-up line. 

No parent may come to the classroom prior to the regular scheduled dismissal time of their child without approval from the office.  Parents desiring to pick up a child directly from the classroom on a regular basis must wait until regular scheduled dismissal time is complete to come to the room. Parents are not allowed in Shepherds Hall until 3:10 p.m. This is to reduce congestion and other safety issues.

NO RCA student is allowed on campus after school from 3:15 till 6:00 p.m. without adult supervision.  They will be sent to extended day and your account will be billed for late pick up. Please see page 39-40 for late fees.

Pick-Up Cards
Anyone wishing to pick up a child from RCA must present a valid RCA Pick-Up Card and, if asked, a photo I.D.  Even parent/guardians should keep a Pick-Up Card with them in case a substitute teacher is dismissing the class. Also, parents who occasionally carpool together should have pick-up cards for the children in the two families.  Teachers will not release any RCA student without proper authorization.  This policy is in place and strictly enforced for your child’s safety.

Sign-In Procedure (Preschool Only)
Every RCA preschool student’s parent\guardian must park in the parking lot located at the south end of the campus if their child is being brought to school after 8:10a.m. and is not enrolled in Morning Extended Day. If a preschool student is enrolled in Morning Extended Day and the parent\guardian bringing your child to school will be leaving the campus before 8:10a.m. parking is permitted in the main parking lot.  Every preschool student must be escorted to their classroom (or the cafeteria if enrolled in Morning Extended Day) by the parent/guardian that brought them to school.  No student is permitted to be dropped off from the parking lot or even the end of the hallway and allowed to walk into the building or classroom alone. 
 RCA is not responsible for your child until he or she has been signed into class and a teacher has acknowledged the child’s presence.  Students who come into class unescorted will be taken to the office, and the parent will be notified with a warning. A Parent that repeats this violation be charged a $10.00 fee and will be notified.

Sign-out Procedures
Parents should only remove their children during the school day for a necessary doctor’s appointment or an emergency, and advanced notice is greatly appreciated.  A parent wishing to pick up an elementary student early must sign them out through the school office to obtain a parent hallway pass.  No parent will be allowed to take a student from the classroom early without first signing them out in the school office.

Visitor Passes for Guests
All guests* must report to the office FIRST upon arrival on campus before visiting any part of the campus (classrooms, the cafeteria, our play areas, Chapel, etc.).  Guests must receive permission from the school office for the desired visit.  Guests must sign in at the Church office, receive a visitor badge to wear during the duration of their stay, then sign out and return the visitor badge to the office before departing from the campus.  All guests are required to abide by the rules as outlined in the RCA Parent & Student Handbook

*A guest is defined as anyone who is not an RCA employee who visits the campus at a time other than drop-off or dismissal (Ex: classroom volunteers, parents who visit the campus to have lunch with their child).

School Pictures
Individual student and staff pictures will be taken twice a year by Lifetouch, once in the fall and once in the spring.  Students are required to wear school uniforms for fall pictures, but may dress up (out of uniform) for spring pictures.  Class pictures will be taken in fall the same time that individual ones are done.
School picture information will be sent out a couple weeks before they are scheduled, along with payment envelope.  Any student wishing to get their picture taken must have brought the order envelope WITH payment to the teacher or have it in hand day of pictures. RCA does not provide change; therefore, correct payment needs to be in the envelope.  An online payment option is also available through Lifetouch with that information being on the order envelope.



Sexual Harassment
It is our goal to make our school safe and comfortable for all who enter. Sexual harassment by any member of the RCA “family” (employees, students, parents) will not be tolerated. This is a violation not only of Regency Christian’s policy, but also the law.
If any students experience or witness sexual harassment, they should immediately report it to their teacher or principal. All complaints will be handled in a timely & confidential manner and any information related to the case will not be disclosed to any people or organization not involved.

Student Interaction with Social Media
Is there anywhere that we can go these days without seeing, hearing or participating in social media? With the growth of technology such as Facebook, Twitter, Instagram, YouTube, etc., students of Regency Christian Academy may be held accountable for their actions related to any and all internet interactions. Any involvement with social media which appear to be contrary to the RCA code of conduct may result in disciplinary action and/or dismissal. We expect our students to maintain the principles of a Christ-like attitude and character.

Student Pick up Protocol
Parents with legal custody arrangements must have correct and updated paperwork on file.
During school hours:
During enrollment, parents are asked to complete “emergency contact & pick-up” information for their student. This must be up to date always.  If there is a change, please contact the front office with additions or correction. This information provides us with necessary information as it pertains to authorizations.
When a person comes to the front office to pick up a student, they are checked to see if they are approved. If approved, the student is called down to the office for release.
If the person picking up is not approved, the parent is contacted checking to see if person is approved.  If the parent can’t be reached, the student IS NOT released.
If the student is to go home with another RCA parent and they are not approved, that student’s parent will be contacted for approval.  If the parent can’t be reached, the student IS NOT released.

After School Hours
At car line, if the person has an ORANGE pickup card, the student will be able to be released in the car line.  If an unfamiliar person seeks to pick up a child and does not have a pickup card, he/she will be directed to the front office so ID can be checked against the student record to see if the child can be released.  If not, the parent will be contacted. If the parent is unreachable, the student IS NOT released.
Students who are not picked up after school or after extracurricular activities will be taken to After Care.


Student Search and Seizure Policy

Regency Christian Academy shall maintain a safe, healthy environment for its students, faculty and staff at all times. Therefore, RCA and its staff have the right to perform unannounced searches and to seize contraband as deemed necessary for the safety of the students and staff.

RCA has the right to perform searches of students, student lockers and the personal effects of students (e.g. backpack, purse, pockets) to determine whether there exists any danger to the student or the school. Contraband is all substances or material prohibited by school policy or state or federal law. Including, but not limited to, controlled substances, drugs, alcoholic beverages, cigarettes, guns, knives, weapons or incendiary devices. All personal searches will be performed in a manner that is respectful of the norms of decency and the emotional maturity of the individual. A school administrator will contact a student’s parents to participate in any bodily search that appears necessary. The student will wait in a secure office location as the situation necessitates until the RCA Administration and the student’s parents are available to conduct a physical search. At this point, refusal to honor said request may subject student to suspension or expulsion from the school.

All student desks, lockers, and electronic devices such as computers, ChromeBooks or iPads are the property of Regency Christian Academy and are at all times under the control of the school. School authorities may perform general inspections of desks, lockers and electronic devices at any time without notice, without consent and without a search warrant.


Telephones (Office)

Student may use the school office phone for emergencies determined by office personnel.  In the event that a student would receive a phone call, he/she will be called out of class only in the case of an emergency; otherwise a message will be delivered to the student.

Threats/Violence

Threats of Violence: RCA has a “0 tolerance policy” involving threats of violence by students whether the threat involves a weapon, is a physical threat or a verbal threat. Parents should understand the school’s first responsibility is the protection of all its students. The school takes this responsibility very seriously. 
Students making a threat of violence will be immediately suspended pending full investigation. If the school determines the threat of violence is credible and specific (directed toward particular students or staff), the student(s) making the threat of violence will be subject to expulsion from RCA and the threat will be reported to the appropriate legal authorities. The school administration will also report the threat to the one(s) who were threatened. For purposes of this policy, credible means reasonable belief or suspicion, determined at the discretion of the administration, that the threat was or might be genuine, or that the student might be capable of carrying out the threat. In those circumstances in which the school determines the threat is likely not credible, the school will suspend the student pending a parent meeting. These will include all cases in which the student was “just joking.” If circumstances deem necessary, the school may conduct further investigation. The school may require the student to obtain counseling, at family expense, from a Christian counselor or other professional approved by the school in order for the student to remain enrolled at RCA. No student will be permitted to continue enrollment in the school if the counselor advises that the student (in the counselor’s opinion) presents a threat of danger to anyone including him/herself.

Weapons: Students who possess or claim to possess, use, or threaten to use, or display a weapon at school, or at a school event shall immediately be suspended from school pending full investigation.  Students will be subject to expulsion from RCA and to legal prosecution. A weapon is defined to be any material or object (by design or by its use) that can be used to harm, injure, threaten, or intimidate another individual or self (This includes look-alike items and nonfunctional items). Possession includes, but is not limited to, any student found to have a weapon in his/her locker, book bag, purse, or car, or on his/her person, or who has brought such an item to any school- related events. This rule is in effect 24 hours a day, seven days a week.


Videos in the Classroom

Teachers occasionally use DVD/videos in the classroom to supplement the curriculum.  Full-time preschoolers have a half-hour to 45 minutes of television as part of the afternoon schedule.  All DVD/videos are screened by the teacher or an administrator to ensure that they are in keeping with our Biblical beliefs.  No PG-rated movies are permitted to be shown to a preschooler in the classroom, only G-rated or appropriate, unrated educational videos. PG-rated movies may be shown to elementary-middle schoolers, if they have been
viewed first by the teacher and then approved by administration.  No PG-13 movies will be shown in any classroom.  DVD/videos are chosen solely by the teacher and may not be sent in by parents or brought in by students without the teacher’s prior consent and approval from the school administration. 
 RCA has a DVD/video library and enjoys access to the DVD/videos in our church & school Library.  Below are some questions we ask ourselves as educators when screening DVD/videos for classroom use.  They may be helpful to parents as they screen what their children watch at home.

· Is the content of this video/DVD in keeping with our beliefs as Christians?

· Do the characters in this video/DVD act and speak in a good way that is a good example for children?

· Would I want my students/children to act like the main character?

· Does this video/DVD add educational value to a current theme of study?

· Is the language used in this video/DVD above reproach?

· Would Jesus enjoy watching this video/DVD with me? 




Transportation/ Parent Vehicles

Bus Guidelines
It is a privilege to attend a field trip, therefore going on the bus is also. There are certain rules that are applied to RCA students when traveling on the bus:

1) Two people to a seat
2) Stay seated in your seat
3) No screaming on the bus
4) Talk at a normal inside level
5) No food or drinks allowed
6) No walking on the bus while it is moving


Vehicle Safety
· Never leave other children in your vehicle during drop-off or pick-up of your RCA student.
· Take purses and all other valuables into the building each time you enter.  This includes money, charge cards, cell phones, planners, pagers, etc. 
 Hiding valuables under the seat or even in the trunk is not sufficient.  Professional thieves can burglarize a vehicle in a matter of seconds.  Car alarms are little deterrent.
· Never drop off your child in the parking lot and allow him or her to walk into the building alone.  This is a serious breach of safety.
· Use designated parking spaces only.  Do not use handicapped spaces unless you can show a handicapped hangtag or sticker for your vehicle.  
· Do not park in the grass area around the dumpsters. Do not park in the church driveway or under the portico in front of the sanctuary.  Do not use the church driveway as a drop-off or pick-up place for your students for any reason.  This area must be kept clear. Do not park in fire lanes for any reason for any length of time, even if you remain in your vehicle. The fire lanes are directly in front of the building. Anyone parking in the fire lane will automatically be fined $50.00 for this infraction.  NO exceptions will be made by the office, due to the hazard created.  The increase in the fine is due to the continued problem with cars stopping in the fire lane.
· Do not park or stop in the driveway or under the portico of the Sanctuary.
· Follow all directions conveyed through the school office about appropriate parking areas and direction of traffic when coming on campus and leaving.


Traffic Plan- Appendix G

Traffic Safety

 It is the #1 goal of RCA to keep our kids safe.  We ask the following things of parents:

1) Please hold on to your child’s hand when walking through the parking lot. We do not want children to accidentally run out into moving traffic
2) Those dropping off preschool children, please park on the South side parking lot.  The traffic is much lighter over there allowing you to walk up without a lot of moving cars.
3) Those dropping off in the line-DO NOT CUT IN FRONT OF OTHER CARS WHILE WAITING IN LINE OR SWERVE AROUND STANDING CARS IN THE LINE WHEN YOUR CHILD HAS ALREADY GOTTEN OUT OF THE CAR! This is dangerous not only to those walking in the parking lot, but also to those children getting out of cars in the line.


Volunteering

RCA Volunteers

Background screening is required for all volunteers; including parents, guardians, and grandparents. 
Parents/Guardians/Grandparents are welcome to volunteer in the classroom or for other events.  One may volunteer to listen to students read, read to a class, help with crafts, share your expertise in some other area, assist the teacher in sorting papers, etc.  However, all volunteers must follow the appropriate procedures for checking in with the office prior to reporting to their assigned room.

Each person choosing to work as a volunteer must fill out a Volunteer Information Form (appendix M) & notarized volunteer form provided by the school office.  Volunteers helping for extended periods of time and/or working with students more directly must be fingerprinted for a full national background check.  Volunteer files will be stored in the school office.

Volunteer/Chaperone Background Screenings

1. Level 1
A Level 1 criminal background screening is required for volunteers who work with students in settings directly supervised by school staff (within sight or hearing). 
   For example, but not limited to, assisting a teacher in the classroom; working in an office, cafeteria, or media center; and tutoring a student in academics in a supervised setting. Also includes field trips in which everyone will be staying in a group. There will be a $10.00 charge.

2. Level 2- Finger Printing
A Level 2 criminal background screening is required for volunteers who work with students in unsupervised settings.
    For example, but not limited to, working with a student in a setting not supervised by school staff; such as a Field Trip when you are chaperoning a group of students alone. 
     The Level 2 Screening requires a fee of $30.00; RCA will cover the rest of the fee.


Volunteer Dress Policy

RCA is asking that all volunteers follow the dress policy that our staff adheres to.  It is as follows:

Females
· Modest dresses, skirts, slacks, pantsuits and capris are allowed.  Jeans are fine if they are not skin tight or torn everywhere.  Dress/skirt length should be no more than 2” above the knee
· Blouses and/or sweaters are allowed.  Blouses and dresses should be fashioned and properly buttoned to modestly cover the bust
· Skinny jeans/pants are considered inappropriate
· Hairstyles should be neat, clean and becoming
· Sundresses, thin-strap dresses and tank tops are considered inappropriate without a sweater/jacket over it (something to cover the shoulders)

Males
· Suits or slacks/khakis with dress shirts or collared polo shirts are allowed.
· Jeans are considered ok, as long as they do not have holes throughout. 
· Shorts are considered ok, as long as they do not have hole throughout.
· Earrings are not to be worn
· T-shirts are fine, as long as there is not inappropriate statements or pictures on them.



[bookmark: _Toc363656310]Parent-Teacher Organization (PTO)

The PTO of Regency Christian Academy assists the school and Administration with fundraising, school enhancements and to provide parent education opportunities.  PTO is not a governing board and does not set school policy, but serves to coordinate volunteers and donations for special events and to organize room parents and other service committees.  PTO also assists with Teacher Appreciation.

The PTO officers are elected by parents and voted into office at a PTO General Meeting held at the end of the previous year.  PTO dues are a set rate per family per year, all of which stays in a designated PTO account.  PTO General Meetings are held to make decisions concerning the use of time and resources to maximize the benefit to RCA students. 
 Parents are required, to join PTO and encouraged to attend meetings.  PTO is an encouraged avenue of active involvement in your child’s education.

The purpose of Regency Christian Academy’s PTO, as stated in their bylaws, is “to enrich the children’s lives through Christian Principles and education and personal development, to work closely with the school administration and staff to support and enhance school growth and development, and, as appropriate, support the students and families (when needs arise).”

Information about PTO is made available to all RCA families when school begins and throughout the year.









APPENDIX



 

Appendix A
Baptist Faith and Message
I. The Scriptures
The Holy Bible was written by men divinely inspired and is God's revelation of Himself to man. It is a perfect treasure of divine instruction. It has God for its author, salvation for its end, and truth, without any mixture of error, for its matter. Therefore, all Scripture is totally true and trustworthy. It reveals the principles by which God judges us, and therefore is, and will remain to the end of the world, the true center of Christian union, and the supreme standard by which all human conduct, creeds, and religious opinions should be tried. All Scripture is a testimony to Christ, who is Himself the focus of divine revelation.
Exodus 24:4; Deuteronomy 4:1-2; 17:19; Joshua 8:34; Psalms 19:7-10; 119:11,89,105,140; Isaiah 34:16; 40:8; Jeremiah 15:16; 36:1-32; Matthew 5:17-18; 22:29; Luke 21:33; 24:44-46; John 5:39;16:13-15; 17:17; Acts 2:16ff.; 17:11; Romans 15:4; 16:25-26; 2 Timothy 3:15-17; Hebrews 1:1-2; 4:12; 1 Peter 1:25; 2 Peter 1:19-21.
[bookmark: ii]II. God
There is one and only one living and true God. He is an intelligent, spiritual, and personal Being, the Creator, Redeemer, Preserver, and Ruler of the universe. God is infinite in holiness and all other perfections. God is all powerful and all knowing; and His perfect knowledge extends to all things, past, present, and future, including the future decisions of His free creatures. To Him we owe the highest love, reverence, and obedience. The eternal triune God reveals Himself to us as Father, Son, and Holy Spirit, with distinct personal attributes, but without division of nature, essence, or being.
A. God the Father
God as Father reigns with providential care over His universe, His creatures, and the flow of the stream of human history according to the purposes of His grace. He is all powerful, all knowing, all loving, and all wise. God is Father in truth to those who become children of God through faith in Jesus Christ. He is fatherly in His attitude toward all men.
Genesis 1:1; 2:7; Exodus 3:14; 6:2-3; 15:11ff.; 20:1ff.; Leviticus 22:2; Deuteronomy 6:4; 32:6; 1 Chronicles 29:10; Psalm 19:1-3; Isaiah 43:3,15; 64:8; Jeremiah 10:10; 17:13; Matthew 6:9ff.; 7:11;23:9; 28:19; Mark 1:9-11; John 4:24; 5:26; 14:6-13; 17:1-8; Acts 1:7; Romans 8:14-15; 1 Corinthians 8:6; Galatians 4:6; Ephesians 4:6; Colossians 1:15; 1 Timothy 1:17; Hebrews 11:6; 12:9; 1 Peter 1:17;1 John 5:7.
B. God the Son
Christ is the eternal Son of God. In His incarnation as Jesus Christ He was conceived of the Holy Spirit and born of the virgin Mary. Jesus perfectly revealed and did the will of God, taking upon Himself human nature with its demands and necessities and identifying Himself completely with mankind yet without sin. He honored the divine law by His personal obedience, and in His substitutionary death on the cross He made provision for the redemption of men from sin. He was raised from the dead with a glorified body and appeared to His disciples as the person who was with them before His crucifixion. He ascended into heaven and is now exalted at the right hand of God where He is the One Mediator, fully God, fully man, in whose Person is effected the reconciliation between God and man. He will return in power and glory to judge the world and to consummate His redemptive mission. He now dwells in all believers as the living and ever present Lord.
Genesis 18:1ff.; Psalms 2:7ff.; 110:1ff.; Isaiah 7:14; 53; Matthew 1:18-23; 3:17; 8:29; 11:27; 14:33;16:16,27; 17:5; 27; 28:1-6,19; Mark 1:1; 3:11; Luke 1:35; 4:41; 22:70; 24:46; John 1:1-18,29; 10:30,38;11:25-27; 12:44-50; 14:7-11; 16:15-16,28; 17:1-5, 21-22; 20:1-20,28; Acts 1:9; 2:22-24; 7:55-56; 9:4-5,20; Romans 1:3-4; 3:23-26; 5:6-21; 8:1-3,34; 10:4; 1 Corinthians 1:30; 2:2; 8:6; 15:1-8,24-28; 2 Corinthians 5:19-21; 8:9; Galatians 4:4-5; Ephesians 1:20; 3:11; 4:7-10; Philippians 2:5-11;Colossians 1:13-22; 2:9; 1 Thessalonians 4:14-18; 1 Timothy 2:5-6; 3:16; Titus 2:13-14; Hebrews 1:1-3; 4:14-15; 7:14-28; 9:12-15,24-28; 12:2; 13:8; 1 Peter 2:21-25; 3:22; 1 John 1:7-9; 3:2; 4:14-15;5:9; 2 John 7-9; Revelation 1:13-16; 5:9-14; 12:10-11; 13:8; 19:16.
C. God the Holy Spirit
The Holy Spirit is the Spirit of God, fully divine. He inspired holy men of old to write the Scriptures. Through illumination He enables men to understand truth. He exalts Christ. He convicts men of sin, of righteousness, and of judgment. He calls men to the Savior, and effects regeneration. At the moment of regeneration, He baptizes every believer into the Body of Christ. He cultivates Christian character, comforts believers, and bestows the spiritual gifts by which they serve God through His church. He seals the believer unto the day of final redemption. His presence in the Christian is the guarantee that God will bring the believer into the fullness of the stature of Christ. He enlightens and empowers the believer and the church in worship, evangelism, and service.
Genesis 1:2; Judges 14:6; Job 26:13; Psalms 51:11; 139:7ff.; Isaiah 61:1-3; Joel 2:28-32; Matthew 1:18; 3:16; 4:1; 12:28-32; 28:19; Mark 1:10,12; Luke 1:35; 4:1,18-19; 11:13; 12:12; 24:49; John 4:24; 14:16-17,26; 15:26; 16:7-14; Acts 1:8; 2:1-4,38; 4:31; 5:3; 6:3; 7:55; 8:17,39; 10:44; 13:2; 15:28; 16:6; 19:1-6;Romans 8:9-11,14-16,26-27; 1 Corinthians 2:10-14; 3:16; 12:3-11,13; Galatians 4:6; Ephesians 1:13-14; 4:30; 5:18; 1 Thessalonians 5:19; 1 Timothy 3:16;4:1; 2 Timothy 1:14; 3:16; Hebrews 9:8,14; 2 Peter 1:21; 1 John 4:13; 5:6-7; Revelation 1:10; 22:17.
[bookmark: iii]III. Man
Man is the special creation of God, made in His own image. He created them male and female as the crowning work of His creation. The gift of gender is thus part of the goodness of God's creation. In the beginning man was innocent of sin and was endowed by his Creator with freedom of choice. By his free choice man sinned against God and brought sin into the human race. Through the temptation of Satan man transgressed the command of God, and fell from his original innocence whereby his posterity inherit a nature and an environment inclined toward sin. Therefore, as soon as they are capable of moral action, they become transgressors and are under condemnation. Only the grace of God can bring man into His holy fellowship and enable man to fulfill the creative purpose of God. 
The sacredness of human personality is evident in that God created man in His own image, and in that Christ died for man; therefore, every person of every race possesses full dignity and is worthy of respect and Christian love.
Genesis 1:26-30; 2:5,7,18-22; 3; 9:6; Psalms 1; 8:3-6; 32:1-5; 51:5; Isaiah 6:5; Jeremiah 17:5; Matthew 16:26; Acts 17:26-31; Romans 1:19-32; 3:10-18,23; 5:6,12,19; 6:6; 7:14-25; 8:14-18,29; 1 Corinthians 1:21-31; 15:19,21-22; Ephesians 2:1-22; Colossians 1:21-22; 3:9-11.
[bookmark: iv]IV. Salvation
Salvation involves the redemption of the whole man, and is offered freely to all who accept Jesus Christ as Lord and Savior, who by His own blood obtained eternal redemption for the believer. In its broadest sense salvation includes regeneration, justification, sanctification, and glorification. There is no salvation apart from personal faith in Jesus Christ as Lord.
A. Regeneration, or the new birth, is a work of God's grace whereby believers become new creatures in Christ Jesus. It is a change of heart wrought by the Holy Spirit through conviction of sin, to which the sinner responds in repentance toward God and faith in the Lord Jesus Christ. Repentance and faith are inseparable experiences of grace.
Repentance is a genuine turning from sin toward God. Faith is the acceptance of Jesus Christ and commitment of the entire personality to Him as Lord and Savior.
B. Justification is God's gracious and full acquittal upon principles of His righteousness of all sinners who repent and believe in Christ. Justification brings the believer unto a relationship of peace and favor with God.
C. Sanctification is the experience, beginning in regeneration, by which the believer is set apart to God's purposes, and is enabled to progress toward moral and spiritual maturity through the presence and power of the Holy Spirit dwelling in him. Growth in grace should continue throughout the regenerate person's life.
D. Glorification is the culmination of salvation and is the final blessed and abiding state of the redeemed.
Genesis 3:15; Exodus 3:14-17; 6:2-8; Matthew 1:21; 4:17; 16:21-26; 27:22-28:6; Luke 1:68-69; 2:28-32; John 1:11-14,29; 3:3-21,36; 5:24; 10:9,28-29;15:1-16; 17:17; Acts 2:21; 4:12; 15:11; 16:30-31; 17:30-31; 20:32; Romans 1:16-18; 2:4; 3:23-25; 4:3ff.; 5:8-105:8-10; 6:1-23; 8:1-18,29-39; 10:9-10,13; 13:11-14; 1 Corinthians 1:18,30; 6:19-20; 15:10; 2 Corinthians 5:17-20; Galatians 2:20; 3:13; 5:22-25; 6:15; Ephesians 1:7; 2:8-22; 4:11-16; Philippians 2:12-13;Colossians 1:9-22; 3:1ff.; 1 Thessalonians 5:23-24; 2 Timothy 1:12; Titus 2:11-14; Hebrews 2:1-3; 5:8-9; 9:24-28; 11:1-12:8,14; James 2:14-26; 1 Peter 1:2-23; 1 John 1:6-2:11; Revelation 3:20; 21:1-22:5.
[bookmark: v]V. God's Purpose of Grace
Election is the gracious purpose of God, according to which He regenerates, justifies, sanctifies, and glorifies sinners. It is consistent with the free agency of man, and comprehends all the means in connection with the end. It is the glorious display of God's sovereign goodness, and is infinitely wise, holy, and unchangeable. It excludes boasting and promotes humility.
All true believers endure to the end. Those whom God has accepted in Christ, and sanctified by His Spirit, will never fall away from the state of grace, but shall persevere to the end. Believers may fall into sin through neglect and temptation, whereby they grieve the Spirit, impair their graces and comforts, and bring reproach on the cause of Christ and temporal judgments on themselves; yet they shall be kept by the power of God through faith unto salvation.
Genesis 12:1-3; Exodus 19:5-8; 1 Samuel 8:4-7,19-22; Isaiah 5:1-7; Jeremiah 31:31ff.; Matthew 16:18-19; 21:28-45; 24:22,31; 25:34; Luke 1:68-79;2:29-32; 19:41-44; 24:44-48; John 1:12-14; 3:16; 5:24; 6:44-45,65; 10:27-29; 15:16; 17:6,12,17-18; Acts 20:32; Romans 5:9-10; 8:28-39; 10:12-15; 11:5-7,26-36; 1 Corinthians 1:1-2; 15:24-28; Ephesians 1:4-23; 2:1-10; 3:1-11; Colossians 1:12-14; 2 Thessalonians 2:13-14; 2 Timothy 1:12; 2:10,19;Hebrews 11:39–12:2; James 1:12; 1 Peter 1:2-5,13; 2:4-10; 1 John 1:7-9; 2:19; 3:2.
VI. The Church
A New Testament church of the Lord Jesus Christ is an autonomous local congregation of baptized believers, associated by covenant in the faith and fellowship of the gospel; observing the two ordinances of Christ, governed by His laws, exercising the gifts, rights, and privileges invested in them by His Word, and seeking to extend the gospel to the ends of the earth. Each congregation operates under the Lordship of Christ through democratic processes. In such a congregation each member is responsible and accountable to Christ as Lord. Its scriptural officers are pastors and deacons. While both men and women are gifted for service in the church, the office of pastor is limited to men as qualified by Scripture.
The New Testament speaks also of the church as the Body of Christ which includes all of the redeemed of all the ages, believers from every tribe, and tongue, and people, and nation.
Matthew 16:15-19; 18:15-20; Acts 2:41-42,47; 5:11-14; 6:3-6; 13:1-3; 14:23,27; 15:1-30; 16:5; 20:28; Romans 1:7; 1 Corinthians 1:2; 3:16; 5:4-5; 7:17;9:13-14; 12; Ephesians 1:22-23; 2:19-22; 3:8-11,21; 5:22-32; Philippians 1:1; Colossians 1:18; 1 Timothy 2:9-14; 3:1-15; 4:14; Hebrews 11:39-40; 1 Peter 5:1-4; Revelation 2-3; 21:2-3.
[bookmark: vii]VII. Baptism and the Lord's Supper
Christian baptism is the immersion of a believer in water in the name of the Father, the Son, and the Holy Spirit. It is an act of obedience symbolizing the believer's faith in a crucified, buried, and risen Savior, the believer's death to sin, the burial of the old life, and the resurrection to walk in newness of life in Christ Jesus. It is a testimony to his faith in the final resurrection of the dead. Being a church ordinance, it is prerequisite to the privileges of church membership and to the Lord's Supper.
The Lord's Supper is a symbolic act of obedience whereby members of the church, through partaking of the bread and the fruit of the vine, memorialize the death of the Redeemer and anticipate His second coming.
Matthew 3:13-17; 26:26-30; 28:19-20; Mark 1:9-11; 14:22-26; Luke 3:21-22; 22:19-20; John 3:23; Acts 2:41-42; 8:35-39; 16:30-33; 20:7; Romans 6:3-5; 1 Corinthians 10:16,21; 11:23-29; Colossians 2:12.
[bookmark: viii]VIII. The Lord's Day
The first day of the week is the Lord's Day. It is a Christian institution for regular observance. It commemorates the resurrection of Christ from the dead and should include exercises of worship and spiritual devotion, both public and private. Activities on the Lord's Day should be commensurate with the Christian's conscience under the Lordship of Jesus Christ.
Exodus 20:8-11; Matthew 12:1-12; 28:1ff.; Mark 2:27-28; 16:1-7; Luke 24:1-3,33-36; John 4:21-24; 20:1,19-28; Acts 20:7; Romans 14:5-10; I Corinthians 16:1-2; Colossians 2:16; 3:16; Revelation 1:10.
[bookmark: ix]IX. The Kingdom
The Kingdom of God includes both His general sovereignty over the universe and His particular kingship over men who willfully acknowledge Him as King. Particularly the Kingdom is the realm of salvation into which men enter by trustful, childlike commitment to Jesus Christ. Christians ought to pray and to labor that the Kingdom may come and God's will be done on earth. The full consummation of the Kingdom awaits the return of Jesus Christ and the end of this age.
Genesis 1:1; Isaiah 9:6-7; Jeremiah 23:5-6; Matthew 3:2; 4:8-10,23; 12:25-28; 13:1-52; 25:31-46; 26:29; Mark 1:14-15; 9:1; Luke 4:43; 8:1; 9:2; 12:31-32; 17:20-21; 23:42; John 3:3; 18:36; Acts 1:6-7; 17:22-31; Romans 5:17; 8:19; 1 Corinthians 15:24-28; Colossians 1:13; Hebrews 11:10,16; 12:28; 1 Peter 2:4-10; 4:13; Revelation 1:6,9; 5:10; 11:15; 21-22.
[bookmark: x]X. Last Things
God, in His own time and in His own way, will bring the world to its appropriate end. According to His promise, Jesus Christ will return personally and visibly in glory to the earth; the dead will be raised; and Christ will judge all men in righteousness. The unrighteous will be consigned to Hell, the place of everlasting punishment. The righteous in their resurrected and glorified bodies will receive their reward and will dwell forever in Heaven with the Lord.
Isaiah 2:4; 11:9; Matthew 16:27; 18:8-9; 19:28; 24:27,30,36,44; 25:31-46; 26:64; Mark 8:38; 9:43-48; Luke 12:40,48; 16:19-26; 17:22-37; 21:27-28;John 14:1-3; Acts 1:11; 17:31; Romans 14:10; 1 Corinthians 4:5; 15:24-28,35-58; 2 Corinthians 5:10; Philippians 3:20-21; Colossians 1:5; 3:4; 1 Thessalonians 4:14-18; 5:1ff.; 2 Thessalonians 1:7ff.; 2; 1 Timothy 6:14; 2 Timothy 4:1,8; Titus 2:13; Hebrews 9:27-28; James 5:8; 2 Peter 3:7ff.; 1 John 2:28; 3:2; Jude 14; Revelation 1:18; 3:11; 20:1-22:13.
[bookmark: xi]XI. Evangelism and Missions
It is the duty and privilege of every follower of Christ and of every church of the Lord Jesus Christ to endeavor to make disciples of all nations. The new birth of man's spirit by God's Holy Spirit means the birth of love for others. Missionary effort on the part of all rests thus upon a spiritual necessity of the regenerate life, and is expressly and repeatedly commanded in the teachings of Christ. The Lord Jesus Christ has commanded the preaching of the gospel to all nations. It is the duty of every child of God to seek constantly to win the lost to Christ by verbal witness undergirded by a Christian lifestyle, and by other methods in harmony with the gospel of Christ.
Genesis 12:1-3; Exodus 19:5-6; Isaiah 6:1-8; Matthew 9:37-38; 10:5-15; 13:18-30, 37-43; 16:19; 22:9-10; 24:14; 28:18-20; Luke 10:1-18; 24:46-53;John 14:11-12; 15:7-8,16; 17:15; 20:21; Acts 1:8; 2; 8:26-40; 10:42-48; 13:2-3; Romans 10:13-15; Ephesians 3:1-11; 1 Thessalonians 1:8; 2 Timothy 4:5;Hebrews 2:1-3; 11:39-12:2; 1 Peter 2:4-10; Revelation 22:17.
[bookmark: xii]XII. Education
Christianity is the faith of enlightenment and intelligence. In Jesus Christ abide all the treasures of wisdom and knowledge. All sound learning is, therefore, a part of our Christian heritage. The new birth opens all human faculties and creates a thirst for knowledge. Moreover, the cause of education in the Kingdom of Christ is co-ordinate with the causes of missions and general benevolence, and should receive along with these the liberal support of the churches. An adequate system of Christian education is necessary to a complete spiritual program for Christ's people.
In Christian education there should be a proper balance between academic freedom and academic responsibility. Freedom in any orderly relationship of human life is always limited and never absolute. The freedom of a teacher in a Christian school, college, or seminary is limited by the pre-eminence of Jesus Christ, by the authoritative nature of the Scriptures, and by the distinct purpose for which the school exists.
Deuteronomy 4:1,5,9,14; 6:1-10; 31:12-13; Nehemiah 8:1-8; Job 28:28; Psalms 19:7ff.; 119:11; Proverbs 3:13ff.; 4:1-10; 8:1-7,11; 15:14; Ecclesiastes 7:19;Matthew 5:2; 7:24ff.; 28:19-20; Luke 2:40; 1 Corinthians 1:18-31; Ephesians 4:11-16; Philippians 4:8; Colossians 2:3,8-9; 1 Timothy 1:3-7; 2 Timothy 2:15; 3:14-17; Hebrews 5:12-6:3; James 1:5; 3:17.
[bookmark: xiii]XIII. Stewardship
God is the source of all blessings, temporal and spiritual; all that we have and are we owe to Him. Christians have a spiritual debtor ship to the whole world, a holy trusteeship in the gospel, and a binding stewardship in their possessions. They are therefore under obligation to serve Him with their time, talents, and material possessions; and should recognize all these as entrusted to them to use for the glory of God and for helping others. According to the Scriptures, Christians should contribute of their means cheerfully, regularly, systematically, proportionately, and liberally for the advancement of the Redeemer's cause on earth.
Genesis 14:20; Leviticus 27:30-32; Deuteronomy 8:18; Malachi 3:8-12; Matthew 6:1-4,19-21; 19:21; 23:23; 25:14-29; Luke 12:16-21,42; 16:1-13; Acts 2:44-47; 5:1-11; 17:24-25; 20:35; Romans 6:6-22; 12:1-2; 1 Corinthians 4:1-2; 6:19-20; 12; 16:1-4; 2 Corinthians 8-9; 12:15; Philippians 4:10-19; 1 Peter 1:18-19. 
[bookmark: xiv]XIV. Cooperation
Christ's people should, as occasion requires, organize such associations and conventions as may best secure cooperation for the great objects of the Kingdom of God. Such organizations have no authority over one another or over the churches.
 They are voluntary and advisory bodies designed to elicit, combine, and direct the energies of our people in the most effective manner. Members of New Testament churches should cooperate with one another in carrying forward the missionary, educational, and benevolent ministries for the extension of Christ's Kingdom. Christian unity in the New Testament sense is spiritual harmony and voluntary cooperation for common ends by various groups of Christ's people. Cooperation is desirable between the various Christian denominations, when the end to be attained is itself justified, and when such cooperation involves no violation of conscience or compromise of loyalty to Christ and His Word as revealed in the New Testament.
Exodus 17:12; 18:17ff.; Judges 7:21; Ezra 1:3-4; 2:68-69; 5:14-15; Nehemiah 4; 8:1-5; Matthew 10:5-15; 20:1-16; 22:1-10; 28:19-20; Mark 2:3; Luke 10:1ff.; Acts 1:13-14; 2:1ff.; 4:31-37; 13:2-3; 15:1-35; 1 Corinthians 1:10-17; 3:5-15; 12; 2 Corinthians 8-9; Galatians 1:6-10; Ephesians 4:1-16; Philippians 1:15-18. 
[bookmark: xv]XV. The Christian and the Social Order
All Christians are under obligation to seek to make the will of Christ supreme in our own lives and in human society. Means and methods used for the improvement of society and the establishment of righteousness among men can be truly and permanently helpful only when they are rooted in the regeneration of the individual by the saving grace of God in Jesus Christ. In the spirit of Christ, Christians should oppose racism, every form of greed, selfishness, and vice, and all forms of sexual immorality, including adultery, homosexuality, and pornography. We should work to provide for the orphaned, the needy, the abused, the aged, the helpless, and the sick. We should speak on behalf of the unborn and contend for the sanctity of all human life from conception to natural death. Every Christian should seek to bring industry, government, and society as a whole under the sway of the principles of righteousness, truth, and brotherly love. In order to promote these ends Christians should be ready to work with all men of good will in any good cause, always being careful to act in the spirit of love without compromising their loyalty to Christ and His truth.
Exodus 20:3-17; Leviticus 6:2-5; Deuteronomy 10:12; 27:17; Psalm 101:5; Micah 6:8; Zechariah 8:16; Matthew 5:13-16,43-48; 22:36-40; 25:35;Mark 1:29-34; 2:3ff.; 10:21; Luke 4:18-21; 10:27-37; 20:25; John 15:12; 17:15; Romans 12–14; 1Corinthians 5:9-10; 6:1-7; 7:20-24; 10:23-11:1; Galatians 3:26-28; Ephesians 6:5-9; Colossians 3:12-17; 1 Thessalonians 3:12; Philemon; James 1:27; 2:8.
[bookmark: xvi]XVI. Peace and War
It is the duty of Christians to seek peace with all men on principles of righteousness. In accordance with the spirit and teachings of Christ they should do all in their power to put an end to war.
The true remedy for the war spirit is the gospel of our Lord. The supreme need of the world is the acceptance of His teachings in all the affairs of men and nations, and the practical application of His law of love. Christian people throughout the world should pray for the reign of the Prince of Peace.
Isaiah 2:4; Matthew 5:9,38-48; 6:33; 26:52; Luke 22:36,38; Romans 12:18-19; 13:1-7; 14:19; Hebrews 12:14; James 4:1-2.
[bookmark: xvii]XVII. Religious Liberty
God alone is Lord of the conscience, and He has left it free from the doctrines and commandments of men which are contrary to His Word or not contained in it. Church and state should be separate. The state owes to every church protection and full freedom in the pursuit of its spiritual ends. In providing for such freedom no ecclesiastical group or denomination should be favored by the state more than others. Civil government being ordained of God; it is the duty of Christians to render loyal obedience thereto in all things not contrary to the revealed will of God. The church should not resort to the civil power to carry on its work. The gospel of Christ contemplates spiritual means alone for the pursuit of its ends. The state has no right to impose penalties for religious opinions of any kind. The state has no right to impose taxes for the support of any form of religion. A free church in a free state is the Christian ideal, and this implies the right of free and unhindered access to God on the part of all men, and the right to form and propagate opinions in the sphere of religion without interference by the civil power.
Genesis 1:27; 2:7; Matthew 6:6-7,24; 16:26; 22:21; John 8:36; Acts 4:19-20; Romans 6:1-2; 13:1-7; Galatians 5:1,13; Philippians 3:20; 1 Timothy 2:1-2; James 4:12; 1 Peter 2:12-17; 3:11-17; 4:12-19.
[bookmark: xviii]XVIII. The Family
God has ordained the family as the foundational institution of human society. It is composed of persons related to one another by marriage, blood, or adoption.
Marriage is the uniting of one man and one woman in covenant commitment for a lifetime. It is God's unique gift to reveal the union between Christ and His church and to provide for the man and the woman in marriage the framework for intimate companionship, the channel of sexual expression according to biblical standards, and the means for procreation of the human race.
The husband and wife are of equal worth before God, since both are created in God's image. The marriage relationship models the way God relates to His people. A husband is to love his wife as Christ loved the church. He has the God-given responsibility to provide for, to protect, and to lead his family. A wife is to submit herself graciously to the servant leadership of her husband even as the church willingly submits to the headship of Christ. She, being in the image of God as is her husband and thus equal to him, has the God-given responsibility to respect her husband and to serve as his helper in managing the household and nurturing the next generation.
Children, from the moment of conception, are a blessing and heritage from the Lord. Parents are to demonstrate to their children God's pattern for marriage. Parents are to teach their children spiritual and moral values and to lead them, through consistent lifestyle example and loving discipline, to make choices based on biblical truth. Children are to honor and obey their parents.
Genesis 1:26-28; 2:15-25; 3:1-20; Exodus 20:12; Deuteronomy 6:4-9; Joshua 24:15; 1 Samuel 1:26-28; Psalms 51:5; 78:1-8; 127; 128; 139:13-16;Proverbs 1:8; 5:15-20; 6:20-22; 12:4; 13:24; 14:1; 17:6; 18:22; 22:6,15; 23:13-14; 24:3; 29:15,17; 31:10-31; Ecclesiastes 4:9-12; 9:9; Malachi 2:14-16;Matthew 5:31-32; 18:2-5; 19:3-9; Mark 10:6-12; Romans 1:18-32; 1 Corinthians 7:1-16; Ephesians 5:21-33; 6:1-4; Colossians 3:18-21; 1 Timothy 5:8,14; 2 Timothy 1:3-5; Titus 2:3-5; Hebrews 13:4; 1 Peter 3:1-7.
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APPENDIX D
South Orlando Baptist Church
Worship Services: Sunday @ 11:00am
407-859-1536

Dr. David Crowe, Senior Pastor
Rick Steele, Asst. Pastor/Minister of Music
Benjamin Ellis, Pastor of Youth

Regency Christian Academy is one of several ministries for children at South Orlando Baptist Church.  Listed below are additional ministries.  For more information, please feel free to contact the church office.
--------------------------------------------------------------------------------------------
SUNDAY SCHOOL: 
The vision of the Sunday School ministry is to glorify God by working together to make disciples of Jesus Christ.  A disciple is a learner.  Sunday School is every Sunday at 9:45 a.m. and offers classes for all age group (young children, youth, college students, adults and senior adults).
--------------------------------------------------------------------------------------------
Church Soccer Club: 
This fall, we are launching a new program for children, the Church Soccer Club.  In the hour and a half that the children are with us, they will practice and play the game, along with learning bible stories.
--------------------------------------------------------------------------------------------
VBS:
Vacation Bible School is a time for games, crafts, songs, snacks and Bible stories.   It is open to all children age 4 through 5th grade.  VBS is for one week during the summer and is free of charge.  All eligible children enrolled in Regency Christian Academy will be advised of the details via newsletter at the end of the school year.
--------------------------------------------------------------------------------------------
CHILDREN’S CHOIR:
Children’s Choir is a musical program meeting on Wednesday evenings from 6:15 p.m. to 7:00 p.m. for children from Kindergarten through 5th Grade that teaches children vocal control, rhythm, music reading as well as how to have fun praising the Lord through song.
-------------------------------------------------------------------------------------------- 
SOFA (School of Fine Arts)
The School of Fine Arts offers classes to children and adults throughout the year.  Areas of study include piano, guitar, voice, flute, dance, art and many others.  SOFA’s objective is to help each student discover and expand their God-given gifts, and to use these gifts for the glory of God.  
-----------------------------------------------------------------------------------------------------------
YOUTH MINISTRY
The Youth Ministry offers dynamic Bible Study and discipleship, ministry opportunities, exciting social events, and the challenge to become a Godly leader in life for students 6th-12th grades. 
Meeting times are as follows:
· Sunday mornings from 9:45 to 10:45
· Sunday evenings (Time TBD) Night of the Arts
· Wednesday evenings from 7:00 to 8:00 for “The Well” 
--------------------------------------------------------------------------------------------
--------------------------------------------------------------------------------------------
Life University
Life University is a very integral part of South Orlando Baptist Church.  Life University’s goal is to encourage the body of Christ to grow their relationship with God, family and community.  SOBC offers free six-week classes in the following areas:  Bible Studies, Family Relationships and Fine Art Ministry. Previous Bible courses that have been offered are “Be an Encourager”, “Defending Your Faith”, and “Living Under God’s Grace”. Previous Family courses have been “Financial Peace”, “Building Strong Family Relations” and “Teen Parenting”.  Fine Arts Ministry courses have been vocal, hand bells and praise band.  If you are interested in growing your relationship with Christ, your family and your community please contact the church office at 407-859-1536 for a current list of available courses. 
--------------------------------------------------------------------------------------------
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SOBC & RCA FLOW OF AUTHORITY


    SENIOR PASTOR

                                                                                                                               ADMINISTRATOR

MUSIC AND FAMILY PASTORS

                                SCHOOL BOARD

                                      PRINCIPAL
				        ASST. PRINCIPAL/PRE-K DIRECTOR
                                                                                                                                       MIDDLE SCHOOL TEACHERS
OFFICE MANAGER              ELEM.  TEACHERS + PERM. SUBSTITUTE                PRE-K TEACHERS           
                                                                                                                                       
CHURCH SECRETARY		TEACHER AIDES + SPECIALS TEACHERS	              PRE-K AIDES	
RCA ADMIN. ASST.

                                RCA FINANCE
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Regency Christian Academy[image: knight 2010]

          A Ministry of South Orlando Baptist Church
         11513 South Orange Blossom Trail, Orlando, FL, 32837
         phone:  407-851-7270     fax:  407-859-1130
         rca@rcaschool.com     www.rcaschool.com
DOCTOR’S AUTHORIZATION FOR MEDICATION 2017-2018

According to our Accreditation regulations, we can only administer *non-prescription and *prescription medication with a Doctor’s note.  Please take this form to your Doctor so they can authorize the use of medication, and then bring the completed form to the school office, along with the Parent Authorization form. Thank you.

This order is to authorize ___________________________(parent’s name) to have Regency Christian Academy give the following medication(s) to 

_________________________________________ (name of the child).

Date ____________________________________

Doctor’s Signature __________________________________________


	Name of Medication
	Dosage
	Duration

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


*This includes but is not limited to cold medicines, cough drops, Tylenol, ointments and creams, Epi-Pens, Inhalers, etc.…*
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Appendix J
Parent/Guardians’ Statement of Support


1. We have received and read the “Statement of Doctrinal Beliefs” of Regency Christian Academy, and are willing to have our child (ren) educated in accordance with them.

2. We have received and will read a copy of the “Parent Student Handbook” (available online). The Handbook, which governs our entire school, outlines our beliefs and policies. Parents and students agree to abide by the rules and standards contained therein and will be held accountable to follow all RCA Policies and Procedures as stated in the “Parent Student Handbook.”

3. We will fully cooperate in the educational activities of Regency Christian Academy by doing our best to make Christian education effective in the lives of our children. We will accomplish this by having our child on time to school each day, emphasizing the importance of schoolwork, and teaching our child to follow the rules of student conduct and expectations.

4. We will show support for our child’s teacher and establish a relationship of trust. We will communicate clearly with the teacher all concerns about behavior, academics, etc. when our child brings home information from the classroom and follow up with appropriate consequences to support the discipline given.

5. We will require our children to support spiritual activities of Regency Christian Academy (Chapel, Scripture memory, etc.…).

6. We will volunteer for duties and responsibilities by my child’s teacher and/or the school as opportunities arise, and God provides the time and strength.

7. We will be faithful to attend, to the best of our ability, all parent functions at Regency Christian Academy.

We will pay all our financial obligations to Regency Christian Academy on or before the first of every month

Parent Signature _____________________________________ Date ____________

Appendix K- Background Screening sheet
Consent for Fingerprint Check
I hereby authorize Regency Christian Academy to receive any criminal history record information pertaining to me, which may be in the files of any Federal, State or Local criminal justice agency. I understand my fingerprint form may be provided to the other agencies in conjunction with the application process, and I consent to such disclosure.
Name (Last, First, Middle) Please Print
Home Phone:				Social Security#:			Driver’s License #:

Email                                                                                                                                                                                                               
Signature:										Date:
Privacy Act Statement
The Privacy Act Statement requires that when we ask you for information, we state our legal right to do so, why we are asking for the information, and how it will be used.  We must also tell you what could happen if you do not provide it and whether your response is voluntary, required to obtain a benefit or mandatory.  Our legal right to ask for the information is 5 USC 301, and Executive Order 9397.  We are asking for this information to investigate your back ground and determine your suitability for employment.  Disclosure of the information may be made to Federal, State and Local agencies and judicial authorities as authorized by law.  Violations of potential of law, whether civil, criminal or regulatory in nature may be reported to appropriate agencies that have the responsibility for investigating or prosecuting such violations or are charged with enforcing or implementing such laws.  Your failure to complete the pre-appointment information on this form may mean that the required information cannot be obtained to determine your suitability and/or conduct and investigation.  Without this information, a determination as to your suitability for employment cannot be made and may result in you not being considered for employment; or a determination may be made that you are unsuitable for your position.

Date of Birth (mm, dd, yyyy):				Sex:
Other Names Used, Maiden Name:
__________________________________________________________________________________________________
Race:							Eye Color:			Hair Color:
______________________________________________________________________________________________________________________________________


Height (Feet & Inches):		Weight (pounds):		Place of Birth (State, Country):
___________________________________________________________________________________________
Resident Address: ___________________________________________________________________________________
City: ________________________________	State: ___________		Zip: _____________
__________________________________________________________________________________________________
Scars, Marks, Tattoos:
Place of Employment: ________________________________________________________________________________
Address: ___________________________________________________________________________________________
City: _________________________________	State: ___________		Zip: _____________
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[image: ]VOLUNTEER ACKNOWLEDGMENT                                                            Appendix M
 
 

I attest my name is _________________________________________________ and  
                                                    (print volunteer/foster grandparent name) 
 
serve in the child care program known as _______Regency Christian Academy____________  	_____________. 
(print name of child care program) 
I serve as a (check one)  
· Volunteer – As a volunteer, I do not receive any form of payment or compensation such as money, free or reduced child care, or any other type of compensation for my time.  I also understand that as a volunteer, I must be under the constant supervision of a trained and screened staff person and may not be left alone or in charge of any group of children.  If I volunteer 10 hours or more per month, or receive some form of compensation, I understand that I must submit background screening information in accordance with section 402.3055, Florida Statutes, and complete the state mandated training requirements.
· Foster Grandparent – As a foster grandparent, I adhere to all of the Foster Grandparent Program Guidelines pursuant to Title 45, Public Welfare, Code of Federal Regulations, section 2552.75.  I also understand I must be under the constant supervision of a 
      trained and screened staff person and may not be left alone or in charge of any group of children and      complete training as outlined in the rule 65C-22.003(1)(l),  rule 65C- 22.008(4)(a)7, or rule 65C-20.009(1)(a) Florida Administrative Code 

 I attest that I have read and that I understand the foregoing. 
 
__________________________________________________                                             __________________________ 
Volunteer/Foster Grandparent Signature	 	 	                      Date 
 
	To Be Completed by the Owner/Operator/Director 

	
I attest my name is ____Dawn R.Kent_________ and I  am the Office Manager/Student Secretary of the child care program identified above. The above individual serves, under the above definition, as a volunteer/foster grandparent in this child-care program. 
 
I attest that I have read and that I understand the foregoing. 
 
_____________________________________________ 	__________________________ 
Office Manager/Student Secretary	 	 	 	Date 


 CF-FSP 5217, Volunteer Acknowledgement, July 2012, 65C-22.006(3)(c)5. and 65C-22. 008(3)(u)4d., F.A.C. 
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Appendix P
Regency Christian Academy
       A Ministry of South Orlando Baptist Church
11513 South Orange Blossom Trail, Orlando, FL, 32837
      phone: 407-851-7270 fax: 407-859-1130
      rca@rcaschool.com www.rcaschool.com

Preschool Discipline Policy
One of our three main purposes at Regency Christian Academy (RCA) is to model and train children to
become leaders of integrity through Bible-based character development. This type of training comes from
correction, shaping and strengthening the child as they learn and grow. We want our students to not only grow
physically, and educationally, but emotionally and spiritually, as well. Our goal is to partner with our parents
and families throughout the course of the year as we embark on this journey and work together for the benefit
of your child. The Bible teaches respect for authority (Colossians 3:20, Romans 13:1 and Hebrews 13:17) and
it requires discipline for children (Proverbs 13:24, Proverbs 23:13-14 and Proverbs 29:15-17).

When there is a behavior concern or disruptive behavior in the classroom, you will see:
*Praise and encouragement for appropriate behaviors.
*Modeling of appropriate behaviors.
*Conference with student/Listening to the student.
*Providing alternatives for inappropriate behavior.
*Safe Place Alternative: Time for child to calm down and regroup within the classroom.
*Calming Techniques. (Deep breaths, Blow out the Candle, Counting, etc…)
When there is a behavior concern or disruptive behavior in the classroom, you will NOT see:
*Physical punishment of any kind.
*Verbal or humiliating words to frighten the student.
*Denying any form of food, rest or toileting.

Steps in Dealing with Continued Inappropriate & Disruptive Behavior: (Suspension & Expulsion)
The center’s policy in dealing with children who have exhibited behavior harmful to themselves, other
students or teachers will be handled as follows:
I. The classroom techniques will be applied as stated above. (Praise, Modeling, Alternatives, Safe Place,
and Calming Techniques)
II. If the behavior continues an incident report will be issued and require a parent signature.
III. A conference will be scheduled and a behavior plan will be constructed with the parents and teacher
as a team in hopes to help the child with the area of concern.
III. Upon the fourth occurrence the parent will be called and the student must be picked up from the
center immediately and a one-day suspension will be issued. An incident report which will require the
director’s and the parent’s signature will be sent home as well.
IV. Fourth infraction will result in a three-day suspension from school. A behavior modification plan
must be revisited again, and a visit from the school guidance counselor must occur if it has not already
happened. Additional specialists or screenings may be utilized.
V. If the action plan and all other methods above have been applied and the behavior continues then the
child will be expelled from the center.

Discipline, Suspension, Expulsion & Dismissal Policy                                    Last Updated: 6/23/17 (Continued on other side)

All efforts will be made to refer students and parents to different resources which will assist with issues that
arise with inappropriate behavior; our main concern is for the safety of all individuals within the center. It is
with this thought in mind we must take a firm stand against any behavior that threatens the safety of the
individual, other students, and staff members.

Dismissal:
Regency Christian Academy reserves the right, at its discretion, to dismiss (terminate the enrollment of) a
student for reasons outside of student behavioral issues. We will strive to provide 48 hours notice concerning
the dismissal of a student, however, this notice is not guaranteed.
Reasons for dismissal/termination include, but are not limited to:
*Failure of the family to pay fees as due and outlined on the enrollment contract and financial
agreement.
*Failure of the family to provide the requited documents for the students file including a copy of the
child’s Birth Certificate as well as original and current Florida Certificate Immunization (HRS Form
680) or Student Health Examination (HRS-H From 3040).
*Failure of a student or parent to abide by the guidelines of RCA as outlined in the enrollment
paperwork and this Handbook.
*In a social media venue, stating continued negativity about the staff.
*Continuing Gossip.
*Requiring special education services which RCA cannot provide.



I, __________________________________________, parent of ___________________________________
(print parent’s name)                                                                                 (print child’s name)
have received Regency Christian Academy’s Preschool Discipline Policy as stated on the reverse side of this
paper.
_____________________________________________ ____________________
Parent Signature                                                                 Date






















Discipline, Suspension, Expulsion & Dismissal Policy                                         Last Updated: 6/23/17 (Continued on other side)
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Florida’s Office of

) EARLY LEARNING
v The early learning leaders STATE OF FLORIDA
: VOLUNTARY PREKINDERGARTEN
_ EDUCATION PROGRAM
Child Attendance and
: Parental Choice Certificate
""Tléms T . (LONG FORM) _ . s
Sechon 1. Student’s last name First name Middle name Jr./Sr/lll | 2. Student's date of birth
Wil be
&‘V;;. 3. Name of provider or school 4. VPK class
5. Attendance month 6. Year 7. Student’s attendance is:
[ Entered below
] See attached document
This =7
Sgd-n‘on
o = [ O = O O O
g‘%ﬁ'ﬂﬂ' O O O O O | O
A\l - T
based J : ﬁ| '
on O O O O | O |
Sieets O O O O O m] O
]
?:u:%* | O | | ] ] O
|
bores, O O = Days attended
PARENTAL CERTIFICATION
I swear (or affirm) that my child (whose name appears above in ifem 1) attended the
Voluntary Prekindergarten Education Program on the days entered above, or included
in the documentation attached to this form, and certify that | continue to choose the
provider or school (whose name appears above in item 3) to deliver the program for my child
and direct that program funds be paid to the provider or school for my child.
PRlNT 8. Last name of parent or guardian First name Middle name Jr./sr.Alt
FuLl. NAME -7 ‘
SioN 9. Signature of parent or guardian 10. Date signed
FuLL NAME—7 ’

NOTICE TO PRIVATE PROVIDER OR PUBLIC SCHOOL: A private provider or public school must keep this
originat signed form for at least 2 years. A private provider must permit the early learning coalition, and a public
school must permit the school district, to inspect this original signed form during normal business hours. If required
by the early learning coalition, a signed copy of this certificate must be forwarded to the coalition or a qualified
contractor acting on behaif of the coalition.

Form
OEL-VPK 03L
(02/14/2007)
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Influenza (“the flu*) is caused by a virus which
infects the nose, throat, and lungs. According to

the US Center for Disease Control and Prevention
{CDC), the fiu is more dangerous than the common
cold for children. Unlike the common cold, the

flu can cause severe illness and life threatening
complications in many people. Children under 5 who
have the flu commonly need medical care. Severe flu
complications are most common in children younger
than 2 years old. Flu season can begin as early as
October and last as late as May.

—a—

Most people with the flu feel tired and have fever,
headache, dry cough, sore throat, runny or stuffy
nose, and sore muscles. Some people, especially
children, may also have stomach problems and
diarrhea. Because the flu and colds have similar
symptoms, it can be difficultto tell the difference
between them based on symptoms alone. In
general, the flu is worse than the common cold,
and symptoms such as fever, body aches, extreme
tiredness, and dry cough are more common and
intense. People with colds are more likely to have a
runny or stuffy nose. Colds generally do not result
in serious health problems, such as pneumonia,
bacterial infections, or hospitalizations.

For additional information, please visit

www.myflorida.com/childcare or contact your

local licensing office below:

Palm Beach County Health Department
Childcare Licensing Office

P.0.Box 29

800 Clematis St. 4th Floor

West Palm Beach, FL 33402

(561) 837-5900

www.pbchd.com

CE/PL 175-70, June 2009

This brochure was created by the Department of Children and
Families in consultation with the Department of Health.

VIRUS

NZA

-
=

INFLU
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During the 2009 legislative session, a
new law was passed that requires child
care facilities, family day care homes
and large family child care homes
provide parents with information
detailing the causes, symptoms, and
transmission of the influenza virus

(the flu) every year during August and
September.

My signature below verifies receipt of the

brochure on Influenza Virus, The Flu, A
Guide to Parents:

Name:
Child’'s Name:

Date Received:

Signature:

Please complete and return this portion of
the brochure to your child care provider, in
order for them to maintain it in their records.

What should I do if my child

gets sick?

Consult your doctor and make sure your child gets
plenty of rest and drinks a lot of fluids. Never give
aspirin or medicine that has aspirin in it to children
or teenagers who may have the flu.

. CALL OR TAKE YOUR CHILD TO A

DOCTOR RIGHT AWAY IF YOUR CHILD:

» Has a high fever or fever that lasts a long time I

» Has trouble breathing or breathes fast

» Has skin that looks blue

* Is not drinking enough

» Seems confused, will not wake up, does not
want to be held, or has seizures (uncontrolled
shaking)

+ Gets better but then worse again

» Has other conditions (like heart or lung
disease, diabetes) that get worse

.....

How can | protect my child

from the flu?

A flu vaccine is the best way to protect against
the flu. Because the flu virus changes year

to year, annual vaccination against the flu is
recommended. The CDC recommends that all
children from the ages of 6 months up to their
19th birthday receive a flu vaccine every fall or
winter (children receiving a vaccine for the first
time require two doses). You also can protect
your child by receiving a flu vaccine yourself.

What can | do to prevent the

spread of germs?
The main way that the flu spreads is in respiratory
droplets from coughing and sneezing. This can
happen when droplets from a cough or sneeze of an
infected person are propelled through the air and
infect someone nearby. Though much less frequent,
the flu may also spread through indirect contact with
contaminated hands and articles soiled with nose and
throat secretions. To prevent the spread of germs:

» Wash hands often with soap

and water.

» Cover mouth/nose during
coughs and sneezes. If
you don't have a tissue,
cough or sneeze into your
upper sleeve, not your
hands.

 Limit contact with people
who show signs of illness.

» Keep hands away from the
face. Germs are often
spread when a person
touches something that is I
contaminated with germs
and then touches his or

N l
.'rr
her eyes, nose, or mouth.

@ /
J
When should my child

stay home from child care?

A person may be contagious and able to spread

the virus from 1 day before showing symptoms

to up to 5 days after getting sick. The time frame
could be longer in children and in people who don't
fight disease well (people with weakened immune
systems). When sick, your child should stay at home
to rest and to avoid giving the flu to other children and
should not return to child care or other group setting
until his or her temperature has been normal and has
been sign and symptom free for a period of 24 hours.

-

For additional helpful information about the dangers of the flu and how to protect
your child, visit: http://www.cdc.gov/flu/ or http:/www.immunizeflorida.org/






What is the influenza (flu) virus?
Influenza (“the flu”) is caused by a virus which
infects the nose, throat, and lungs. According to

the US Center for Disease Control and Prevention
(CDC), the flu is more dangerous than the common
cold for children. Unlike the common cold, the

flu can cause severe illness and life threatening
complications in many people. Children under 5 who
have the flu commonly need medical care. Severe flu
complications are most common in children younger
than 2 years old. Flu season can begin as early as
October and last as late as May.

How can | tell if my child has a cold,

or the flu?

Most people with the flu feel tired and have fever,
headache, dry cough, sore throat, runny or stuffy
nose, and sore muscles. Some people, especially
children, may also have stomach problems and
diarrhea. Because the flu and colds have similar
symptomes, it can be difficult to tell the difference
between them based on symptoms alone. In
general, the flu is worse than the common cold,
and symptoms such as fever, body aches, extreme
tiredness, and dry cough are more common and
intense. People with colds are more likely to have a
runny or stuffy nose. Colds generally do not result
in serious health problems, such as pneumonia,
bacterial infections, or hospitalizations.

Florica Department of
Children & Families

For additional information, please visit
www.myflorida.com/childcare or contact your
local licensing office below:

Palm Beach County Health Department
Childcare Licensing Office

P.O. Box 29

800 Clematis St., 4th Floor

West Palm Beach, FL 33402

(561) 837-5900

www.pbchd.com

CF/PI 175-70, June 2009

This brochure was created by the Department of Children and
Families in consultation with the Department of Health.
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A Guide
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HEALTH FLORIDA CERTIFICATION OF IMMUNIZATION
Legal Authority: Sections 1003.22, 402,305, 402.313, Florida Statutes; Rule 64D-3.046, Florida Administrative Code

LAST NAME FIRST NAME mi DOPAMM/DDIYYYY)
PARENT OR GUARDIAN CHILD’S $S# (Optional) §'&\TE IMWTIO)&)#

Directions:

»  Enter all appropriate doses and dates below.

«  Sign and date appropriate certificate (A, B, or C) on form.

= For additional information: See Immunization-Guidelines—Florida Schools,
information and instructions on form completion and immunhization requiremen{s. ‘Guideles are available
www.ImmunizeFlorida.org/schoolguide. pdf.

VACCINE DOE Dose1 Dose 2 - yDose 3 ose §
CODE MM/DD/YYYY .. MM/DD/YYYY MM/DD/YY MM/DD/YYYY

DTaP/DTP A S d 2N

DT B -

Tdap P

Td Q

Polio D

Hib E

MMR  (Combined) F~

{Separate) G, H

I

Hepatitis B

Varicella

Varicella Disease

PneumoConjugate

Select appropriate box(es

Certificate,

Part A-Zomple

[0 DOE Coe€1

O poE dode 8

| hafe reviey

atteRdance, as documented abdye.
Tempd i

Part B-Teffiptral

ry
[T1 DOE Code 2 (For
immunizations in PaaA) Invgiid without expiration date.
| certify that the aDgye nam#d child has received the immunizations documented above and has commenced a schedule to complete the
required immunizatiog,Additional immunizations are not medically indicated at this time.

Permanent Medical Exemption
Part C-Permanent

For medically contraindicated immunizations, list each vaccine and state valid clinical reasoning or evidence for exemption.)
DOE Caode 3
t certify the physical condition of this child is such that immunizations as indicated in Part C above are medically contraindicated.

Physician or Clinic Name: Physician or

Authorized Signature:

Issued by:
Date:

DH 680 07/2010
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Flori
fenda STATE OF FLORIDA
School Entry Health Exam

To Parent/Guardian: Please complete and sign Part [ — Child’s Medical History.
State law for school entry requires a health examination by a legally qualified professional. Additional requirements may be determined
by local school districts.

(Please Print)

Name of Child (Last, First, Middle) Birth Date Sex
Address (Street) School Grade
City and ZIP Code Home Telephone Number Parent/Guardian (Last, First, Middle)

PART I— CHILD’S MEDICAL HISTORY

To Parent/Guardian: Please check answers to questions 1 through 8 below in the column on the left.
(Please explain any “Yes” answers in the space provided below.)

1. Yes L] No [] Any concerns about general health (eating and sleeping habits, weight, etc.)?

2. Yes ] No [] Any other specific illness or social/emotional or behavioral problems?

3. Yes [] No [] Any allergies (food, insects, medication, etc.)?

4. Yes [] No ] Any prescription medication (daily or occasionally)?

5. Yes [] No [] Any problems with vision, hearing, or speech (glasses, contacts, ear tubes, hearing aids)?
6. Yes [] No [] Any hospitalization, operation, or major illness (specify problem)?

7. Yes [] No [] Any significant injury or accident (specify problem)?

8. Yes [] No [] Would you like to discuss anything about your child’s health with a school nurse?

To Parent/Guardian: Please explain any “Yes” answers from above.

I am the parent/guardian of the child named above. I give permission for the information on PARTS I and II of this form
provided about my child to be reviewed and utilized only by the staff of this school and any school health personnel providing
school health services in the district for the limited purpose of meeting my child's health and educational needs.

£

Signature of Parent/Guardian Date

Partnership for School Readiness Recommendations for Prekindergarten and Kindergarten

To Parent/Guardian: Please obtain the services listed below in order to find any problems. Please work with your health care provider to
correct or treat any problems that may reduce your child’s ability to learn in school. (These services are recommended but not required.)

1. Comprehensive Vision Examination (3-5 years of age) Please describe any corrective action for any problems detected and
Date of Exam: any accommodations required.
Results of Exam:

Health Care Provider:
(check one) Optometrist (]  Ophthalmologist []
2. Comprehensive Dental Examination Please describe any corrective action for any problems detected and
Date of Exam: any accommodations required.

Results of Exam:

Dentist:
3. Hearing Screening Please describe any corrective action for any problems detected and
Date of Exam: any accommodations required.

Results of Exam:

Health Care Provider:

DH3040-CHP-07/2013
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School Entry Health Exam
Page 2 of 2
Name of Child (Last, First, Middle) Birth Date
PART Il — MEDICAL EVALUATION
To be completed and signed by the Health Care Provider ONLY:
The child named above has had a complete history and physical exam on the following date:
(Exam must be within one year of enrollment) Month Day Year
Screening Results:
Height: Weight: BM1%: B/P: Het/Hgb: Lead: Urinalysis:
Vision - Without Glasses | Right 20/ Left 20/ Passed E Hearing —Right | Passed [] Failed[] Referred []
Failed
Vision - With Glasses Right 20/ Left 20/ Referred [ Hearing — Left Passed [ ] Failed[] Referred [
Gross dental (teeth and gums) [ ] Normal [l Abnormal Refer/Tx:
Head/scalp/skin ] Normal 1 Abnormal Refer/Tx:
Eyes/Ears/Nose/Throat [J Normal [ Abnormal Refer/Tx:
Chest/Lungs/Heart [J Normal [] Abnormal Refer/Tx:
Abdomen [] Normal [ Abnormal Refer/Tx:
Postural assessment ] Normal [ Abnormal Refer/Tx:

TB risk assessment done

O  (Please review Targeted Testing Guidelines listed below.)

This child has the following problems that may impact the educational experience:

[ vision O Hearing

Specify:

[ Speech/Language

O Physical

[ Social/Behavioral [ Cognitive

[ This child has a health condition that may require emergency action at school, e.g. seizures, allergies. Specify below.
(This form will be stored in the child’s Cumulative Health Folder and may be accessed by both school and health personnel.)

Recommendations (Attach additional sheet if necessary):

(Please Check One)

[ This child may participate fully in school activities including physical education.
[ This child may participate in school activities including physical education with the following restriction/adaptation.
(Specify reason and restriction)

Signature/Title of Health Care Provider

Address (Please print or stamp)

g

Name (Please print or stamp)

Tuberculosis Infection Risk:

Active TB Disease Risk:

Tuberculosis Targeted Testing Guidelines for Health Care Providers

Review the following risks and administer a Mantowx TB skin test if child is in one or more categories. The TB test is administered confidentially as
part of the health examination. Do not record administration of any TB test or related information on this forn..
e Recent immigrant (< 5 years), frequent visitor to TB endemic areas
e Close contact to active TB case
»  Frequent contact with adults at high-risk for disease, HIV+, homeless, incarcerated, illicit drug user
®  HIV+ or have other medical conditions that increase the risk to progress from infection to disease, ¢.g., chronic renal failure,
diabetes, hematologic or any other malignancy, weight loss > 10% of ideal body weight, on immunosuppressive medications

®  Does the child exhibit signs/symptoms of tuberculosis (e.g. cough for three weeks or longer, weight loss, loss of appetite)?
e Ifsymptoms are present, work-up or refer for TB disease evaluation.

DH3040-CHP-07/2013
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