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SECTION I – ACADEMIC INFORMATION  
 

ACADEMIC AWARDS  

 

Eagle Awards: 

Each year teachers nominate and decide upon one student from Pre-Grammar: PreK & K, one student from 

Grammar School: 1st-4th grades, one student from Logic School: 5th-8th grades, and one student from Rhetoric 

School, 9th-12th grades, for the following character awards: 

Service Award – given for outstanding, consistent, compassionate service on and/or off campus. 

Academic Excellence – given for exemplary pursuit of wisdom individually and in groups. 

Christian Character – given for pursuit of Godliness and maintenance of Christian ethics. 

 

End of Year Awards Ceremony: 

This awards program is for students PreK through 12th grades and is held Thursday morning of the last week of 

school. Perfect attendance, honor roll for the year, special competitive achievements, and the above Eagle 

awards are presented at this ceremony. 

 

Honor Roll: 

Students who make the A and A/B honor roll for the nine weeks are typically recognized in Chapel after Report 

Cards are sent home at the end of each nine weeks. Students who receive A and A/B honor roll for the year are 

recognized at the awards ceremony that takes place the last day of school.  

 

Honor roll for the quarter*: “A” honor roll – Awarded to Grammar and Logic students (1st-8th grade) 

who maintain a grade average that does not drop below 90% for each CORE subject.   

Rhetoric students (9th-12th grade) must maintain the 90% for ALL courses taken.    

 
“A/B” honor roll – Awarded to Grammar and Logic students (1st-8th grade) who maintain a 

grade average that does not drop below 80% for each CORE subject.  

Rhetoric students (9th-12th grade) must maintain the 80% for ALL courses taken. 

 
*Students must be enrolled at the Academy for at least five weeks of the quarter.  

 
Honor roll for the Year: The same academic requirements that apply for quarter honor roll as above, 

applies for the year honor roll. Students must be enrolled at the Academy for all four quarters of the 

year.  

 

Note: Students with unsatisfactory conduct (16+ demerits) may not receive honor roll recognition.  

 

Valedictorian/Salutatorian Honors: 
To qualify for this academic achievement, a student must meet the following qualifications:  

 Attend the Academy as a full time student for the full school year for both 11th and 12th grades  

 Have the highest and second highest GPA in their graduating class  

 Final grade averages will be based upon grades from 9th through 12th grade at the Academy 

 Have 15 or less demerits for each year, 9th-12th grade.  

 Must maintain satisfactory conduct assessment  

 Must be present at least 90% of the school year  
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ACADEMIC PROBATION 

 

Any student whose overall grade average falls below 75 for any given semester will be placed on academic 

probation for the next semester.  Individual conditions for each student will be set after a conference with 

the teacher and parents. The Academy may refuse continued enrollment to a student if these conditions 

have not been met during the probationary period. Should the students overall average not improve to 

above a 75 in the next semester they can be removed from enrollment at the Academy. 

 

All incoming students are on academic probation for their first semester. This is to insure a smooth 

transition into the Academy environment.  Academic performance is reviewed informally during the 

course of the probationary period by the Administrative Director. Formal notification is only made at the 

end of the probationary period should an action plan need to be put in place. 

 

FINAL EXAM POLICY 

 

Seventh through Twelfth grade students take Semester Exams.  These students may exempt up to two exams a 

semester if they meet the following criteria in the class they are requesting the exemption: 

 (1) Have at least a 90 average  

 (2) Have no unexcused absences  

 (3) Have no more than 16 demerits  

 (4) Did not exempt the final in that class in the 1st semester with the exception of seniors who may exempt  

  all of their 2nd semester classes if they meet the previously listed criteria. Humanities counts as 2 exemptions.   

  Seniors may not exempt the Rhetoric second semester final as that final is a required part of the senior thesis 

(a requirement for graduation). 

 

GRADUATION PROGRAMS  

 

The night of the last day of school, the kindergarten students participate in a graduation ceremony with caps and 

gowns and receive diplomas.  A reception follows, and family members and guests are invited to attend.  

 
On the Saturday morning following the last day of school, the 12th graders will participate in a graduation 

ceremony. The Academy will provide a cap, gown, and tassel to be worn. The Academy stole may only be worn 

by full time graduating students. Part time seniors are welcome to participate in this ceremony. Part time 

students will need to provide their own diploma.  

 

GRADING SYSTEM  

 

Grades are the record of the student's achievement in school and their importance is obvious.  A grade in a 

course of study represents the teacher’s best judgment of a student’s academic achievement. Various 

components make up a student’s report card grade such as: class participation, projects, reports, homework 

assignments, tests, quizzes, etc. and will be assigned different weights by individual teachers. The grade 

assigned represents a student’s achievement in relationship to the expectation of the teacher.    

 

Core Subjects:  
In grades 1st - 6th, students receive grades in core subjects and most enrichment classes.  Core subjects, 

depending on the grade level, include the following:  Bible, history, humanities, language, math, penmanship, 

reading, science, and spelling.  Only the grades of the core subjects are used to determine honor roll status. In 

the Logic and Rhetoric Schools, students receive grades in core subjects and “elective” classes.  Grades from 

all Logic and Rhetoric Schools classes are used to determine honor roll status.  
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Conduct Assessment:  
Students will receive markings for conduct or citizenship for each nine-week grading period using the 

following scale: E – Excellent, S – Satisfactory, N – Needs Improvement, U - Unsatisfactory  

 

Grading Scales:  
For grades 1st – 12th, a numeric system based on percentages will be used. Percentages range from 0 to 100%. 

No student can receive a score greater than 100% on progress reports or report cards.  

A - 100–90, B - 89-80, C - 79-75, D - 74-70, F - 69 & below  

For students in Pre-K and Kindergarten, their academic achievement will be recorded using a performance 

based scale as follows, depending on the quarter and the area of evaluation:  

E – Excellent, S – Satisfactory, N - Needs Improvement, U - Unsatisfactory  

 

HELPS CLASS/TUTORING  

 

Beginning in 3rd grade, teachers will schedule a 30 minute helps class one day a week before or after school. 

Students who are failing a subject or need extra help on a particular topic may attend. Students must let the 

teachers know in advance that they will attend the class, and parents are responsible to bring them and pick 

them up on time.  If the parent does not pick up the student on time after school, the teacher will check the 

student in to extended care.  

 

Some Academy teachers are available for private tutoring with individual students for a professional fee.  

Tutoring is generally one or two times a week for 30 minutes to an hour.     

 

HOMEWORK  

 

Purposes:  
1. For reinforcement:  We believe that most students require adequate review to master material essential 

        to their educational process.  

2. For practice: Following classroom explanation, illustration, and review of new work, homework is  

        given so that the material will be mastered.  

3. For remedial activity: As instruction progresses, various weak points in a student’s grasp of a subject  

        become evident.  Homework following instruction is given to overcome such difficulties.  

4. For special projects: Book reports, compositions, special research assignments, science and humanities 

projects are some of the activities that are frequently assigned as homework.  

 

Student Responsibilities:  

1. It is the student’s responsibility to complete the assigned homework.  In order to accomplish this task,  

the student must learn to plan and budget the necessary study time. Students in 3rd grade and up are  

issued a school planner to help them keep up with their homework assignments. 

2. It is the student’s responsibility to seek additional clarification and assistance from the teacher as soon 

as the need for such assistance is realized.  The assignment of homework helps the student understand 

that learning is not just a classroom activity. It also encourages discussion between the student and 

his/her parent(s). 

 

Some homework is graded; some is not, depending on the type of assignment and the teacher’s instructions. 

The teachers will give written assignments that the students copy into their planners.  The student must take 

the initiative and responsibility for being certain that he understands and completes these assignments in the 

time prescribed.  Students may have points taken off, receive no credit, or receive a homework offense, 

depending on the grade and nature of the assignment for work that is incomplete or incorrect. The work may 

need to be done again. 
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Extra credit work or bonus points may be assigned by a teacher in order to challenge/assist diligent students. 

Extra credit work will not be given to allow a student to obtain a passing grade when he/she has made little or 

no effort to complete normal assignments.  

 

MAKE-UP ASSIGNMENTS  

 

Students will be permitted to make up work missed due to an excused absence. Immediately upon returning to 

school, the student is responsible for asking the teacher for the necessary make-up work. Tests must be 

scheduled for the student to complete at a time when the testing does not interfere with the teaching of other 

students or the teacher’s conference time; therefore, the student may need to come before or after school. Any 

work assigned before the absence is due on the day the student returns. Students are allowed one to two days for 

each day absent to complete the work; however, the completion period cannot exceed two weeks. 

Scheduled assignments/tests are due on the day the student returns to class unless a previous arrangement has 

been made with the teacher.  Students will be required to complete make-up work missed due to an 

unexcused absence; however, a zero grade will be assigned.  The student must complete the work missed, 

so the student will not fall behind in his studies.  Absences are considered unexcused if a note has not been 

turned in.  

 

If a parent calls for make-up work by 10:00 a.m., the work may be picked up in the office no earlier than 3 p.m. 

or may be sent home with a sibling or friend.  If the work is sent home, the student should finish the work for 

the next day.  

 

PROMOTION/RETENTION  

 

A student must have a final average score of 70% or greater in all core subjects (math, science, Bible, language 

arts, history) to promote to the next grade level.  The Humanities course is two classes: English and History. 

Students must be present at least 90% of the school year to be promoted.  

Grammar and Logic Schools:  
If a student is failing in one or two core subjects, the student must receive summer tutoring from a degreed 

teacher using the Academy’s curriculum.  Based upon the progress and evaluation after tutoring, it will be 

determined if the student is able to advance. If a student’s final average is failing in three or more subjects, the 

student must repeat the entire grade level.  

Rhetoric School: 

Grade level promotion is in accordance with the number of credits earned (<6 – Freshman, 6-10 – Sophomore, 

11-15 Junior, >15 Senior).  If a student’s final grade is not passing, that student will be required to attend 

summer school for credit recovery. Decisions regarding summer school encompassing entire course or just the 

semester failed will be made by the Administration. 

Cumulative GPA is calculated each semester. In order to be eligible for graduation, a student must 

maintain a minimum cumulative GPA of 2.0. 

All 9th-12th grade students are required to be enrolled in a Bible class each year they are enrolled at ORCA 

regardless of credit standing as it is at the heart of who we are as a Christian school. 
 

REPORT CARDS  

 

Formal report cards will be issued every quarter.  A mandatory parent-teacher conference is scheduled after 

the first nine weeks.  Mid-quarter progress reports will be issued after the 4th week of each quarter. These 

reports serve as a warning signal that corrective action may be needed immediately and cannot wait until the 

next quarterly report.  However, it must be realized that unsatisfactory work may develop after that and no 

progress report will express this condition.  
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STANDARIZED TESTING 

 

Each spring we will evaluate how we are doing as a school and track the progression of our students by 

administering the following standardized test to the following grade levels: 

Kindergarten – Terra Nova 

1st-9th – CTP-4 

10th PLAN ACT 

11th – PSAT 

11th & 12th - take the ACT and SAT on their own. 

 

STUDENT RECORDS POLICY  

 

The student records are the property of the Academy.  The Academy administration has discretion regarding 

the content of the records. The parents must have paid all school fees and tuition due before school records will 

be released.  

 

TEXTBOOKS  

 

If textbooks are consumable, students may write in and/or highlight the material for studying.  Since the 

textbooks become part of the student’s personal library, the student is encouraged to keep them in good 

condition. Doodling is not permitted, and each student should use his/her own textbook.  Textbooks which are 

non-consumable are school property and may not be marked in.  Any damages to the books will be charged to 

the student’s account.  At the end of the year, or whenever a student withdraws from the Academy, the 

condition of books will be evaluated and replacement costs of damaged or lost books will be assessed.   

 

TRANSCRIPTS 

 
Transcripts are available for 9th-12th grade students with one week’s request and at graduation. Part time 

students will receive transcripts from the Academy containing only the classes that they completed here at the 

Academy. Part time student’s families will be responsible to create their own transcript that contains courses 

completed outside of the Academy.   
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SECTION II – DISCIPLINE POLICY  
 

Discipline should be viewed as “disciplining” a student to emulate the character of Christ.  Biblical discipline, 

as implemented by the school, is done in the admonition of the Lord and love for the student, so that 

righteousness will be fostered in the students of Oak Ridge Christian Academy. 

 

While the discipline of the student is ultimately the parents’ responsibility, parents and teachers must fully 

cooperate with one another. Anything said or done which tears down respect and confidence for either will 

harm the relationship and could undermine the common goal. Mutual understanding can be gained by 

conferring with and praying for one another.  When possible, both parents are encouraged to attend all 

disciplinary conferences with the teacher and/or Headmaster. 

 

The disciplinary policies of Oak Ridge Christian Academy have been designed to promote order and 

responsible behavior on the part of each student, as well as foster an atmosphere conducive to learning. 

Students are trained to understand the importance of respecting authority and submitting to those in authority 

over them. The behavior of the student is to be consistent with the level of his/her expected maturity.  Respect 

must be shown at all times for all school personnel, as well as all parents and visitors. Teachers and 

administrators will have complete authority at all times during the school day, in or out of the classroom, on the 

campus and at school functions.  Students who do not cooperate with any teacher in carrying out instructions, 

or who fail to display respect for those in authority, will be subject to disciplinary action.   

 

It is also understood that when students are admitted to Oak Ridge Christian Academy, they become identified 

with the school, and the school is judged by the students’ conduct.  As the Academy seeks to produce 

responsible citizens and ambassadors for Christ, it is expected that student conduct will reflect favorably on the 

students themselves and on the school at all times, on and off campus.  Therefore, the authority of the school 

with respect to student conduct must extend to any occurrence that reflects adversely on the good name or 

reputation of Oak Ridge Christian Academy.  The conduct of the students should be exemplary both on and off 

the campus and can be met with disciplinary action. Exposure to movies, music, television, and literature 

should be carefully chosen and supervised by the parents, in accordance with Philippians 4:8. 

 

NOTE: Parents are an integral part of our school and their presence is always welcome. When parents are on 

the school campus or chaperoning an event, their presence and “extra eyes” are helpful to teachers. However, 

anytime a discipline issue arises, it is the teacher or administration’s responsibility to take corrective action.  A 

warning from a parent is encouraged; however, if the student does not respond, then a teacher or the 

administration should be notified immediately.  A parent should never grab or verbally reprimand a 

student. A parent should never take a student aside to counsel or talk with them about their behavior or 

relationships with other students. This is the responsibility of the Academy Administration and Faculty. 

 

BEHAVIORAL EXPECTATIONS 

 

Students are encouraged to Love God with all their heart, mind, soul, and strength and their neighbors as 

themselves (Matt 22:36-40). The whole law is fulfilled in this!  Students are taught to obey out of love for God 

(1) without delay (2) all the way (3) every day (4) in the right way! 

 
Students are told to maintain their The Academy Manners: 

As an the Academy student he/she is to be (1) Orderly (2) Respectful (3) Courteous (4) Attentive 

 

The following are a sample of the behavior expected of Academy students:  

1. Walk in the buildings for their safety and the safety of others.  

2. Refrain from chewing gum. 

3. Listen carefully and quietly in classes and assemblies.  
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4. Be on time to class.  

5. Help keep our school campus neat and clean by picking up trash.  

6. Always wear school uniforms neatly, according to Dress Code guidelines.  

7. Respect school property and the property of other students.  

8. Leave CD’s, CD players, i Pod’s, radios, toys, electronic games, and other items at home.  

9. Eat in designated areas only.  

10. Have no public display of affection between female and male students.  

11. Speak respectfully to all adults and stand when adults enter the classroom.  

12. Always be respectful to other students.  

13. Always be honest and helpful.  

14. Always ask questions if not sure what to do.  

 

Students of the Academy are expected at all times, whether they are under the school’s supervision or not, to 

refrain from cheating, swearing, smoking, gambling, stealing, drinking alcoholic beverages, contributing to or 

participating in sexual immorality, any type of drug use, and any other activity that is detrimental to the student 

or others.  

 

CLASSROOM DISCIPLINE 

 
Teachers will generally be responsible for the conduct of the students throughout the school day. Students 

should expect to be corrected by a teacher whenever they break a rule or commit a deliberate or thoughtless act. 

Teachers may use non-verbal warnings such as a “look” or shake of the head, standing beside the desk, etc., or 

a verbal reminder.  In addition, the teacher or Headmaster may counsel with the student. Parents may be 

contacted by note, warning slip, discipline chart, or phone calls to enlist their help in correcting the behavior of 

the child.  Students who do not obey the rules or exhibit respect to others may incur disciplinary action. 

Disciplinary actions are implemented according to the discipline system of the different age levels.    

 

PreK and K – Parents receive a daily notification of the child’s behavior in the form of color stamps 

(green, yellow, or red).  Should disruptive or disrespectful behavior persist, a visit to the office may be 

necessary.  The intent is to correct the action(s) of the student.  The parents will be contacted and a 

conference with the Headmaster may be scheduled after 5 visits to the office. Should the behavior 

continue after 10 office visits, the student may have 1 day out of school suspension. After 15 office 

visits the student may be dismissed from the school. 

Grammar School (1st – 4th grade) – Students can receive up to three marks in one day, each coming 

with increased disciplinary consequence (1st – complete 3 laps at recess, 2nd – complete 3 more laps at 

recess & lunch detention, 3rd – 3 more laps at recess and demerit).   

Logic & Rhetoric Students (5th – 12th grade) – The student may receive demerits for irresponsibility 

or violations of classroom rules.  Parents receive notification when the demerit slips are sent home. 

 

DEMERITS 

 
Students may be assigned demerits according to the type of infraction of school rules.  Excessive demerits will 

result in loss of privileges or possible expulsion from the school. Demerits will accumulate on a yearly basis.   

 

Minor Infractions (1 - 2 demerits per occurrence)  
st-4th grade:  Receiving 3 marks in one day 

 

-violent) behavior  

 

 behavior) 
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Major Infractions (3 - 5 or more demerits)  

 

 

 

 

leadership 

 

 

 

 

 

 

 

- plus restitution 

- plus restitution 
 

Severe Infractions (6+ demerits) 

(on or off campus) 

, illegal drugs or smoking (on or off campus) 

 brought to school 

 (on or off campus) 
 

For minor or major infractions not specifically listed, corrective action will be determined by the 

Administration.  
 

1 - 5 Demerits:  The parent/guardian receives notification of the student’s behavior and the number of 

demerits issued. The student may receive counseling from the teacher and/or Administrative Director or a 

written assignment relative to the infraction for which the demerits were issued.    

6 - 15 Demerits:  The student will receive counseling from the Administrative Director.  The intent is to 

correct the action(s) of the student.  The parents will be contacted and a conference with the Administrative 

Director may be scheduled. Additional consequences include after-school detentions. 

16 - 20 Demerits:  Additional consequences include being placed on probation that disqualifies the student 

from participating in class/school wide field trips, events, ACSI competitions, school clubs, and sports at the 

discretion of the administration.  Students may be barred from field trips and 7th – 12th grade may be barred 

from attending the end of the year trip.  Students may also be disqualified from receiving any academic award, 

including honor roll.  The Administration may also place the student on probation for the first quarter of the 

following year.  

21 - 25 Demerits:  Additional consequences may include 1 to 3 day in-school suspensions. 

26 - 30 Demerits:  Additional consequences may include 1 to 3 day out-of-school suspensions.  

> 30 Demerits:  The student may be expelled from the Academy on the decision of the Headmaster.  
 

The student must have their parents sign the demerit notification and the student must return the 

notification the next day signifying ownership and responsibility of their actions. Slips not returned will 

result in detention. 
 

OTHER DISCIPLINARY ACTIONS  
 

After School Detention 

After school detention is for students receiving 6 or more demerits.  Seventh-Twelfth grade students are also 

assigned detention for excessive between-class tardies.  Detentions are assigned for 45 minutes after school.  

Students are assigned the detention at least one day in advance so parents can be notified.  Students receiving 

detention will do additional work (school service) at the detention supervisor’s discretion. 
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Dress Code Violations 

Students will be allowed three warning notices for not complying with dress code to ensure an understanding of 

the guidelines. Should the student still violate dress code guidelines after 3 warnings Pre-Grammar and 

Grammar will be issued a classroom mark and Logic and Rhetoric students will be issued a demerit for dress 

code violations. 

 

In-School Suspension 

In-school suspension can be used in situations where a student is not responding to corrective action. The 

student is placed in a room close to the office and required to complete school assignments given by the teacher 

with the oversight of the Administration.  The student is not permitted to participate in any co-curricular 

classes or have lunch with his/her class.  

 

Time Out, Recess Detention, Lunch Detention 

Students may have to sit out five to twenty minutes depending on the level of the offense and the child’s age. 

Lunch detention is for the duration of the lunch period.  The student sits away from his class and may not visit 

with adults or other children.  

 

Written Assignments 

Written assignments may be made in addition to or in place of demerits, depending on the nature of the offense 

and the past behavior of the student.  Students maybe asked to look up Scriptures and explain the applicable 

principles based on the nature of the offense.  

 

Note: The Administrative Director will generally be responsible for handling major offenses.  Minor offenses 

that occur frequently without correction may also require the intervention of the Administrative Director.  The 

above measures may be skipped in matters involving major infractions. Also, repeated visits to the 

Administrative Director’s office may result in a parent conference and/or other disciplinary action 

deemed necessary by the administration of Oak Ridge Christian Academy.  

 

PROBATION  

 

Disciplinary Probation will be determined by the administration.  Individual conditions for each student will 

be set after a conference with the teacher and parents. The Academy may refuse continued enrollment to a 

student if these conditions have not been met during the probationary period. Students on disciplinary probation 

are ineligible for ACSI events, class parties, field trips, and other group events at the discretion of the 

Administrative Director.    

 

PLAYGROUND RULES 

 

1. Only MDO, pre-kindergarten, kindergarten, and first grade students are allowed on the PK/K 

playground.  These students may eat their snacks on the playground, but should dispose of all trash 

before leaving. 

2. The PK/K playground may be used during extended care under the supervision of the extended care 

supervisor. 

3. When parents come to eat lunch with their children, they may eat outside with their child only.  No one 

is allowed on either playground until the teacher and the rest of the class come out from lunch.  Siblings 

must be supervised by the parent. 

4. Be familiar with the following playground rules: 

a. Students should not carry sticks around the playground. 

b. Students should not play with rocks. 

c. Students should not throw anything. 

d. The slide is for sliding down, not climbing up. 
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e. Students should not climb on the outside of forts. 

f. Students should not twist in their swings. 

g. Students should sit on their pockets when swinging and hold on with both hands. 

h. Students are not allowed behind the fence unless supervised by a teacher. 

i. Teachers should watch the students at all times. 

j. Teachers are not to grade papers or use cell phones while students are playing on the playground. 

k. When using the playground for snack, please clean up all trash. 

l. Students are not permitted to go behind school buildings or outside the fence around the 

property. 

m. Do not play with the wood chips/mulch on the ground.  This material is for your safety, to 

cushion you should you fall down. It needs to remain evenly distributed and within the 

boundaries of the play area to be effective.  Do not put anything on the slides or ramp.  No 

digging in the sand, rocks, or dirt at any time or moving these materials to another location.   

No rollerblades, skates, bicycles, or skateboards allowed before, during or after school.  

n. No student should pull on the basketball goal or try to adjust the height of the basketball goal.  

o. The GaGa Ball play area should be used in accordance with school rules for GaGa Ball. 

p. Let your teacher know if there is anything that may be a safety hazard to you or another student.  
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SECTION III – DRESS CODE  
 

PHILOSOPHY  

 

At Oak Ridge Christian Academy, we believe that our appearance is an important tool as an effective Christian 

witness. A student's appearance should reflect the idea that learning is important enough to call for precision 

and neatness in dress. The purpose of the school’s dress code is to prevent distraction from learning and to 

protect the students’ health and safety.  

 

We must remember God’s guidelines for modesty in our dress.  At all times, we are the temple of the Holy 

Spirit, and our attire should reflect that presence in our lives.  When we are out as a group, we are representing 

Oak Ridge Christian Academy and the Christian standards of our school. 

 

The cooperation of the student and parent is necessary to maintain the standards of the Academy’s dress code. 

A student’s appearance is a family responsibility.  

 

All visitors and parent volunteers on our school campus and attending field trips are expected to comply with 

our off-campus dress code while on campus or attending a school event, i.e., ACSI events, field trips, 

banquets, music programs, etc. 

 

The Administration reserves the right to establish guidelines for the various events and activities during the 

school year. The Administration reserves the right to not allow anyone to enter or remain at an event in which 

the person or the person’s guest is not properly dressed.  The Administration will have the final word on all 

matters concerning the dress code.  The Administration reserves the right to decide if certain “fads” that may 

come up during the year are within the dress code guidelines. 

 

We have selected a uniform policy for the following reasons:  

 

1. To avoid horizontal comparisons:  

a. Everyone is treated the same  

b. Focus on studies, not styles  

c. Name brands are eliminated (i.e. logos, etc.)  

 

2. To allow for individualism while maintaining order:  

a. Presents a clean, neat and appropriate appearance   

b. Similar appearance contributes to sense of order  

c. Allows personal distinction to be expressed through the arts and academics. 

 

3. To be easier on families:  

a. Less decision making when shopping  

b. Easier morning routine  

c. More affordable  

 

UNIFORM ITEMS 

 

Uniforms are ordered through Parker School Uniforms. Slightly used clothing is also available at the school’s 

used uniform closet at a reduced price.   

 

Please refer to Parker School Uniform website www.parkersu.com and/or the uniform flyer provided through 

the school for clarification of specific uniform pieces. The uniform items consist of the following: 

 

http://www.parkersu.com/
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Uniform on Non-Chapel days: 

Twill navy and khaki pants and shorts, girl’s plaid skirts and plaid culottes 

Red, white, and navy polo shirts with the school emblem (red polo is worn on field trips) 

Belts when belt loops are present, socks and shoes all according to the guidelines found under the General 

Uniform Requirements. 

 

Chapel Uniform: 

Grammar Chapel (Pk-4th grade) 

Boys – navy pants and white polo 

Girls – Pk-4th grade plaid jumper, white ¾ button up blouse and red snap tie 

 

Logic Chapel (5th-8th) 

Boys – Navy pants, white button up oxford shirt, plaid tie. 

Girls - Plaid skirt, white ¾ blouse, and plaid snap tie. 

 

Rhetoric Chapel (9th-12th) 

Boys - Khaki pants, white button up oxford shirt, navy blazer, the Academy Pin Crest, and plaid tie. 

Girls – Plaid skirt, white ¾ blouse, plaid snap tie, navy sweater vest and the Academy Pin Crest. 

 

Chapel is held each Wednesday. 

 

If you are unsure if something is within the dress code, please come to the office for approval before wearing 

the item to school.  

 

Students will be allowed three warning notices for not complying with dress code to ensure an understanding of 

the guidelines. Should the student still violate dress code guidelines after 3 warnings Pre-Grammar and 

Grammar will be issued a classroom mark and Logic and Rhetoric students will be issued a demerit for dress 

code violations. 

 

GENERAL UNIFORM REQUIREMENTS  

 

1. Uniform shirts must be tucked into slacks, skirts, and shorts, enough that the belt is visible at all times  

during the school day (with the exception of the white 3/4 sleeve chapel shirt). All shirts need to be long 

enough to be tucked in when arms are extended over the head.  

2. All clothes must be clean, neat, and without holes.  Hems should not be hanging or pinned up with  

safety pins. Students are not to roll skirt waistbands or short hems on shorts or skirts.    

3. Lengths on shirts, pants, and shorts must be consistent throughout the year.  

4. The length of dresses, skirts and shorts must not be more than three (3) inches above the knee (when  

kneeling on the floor).  

5. Clothing may not be excessively loose or tight fitting.  Low rise or sagging pants are not permitted.  

6. All slacks must be worn at the waist.  Slacks must reach the top of the shoe.  

7. A belt must be worn when there are belt loops on the garment being worn, excluding Pre-K and  

Kindergarten students. Belts must be dark brown, black, navy or red in color.  

8. Solid red, white, or navy socks or tights must be worn with shoes at all times. Socks must be crew  

length or longer, covering the ankle. 

9. Appropriate casual or dress shoes.  Athletic shoes may be worn and are recommended on the days  

students have P.E. Shoes must cover the whole foot for safety reasons.  Shoes must complement the 

uniform in color (i.e. white, black, brown, dark blue, red or gray only) If shoes have a place for laces, 

laces must be worn.  Shoelaces should also be the correct length for the shoe and complement the shoe 

and uniform in color.  Shoelaces must be tied at all times. Pre-K and Kindergarten may wear velcroed 

shoes. Shoes that light up, have wheels, or characters are not permitted. No boots. 
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10. An all white undershirt may be worn with white shirts for modesty purposes.  

11. No visible logos or labels should be seen on any clothing other than the Oak Ridge Christian  

Academy logo.  

12. Hats, scarves, bandannas, or caps may not be worn unless approved by the Administrative Director.  

13. Students are not permitted to have tattoos (temporary or permanent) or body piercings. 

 

GIRLS’ REQUIREMENTS  
 

Girls’ Appearance Guidelines:  

o All students must wear modesty shorts under dresses or skirts.  

o Hair must be clean and neatly combed.  Haircuts must be in keeping with a feminine 

appearance. Hair should clear the eyebrow and be kept out of the line of vision, being cut or 

fastened in such a manner as not to require continuous attention.  Extreme styles are not 

acceptable.  No shaved designs are permitted in a student's hair.  Hats or caps may not be 

worn. Changes in hair color must be approved in advance by the Headmaster.    

o Makeup is only allowable for Upper School girls.  It must be worn in moderation (subject to 

the discretion of the Headmaster).  Any product that contains color or glitter constitutes 

makeup.  Nail polish must not be distracting.  

o Jewelry must be minimal and feminine in appearance.  Jewelry cannot portray anything that is 

not in keeping with Christian values. Jewelry should complement and coordinate with the 

school uniform.  Earrings cannot exceed two per ear. To prevent potential injuries at recess, 

Pk-8th grade girls are not permitted to wear ear rings that dangle.  

 

BOYS’ REQUIREMENTS  
 

Boys’ Appearance Guidelines:  

o Hair must be trimmed, clean, and neatly combed at all times. Extreme styles are not acceptable 

(including spiked hair and “faux-hawk” styles). Boys’ hair must be cut above the eyebrows, 

ears, and collar. Hair styles that by nature have hair lengths that cause the student to wet or gel 

back the hair in order to attain compliance will not be acceptable.  If sideburns are worn, they 

can be no longer than the bottom of the ear.  No shaved designs are permitted in a student's 

hair.  No "tails" are allowed.  Changes in hair color must be approved in advance by the 

Headmaster. 

o Beards and mustaches are not allowed and gentlemen are to be clean shaven at all times.   

o Jewelry must be minimal and cannot portray anything that is not in keeping with Christian 

values. Earrings may not be worn.  

 

OUTERWEAR  

 

Only the Oak Ridge Christian Academy fleece and all-weather jackets, sweatshirt or letterman jacket with the 

Oak Ridge Christian Academy logo may be worn in the classrooms. No outerwear except the sweatshirt may be 

worn in chapel, but students must wear the correct chapel uniform underneath the sweatshirt.  Non-Academy 

outerwear can be worn outside only.  No logos, symbols, or characters may be displayed on the outerwear.  

 

JEANS DAY  

 

The last Friday of each month is Jeans Day. Students may wear plain blue jeans with a school issued t-shirt, (IE 

walk-a-thon, field day, spirit shirt, etc), Academy club shirt or uniform shirt. Low-rise or hip hugger pants are 

strictly prohibited. Students are not permitted to wear jeans with holes or embellishments. If you wear a school 

issued t-shirt, then on this ONE DAY you may wear your shirt un-tucked. If you wear an Academy Uniform or 

Club Polo Shirt, you must tuck in your shirt and wear a belt. No jean shorts, skirts, overalls or capri’s. 
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ATHLETIC UNIFORM  

 

Rhetoric students (9th-12th) will change clothes at school for PE classes. The Academy will provide the athletic 

uniform for this class. 

 

Students participating in after school athletic practices or events are expected to follow the general uniform 

requirements as well as to follow any sport specific guidelines outlined by the athletic coach.   

 

ACSI EVENTS  

 

Students participating in ACSI events will be given specific guidelines for the different events.  

 

DRESS UP EVENTS (Banquets, Beta Club Events, Graduation, etc.)  
 

Ladies: Dresses, skirts and blouses, or “dressy pant suits” are acceptable.  Skirts must be not shorter than 2” 

above the knee. Sleeveless attire may be worn with a jacket, sweater, or over-blouse.  Spaghetti straps are not 

allowed. Dresses and blouses must have a modest neckline; no cleavage may be showing at the neckline or 

around the sleeve area. (Fabric should cover up to 2” below the collarbone as a good rule of measure.) 

Back-less dresses and tops are not permitted.  The dress material should cover the back below the shoulder 

blades. The material should not be tight or clingy.  Slits in the back, front, or sides of dresses or skirts must be 

no higher than five (5) inches above the knee.  Pants may not be tight-fitting. Jeans, shorts, strapless, and 

t-shirt type tops are not considered dress-up apparel.  No flip-flops or casual sandals. All make-up should be 

worn modestly.  

 

Gentlemen: Suits, dress shirts, polo style shirts, and dress slacks are acceptable.  “Dockers” or cotton twill 

slacks are acceptable only with dress shoes. Jeans, shorts, sagging/baggy pants, tank tops, and t-shirt style tops 

are not acceptable.  Belts are required. Dress shoes are preferred, but definitely no flip-flops, sandals, etc.  

 

FIELD TRIPS  
 

Unless otherwise instructed, students must wear the red polo shirt on field trips.  The teachers will inform the 

parents if the students may wear uniform shorts, pants, or jeans.  

 

LEADERSHIP CAMP, BETA CLUB CONVENTION, & END OF YEAR TRIP (Rhetoric School)  

 

Logic and Rhetoric School students participating in these outside activities must follow all General Uniform 

Requirements (listed above) with these additional guidelines and exceptions:  

 

ave a minimum inseam of five inches and must cover the student’s bottom for modesty in 

outdoor activities.  Girls may wear capris but not leggings alone.  

-shirts should advertise only Christian messages or messages in good taste (no secular rock groups or 

advertising in bad taste).  

Girls may wear one or two-piece swimsuits.  If a two piece suit is worn, a full length dark 

colored t-shirt must be worn over the swimsuits.  

 allowed.    

-baring shirts may be worn.  Shirts must be long enough to remain tucked in when arms are 

extended over the head, or the student must wear an undershirt that meets these requirements.   

 student arrives at school/school-sponsored event dressed in a manner not in keeping with the dress code 

and best interests of the school, he/she may be required to call home for different clothing or sent home. 
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SECTION IV – EXTRA CURRICULAR INFORMATION 
 

ACSI COMPETITIONS 

 

Oak Ridge Christian Academy is a member of the Association on Christian Schools International (ACSI), 

which enables students to compete in a variety of scholastic events including Math Olympics, Science Fair, 

Speech Meet, Spelling Bee, Art Festival, and the Choral Festival.  Typically we host an in house event first. 

The winners of those events move on to compete in an area wide competition with other Christian schools.  

Events such as these allow students to use their educational gifts and talents as they compete with students from 

other area member schools. Oak Ridge Christian Academy pays the entrance fee for all students.  Parents will 

be invoiced the fee if the student does not attend after registration fees are paid to ACSI, except in the case of 

illness. For students to be eligible for participation in an ACSI event, the student must have at least a cumulative 

average of 80% in all core subjects and no more than 16 demerits.  

 
Part time students may compete in ORCA academic competitions. Part time students may represent ORCA at 

ACSI events. 

 

ATHLETICS 

 

See the Athletics Director for a listing of sports being offered and dates/times of practices and meets.  Every 

sport participated in has a sport activities fee which must be paid.  The school recommends that parents have 

their children complete physicals and the parent(s)/guardian(s) accept all responsibility for their child’s 

participation in any Academy sport(s).   

 

Students must maintain passing grades of 70% or higher in all subjects in order to be eligible to participate in 

sporting competitions.  They may still attend practices regardless of grades.  Grades are assessed when 

progress report and report cards are issued.  Students receiving 16 or more demerits are no longer eligible to 

participate in athletics. 

 

Part time students may compete in athletic competitions.  TAPPS does not permit part time students to 

compete in TAPPS events. 

 

CHAPEL POLICY 

 

Chapel services are held weekly on Wednesdays to give students and teachers an opportunity to worship, sing, 

and fellowship together. The Chaplain, staff, students, or outside speakers may lead in chapel services.  

Parents and their guests are welcome to attend chapel at any time. Please dress appropriately for chapel service. 

 

A spirit of reverence should be expressed in all chapel services. Attentive, courteous conduct that is honoring to 

the Lord should always be observed. Students should sit up, be quiet, and remain in their seats. The students 

should be encouraged to bring their Bibles to chapel. 

 

CLASS PARTIES  

 

The teacher is responsible for supervising and approving any classroom celebrations for holidays, birthdays, or 

any special events. All celebrations must be in keeping with Academy spiritual guidelines with a focus on 

Christ.  God’s Word tells us not to do anything that could cause even one person to stumble.  It is our goal to 

create unity within the body of Christ while bringing glory to God.  Any subjects that are of a controversial or 

offensive nature should not be emphasized.  This includes any emphasis on Halloween, Santa Claus, Easter 

Bunnies, or St. Patrick’s Day. 
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The two class parties for the year are Christmas and Valentine’s Day. These celebrations will be organized by 

the teacher in conjunction with our Parent’s Association volunteers. All parties should take place at the end of 

the day, after instructional time has been given unless approved in advance by the Administrative Director. The 

teacher will set the appropriate amount spent on gifts according to the age level. The teacher may emphasize 

service, gifts, or recognition of others rather than putting the focus on exchanging gifts between students. The 

pre-kindergarten and kindergarten teachers will schedule other parties that are unique to those classes. Parent 

attendance to class parties does not count toward Community Service Hours unless they are identified by the 

teacher as instrumental in organizing the event.  

 

Student birthdays are a special time.  Parents are welcome to send a special treat to be shared by the entire class 

at lunchtime in honor of their child’s special day. Please do not send treats that require extra time for the 

teacher to distribute.  If a student is having a party outside of school hours, the party invitations may be passed 

out in class or the Tuesday folders only if the entire class is invited.  However, if all the students in the class 

are not invited, then the parents must mail or deliver the invitations off the school grounds. Important:  

Contact the teacher before planning refreshments to make sure there are no dietary restrictions for any of the 

children.  

 

CLUBS 

 

Clubs are offered based on the interest and availability of students, sponsors and facilities. Students receiving 

16 or more demerits are not eligible to participate in school clubs. 

 

Beta Club: 

Students may be members of the Academy Junior Beta Club in 5th – 8th grade and Senior Beta Club in 

9th – 12th grade. Students must apply to join.  Qualifications include character, grades, behavior, and 

work habits.  Beta Club members perform individual and group service to the school, individuals, and 

the community.  The school attends the state convention in the spring.   

 

Chess Club: 
Students in 1st – 12th grade are welcome to the Chess Club.  Club meeting time changes year to year.  

Club members will be asked to attend at least two chess tournaments a year (a fall and a spring 

tournament). 

 

Archery Club: 

 Students in 6th – 12th grade are welcome to the Archery Club.  Club meeting time changes year to  

year. 

 

DANCE POLICY  

 

While the Academy believes dancing is a gift from the Lord to be used for His glory, it does not sponsor dances 

and students will not participate in dances at any off-campus events participated in by the Academy. 

 

EXTENDED CARE  

 

Extended Care is available to any student after 3:30 p.m. for a flat fee charged on an “as Present Basis.” Check 

with the school to see if Extended Care is available on early dismissal days.  Extended Care is not available on 

school holidays.  

 

Extended Care is a service the school provides to benefit students and their families.  All students are expected 

to follow the same rules and guidelines of the school while participating in Extended Care.  It is a privilege for 

students, so students with recurring discipline offenses will not be allowed to attend Extended Care. Students 
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must be picked up and signed out by a parent or authorized guardian.  Parents may contact the extended care 

supervisor in case of emergencies on the extended care cell phone 713-853-5594.  However, students not 

picked up by 6:00 p.m. will be charged a late fee of $25 per 15 minutes.   

FIELD TRIPS  

 

Field Trips are an integral part of the school’s curriculum.  Field trips can also be for fellowship and fun.  The 

teachers plan the field trips, receive approval from the Headmaster, and send out a note at least two weeks in 

advance to inform the parents.  Each student must have on file the Authorization for Activities Form.  

Parents/guardians will be notified regarding the time, date, and place.    

 

Parents who wish to drive or chaperone students must bring no other children with them, as their full attention 

is needed for driving and supervision of students assigned to their group.  Parents are asked to abide by the 

same dress code of modesty and appropriateness in their clothing as the students. All students will return by the 

same transportation unless written permission by the parent is given to the teacher before the trip.  All drivers 

must be approved by the administration and are asked to provide a copy of their driver’s license and vehicle 

insurance.  The driver should not play any inappropriate music or videos. Videos should be G-rated.  Portable 

radios, tape players, video games, and other electronic devices will not be allowed to, from, or during any 

school event.  Christian fellowship is encouraged. If a parent is attending as a non-chaperone, they may bring 

younger siblings as long as the parent takes full responsibility of all supervision and financial responsibility. 

Non-related children may not attend.   

 

Parents need to actively supervise the students by enforcing the guidelines established by the teacher.  If 

discipline is needed, please inform the teacher of the infraction of the rules.  Parents should not congregate 

with other adults and neglect the supervision of the students. Parents should not leave the field trip for any 

reason when the teacher is counting on them to help supervise the students. If parents would like to purchase 

things for students, they must purchase for the entire class. 

 

Parents may receive Community Service Hours if they are needed to transport the students, and they will be 

considered designated drivers. If they choose to come and just transport their own child, this would not be 

considered Community Service Hours. Drivers need to go by the school office and have a copy of their driver’s 

license and proof of insurance made before the field trip.  

 
Grammar School will take one field trip each semester. 

 

Logic and Rhetoric School will have three trips a year: Forest Glen leadership camp, a fall field trip that 

pertains to the Humanities time period and an end of the year trip that encompasses all disciplines with a 

classical approach 

 

Students with 16 demerits or more may be prohibited from attending field trips.  

 

End of year trip for Rhetoric School 

 

Rhetoric School students will participate in a class trip at the end of the year. Each year is unique and each class 

determines the location and activities of the trip. Its purpose is both to enhance the educational courses taken 

that year as well as celebrate the completion of the academic year! 

Students may be excluded from attending the EOY trip in the following instances:  

o The student has 16 or more accumulated demerits  

o The student has been absent 10% or more of the school year  

o There is a balance due on the school account  

 

GRANDPARENTS’ DAY  
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Each year, usually prior to Thanksgiving break, the Academy host Grandparents’ Day. The students invite their 

grandparents to come to school for refreshments, entertainment, and an opportunity to visit the classrooms.   

JUNIOR/SENIOR BANQUET 

 

This event is held the Friday evening after the last day of school. This event is a time to honor our seniors, their 

academic achievements and the legacy they leave behind. 

 

LIBRARY  

 

Students have access to the library from 7:30 to 8:00 and 3:30 to 4:00.  Students in Pre-Kindergarten – 4
th 

grade have a scheduled library visit once a week.  The Logic and Rhetoric School students have access to the 

library throughout the day.  The library will also be open periodically during the summer. 

 

PET DAY  

 

No animals are allowed on campus except for Pet Days scheduled by the classroom teachers. Animals brought 

to school on those days must remain on a leash or in an appropriate cage.  Please do not bring any animals that 

are nervous around children or groups of people.  All shots should be up-to-date.    

 

SCHEDULING OF EVENTS  

 

To avoid conflicts of events, all activities of school related groups are to be cleared through the Headmaster or 

Administrative Director.  The only student activities permitted will be those officially designated by the 

school Administration.  

 

SENIOR PRIVILEGES 

 

Only seniors at the Academy may eat off campus.  Should a senior have a study hall immediately before or 

after lunch, they may use that time for off campus lunch as well. They must check out through the front office.  

If a student is tardy from off campus lunch 3 times in a semester, they forfeit this privilege for the rest of the 

semester.  Seniors may arrive to school late or leave school early if they have a study hall scheduled as their 

first or last period of the day checking in and out at the front office as well. Seniors may exempt ALL of their 

2nd Semester final exams if they meet the criteria for exemption with the exception of Humanities/Rhetoric’s 

second semester final which is the required senior thesis.  They may even exempt the class final that they 

exempted in the 1st semester. 
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SECTION V – POLICIES/GENERAL INFORMATION 
 

ACADEMY AND OFFICE HOURS  

 

Student Drop Off Begins & Faculty Devotions     7:15 

Office opens    

Prek-12th Morning Assembly/Students tardy  

   7:30 a.m.  

   8:00 a.m. 

  Academy School Hours 

  Carline 
   8:00 – 3:15 p.m. 

   3:15-3:30 p.m. 
  Office closes     4:00 p.m.  

  Extended Care     3:30 p.m. – 6:00 p.m.  

  

To promote a secure campus, parents and visitors coming to the school to visit or transact business must come 

to the office first and sign in.  DO NOT go directly to the student's classroom or the lunchroom. A “Visitor” 

pass will be issued to those individuals continuing on to the school grounds.  Staff and faculty members will 

question any adult not wearing a visitor’s pass.  

 

ACADEMY ARRIVAL/DISMISSAL  

 

During arrival and dismissal times, certain traffic patterns should be followed.  If you have any questions, 

please contact the office for specific directions.  While the school does not provide transportation, carpool 

arrangements may be made between parents.   Very important ---Please refrain from using cell phones in 

carline in order to be aware of the staff members and children in your path.  

PLEASE OBSERVE A FEW BASIC RULES TO ENSURE THE SAFETY OF ALL STUDENTS:  
1 Please pick up and drop off students only in the designated carpool areas and times.  Students cannot be 

dropped off before 7:15.  

2 Please do not block the driveway before or after school.  

3 When dropping off students in the morning, please do so in a way that the students will not have to walk 

in front of other cars.  

4 Please do not leave your car unattended in carline before or after school.  Please do not send siblings to 

go to the restroom while you are in carline.   

5 Do not walk up to the buildings to pick up students. Unless students are picked up prior to 3:00 through 

the office, all students must be picked up in the carpool line by the car. If you have an emergency and 

need to have your child brought to the front, call the school office before arriving at school.  School 

personnel will relay the information to the child’s teacher and have the child at the school office when 

you arrive.   

6 If you need to speak to the teacher, please call for a conference or wait until 3:30.  Do not conference 

with the teacher in carline.  You must sign in at the office and receive a Visitor’s Pass if you are on 

campus to visit with a teacher.  

7 No student should be sent back to the classroom or lockers to get materials until 3:30.    

8 Please park in the front parking lot if you are waiting until 3:30.  Your car may delay others and be a 

safety hazard if you park on the sides of the buildings.  Kindergarten and Pre-K parents need to pull as 

close to the loading ramp as possible.  Be careful when merging with the main car line.   

9 Please notify the office prior to 3:00 if someone other than the designated person will be picking up your 

child.  Verification of identity may be required of any person picking up a student at any time and at the 

discretion of any staff member.  

10 NO PARKING in the carpool line between 3:00 and 3:30 pm.    

11 Each student not picked up by 3:30 will be taken to Extended Care and a charge will be assessed.  
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12 Do not take the safety ropes down unless instructed by a school staff member.  

13 Do not drive behind the building between the hours of 7:30 a.m. and 6:00 p.m., even if the ropes are not 

up.  

ACADEMY ATTENDANCE/TARDY POLICY  

 

In order for the students to gain the most from school, regular attendance is required.  Students demonstrate 

responsibility and dependability through their attendance. It is the responsibility of the parent and student to 

create the habit of being punctual and regular in attendance.   

The Academy cooperates with authorities by enforcing the compulsory attendance statues of Texas. (TE Code 

25.085) 

 

Checking in/Checking out:  
Appointments should be scheduled after school hours as much as possible.  Parents should notify the school 

office at least two hours before a student needs to leave campus for an appointment. All students who leave 

campus during the school day must be signed out in the office by the parent/guardian. The parent should allow 

enough time to get the student from the class after the parent arrives at school. Parents must receive permission 

from the Administrative Director before checking students out for any reason other than doctor, dentist or 

orthodontic appointments. Taking students out for lunch or to a movie are not considered excused 

appointments.  

 

No parent/guardian should go to the classroom to get their student(s) in order to minimize disruption to the 

class and to ensure the safety of all students. If a student will be returning to campus, the parent/guardian must 

sign the student(s) in at the office and office personnel will issue a class admittance slip for the student to give 

to his/her teacher. A student will not be readmitted to class without an admittance slip.  

 

Excessive Absences:  
A student must be present 90% of the school days to be promoted.  When a student has absences that 

exceed 10% of the allotted school days, regardless of the nature, the student’s academic promotion and/or 

scholastic participation will be subject to review by the Administrative Director.  A student may be considered 

truant and/or may need to attend Saturday school.  Parents will be charged for Saturday school attendance to 

pay for the teacher who will supervise the student. A student who is ill for an extended period of time may 

receive an exception with a doctor’s note explaining the medical condition.  If a student is absent more than 

5 consecutive days, a written doctor’s excuse is required.       
 

Excused Absences:  
There are four acceptable excuses for school absence: Personal illness, Illness in family, Death in family, and 

Prearranged Absence. Prearranged absences require prior approval for family trips, family days, church 

activities, etc. These requests must be submitted to the Administrative Director in written form at least one 

week in advance. When an absence is necessary, the parent/guardian should notify the school.  Parents should 

phone or e-mail the school before 8:15 a.m.  When returning to school, the student must return with a note 

from the parent or a doctor. The note should include the student’s name, the reason for the absence, the date of 

the absence, and the signature of the parent. All absences are considered unexcused unless we receive a note 

with an acceptable reason within 24 hours.  An e-mail sent to the Administrative Director with the information 

is acceptable.  

NOTE: STUDENTS MUST BE SYMPTOM FREE FOR 24 HOURS BEFORE RETURNING TO 

SCHOOL. This means no body temperature above 98.6° after a fever (above 100.0°) has been present, 

no vomiting, no diarrhea, no colored discharge, etc.  

Make-up Work:  

Note: All make up work will be recorded as a zero unless the absence is excused.  
It is not necessary to call for assignments if the student is absent only one day. For the second day and following 

of absence, parents may request that the teachers prepare a list of the student’s assignments. These assignments 



23 
 

can be picked up not earlier than 3 p.m. or sent home with a sibling or friend.  The student may also wait 

until returning to school to get all make up assignments.  The student will receive one day for each day that 

he/she is absent to complete the work.   

Students absent the day before a previously scheduled test or project due date will be expected to take the test or 

turn in the project as scheduled.  Exceptions will only be made when the Headmaster or Administrative 

Director approves a written parent petition presented the day the student returns.  Petitions must show 

reasonable explanation for an exception to be granted (i.e., serious illness).  Students absent due to illness the 

day of a test or the day a project is due are expected to take the test or turn in the project immediately upon 

return to school.    

 

Perfect Attendance:  
Perfect attendance is obtained when a student is present 100% of the allotted school days.  In order for a 

student to be counted present, the student must be present by 10:00 a.m. and be present in the classroom for a 

minimum of four hours.  A student cannot be checked out of school before 12:00 p.m. to receive full day 

attendance.  

 

Prearranged Absences:  
Parents must submit a written note at least one week in advance for unusual trips or days absent; include the 

date(s), purpose, and a signature.  If the Administrative Director approves the absence, a copy of the note will 

be given to the teacher or teachers.  The teacher will prepare a list of assignments that need to be completed 

while the student is absent.  The students must make up tests and quizzes when they return.  Students may be 

expected to remain after school to make up work because the classroom schedule does not always allow the 

time needed.  These absences will count toward the total days absent in the school year.  

 

School-related Absences:  
Students involved in an approved, school-related activity will be counted as present.  The student will be 

responsible for his work and will be given the same number of days for make-up work as the number of days 

absent.  These days will not count against perfect attendance. (Includes events, field trips, conventions, sports)  

 

Tardiness:  
Tardiness can be a serious problem for it minimizes the importance of the initial morning activities and the 

study of God’s Word.  Tardiness by students is disruptive to others and is a detriment to the learning process. 

There are occasions when a late arrival to school is unavoidable and may be excused.   

 

It is expected that students will be brought to school and picked up on time by parents or their carpool. 

Supervision is provided beginning at 7:15 a.m. and ending at 3:30 p.m. unless a student stays in the Extended 

Care Program. All Academy Pk-12th school hours are from 8:00 a.m. until 3:15 p.m.  

 

A student is tardy if he/she arrives in the sanctuary for morning assembly after 8:00 a.m.   

 

When a Pre-Grammar and Grammar School student is tardy, the PARENT must sign the student in at the office 

and a class admittance slip will be issued to the student, which will allow the student to enter class.  Logic and 

Rhetoric School students may sign in themselves. Students are allowed five (5) “unexcused” tardies in a 

nine-week period before being charged.  Family accounts will be charged $5.00 for each unexcused tardy 

exceeding this limit.   

 

Unexcused tardies include, but are not limited to, the following: 

 Oversleeping  

 Waiting on carpool  

 Common daily traffic congestion and construction  
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Note: The student will receive a “zero” for quizzes/tests taken while the tardy occurs.  

 

 

Between Class Tardies (7th-12th grade only):  

 Every 4th tardy = after school detention (may include a meeting with the Administrative Director) 

 

Note: Tardies start over at the end of each nine weeks.  

 

Unexcused Absences:  
Absences are considered “unexcused” if the student returns to school without a note from a parent or doctor or 

if the absence is not in the accorded “excused” status.  To remove the "unexcused" status, a note from the 

parent/guardian must be submitted within the next 24-hour period to the office with a valid reason. If a note 

with an acceptable reason is not received, all work for that day will be recorded as a zero.  

The following are among those considered “unexcused” absences:  

 Absences for shopping, haircuts, babysitting, or birthdays   

 Absences occurring as a result of leaving early for vacation, out of town trips, and/or family days 

without prior approval from the office.  

 

CELL PHONE/ELECTRONIC DEVICE POLICY 

 

Unauthorized use of cell phones and electronic devices is disruptive to the educational process. The reason an 

electronic device should be brought to school is for educational purposes only and must have preapproval from 

the teacher. Students may have a cell phone, but it MUST BE TURNED OFF. If a parent needs to get a message 

to the student it must come through the office. Should a student need to call a parent they may do so from the 

office. Should a student use their phone or electronic device without a teacher’s permission they will be taken 

up and turned in to the office. The item will only be released to one of the students’ parents for a $15 fee. 

 

CHILD ABUSE POLICY  

 

Oak Ridge Christian Academy is required by law to report within 48 hours any allegation of child abuse to the 

proper governmental authority of the State of Texas where the Academy has cause to believe that student’s 

physical or mental health or welfare has been or may be further adversely affected by abuse or neglect. 

 

COMMUNITY SERVICE HOURS  

 

Parents are an integral part of The Academy and your support is imperative to the success of our students. In the 

Statement of Cooperation every family agreed to contribute a minimum of 20 hours (per family) of volunteer 

service.  Parents of Part-Time students must contribute a minimum of 4 hours for every credit.  

This may be accomplished in a variety of ways, as follows:  

o Teacher’s helper (by request)  

o Office help (by request)  

o Participating in Work Days  

o Serving on a committee  

o Substituting without pay (must attend Sub Training)  

o Serving as a judge for or driver to any ACSI competition  

o Helping to organize fundraising efforts  

o Bringing selected items for use in a school event  

o Designated field trip driver  

 

Parents are responsible for documenting their hours of service in RenWeb.  
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COMPUTER/INTERNET ACCEPTABLE USE POLICY 

 

Oak Ridge Christian Academy is pleased to offer access to the Academy’s computer network with limitless 

resources, e-mail and the Internet.  We believe that the network, e-mail and Internet have much to offer 

education. It is the goal of the school to educate all users about efficient, ethical and appropriate use of these 

resources. In order to assist users in learning to use the Internet correctly, the school will provide a filtering 

system.  However, in the case of a student, the student and his/her parents are held responsible for his/her 

actions whenever using the Internet.  Within the context of the school's Mission Statement, these resources 

will be used to meet the goals of the curriculum. The following policy for acceptable use of the computers, 

networks, e-mail and the Internet, shall apply to all school administrators, faculty, staff, students and parents. 

In regard to desktops:  

1. Users shall not use anyone else's name, login, password or files for any reason, nor let other persons 

(except technology staff) use their name, login, password or files.  The user or a teacher can perform 

password changes.  

2. Users shall not hack or attempt to hack any computer or the network.  

3. Users shall not copy/download or install software without a license.  Users may install legal programs 

with the prior approval of the Technology Team.  If asked, a user must produce the original license 

within 24 hours of any software in question.  If software downloads and installation crashes the 

computer more than twice, the user will pay $50 for re-imaging.  

4. Users shall not attach any peripheral devices without the prior approval of the Technology Team. If 

damage is done to the computer, the user will pay the cost of repairs.  

5. Users shall not attempt to introduce any computer code designed to self-replicate, damage, or otherwise 

hinder the performance of any computer (e.g. bug, virus, worm or Trojan Horse).  

6. Users may not play games during the school day without the permission of the supervising faculty, staff 

or Headmaster.  

7. Users shall not deliberately access or create any obscene or objectionable information, language or 

images.  

8. Internet use is monitored and logged by username.  Users are responsible for closing any Internet 

session upon completion.  

9. Student users will not have the ability to "send" e-mail during the school day through Outlook, and all 

web-based e-mail is prohibited.  

 

In regard to the Network:  

1 Users shall not disclose any personal information about another user.  

2 Users shall not tamper with computers, networks, printers, or other associated equipment.  

3 Users shall not intentionally damage the network system or misuse system resources, including but not 

limited to partitioning the hard drive, using streaming audio or video, chat sessions (AOL Messenger, 

MSN messenger, etc.), FTP downloads, etc.  

4 The computers, network, e-mail and Internet are provided for educational purposes.  Users shall not 

use the school's technology resources for any purpose other than those in compliance with Oak Ridge 

Christian Academy's Mission Statement and educational philosophy.  

5 Network storage areas are treated like school lockers.  Without prior notice, Network administrators 

may review files and communications to maintain system integrity and ensure responsible usage.  

The use of technology at the Academy is a privilege and not a right. Violations of the Oak Ridge Christian 

Academy policies and procedures concerning the use of computers and networks will result in disciplinary 

actions consistent with other code and conduct violations.  
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CONFERENCES   

 

Parents/guardians are encouraged to call the school whenever they desire to arrange a conference with the 

teachers to discuss their student’s academic status.  Although teachers may make their personal phone 

numbers available to parents, please limit these calls and do not call after 9 p.m.  Email is also a good option 

for communication.  In some instances, teachers will request the conference and it will then be arranged by 

direct contact from the teacher or the office. The Headmaster or another teacher may attend if necessary.  

 

COPYRIGHT POLICY  

 

Students of the Academy will adhere to all provisions of Title 17, United States Code, entitled “Copyrights.” 

This directive includes copyright laws, congressional guidelines, and other related federal legislation 

concerning copyrighted materials. 

 

Copyright Do’s and Don’ts for every student to remember:  

a. Do take copyright seriously—it is a federal law  

b. Do change the original wording by paraphrasing or use quotations, footnotes, and/or parenthetical 

documentation of the source  

c. Do feel free to make one copy of anything in print (including the Internet) to use for research 

purposes (as a student, you do have special privileges)  

d. Don’t use someone else’s work without permission or giving credit to the source—as soon as a 

person puts their work (including artwork, HTML, graphics, and even e-mail) in tangible form, it is 

automatically protected by copyright law  

e. Don’t load software, use shareware, or duplicate audio-video materials without knowing the specific 

agreements and rules for each product  

f. Don’t distort or alter the original intent or message of any material you duplicate and use  

 

A student will not do the following:  

a. Produce copies of copyrighted materials unlawfully on school equipment  

b. Use illegally copied materials with school owned equipment, in school owned facilities, or at a 

school sponsored function  

c. Be covered by legal and insurance protection by the school if he/she unlawfully copies or uses 

unlawfully copied copyrighted material  

 

DIRECTORY POLICY  

 

The Academy directory may be found under a secure directory through the management software, RenWeb.  

Any change of address or phone number should be reported to the school office. 

 

DISTRIBUTION/SALE/POSSESSION OF ITEMS POLICY  

 

Students are not to use, write, distribute, or possess profane, indecent, or obscene language, literature, writing, 

or pictures.  Sale or distribution of objects or any substance that has not been authorized by the administration 

is prohibited. All fundraising for the school must be approved by the administration.   Use, possession, and/or 

sale of alcohol, all tobacco products, drugs, and weapons are prohibited whether students are on or off campus 

and at school-related or non-school related functions.  

 

DISMISSAL POLICY  
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Our desire is to build a partnership with parents. This partnership must be characterized by support of the 

school’s programs and leadership.  This partnership is also characterized by the school building bridges of 

support and communication to the family.  One of the primary goals of any instructional program in Christian 

education is that the school and the parents are a blessing to each other.  Therefore, it is vital that the school 

and the parents function as partners.  
 

Students who violate the policies of Oak Ridge Christian Academy will be subject to dismissal. Reasons for 

such action include, but are not limited to the following: failure to maintain passing grades, violations of the 

disciplinary guidelines, contributing to the spiritual or moral decline of other students, falsifying information 

during the application process, failure to maintain financial commitment; or as deemed necessary for the good 

of the school.  

A student’s continued enrollment is dependent on the student achieving satisfactory educational performance 

and the student’s and parents’ compliance with the rules of conduct set forth in the Parent/Student Handbook. 

Accordingly, if a student fails to achieve satisfactory educational performance or the student fails to comply 

with such rules of conduct, Oak Ridge Christian Academy shall have the right to dismiss the student.  

Parents of the students must agree to abide by the policies and procedures set forth by the administration of Oak 

Ridge Christian Academy.  It is understood that specific or general actions that are detrimental to the ministry 

of the school may result in the termination of the participation of the family in the school. 

 

EMERGENCY SCHOOL CLOSING  

 

Occasionally, emergency conditions make it necessary to close school.  In most cases, this will be due to 

weather-related conditions that make the roads impassable or unsafe. Weather dismissal will be consistent with 

the Conroe Independent School District, CISD. Any announcements about CISD on the TV or radio concerning 

early dismissals, cancellations, or schedule changes due to weather conditions will apply to Oak Ridge 

Christian Academy. Teachers/staff members will also attempt to contact parents in case of emergency closings.  

 

FINANCIAL AID  

 

Families interested in financial aid need to request information from the business office.  An amount is 

budgeted each year to help families who may be struggling to pay tuition.  The Administration uses a third 

party to help determine need. The final decision is made by the Administration.  

 

GRIEVANCE POLICY  

 

Parents and/or students who have a grievance against a teacher, staff member, or the Headmaster must try, in 

accordance with Matthew 18, to first take up the matter with the individual involved. (Please read the last 

section about the Matthew 18 principle.)  If resolution is not possible at the parent/teacher level, the parent 

may request a meeting with the Headmaster with the teacher present.  The final determination by the 

administration shall be the final decision.  

 

Express the matter promptly to avoid ill feelings and friction that would hinder you as a Christian.  Tell only 

the right person. Please do not involve other parents in what should be considered confidential matters 

involving personnel and students.  
 

Give the staff the benefit of the doubt.  Realize that your child’s reporting may be emotionally biased and may 

reflect only one side of the story.  Also realize that we have reasons for all rules and that we endeavor to 

enforce them as consistently as possible.  Please do not criticize the school or a staff member in front of your 

child, as this will reduce his respect for authority in general, resulting in less willingness to obey and cooperate.  

Support the administration, teachers, and staff with your prayers and praise.  We are dedicated to serve you in 

training your children.  
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Biblical Principle (Matthew 18):  
Matthew 18:15 – 17 is a principle which brings about a spirit of unity and loyalty, and a greater love for one 

another.  This principle, when applied in the spirit of Galatians 6:1, will transform the school or any institution 

into a dynamic Christian force in the community. Bill Gothard states that if this principle is applied, it will 

produce three results:  “Disloyalty, with its gossip and slander, would cease and give way to right fellowship 

among sincere Christians. Christians would become a corrective and edifying force to each other with the result 

that weaker Christians would be strengthened and false teachers would be exposed.  And the world would 

believe that God sent His Son with a message of hope for them.”  

It should be the desire of every parent, student, staff or faculty member associated with the school to practice 

this principle found in Matthew 18:15 – 17 in the spirit of Galatians 6:1.    

Matthew 18:15-17 If your brother sins, go and show him his fault in private; if he listens to you, you 

have won your brother. 16 But if he does not listen to you, take one or two more with you, so that by the 

mouth of two or three witnesses every fact may be confirmed. 17 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. Galatians 6:1 Brethren, even if anyone is caught in any trespass, you who are spiritual, 

restore such a one in a spirit of gentleness; each one looking to yourself, so that you too will not be 

tempted. 

Communication:  
In dealing with a parent, student, staff, or faculty member associated with our school, we need to encourage 

him/her when going to another parent, teacher, or student to use the following words, “I always want to be able 

to have a good report about you.  I need to have you explain why a certain thing happened or why you chose to 

do a certain thing.”  

 

By using this language, you are indicating to that person that you don’t speak about him behind his back.  

Secondly, it is not in an accusing way. You are asking him to explain why he took certain action or why he said 

certain things. It is frequently a communication problem that can be cleared up with honest discussion. If that 

person is at fault, it gives opportunity for that person to seek forgiveness and restoration.  

 

Conflict Resolution:  
Following the principle of Matthew 18 will aid in conflict resolution between persons associated with the 

school. For example, when a parent calls the Headmaster and begins to complain about a particular teacher, the 

Headmaster will encourage the parent to go to the teacher first with the complaint.  If the parent is not satisfied 

after doing that, the Headmaster will meet with them as a witness and to facilitate communication.  

Students are trained to use this principle in relationships with other students.  For example, a student may ask 

another student to stop inappropriate or disrespectful behavior.  If the second student does not respond to the 

appeal, the first student needs to approach the teacher and report the situation.  The teacher helps the student 

find the balance between “telling on someone” and communicating problems with other students.  

 

Good Report:  
To maintain unity within our school and its numerous relationships, we must commit ourselves to the following 

steps:  

1. Commit ourselves to a good report.  Each of us must make life-long decisions to give only a good 

report of others, unless we have followed the steps of Matthew 18 with a clear conscience and a desire 

to restore the offender.  We should remember, if a Christian brother gives a bad report about any 

brother without having gone to him first in a spirit of love, he becomes a whisperer and damages the 

wider work of Christ, for Jesus prayed in John 17 for oneness or unity among true Christians.  

2. Make it work in our families.  Each father should meet with his entire family and agree to give only a 

good report of each other, and follow the steps of Matthew 18 whenever someone is offended. This 

means that each one invites the other to share with him privately when he misses the mark.  
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3. Encourage lovingly, but firmly, every other Christian to give only a good report and follow Matthew 18 

when offended, for God tells us to exhort one another daily.  

Testimony:  
At Oak Ridge Christian Academy we can demonstrate to others that we are in Christ by our unity.  The mark of 

a true Christian to the outside world is the quality of his love for other Christians.  When the world sees 

Christians loving one another enough to follow God's steps of correction as outlined in Matthew 18, they will 

believe that God did send His Son into the world (John 13:35, 17:21).    

 

HEALTH POLICY  

 

Audio-Visual Screening:  
State legislation requires that each student enrolled in the school have evidence of audio-visual testing. 

Legislation requires that screening is to be conducted every school year for the students in grades Pre-k, K, 1st, 

3rd, 5th, 7th and 9th grades, and for all new students, regardless of the grade.  Students in the 6
th 

grade are also 

screened for scoliosis as per state law.  Parents will be notified of screening dates and any apparent problems. 

Parents who have their students screened by an off-campus provider must provide the information in a timely 

manner in order for the school to comply with the state’s requirements.   

 

Communicable Diseases:  
A health record is kept for each student in the school.  In order to keep this up to date, it is requested that 

parents/guardians inform the office if your child has contracted any type of childhood illness or communicable 

diseases during the school year (including head lice and pink eye).  

 

PLEASE NOTE: Students with contagious, life-threatening diseases shall not be admitted to the school.  For 

the protection of all the students in the school, we reserve the right to determine whether or not a student is well 

enough to return to class following a communicable disease or if we believe the student to be exhibiting 

symptoms of a contagious illness.   

 

Immunizations:  
All students are required to maintain their program of immunizations consistent with state regulations and 

policies. Students must have proof of immunizations or a state issued exemptions before attending the school.  

All records will be verified by the school health care provider and a record will be kept on file in the office.  It 

is the responsibility of the parent to keep the school informed of any updates to the immunization record.  If an 

immunization record is incomplete, the school reserves the right to refuse admittance to the student 

until proof of immunizations is produced.  If immunizations are not up to date, a grace period of 30 

days will be given to the parents to obtain the needed immunization.  At the end of the grace period, any 

student who fails to comply with state regulations will not be allowed to attend classes until proof of 

compliance is received.  

 

Medical Records and Emergencies:  
Every student is required to have a medical emergency release on file in order that specific steps may be taken 

if a student is ill or has an accident at school or on school trips which require immediate treatment.  

 

Sickness:  
All students who are sick must be kept at home.  When a student is well enough to participate in a normal 

school day, he may return to school.  Students will be expected to participate in all outdoor activities with their 

class, unless the student has a note signed by a parent/guardian or doctor.    

While at school, if the student has a temperature of 100° or other obvious symptoms, including but not limited 

to vomiting or diarrhea, he/she will be isolated and the parent/guardian will be contacted.  The student must be 

picked up from school promptly.    

NOTE: STUDENTS MUST BE SYMPTOM FREE FOR 24 HOURS BEFORE RETURNING TO 
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SCHOOL. This means no body temperature above 98.6° after a fever (above 100.0°) has been present, 

no vomiting, no diarrhea, no colored discharge, etc.  

LOCKERS  

 

All students beginning in 5th Grade are assigned a locker for use during the school year. Students may not trade 

locker assignments without approval from the teacher.  Students will be held accountable for any damage 

incurred beyond acceptable use. Students are not permitted to use tape or stickers to adhere objects to the 

lockers.  Only "sticky tack" or magnets may be used.  All lockers are the property of The Academy and may 

be subject to random search if deemed necessary. The student’s enrollment at The Academy is deemed 

voluntary consent for the administration to inspect lockers at all times.  Students should not put their 

belongings on the top or front of the lockers or in empty lockers.  

 

LOST AND FOUND  

 

Please label all items sent to school, including uniforms, lunch boxes, and supplies. If a name is found on an 

item, the item is returned to the student. The school is not responsible for items left at school during the day or 

at extended care. Lost and found items that are not claimed after the end of the semester are donated to a charity.  

 

LUNCHROOM POLICY  

 

Lunches may be brought from home.  Cafeteria supervisor(s) receive health department training and the 

kitchen is inspected and licensed annually. Try to provide younger children with containers that do not require 

adults to open to maximize the time your student(s) have to eat.  Parents should send all necessary utensils and 

napkins. Microwaves are available only for upper school students. 

 

Hot lunches are available daily for PK-12th grade. Menus are found online at orderlunches.com.  Payment for 

lunches is also completed online.  Lunches must be ordered by deadlines provided by the school.  If a student 

frequently forgets his/her lunch, parents will be contacted. 

 

Students are expected to follow the lunchroom guidelines and obey the lunch monitor.  The students in PK-4th 

grade will remain quiet during the first part of lunch so that they will eat and not talk to their friends. After the 

quiet time, students should speak at a moderate level.  Students must eat lunch or the parent will be contacted.  

Students are responsible for placing all garbage in containers prior to their dismissal.  The older students in the 

last lunch period assist with putting up the chairs. Please place all garbage in the trashcans.    

 

Parents, siblings, and grandparents, etc., may visit students at lunch.  If eating in the lunchroom, they should 

only eat with their children. They may also eat outside with their own children.  No student may play on the 

playground equipment until the entire class goes out for recess under the teacher’s supervision. If siblings visit, 

the younger child should remain with the parent.  The older child and his fellow students should not be 

expected to supervise the sibling.   

 

MEDICATION POLICY  

 

The Academy’s office personnel record all prescription and non-prescription medication that is dispensed to 

the student.  Parents must provide cough drops and other non-prescription medications for colds and 

allergies.  All medications should be in the original container with the student’s name.  All medication must 

be secured in the school office in a place that is not accessible to students.  

 

The Academy is not responsible for product expiration dates.  Parents must personally check medication in 

and pick it up when it is expired or at the end of the school year.  Medication that is not picked up will be 

discarded.  
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Non-prescription Drugs:  
The school office may administer acetaminophen, ibuprofen, antacid, or other necessary nonprescription 

medications occasionally as needed, provided that the parent/guardian has approved their use by giving 

permission on the medical release form.    

 

Once a student has received these medications more than five times during a nine-week period, the parent will 

be contacted and asked to approve each following use of these medications.  Parents may need to consult their 

physician if the student is making frequent trips to the office for these medications.    

 

Prescription Drugs:  
The school office can only administer prescription medications once a “Request for Administration of 

Medication” has been completed by the parent and physician.  It is the responsibility of the parent/guardian 

(not the child) to personally give the medication to the office staff, with written directions for administering the 

medication.  Prescription drugs must have the original label with the student's name, name of medication and 

specific instructions for dosage, time to be given, and the length of time the medication is to be taken. The 

school will not be responsible for dosages missed.  If the medication makes the student drowsy, he/she must 

stay at home.    

If a student is under a doctor's care, it is very important that the parent/guardian notify the office in writing of 

the details regarding the student's medical condition, especially if the student is taking any medication for 

behavior modification.  It is the parent's responsibility to ensure that the prescribed dosage is administered.  If 

a student is out of medication and behavior is a problem, the school will determine if the student is able to 

participate in school.  Do not send any medications in a student's backpack or lunch box. 

 

NEWSLETTER/TUESDAY FOLDER  

 

Each Tuesday, every student in Grammar School will take home a folder containing information and graded 

papers from the teacher.  The school’s monthly newsletter is included and the folder may also contain other 

flyers about upcoming events.  Parents need to follow the teacher’s instructions for returning or keeping 

papers and signing the folder.  It is very important for the parents to read the newsletter in order to keep up 

with events, changes in policies, and other important information.  

 

PAYMENT POLICIES  

 

 Tuition and fees are non-refundable, and due as outlined on the Cost of Education worksheet, 

regardless of the student’s enrollment status.  

 Families with multiple children attending are eligible for a $1,000 family discount on tuition when 

2 or more children are in 1st grade or higher. 

 Families who attend ORRB are eligible for a 20% discount on tuition. Family must be 

good-standing members for at least one year to qualify.  

 Active Pastor’s families will receive a 10% discount on tuition. Signed letter of recommendation by 

an elder is required. 

 A third party is contracted to assist in the awarding of financial aid on an annual basis. 

 All incidental Payments or MDO tuition payments are to be made by cash or check only to the 

school. Academy monthly tuition payments are made through FACTS. MDO tuition payments 

maybe made through FACTS or by cash or check. 



32 
 

 There will be a $25 fee for any checks returned to the school as insufficient. 

 Monthly statement charges are due at the end of the month. 

 A $25 late fee will be assessed every 30 days for unpaid statement balances.  

 All balances must be paid in full before withdrawing from the school.  

 Account balance must be paid in full by the last day of school. 

 Account balances from previous years must be paid in full to complete the enrollment process for 

the upcoming school year. 

 Any account not satisfied within 3 months, and exceeding $499 will be processed through a 

collections agency. 

 The school has the right to hold all student records until the account is paid in full. 

 Failure to maintain financial obligations at any time throughout the academic year will be 

presented to the Financial Board for review to determine the continuation of enrollment in the 

present year. 

 Any changes to your established tuition payment schedule must be handled in person through the 

Financial Office. 

 If 20 volunteer hours are not obtained and entered by April 30th, you will be invoiced for the 

difference at a rate of $10 per hour. The balance will be due by the last day of school. 

 After school Care Late Pick-Up fee is $25 ($15 MDO) per quarter-hour after program end. 

 There will be a late enrollment fee of $175 for new students enrolling for the second quarter and a 

$350 fee for those enrolling for the third quarter and $500 for the fourth quarter.   

 Parents/Guardians waive all rights to take their cause before a court of law except in cases of 

criminal misconduct.  I Corinthians 6:1-8 is very clear on this point, and as believers, we are to 

obey these instructions.  

Withdrawal from the school must be formally attended through the school office.  See the Administrative 

Director for the withdrawal form. If an early termination of the contract occurs, a fee of $500 will be applied for 

Academy students and $100 for MDO students. No records will be released until the balance due on the school 

account is paid in full.  The Academy provides no refunds for payments already made. 

 

RELATIONSHIP POLICY  

 

Bullying:  
All students are expected to treat one another courteously, with respect for the other person’s feelings, to avoid 

any behaviors known to be offensive, and to stop these behaviors when asked or told to stop by another student 

or the supervising adult. A student and/or parents are encouraged to discuss any questions or concerns with the 

supervising adult and/or Headmaster when a student believes that he/she is being subjected to deliberate 

physical and/or psychological mistreatment.    

 

Public Display of Affection:  
Boy/girl relationships are not to be “physical” in nature.  While students are encouraged to develop social 

relationships with students of both genders, public display of affection such as handholding, kissing, etc. are not 

permitted before, during, or after school, at school-sponsored events, or at off-campus events, such as field trips 

or class trips (of any kind).  
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Sexual Harassment:  
All students and teachers are prohibited from engaging in offensive verbal or physical conduct of a sexual 

nature. A student and/or parents are encouraged to discuss any questions or concerns about sexual harassment 

with the Headmaster.  A student who believes he/she has been or is being subjected to any form of sexual 

harassment by a teacher or another student as defined above shall bring the matter to the attention of the 

Headmaster.  All complaints of sexual harassment will be investigated in a discreet and confidential manner.  

 

RISK MANAGEMENT PLAN  

 

A copy of Oak Ridge Christian Academy’s Risk Management Plan is available in the school office.  All staff 

and faculty members have a copy in their work areas and have been trained in the procedures for drills and 

evacuations. Directions are posted in each room.  Instructions in fire drills and lockdown drills are given at the 

beginning of the school year.  Drills are held periodically throughout the year. In the event of an evacuation, 

children will be released only to their parents or someone listed on the Carpool Release Form. Media outlets 

will be notified and a phone chain will be initiated to contact parents if the school is being closed or if special 

instructions are warranted. 

 

SCHOOL GOVERNANCE  

 

Oak Ridge Christian Academy is a ministry of Oak Ridge Reformed Baptist.  The church elders are the final 

authorities. The Headmaster of the school is appointed by the church elders to direct all activities and 

personnel, including teachers, office staff, and part-time employees.  The School Administrative Council is 

appointed by the church to assist/advise the Headmaster of the school and to be certain that the best interests of 

the church are maintained in all school activities.  The members of the Council assist in establishing major 

policies of the school.  Teachers supervise classroom/activities under oversight of the Headmaster.  

 

SECURITY POLICY  

 

We strive to maintain a safe environment for your children.  After 8:00 a.m. we require all 

visitors/parents/volunteers/workmen to the school to sign in at the office and receive a visitor’s pass. This 

enables us to monitor all individuals and keep our students more secure.  The faculty and staff of the school 

wear badges identifying them as a part of the school.  Please sign out at the office before leaving the campus.  

The ropes remain up so that no cars can drive around the school during the day. Please do not remove the ropes 

unless instructed by a staff member.  

 

THEFT  

 

Students are encouraged to take a great deal of care in the responsibility for their possessions, and are not to 

bring valuable items or large amounts of money to school.  The school will not be responsible for items lost 

due to theft.  Parents are asked to label all their student’s personal belongings.  

 

TOYS  
 

No items should be brought from home unless instructed by the teacher for projects, show-and-tell, or to 

enhance the educational process.  

 

WEAPONS POLICY  
 

No weapons, including pocket knives, BB guns, air soft guns, etc., are allowed on campus or at any off-campus 

school events.  Any student possessing such a weapon will be subject to severe disciplinary consequences, 

including expulsion. Any student, parent, or visitor possessing a weapon may be remanded to police custody as 
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necessary.  The only exceptions to this guideline is the target range at Forest Glen, which is supervised by 

trained camp personnel and the Academy’s Archery Club which takes place on campus, after school under the 

sponsor’s supervision. 

WITHDRAWAL POLICY  
 

Withdrawal from the school must be formally attended through the school office.  See the Administrative 

Director for the withdrawal form. If an early termination of the contract occurs, a fee of $500 will be applied for 

Academy students and $100 for MDO students. No records will be released until the balance due on the school 

account is paid in full.  The Academy provides no refunds for payments already made. 

 

SECTION VI – MOTHER’S DAY OUT 
 

ARRIVAL / DEPARTURE PROCEDURES 

Class time is from 9:00 to 2:30 on Tuesdays and Thursdays.  Please, do not enter the classroom until 9:00 as 

teachers are preparing the activities for the children.  Children and their parents may wait in the lobby area 

until that time.   

Take your child to the classroom and obtain a teacher’s acknowledgement of your arrival and sign-in your 

child. 

Likewise, when you pick up your child, you should be sure the teacher is aware that the child is leaving.  Each 

classroom has a sign-in / sign-out sheet that will need to be signed daily. 

Children will only be released to parents or persons listed on the Car Pool list filled out by parents at the 

beginning of the year.  Please inform your child’s teacher in writing if someone other those listed will be 

picking up your child.  A child will not be released to an adult that is not on the Car Pool list.  Anyone other 

than the child’s parents must have a photo I.D. 

 

Late Pick up Fee: 

Please be prompt in picking up your children. Children not picked up by 2:30 p.m. will be checked into MDO 

Extended Care and charged a late fee of $15 per quarter hour.  

 

MDO Extended Care: 

Mother’s Day Out operates from 9:00-2:30. Understanding that this can be challenging for our families who 

also have students in the Academy, we are happy to offer an MDO A.M. and P.M. Extended Care service.  

These services are offered only to those parents who have children in both MDO and THE ACADEMY. 

Morning Mother’s Day Out Extended Care children may only be dropped off between 8:00-8:15. These 

children need to be dropped off in the 3yr. old classroom. There is a $2 fee for each child per day that the A.M. 

service is used. Afternoon Mother’s Day Out Extended Care also incurs a $2 fee for each child per day that the 

P.M. service is used. Children remaining in Mother’s Day Out P.M. Extended Care must be picked up before 

their academy sibling and no later than 3:15. There is a $15 late fee for every 15 minutes past 3:15. We are 

happy to offer this service to our families and hope that it will be a help to you. 

 

BITING 

 

Health and Safety: 

Biting is normal and quite common from ages 12-26 months.  The reasons for biting are varied and differ from 

child to child.  Biting often occurs during teething and continues as toddlers explore their world by putting 

everything in their mouth.  Children who bite are not bad; they are most often still orally focused. 

Children may also bite when they are hungry, fatigued, bored, over stimulated, and most often when they are 

frustrated and don’t know what else to do.  Their lack of language proficiency often causes conflict and they 

are struggling with demands on their very young emotional network. 

Program Approach: 
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 Give aide 

 “No” (firmly expressed verbally so the child knows the behavior is inappropriate) followed by “no 

biting – biting hurts our friends”, etc. 

 Time out until self-control is evident, and the teacher talks to the child about biting and appropriate 

ways to get what he/she needs 

 “Ouch” report is completed and a parent of the bitten child is contacted 

 Incident report is completed and a parent of the offending child is contacted 

 After each child has been attended, child to child (face to face) time to say “sorry” or give a hug 
It is our policy to protect the privacy of every child, parent, and family.  Every effort to establish the cause and 

contributing factors will be pursued.  Some cases are more complex and take a longer period of time to 

determine the motivation for biting.  If a child bites more than two times a day, the parent will be called to pick 

up the child.  If the behavior has not improved over a reasonable period of time and normal solutions have 

failed, we reserve the right to dismiss the child. 

CALENDAR 

The calendar for the Mother’s Day Out Program will generally coincide with the Oak Ridge Christian 

Academy.  A school wide calendar with operational dates for the year will be sent to each family in the packet 

you receive in early August.  Mother’s Day Out will begin the Tuesday after Labor Day and continue through 

the middle of May.  The school calendar is subject to change.  We will notify you of changes through notes 

home and newsletters. 

PARENT COMMUNICATION FOLDER 

Every student will have a communications folder. In this folder teachers will send home a monthly calendar that 

will outline classroom activities for the month. The school will send out newsletters with information of 

upcoming events. It is important to go through the papers in order to stay informed. 


