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Parent & Student
Handbook
CT Christian Academy (CTCA) Parent-Student Handbook is not intended to cover every situation which may arise but is
simply a general reference guide and contains specific information on policies and procedures and constitutes an
important part of the parent’s contract with CTCA.
If a parent/guardian has any questions or needs clarification regarding any policies, practices and procedures contained
in this handbook, we welcome the parent/guardian to contact the CTCA administrative office for clarification.
CTCA may change, add or delete any policies or provisions in this handbook as it sees fit in its sole judgment and
discretion. All changes will be updated in the CTCA website and announced via email. I understand that it is the parent’s
responsibility to review with the student all CTCA Parent/Student Handbook policies and to emphasize the importance
of following the rules.

0
1

EDUCATE – EQUIP - EMPOWER

TABLE OF CONTENTS
WHO WE ARE ...................................................................................................................... 5
Our Story ..................................................................................................................... 5
Our Pledge .................................................................................................................. 5
Mission Statement ......................................................................................................5
FAITH AND BELIEFS ............................................................................................................. 6
Statement of Faith ...................................................................................................... 6
Statement of Final Authority for Matters of Faith and Conduct ................................ 7
Biblical Stance on Sexual Immorality .......................................................................... 7
SCHOOL AND OFFICE HOURS OF OPERATIONS ................................................................. 8
Hours of Operations ............................................................................................... 8
ENROLLMENT, RENEWAL AND WITHDRAWAL PROCEDURES ........................................... 8
Enrollment Application Process ................................................................................. 8
Document Requirements ............................................................................................ 8
Registration Renewal ................................................................................................. 9
Privacy of Student Records ........................................................................................ 9
Withdrawal From School ........................................................................................... 9
Request for School Records ....................................................................................... 9
DRESS CODE POLICIES ..................................................................................................... 10
Uniform Guidelines ................................................................................................. 10
Parent Dress Code.................................................................................................... 11
GENERAL SCHOOL INFORMATION AND POLICIES .......................................................... 11
Fundraisers .............................................................................................................. 11
Change of Address / Phone Numbers / Data Update .............................................. 11
Chapel and Bible ...................................................................................................... 11
Check In and Out ...................................................................................................... 11
HEALTH, ILLNESS & RE-ADMITTANCE ............................................................................. 12
Re-admittance to School.......................................................................................... 12
Medication .............................................................................................................. 12
Insurance ................................................................................................................. 13
Accident / Incident Form ......................................................................................... 13
First Aid ................................................................................................................... 13
GENERAL POLICIES ........................................................................................................... 13
Photographs and Video Release .............................................................................. 13
Holiday Parties and Birthday Celebrations .............................................................. 13
Lost and Found......................................................................................................... 14
Toys ......................................................................................................................... 14
Cubbies/Lockers/Backpacks..................................................................................... 14
Visitor and Background Check Policy ...................................................................... 14
Field Trips .................................................................................................................14
Chaperone Guidelines.............................................................................................. 15
Smoking Policy ......................................................................................................... 16
Cell Phone Policy ...................................................................................................... 16
2

EDUCATE – EQUIP - EMPOWER

TABLE OF CONTENTS
CTCA FOOD POLICIES AND PROCEDURES ..................................................................... 16
Breakfast ................................................................................................................ 16
Lunch....................................................................................................................... 16
DISASTER PROCEDURES AND SCHOOL CLOSURE .......................................................... 16
Fire Drill ................................................................................................................... 16
Lockdown ................................................................................................................16
Tornado and Hurricane Warnings ........................................................................... 16
Bomb Threat ........................................................................................................... 17
School Closing ......................................................................................................... 17
FINANCIAL DEPARTMENT GENERAL INFORMATION,
COMMITMENT AND POLICIES .........................................................................................17
Fees ......................................................................................................................... 17
Tuition ..................................................................................................................... 17
Withdrawal Fee ........................................................................................................ 17
Payment Schedule .................................................................................................. 18
Returned Checks ..................................................................................................... 18
Discounts................................................................................................................. 18
Refunds ................................................................................................................... 18
Late Pick-up Policy .................................................................................................. 18
Check-In Procedure ................................................................................................. 19
Morning Arrival ....................................................................................................... 19
Afternoon Dismissal/Late Pick Up/Check-out..........................................................19
Tardy Policy ............................................................................................................ 19
Excused Tardy ......................................................................................................... 20
Unexcused Tardy.....................................................................................................20
Attendance Policy ................................................................................................... 20
Excused Absence..................................................................................................... 20
Unexcused Absence ................................................................................................ 21
Student Academic Assessment ............................................................................... 21
Progress Reports ..................................................................................................... 21
Report Cards ........................................................................................................... 21
Late Work Policy ..................................................................................................... 21
Incomplete Grades................................................................................................... 21
Retesting .................................................................................................................. 22
Parent/Teacher Conferences ................................................................................... 22
Agenda Policy........................................................................................................... 22
Academic Policy Homework .................................................................................... 22
Grading Scale ........................................................................................................... 23
Award Standards ...................................................................................................... 23
Promotion/Probation/Retention ............................................................................. 24
Achievement Testing ............................................................................................... 24
Code of Conduct ..................................................................................................... 24
3

EDUCATE – EQUIP - EMPOWER
Detention ................................................................................................................ 25
Drug and Substance Use and Testing...................................................................... 25
Student Cell Phone Policy ....................................................................................... 26
Summer Camp ........................................................................................................ 26

4

EDUCATE – EQUIP - EMPOWER

OUR STORY
Established 2020

During the summer of 2019, the Lord planted a vision in the heart of Dr. Christina Harris to open a school
that would offer the community around her a solid education with a strong biblical worldview. Soon after,
the Lord brought highly qualified and highly motivated individuals to partner with her in this most
adventurous endeavor. We are affiliated as a non-profit under the umbrella and arm of Project Houston
Community Development Corporation.

OUR PLEDGE
We recognize each child as a unique gift from God to each of his or her parents and we pledge to always
show God’s love in our words and our deeds. Furthermore, each staff member has been chosen to reflect
the ideas and goals though a biblical worldview.

MISSION STATEMENT
To provide a biblical worldview education that challenges and encourages children to achieve their fullest
potential academically, socially, and spiritually in a Christian environment.

“Train a child in the way they should go;
even when they are old they will not depart from it”.
- Proverbs 22:6

CT Christian Academy admits students of any race, color, nationality, or ethnic origin to all the rights, privileges, programs and
activities generally made available to the students of the school.
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CT CHRISTIAN ACADEMY
FAITH AND BELIEFS
STATEMENT OF FAITH
We explicitly affirm our beliefs in the following fundamental Bible teachings:

1. There is one true God, eternally existing in three persons - Father, Son and
Holy Spirit - each of whom equally possesses all the attributes of Deity and the
characteristics of personality.
2. Jesus Christ is God the Living Word who became flesh through His miraculous
conception by the Holy Spirit and His virgin birth. Hence, He is a perfect Deity and
true humanity united in one person forever.
3. Jesus lived a sinless life and voluntarily atoned for the sins of men by dying on the
cross as their substitute, thus satisfying divine justice and accomplishing salvation
for all who trust in Him alone.
4. Jesus rose from the dead in the same body, though glorified, in which He lived and
died.
5. Jesus ascended bodily into heaven and sat down at the right hand of God the
Father, where He, the only mediator between God and man, continually makes
intercession for His own.
6. Man was originally created in the image of God. He sinned by disobeying God;
thus, he was alienated from his Creator. That historic fall brought all mankind
under divine condemnation.
7. Man’s nature is corrupted, and he is thus totally unable to please God. Every man
is in need of regeneration and renewal by Holy Spirit.
8. The salvation of man is wholly a work of God’s free grace and is not the work, in
whole or in part, of human works or goodness or religious ceremony. God imputes
His righteousness to those who put their faith in Christ alone for their salvation and
thereby justifies them in His sight.
9. It is the privilege of all who are born again of the Spirit to be assured of their
salvation from the very moment in which they trust Christ as their Savior. This
assurance is not based upon any kind of human merit, but is produced by the
witness of Holy Spirit, who confirms in the believer the testimony of God in His
written Word.
10. The Holy Spirit has come into the world to reveal and glorify Christ and to apply the
saving work of Christ to men. He convicts and draws sinners to Christ, imparts new
life to them, continually indwells them from the moment of spiritual birth and seals
them until the day of redemption. His fullness, power and control are appropriated
in the believer’s life by faith.
11. Every believer is called to live in the power of the indwelling Spirit that he will not
6
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12.
13.

14.

15.

16.
17.

fulfill the lust of the flesh but will bear fruit to the glory of God.
Jesus Christ is the Head of the Church. His Body, which is composed of all men,
living and dead, who have been joined to Him through saving faith.
God admonishes His people to assemble together regularly for worship, for
participation in ordinances, for edification through the Scriptures and for mutual
encouragement.
At physical death the believer enters immediately into eternal, conscious fellowship
with the Lord and awaits the resurrection of his body to everlasting glory and
blessing.
At physical death the unbeliever enters immediately into eternal, conscious
separation from the Lord and awaits the resurrection of his body to everlasting
judgment and condemnation.
Jesus Christ will come again to the earth—personally, visibly and bodily—to
consummate history and the eternal plan of God.
The Lord Jesus Christ commanded all believers to proclaim the gospel throughout
the world and to disciple men of every nation. The fulfillment of that Great
Commission requires that all worldly and personal ambitions be subordinated to a
total commitment to “Him who loved us and gave Himself for us.

STATEMENT OF FINAL AUTHORITY
FOR MATTERS OF FAITH AND CONDUCT
The Statement of Faith does not exhaust the extent of our beliefs. The Bible itself, as the inspired and
infallible Word of God that speaks with final authority concerning truth, morality, and the proper conduct
of mankind, is the sole and final source of all that we believe.

BIBLICAL STANCE ON SEXUAL IMMORALITY
Regarding Homosexuality, Marriage, and Sexual Identity, CTCA holds firmly to the biblical stance. With
Regard to… Sexual Immorality, we believe that sexual acts outside of marriage are prohibited as sinful.
Sexual acts outside of marriage include but are not limited to adultery, fornication, incest, bestiality,
pornography, prostitution, voyeurism, pedophilia, exhibitionism, sodomy, polygamy, polyamory, or samesex sexual acts. (Exodus 20:14; Leviticus 18:7–23; 20:10–21; Deuteronomy 5:18; Matthew 5:27–28; 15:19;
Romans 1:26–27; 1Corinthians 6:9–13; Galatians 5:19; Ephesians 4:17–19; Colossians 3:5; 1 Thessalonians
4:3; Hebrews 13:4).

7

EDUCATE – EQUIP - EMPOWER

SCHOOL AND OFFICE HOURS OF OPERATIONS
According to CTCA Administrative Office clock:
• CTCA Hours 8:30AM - 3:00PM
• Office Hours 7:00AM - 5:00PM
• School Tours by appointment only
• Class Time 8:30AM - 3:00PM
• Summer Hours – 8:30AM – 3:00PM

ENROLLMENT APPLICATION PROCESS
Thank you for your interest in CTCA. The enrollment process begins by completing an enrollment packet.
Packets will be processed in the order they are received with all completed documents from the checklist.
Forms must be completed, and fees paid at time of registration. Upon registration there will be a nonrefundable registration fee.

FORMS AND DOCUMENTS
REQUIREMENTS UPON ENROLLMENT
1. Registration/Application Forms and Fee – for new and returning students
2. Immunization form OR Notarized Exemption Affidavit from the state
3. Parent’s Enrollment Agreement Forms signed
4. Notarized Medical and Authorization Release Forms (Forms MUST be updated yearly)
5. Curriculum fees paid in full at time of registration.
6. Copy of Birth Certificate
7. Copy of parent picture ID
8. Background Screening for VIPs* interested in being on campus during school hours
9. Financial Agreement
*Very Involved Parents (Including non-parental volunteers)
Please note that your child(ren) will not begin school until ALL documents and fees
have been completed and submitted. Processing the student application will require
24 hours after all documents are received. (Unless otherwise approved by Administration.)
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REGISTRATION RENEWAL
Registration renewal for the upcoming school year begins in March and opens to the community in April.
Students are admitted based on the student’s birthday, successful completion (promotion) of the
previous grade and successful interview with the head of school.
Example:
• To begin Kindergarten, student must be 5 years old on or by September 1.
• An Entrance Exam may be required for class placement. A child may be denied admission if the
Academy deems it is not a good fit for both parties. If a student is admitted after the school year has
begun, CTCA may require tutoring for the student to be able to work at the same level of the class.
All children are admitted conditionally for a thirty (30) day probation period.

PRIVACY OF STUDENT RECORDS
It is school policy that records concerning an individual child are private and will not be shown to anyone
other than the custodial parent. Routine school newsletters and weekly reports are given to a noncustodial parent upon a written request.

WITHDRAWAL FROM SCHOOL
The procedure for withdrawing a student from CTCA includes the following:
1. An unenrollment form must be obtained from the school office, completed and submitted to the
school office.
2. After receiving the withdrawal form, student records will be compiled and available no earlier than
twenty-four (24) business hours from the time the withdrawal form is completed.
3. Upon returning books, and other school property and clearing the student’s financial account, records
will then be released. Withdrawal is then complete.

REQUEST FOR SCHOOL RECORDS
CTCA is happy to comply with requests for release of student records to parents/guardians or educational
institutions. Parents who want to have CTCA provide copies of their student’s records must make a
written request (which may be done by e-mail) for records and submit to the school office. The school
office releases the records/transcripts, provided that the student and family accounts are current.
Transcripts will be ready for pickup in the school office within 24 and 48 business hours after transcript is
requested.

DRESS CODE POLICY
The CTCA Dress and Appearance Code is designed to create a positive on-campus atmosphere that
promotes behavior appropriate to learning. Clothing that is excessively faded, torn, or otherwise worn out
9
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is not consistent with this philosophy and therefore should not be worn to school. The purpose of the
CTCA dress and appearance code is to train and model lasting principles of appropriate dress and
behavior, not simply to address fashions and fads. These guidelines offer methods for dressing modestly
and appropriately under all circumstances, taking into consideration the variety in classrooms settings
and diversity of individual students. Regarding inappropriate dress, hairstyle, jewelry, etc., when in doubt,
please check with the School Administrator before assuming something is acceptable. The Administration
reserves the right to change dress code policies or take corrective steps when it is in the best interest of
CTCA.

UNIFORM GENERAL GUIDELINES
• CTCA students must be in full CTCA uniform every day, except for Fridays. The attire on Fridays is jeans
with a CTCA Spirit Shirt.
• NAVY/GREY/BLACK/KHAKI solid bottoms
Boys – shorts, pants
Girls – pants, jumpers, shorts, skorts, and skirts (must have shorts under); nothing shorter than 2” above
the knee will be acceptable.
• No clothing should be worn more than one (1) size larger than needed.
• Casual dress days: Offensive slogans or logos, rock groups or inappropriate language/symbols on
clothing isnot permitted
• School-issued uniform tops must be tucked in at all times.
• Flip flops, backless shoes (any kind), open-toe and sandals (any kind) are not permitted. Any closed-toe
shoes are appropriate and safe for the school day.
• Jewelry – only stud earrings are considered safe; multiple ear piercings and/or body piercing (nose,
eyebrows, etc.) are worn at the student’s risk.
• Permanent tattoos are not permitted on children.
When temperatures reach 65º and below:
• Leggings (any solid color) may be worn under skirts, skorts or shorts.
• Long sleeve – any solid color may be worn under uniform tops. Solid color sweaters are permitted.

PARENT DRESS CODE
Parents should dress modestly when on campus, field trips or any school function. Clothing that is too
short, too tight, too revealing, or too casual will be inappropriate. Thank you for your support and for
being a role model for our students.

FUNDRAISERS
CTCA operations are supported entirely by student tuition and fees. As a private school, there are no
agencies or groups that underwrite any shortfall of operating funds. As a result, all activities and services
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are paid for by the families of the students who use them. Fundraising events are conducted each year to
support the general operating budget, capital improvement or large pieces of equipment. There are
many ways for a family to support the success of the fundraisers. Participation is greatly appreciated and
highly needed. The goal is to achieve 100% participation by all our attending families as your participation
will make a significant contribution to the operating budget each year. If the family chooses not to
participate in our Annual School-Wide Fundraiser, a donation of $100 per family will be charged to the
student account in March as a contribution to our fundraiser. All donations are tax deductible.

CHANGE OF ADDRESS / PHONE NUMBERS / DATA
UPDATE FORM
CTCA thanks you, the custodial parent, for ensuring the school office has the correct information
regarding you and your child. Please notify the Academy office immediately in writing of any change in
address or telephone numbers (home, work, authorized parties to pick up student, or other pertinent
information). Please keep all records current so that we can expedite any emergency situation.

CHAPEL AND BIBLE
As a Christian Academy, Chapel and Bible are an intricate part of our curriculum and a requirement for all
students attending CTCA. Bible is treated the same as any academic course. The NIV and AMP versions
will be used in class and for scripture memory. Chapel services are conducted weekly. Chapel consist of
songs, Bible lessons, sharing and prayer. Parents and families will be invited to join us during special
services announced one week prior to the event.

CHECK IN AND OUT PROCEDURE
Any responsible party picking up a child MUST show a photo ID before the child is released and those
individuals should be listed on the Student Application. It is the parent’s responsibility to advise the
individual(s) picking up the student of the check-in and out policy.

HEALTH, ILLNESS AND RE-ADMITTANCE
Prior to admittance, CTCA requires a child be in good health and have an exemption affidavit or
current immunization records on file. Children should be brought to school healthy and able to
participate in all indoor and outdoor activities, including field trips. Any child suspected of having a
communicable illness or disease shall be brought to and kept in the office until a parent picks up the
child. The child must be picked up within one (1) hour of the parent being contacted. You will be required
to pick up your child if the school staff observes any of the following signs and symptoms:
• FEVER: Temperatures of 100.4 degrees or higher. Students MUST be FEVER-FREE, without medication,
for 24 hours before returning to school.
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• RESPIRATORY: Breathing difficulties, wheezing or strong persistent cough.
• VOMITING: If the child shows signs of illness and continues to vomit. Students MUST be SYMPTOMFREE, without medication, for 24 hours before returning to school.
• DIARRHEA: When characterized by frequent watery or green-colored bowel movements, which are
not related to medications or food reactions. Students MUST be SYMPTOM-FREE, without medication, for
24 hours before returning to school.
• RASH: Undiagnosed rash other than a mild heat rash. A rash relating to medicine should be brought to
the teacher’s attention so that we will not be alarmed.
• SORE THROAT: Sore throat that needs culturing because other signs of illness are present or a heavy
nasal discharge of green nature.

RE-ADMITTANCE TO SCHOOL
Re-admittance to CTCA for the following communicable diseases/illnesses shall be ONLY with a
physician’s note with a release to return to school: (If not, student will be sent home)
MEASLES • MUMPS • CHICKEN POX • IMPETIGO • CONJUNCTIVITIS • SCABIES • PINWORMS • HEPATITIS
• STREP THROAT • RINGWORMS • COVID-19 (This is not an exhaustive list - Please use wisdom)
Children may not return to school until symptoms are absent for at least 24 hours (other than Strep
Throat, which is 48 hours).

MEDICATION
Due to the risk of complications, the school will not administer prescription medicines or over-thecounter medicines. Students are not permitted to have any medication in their possession. (ex. in
backpacks). If a child needs medicine during school hours, parents must contact the school nurse for
approval to administer medicines or treatment to their child. *Parent MUST fill out medicine
authorization. At the discretion of the Administration, if there is a life-threatening situation, such as
allergic reactions in which an EpiPen is required or extreme asthma, the parent must fill out a Medication
Form. The EpiPen or Asthma pump must be in its original prescribed packaging and the teacher will keep
it in their possession.

INSURANCE
A Notarized Medical Release Form must be signed and be in our files as proof that each child is covered
by insurance. CTCA carries the required liability insurance, in which students are not covered. Therefore,
if a student is injured, the claim must be made with the parent’s insurance company.

ACCIDENT/INCIDENT/ILLNESS FORM
Our staff makes every effort to ensure the safety of your child. Unfortunately, minor accidents can occur.
As your partner in the care of your child, we realize that you will want to be aware of your child’s injuries
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or illnesses that occur at CTCA. In order to keep you informed, the office will provide, for your signature,
an incident/illness report for each occurrence and it will be kept on student record. In case of a serious
accidental injury, we will make every attempt to contact you or your designee for instructions. In the
event that we have attempted to contact you or the designated persons and have been unsuccessful, we
will, as stated on the signed and notarized Medical Release Form, seek medical treatment for the child as
needed.

FIRST AID
Only CTCA’s staff/school nurse, which are First Aid/CPR certified will be eligible to administer any
treatment. All First Aid/CPR treatments will follow the American Heart Association guidelines.

PHOTOGRAPHS AND VIDEO RELEASE
Students are photographed and videoed individually and as a class throughout the year. Photos of
students participating in our school activities (on or off campus) will be taken throughout the year. Such
images will be used in/for, but not limited to the following: posted in classrooms, hallways, website, apps,
CTCA social media, publications, brochures, yearbook as well as in school/church presentations. At the
time of registration, each parent must sign the Authorization Form and have it notarized.

HOLIDAY PARTIES AND BIRTHDAY CELEBRATIONS
At various times of the year, special parties are planned and held for classes. All parties must be preapproved and coordinated through the classroom teacher with a minimum of a week prior to the
celebration. You may send treats (store packaged food ONLY) as part of the celebration. If invitations will
be sent home, they must be given to the teacher to pass out provided every student in the classroom
receives one. All birthday parties and distribution of treats take place during lunch and will be held in the
Lion’s Den. (CTCA IS NOT A NUT FREE CAMPUS. Please see the teacher for allergy considerations)
Holiday parties are a time when we will ask for participation from the parents. We will either send home a
list with the item each student will be asked to bring, or a sign-up sheet will be available for you to
choose. Any adults participating in these events MUST have a Background Check on file prior to the event.
(Refer to Background Check Policy)

LOST AND FOUND
We ask that you label every item (clothing, sweaters, jackets, backpacks, etc.) with your child’s first initial
and last name. Lost items will be placed in the Academy Lost and Found located in the school office.
NOTE: Items will be stored and will be donated or disposed of at the end of each semester.
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TOYS
Toys, games (including electronic games), iPods, Beyblades, Pokemon cards, etc. are not permitted in the
Academy at any time and will be confiscated, unless the teacher/staff informs you otherwise. CTCA will
not be responsible for any items brought from home that are missing or broken.

CUBBIES/LOCKERS/BACKPACKS
Students are assigned a personal workspace, lockers and/or cubbies annually. A student may not trade
any of the above with another student. Assigned areas are to be kept clean, neat and organized. Students
are prohibited from disturbing another student’s area, locker, cubby or backpack. Entering and taking an
item without specific permission from the owner is considered stealing. The CTCA Administration reserves
the right to access workspaces, lockers or cubbies and backpacks for inspection at any time deemed
necessary by CTCA.

VISITOR AND BACKGROUND CHECK POLICY
Any person other than a student, staff member, administrator or church staff member is considered a
visitor and must report to the office for clearance. Please provide identification to receive a visitor badge
before proceeding anywhere on campus. Visitors must comply with the policies of the Academy, including
the conduct and dress guidelines. Any person participating in ANY school activity, (ex. volunteering,
chaperoning, celebrating a birthday, etc.) must have an annual background check on file at the school
office before the day of the event.

FIELD TRIPS
Educational field trips are an integral part of the curriculum and are not optional. All grades participate in
at least one (1) educational field trip each year. Each field trip is chosen to provide a hands-on educational
experience according to the grade level objectives. Some teachers may require a project or writing
assignment as part of the field trip.
In order for a student to participate in field trips, the following guidelines must be followed:
• A signed Field Trip Permission Slip is required for all field trips.
• The Field Trip Fee must be paid in advance.
• Financial Accounts must remain current and in good standing.
Students must wear the required attire as stated on the Permission Slip. Students not in field trip clothes
may not be permitted to participate in the outing at the discretion of the teacher. Field trips are a
privilege which can be denied at the discretion of CTCA administration. If for some reason a student is not
able to participate in a field trip, they will join another class and complete any work assigned by the
teacher. Payments for field trips are to be paid by deadline stated in the permission slip. Student will not
be able to participate in the event if payment is not received by the deadline (at the discretion of the
teacher). Field Trip fee is non-refundable. If the student does not attend the event, regardless of the
reason, the field trip fee will not be refunded.
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If the student arrives late, he/she will need to go through the ticket center and buy his/her ticket at
regular price. Teachers will not return to the entrance to pick up late arrivals and the field trip fee
originally paid to CTCA will not be refunded. Late arrivals will have to catch up with the group.
Participants must pay ahead of time. Depending on the event, add-ons may not be permitted at the
location. If the student or chaperone has an annual pass, they may use their pass on a CTCA Field Trip so
long as they reserve tickets ahead of time. Permission slips need to be turned in by the deadline with full
payment in order for the student to be able to participate in the event.

CHAPERONE GUIDELINES
VIP (Very Involved Parent) participation is encouraged and all volunteers must register with the teacher
either in person or online, as instructed by the teacher.
For the safety of our students, we ask that chaperones adhere to the following guidelines:
• Have Local Background Check on file.
• CTCA must receive results of the Local Background Check a minimum of 3 days prior to any field trip.
• Cell phones should only be used for emergency situations.
• Please do not conduct business by cell phone or have lengthy personal calls while chaperoning a field
trip. The students in your care must have your undivided attention.
• A specific number of chaperones are typically permitted to participate on a field trip. Individuals
wanting to chaperone a field trip must register with the teacher in the classroom, submit the signed
permission slip to the office indicating a desire to chaperone AND pay the required fee before being
considered as an approved chaperone.
• Please remember that you are representing the school and upholding its policies (including dress
guidelines). Please be an example by demonstrating maturity in actions, attitude and dress.
Parents, not attending as a chaperone, with younger children wanting to attend the field trip may do so
on their own without registering with the group and will not be a chaperone or responsible for any other
child than their own.

SMOKING POLICY
We are a smoking-free campus. Smoking is not permitted at any time inside the CTCA campus or at any
CTCA sponsored activities.

CELL PHONE POLICY
Students will not be dismissed to parents while distracted by phone use. For the safety of the students
and our personnel, cell phone calls/texting are not permitted while you are in line for dismissal.
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CTCA FOOD POLICIES AND PROCEDURES
CTCA IS NOT A NUT FREE CAMPUS AND OUTSIDE FOOD IS PERMITTED.
BREAKFAST
All outside food is welcome to be consumed prior to class starting at 8:30AM in the Lion’s Den. We DO
NOT provide breakfast.
LUNCH
CTCA requests that all students bring a lunch that suits their dietary needs.

FIRE DRILL PROCEDURE
Fire drills are conducted quarterly. Students are asked to walk to designated areas in an orderly manner.

LOCKDOWN PROCEDURE
Students will remain with their teacher. The building will be locked and remain locked until an “all clear”
is given.

TORNADO/HURRICANE WARNINGS
CTCA is equipped with an emergency weather alert system which will notify the school office if inclement
weather is approaching. We will gather and remain in the Lion’s Den until the storm passes.

BOMB THREAT PROCEDURE
Students will be instructed to evacuate the building with their teacher until an all-clear is given by local
authorities.

SCHOOL CLOSING
CTCA may close if a public announcement is made that Pasadena Independent School District (PISD) is
closed. Be attentive to your radio and local news for such announcements. CTCA Administrators/teachers
will also notify parents of school closures as well as when school will resume.
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GENERAL FINANCIAL INFORMATION/POLICIES/FEES
Registration and registration renewal fees are non-refundable. CTCA administration reserves the right to
increase fees to meet the expenses of the Academy. All fees are subject to change without notice. All
changes will be updated in our Parent/Student Handbook.

TUITION
Tuition is computed on an annual basis. If requested, annual tuition is divided into 11 equal monthly
payments beginning July 1st thru May 1st. Tuition fees are not prorated for holidays, absences, teacher
planning days, Annual Conferences, etc. Accounts are expected to be kept current as agreed to in the
CTCA Financial Agreement or child’s enrollment may be compromised. A full month’s tuition is due
regardless if a student attends school or is absent for any portion of the month or if CTCA is closed for a
portion of that month. Yearly tuition DOES NOT include the summer trimester. Summer fees will be
shared during the month of May.

WITHDRAWAL FEES
CTCA is a non-profit organization setting each year’s budget on students contracted for the year. Early
termination and withdrawal of student results in deficits that are difficult to adequately assess, therefore,
an early withdrawal fee of one month’s tuition will be assessed for any student who is withdrawn before
the end of the school year. However, a withdrawal fee will NOT be assessed for students who are
withdrawn with at least a 30-day written notice to the school office. An early withdrawal form is available
in the school office to be signed by the student’s parent/guardian. CTCA reserves the right to withhold all
records until the withdrawal process is completed. Please see Withdrawal from School in the handbook.

PAYMENT SCHEDULE
Student’s tuition payment is due the first (1st) of each month. If payment is not received, a weekly late fee
of $10.00 will be assessed to your account on the 3 rd of each month. In the event a payment is not made
by the 5th , the child will not be permitted to return to school until the account is current unless approved
by the finance department.

RETURNED CHECKS
Sometimes a parent decides to pay for a field trip or any other miscellaneous fee with a personal check. In
those cases, if any check is returned by the bank for insufficient funds or for any other reason, a fee of
$30.00 will be assessed to the student’s account. If a second (2nd) check is returned by the bank, a fee of
$40.00 will be charged to the student’s account and will result in a “CASH ONLY, zelle, debit/credit card,
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Cashier Check or Money Order” basis thereafter. CTCA does not re-deposit returned checks. If payment
by check is desired, an approval from the Finance Office needs to be requested. Checks SHOULD be
made payable to Project Houston CDC.

SCHOLARSHIPS
Families who demonstrate a financial need may apply for a partial scholarship to CTCA. Students who
qualify for a scholarship must maintain a B or above grade average throughout the school year. Students
who fall below the required grade average will be placed on academic probation and will have one
month to restore their scholarship privilege. Students who fail to meet the requirements will be charged
the full amount of tuition.
CT Church members receive a CT scholarship and the requirements for maintaining the scholarship are
the same as those receiving a financial-needs scholarship *CT Members are those who have completed
Connect Track, are a current tither, and are actively servingin the church. Subject to verification.

REFUNDS
Registration fees and registration renewal are non-refundable. If a student withdraws from CTCA at any
time after registration, parents are responsible for paying the tuition and fee charges, if any, through the
month in which the student withdraws.

LATE PICK-UP POLICY
Students not picked up by 3:15pm should be picked up from Little People’s Early Learning Center in the
building next to ours. Their hours are 6:00AM – 6:30PM. You may reach them at (713) 941-1733.

CHECK IN PROCEDURE
Because we are a shared campus, students should be dropped off under the carport area, especially
during high-traffic times. Parents are allowed to park, enter the Academy and check their child into the
common area (Lion’s Den). Parents are NOT permitted to walk students INTO their classrooms prior to
8:30AM.

MORNING ARRIVAL
All students must be in their classrooms and ready to begin the day by 8:30AM.
• Students may arrive as early as 8:15AM and wait in the Lion’s Den until class begins. A parent and/or
student may not enter the classroom before 8:20AM, EVEN if the teacher is in the room.
• A student arriving after 8:30AM, according to CTCA’s clock, must come to the school office for a Late
Pass before being permitted to enter the classroom.
• Any families interested in Early morning care from 6AM until school opens at 8:15AM may contact Little
People’s Early Learning Center on our shared campus. (713) 941-1733
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AFTERNOON DISMISSAL/LATE PICK UP/CHECK OUT
• Students are dismissed at 3:00PM at the small parking lot near the southwest side of the main church
building.
• Students picked up after 3:15PM, according to CTCA’s clock, should be picked up from Little People’s
Early Learning Center. Payment for after-school care should be made directly to them.
FOR THE SAFETY OF THE STUDENTS, DO NOT USE CELL PHONES DURING DROP-OFF OR PICK-UP OF
STUDENTS.

TARDY POLICY
All classes begin promptly at 8:30AM. A student arriving late to class causes distraction to the entire class
and does not allow the late student the opportunity to settle in for the academic day. Enrolling your child
at CTCA requires a commitment from you to have him/her here on time each morning. If a student arrives
after the start time, they will receive a tardy slip which the parent or guardian are required to sign and
return. Each student will be allowed to receive up to 4 tardy slips per quarter and/or every 10 weeks. By
the 3rd tardy, the parent/guardian will be notified and warned of the approaching 4th tardy. If a student
reaches their 5th tardy within the 10 weeks, a fee of $10.00 will be charged to your account. By the 6th
tardy, a $20.00 fee will be charged to your account. If a student reaches their 7th tardy within the
quarter, a parent conference with the Principal will be held to discuss further actions and resolutions.

EXCUSED TARDY
The student and parent MUST come to the school office for the student to receive a Late Pass.
Valid Excused Tardy:
• Vehicle problems (flat tire, car not starting, etc.). Please call the office to inform us about the
emergency.
• Accidents on major highways and roads causing major traffic delay (typically, CTCA will be informed
through the radio, other families, and/or staff)
• Family Emergencies.
• Morning medical appointments - Teacher and/or office must have been previously informed, and a
physician’s note will be required upon arrival to school.
• Waking up late or leaving home late will NOT be an Excused Tardy.

UNEXCUSED TARDY PER 9 WEEKS
• 1st tardy: the student will receive a verbal warning.
• 2nd tardy: a warning note may be sent home.
• 3rd tardy: the parent/guardian will be contacted. This counts as one (1) unexcused absence.
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Students with excessive tardiness may be placed on probation. Student will not be eligible to receive a
Perfect Attendance award or participate in extracurricular activities, like field trips. Again, three (3)
Consecutive tardies will equal 1 unexcused absence. Unexcused tardiness will be noted on the student’s
Report Card.
*Fees may be collected and charged to the student’s account at the discretion of the Administration.

ATTENDANCE POLICY
CTCA requires a written excuse in order to qualify an absence as an excused absence and it must be
signed and dated by a parent or guardian upon return to school. Students absent more than 30 days in a
school year may place their promotion in jeopardy.

EXCUSED ABSENCE
Work will be made up with no grade penalty. Students receive one (1) makeup day for each excused day
of absence. It is the responsibility of the student to make up missed work.
Valid Excused Absence:
• Personal illness or injury (after the third (3rd) day, a physician’s note is required)
• Serious illness or death in the family
• Medical appointments when communicated to the office with advanced written notice
• Court appearance for the student with documentation
• Educational, family and church trips with pre-approval by the Principal

UNEXCUSED ABSENCE
Work must be made up, but one (1) letter grade will be deducted on any tests or assignments.
Unexcused Absence:
• A foreseeable absence that was not pre-arranged
• All non-emergency absences for the convenience of the parent of the student (examples, including but
not limited to: parents allowing older siblings to care for younger siblings, babysitting so parents can
work, sleeping late, traffic, vacations, etc.)
• Accumulated tardies or early releases on non-early release days. (3 tardies = 1 unexcused absence)

STUDENT ACADEMIC ASSESSMENTS
End-of-year assessments are optional and must be requested by the parent. This assessment can be
scheduled after hours at the end of the school year in May. Any cost associated with the exam will be paid
by the parent.

PROGRESS REPORTS
Progress Reports are intended to keep parents informed of social and academic progress. They are sent
home with students at the end of each month.
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REPORT CARDS
Report Cards offer a glimpse of academic progress. They are sent home during the winter break and at the end
of the school year.

LATE WORK POLICY
All assignments are due on the day and the time of day a teacher designates. However, in the event work
is turned in late, ten (10) points will be deducted for each day late up to three (3) days (at the discretion
of the teacher). After three (3) days a zero will be recorded in the grade book for that particular
assignment. Additional points may also be taken off for incorrect or missing portions of an assignment. It
is the sole responsibility of the student in all cases to make sure they turn in their work.

INCOMPLETE GRADES
In the event that a student is unable to complete work at the end of a grading period due to excused
reasons, an “I” for INCOMPLETE will be recorded on the report card. Students then have two (2) weeks to
complete the required work. Incompletes can impact a student’s eligibility to participate in extracurricular
events.

RETESTING
Any student who fails an assignment in the test category may be eligible for re-teaching/retesting. Final
determination for the student’s eligibility will rest with the classroom teacher and will be based on the
student’s performance and effort leading up to the test. The student may earn a grade no higher than 70
on the retested material.

PARENT-TEACHER CONFERENCES
Conferences are available with your child’s teacher by appointment only. His/Her goal is to help you with
the education of your child and he/she welcomes discussing it with you. However, PLEASE do not expect
this during drop off or pick up time. Remember, their first responsibility is to their students and class.

AGENDA POLICY
Each student annually receives a Homework Agenda. The purpose of the Agenda is to maintain
communication between home and the Academy. The student is required to write their homework
assignments, projects, due dates, test dates, upcoming activities, and daily conduct, etc. in their Agenda.
Occasionally, there will be notes on our school newsletter “The Roar” stapled into the Agenda.
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ACADEMIC POLICY HOMEWORK
Homework is meant to reinforce lessons learned at school and help the child learn character and skills
necessary for independent work. It is not our intention to make it excessive. Homework should be
assigned about three (3) times a week. Below are the times, on average, that students should spend on
homework each night:

• Grade 1: up to 10 minutes/night + independent reading
• Grades 2-3: up to 20 minutes/night + independent reading
• Grades 4-5: up to 30 minutes/night + independent reading
Students may make up assignments due to excused absences. On Wednesday night, homework will be
kept to a minimum to allow students the opportunity to be involved in church activities. Occasionally,
homework or projects may be assigned on Fridays or extended holidays at the discretion of the teacher.
Late Homework assignments, without a valid excused note (at the discretion of the teacher), will be
penalized one (1) letter grade each day it is late. (example: if the assignment arrived on time would have
earned a grade of 87B, the grade for being late one day is a 77C, two days 67D, etc.)

GRADING SCALE
Electives: based on participation, effort. Academics: based on assignments, HW, exams, attendance, etc.
90-100 = A
80-89 = B
70-79 = C
60-69 = D
0-59 = F

E = Excellent
G = Good
S = Satisfactory
N = Needs Improvement
I = Incomplete*

E
(Excellent)

The student has been very cooperative.
He/She never requires more than verbal warnings to correct behavior
His/her attitude has been a positive influence on the learning atmosphere.

G
(Good)

The student has been cooperative.
He/She usually corrects behavior after verbal warnings.
Removal from situations is rarely required.
His/her presence in the classroom is usually a positive influence.

S
(Satisfactory)

The student has generally been cooperative.
He/she often corrects behavior after verbal warnings.
Sometimes removal from situations is required.
His/her presence in the classroom is often a positive influence.

N

The student has been uncooperative or rebellious at times.
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(Needs Improvement)

Removal from situations is often required.
The parent(s) have been contacted.
An office referral/visit to the principal may have been required.
His/her attitude has at times not been a positive influence.

*Students who have not completed or made up all assignments for a subject will receive an “I”
(Incomplete) on their Progress Report and/or Report Card in that subject. Any student that fails to make
up any assignment in the allotted time will receive a zero for that assignment.

AWARD STANDARDS
•
•
•
•
•
•
•

Christian Character: Demonstrating Christ-like characteristics.
A Honor Roll: ALL A’s in academic areas, S or above in elective areas.
A/B Honor Roll: All A’s and B’s in academic areas, S or above in electives.
Principal’s List: All A’s in conduct and academic areas and all E’s in electives and conduct.
Highest G.P.A: Highest Grade Point Average with a G or above in electives.
Perfect Attendance: Present every school day. No more than 2 unexcused tardies

PROMOTION, PROBATION, AND RETENTION
Students will be promoted to the next grade level upon satisfactory completion of work required by the
curriculum. Students who meet any of the following conditions for a term of nine (9) weeks will be placed
on academic probation for a period determined by the teacher and Administration. If the condition
remains for the subsequent term without improvement or visible effort, the student may be subject to
dismissal from the Academy. The student will be re-evaluated after the probation period. In the event any
of the following conditions continue to apply, the student will be retained:

• Failing two (2) core subjects coupled with a teacher recommendation and Administrative approval.
• Failing three (3) core subjects.
• Having excessive absences that result in failing grades as described below (under attendance policies).
• Having a 60 or less in all core subjects*
*For the purposes of this policy, core subjects include Language Arts (Reading, Literature, Spelling, etc.),
Math, History, and Science.
Any exceptions to the above regulations must be approved by the Administration. Students in jeopardy of
failing may consider being tutored by an approved tutor or teacher. This work must be documented and
the student may be re-evaluated before entering the next grade.

ACHIEVEMENT TESTING
CTCA administers a National Achievement Test during the spring of each school year. The test consists of
subtests in various subject areas. Results of the test aid teachers and Administration in improving the
curriculum and are used as only ONE factor of many to assess student progress and school effectiveness.
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CODE OF CONDUCT
CTCA seeks to challenge students to accept responsibility for their commitment to personal integrity.
Therefore, student’s attending CTCA must sign and support the following “Code of Conduct Pledge” to
enhance the quality of life on campus. Should any of the commitments made in this pledge be difficult for
the student to affirm, the student should not enroll in CTCA. Our school is passionate about encouraging
each student to respond through faith to the word of God while participating in an educational program
which emphasizes spiritual, academic, emotional, social and physical development.
I PLEDGE TO:
• Be respectful to others at all times
• Be respectful to school property
• Keep food in the designated lunch areas
• Not use laser lights on campus
• Honor the dress code
• Express my emotions appropriately
• Respect Teacher’s class time

• Follow the rules in the handbook
• Stay on-task
• Walk - not run - in hallways
• Always tell the truth
• Do only my own homework
• Follow Eph 4:29 and speak LIFE
• Keep my hands to myself

DETENTION
CTCA does not promote in-school detention. Should a student warrant disciplinary action for an offense
they have committed, they will be given an assignment to be completed at home. An example may be
writing a sentence describing how they will not repeat their offense fifty (50) times to be turned in the
next day. Parents will ensure it is completed and will lovingly encourage their student to not repeat the
offense.

DRUG AND SUBSTANCE USE AND TESTING
CTCA prohibits the use of drugs/substances on or off campus and reserves the right to request any
student to submit to a drug test with or without cause at the student’s expense/cost. Students who
refuse to submit to a requested drug test will be recommended for expulsion. The student must be taken
by a parent/guardian to the location of choice indicated by CTCA within a decided time frame. The
student will not be allowed back into the school without the drug test receipt. In other cases where there
is suspicion of another substance, CTCA reserves the right to use applicable means by professionals of
evaluating the use of substances.
Students shall have no reasonable expectation of privacy in areas designated to them for storage of
personal belongings on school property, nor shall students have any reasonable expectation of privacy in
any belongings they may transport onto school property. Students can be suspended or expelled as
determined by administration.
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STUDENT CELL PHONE POLICY
• Cell phones must be turned off during the school day.
• CTCA is not responsible for lost or stolen cell phones, nor do we have the resources to investigate if they
are lost or stolen.
• Students may not use their cell phone during instructional time unless otherwise given permission by
the teacher. Instructional time is defined as the time from the last ring of tardy bell to the first ring of the
dismissal bell.
• Using a cell phone during the normal school day, without the teacher’s permission, will result in the
confiscation of the phone.
• The cell phone must be secured and kept out of sight.
• If a student’s cell phone is confiscated, a parent/guardian must pick up the phone. Confiscated phones
will not be returned to a student. The school will not contact parents to notify that a phone has been
confiscated. The second time a phone is taken from a student breaking the cell phone rule, a $15 charge
will be added to the family account.

SUMMER TRIMESTER
Our summer trimester is available for all elementary age students (K-5). This would be based on
availability of space only. Contact the school office for more information.

All information in this Parent/Student Handbook is subject to change without notice. Parent/Student
Handbook and Academic Calendar are available on the CTCA website for your convenience.

Thank you
For choosing..
Community Transformation
Christian Academy
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