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PantegoChristianAcademy 

2010-2011 Elementary Handbook 

General Administrative Procedures 

A. MORNING ARRIVAL 

 

Main Campus 

 
Classes begin at 8:30 a.m. for 1

st
 through 5

th 
Grades. The first bell rings at 8:20 which 

allows the students time before the tardy bell rings at 8:30. Students are tardy to class if 

they are not in the classroom and at their desks ready for the class to begin. Please do not 

come into the buildings and the classrooms before 8:20 unless you have made prior 

arrangements with the teacher and administration. 

 

Classes begin at 8:45 for the Early Childhood Academy, Pre-K and Kindergarten. Please 

do not come into these classrooms before 8:35 unless you have made prior arrangements 

with the teacher and administration. 
 

Mansfield Campus 

 
All classes begin at 8:30 a.m.  Students may enter the classroom at 8:20. Students are 

tardy to class if they are not in the classroom ready for class to begin at 8:30.  Please do 

not come into the classrooms before 8:20 unless you have made prior arrangements with 

the teacher and administration. 

B. BEFORE SCHOOL CARE 

 

Main Campus 

 
Before School Care is provided for students at 7:45 a.m. without a charge. There is staff 

supervision of the students, and 1st through 5
th 

graders are released at 8:20 a.m. to go to 

their classes. Students are not allowed into the elementary classrooms until 8:20 a.m. 

ECA, Pre-K, and Kindergarten students are released at 8:35 to go to their classrooms. 

Please do not bring your child to the teacher’s classroom before 8:35 unless prior 

arrangements have been made. 

 

Mansfield Campus 

 
Before School Care is provided for students beginning at 7:45 a.m. without a charge. 

There is staff supervision of the students in the multipurpose room. Students will be 

released to go their classrooms at 8:20. 
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C. SECURITY 

 
We strive to maintain a safe environment for your children. After 8:50 a.m., we require 

all visitors/parents/volunteers to the school to sign in at the information desk and receive 

a badge. This enables us to monitor all individuals and keep our students, your children, 

more secure. 

 

The procedure is simple. If you come to the elementary after 8:50 in the morning, you 

must sign in at the information desk and receive either a visitor’s badge or a parent 

volunteer’s badge. If you are picking up your child from the office, all you need to do is 

sign your child out; a badge will not be necessary. 

 

The faculty and staff will also wear badges identifying them as a part of the school. 

 
There may be certain entrances and exits secured for school safety. You will be notified 

of any changes. 

D. DISMISSAL PROCEDURES 

 
All students must be picked up in the designated carpool areas. There are no exceptions. 

This is for your child’s safety and enables us to keep track of where our students are at all 

times. 

 

Dismissal times are as follows: 

 

Main Campus 
 

ECA, Pre-K & Kindergarten – 2:45 p.m.  

1
st
 through 3

rd
 Grades  – 3:15 p.m. 

4
th 

and 5
th 

Grades – 3:30 p.m. 

 

All grades are picked up at the covered auditorium entrance. 

 

Pre-K & Kindergarten students who are not picked up by 3:00 p.m. go to After School 

Care and will be charged accordingly. 

 

1
st
 through 3

rd
 Grade students who are not picked up by 3:30 p.m. go to After School 

Care and will be charged accordingly. 

 

4
th
 through 5

th 
Grade students who are not picked up by 3:45 p.m. go to After School Care 

and will be charged accordingly. 

 

After School Care hours are 2:45 p.m. to 6:30 p.m., depending on the program you have 

selected. There are no After School Care hours for half day students. After School Care 

does not operate when school is not in session. 
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Mansfield Campus 

 
Pre-K (3’s and 4’s) and Kindergarten – 2:30 p.m. 

1
st
 – 3rdt Grades – 3:15 p.m. 

4
th
 Grade – 3:30 

 

Pre-K 3 year olds will be picked up from their classroom at 2:30 p.m. All other grades are 

picked up at the covered circle drive (main entrance). 

 

Pre-K & Kindergarten students who are not picked up by 2:45 p.m. go to After School 

Care and will be charged accordingly. 

 

1
st
 through 4

rd
 Grade students who are not picked up by 3:30 p.m. go to After School 

Care and will be charged accordingly. 

 

After School Care hours are 2:45 p.m. to 6:30 p.m., depending on the program you have 

selected.  After School Care does not operate when school is not in session. 

E. TEXTBOOK CARE 

 
The cost of textbooks is included in the yearly tuition. The textbooks remain the property 

of the school and are to be turned in at the end of the school year. Students will be 

charged for textbooks that have been lost or damaged. The administration determines the 

fines and costs of textbook replacement.  It is the student’s responsibility for the 

condition of their books, regardless of circumstance. 

F. GRIEVANCES 

 
Parents and/or students who have a grievance against a teacher or administrator must try, 

in accordance with Matthew 18, to first take up the matter with the individual involved.  

In cases where the issue is with the teacher, to the greatest extent possible, the student or 

parent should come to an administrator only after attempting to resolve the issue with the 

teacher. If resolution is not possible at the parent/teacher level, the parent may request a 

meeting with the elementary principal with the teacher present. If deemed necessary 

and appropriate, the elementary principal, student, teacher, and parents will all meet 

together. The final determination by the administration shall be the final decision. 

G. TELEPHONE USAGE AND STUDENT MESSAGES 

 
Students are not called to the telephone except in extreme emergencies. Students are 

given permission to use a school telephone for school disciplinary actions that are being 

taken and to discuss with their parent matters that need immediate action. Both situations 

require a staff member’s permission to use the phone.  Students may not keep personal 

cell phones on their person.  Cell phones must be kept in a backpack on silent mode. 

H. AWARDS 

 
Various awards are given throughout the year by the teacher and administration and may 

include Christian character, academic accomplishments, athletic achievements, fine arts, 
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and other areas that students earn and deserve recognition. The elementary participates in 

extracurricular competitions when possible. 

I. CHAPEL 

 
Chapel is held once a week at a day and time determined at the beginning of the new 

school year and starts the 1
st
 week of school. The Elementary Principal coordinates the 

chapel programs. Chapel dress is the uniform red polo. Children may wear the uniform 

shorts to chapel. 

J. LUNCH 

 

Main Campus 
 

A prepared lunch contracted with the local vendors is available to all students at a cost 

determined by the arrangements made with our outside caterer. Prices will be announced 

sometime before the start of school and are subject to change. Drinks and snacks are 

additional. The meals are ordered and paid for in advance through the RenWeb account. 

NOTE: There is no prepared lunch available the first week of school. 

 

Mansfield Campus 
A prepared lunch is offered four days a week provided by local vendors.  Prices will be 

announced before the start of school and are subject to change.  The meals are ordered 

and paid for in advance through the RenWeb account.  NOTE:  There is no prepared 

lunch available the first week of school. 

 

K. PETS 

 
Pets are not allowed on school grounds except on designated days, such as Kindergarten 

Pet Day or Show-And-Tell, with the teacher’s prior permission. 
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 Student Health 

A. IMMUNIZATION POLICY 

 
Section 2.09 of the Texas Education Code requires that all children entering, attending, 

and/or transferring to public schools must be fully immunized against specific vaccine-

preventable diseases. 

 

According to the Texas Department of Health, all schools (public and private) are 

required to maintain records of the immunization status of each student admitted. 

Parents/guardians are responsible for ensuring that their child receives all required 

immunizations in a timely manner. Each child’s immunization record must be kept 

current while the child remains in school. The Texas Department of Health monitors each 

school to ensure compliance with this legislation. All submitted documents of 

immunizations must show the day, month, and year when each immunization was 

received. A physician or public health personnel with a signature or stamp must validate 

it. These records are reviewed and maintained by the first aid personnel. 

 

The Texas Student Immunization Schedule is Appendix A. 

B. ILLNESS OR INJURY AT SCHOOL 

 
Our goal is to provide a safe and healthy environment for your child. We know that you 

entrust their care to us and we take that trust very seriously. When your child comes to 

the first Aid Station with symptoms of illness, your child’s temperature is taken and 

symptoms are noted. If your child’s temperature is 99 degrees or above and/or the 

symptoms require that you need to be notified, we will do so immediately. If 

symptoms/injuries are too severe, the clinic calls 911 and alerts the parents and the school 

offices. 

 

If a child visits the First Aid Station frequently, the First Aid Director sends either a note 

or a call to let you know so you can follow up with your child at home. 

 

Please note that if a child is suspected of a communicable disease, the parents will be 

called to pick the child up at the clinic. Once the child is well and either fever-free (below 

99 degrees) or symptom free, he/she may return to school. With certain communicable 

diseases, a doctor’s note allowing them to return to school may be required. 

 

Vision, Hearing, and Scoliosis screenings are conducted for various grades throughout 

the school year by licensed personnel. 

C. MEDICATION POLICY 

 
Only those medications that are essential during school hours will be given during the 

school day. The medication may be given by a designate of the elementary principal. All 

medication must be sent in the original container and must be properly labeled. Your 

pharmacist will provide a second container for prescription medication to be taken at 

school. In addition, parents of students taking long term prescription medication where 
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the medication remains in the First Aid Station, must provide a “Physician’s Request for 

Administration of Medication” denoting condition for which the medication is to be 

given and appropriate directions to be followed in administering the medication. The 

form is provided in your Registration Packet.  NOTE: Medication sent in bags and 

other unlabeled containers will not be given. 

 

Medication will be given at school under the following conditions only. All students must 

take prescription medication in the First Aid Station, under the supervision of the 

employee designated by the elementary principal, and with the written permission of the 

parent. The only possible exception would apply to students who have written permission 

from both parent and physician on file in the office to carry a prescription inhaler. Any 

misuse of that privilege (i.e., allowing any other person to use it) would automatically 

result in the loss of the right to carry it, and it would then be kept in the First Aid Station. 

D. COMMUNICABLE DISEASE CONTROL 

 
Students should not be sent to school with a communicable disease. Should students 

display symptoms of a communicable disease while at school, the child will be taken to 

the Firs
t 
Aid Station to isolate the child from the other students and the parent will be 

notified to pick up the child. The school reserves the right to prohibit a student from 

attending classes when suspected of being contagious. When a student has been sent 

home with a fever, they should not return to school until they are fever-free for 24 hours. 

 

The First Aid Attendant will make periodic checks for head lice infestation. In the event 

of head lice being found, (even if there is just one) the parent will be called and the 

student will not be allowed to continue at school.  After the student has received proper 

treatment from the doctor, he may return to school but will be re-checked by the First Aid 

Attendant before going to class. All eggs that are attached to the hair must be removed 

prior to the student being readmitted. 



 

9 

 

 Attendance 

A. ATTENDANCE POLICIES 

 
Academic achievement is directly related to school attendance. The Academy expects 

students to be present when possible. Make-up work policies are covered in the 

Academic Policies Section. 

B. EXCUSED ABSENCES 

 
 Legitimate days of illness – excessive days, or three consecutive days of illness may 

require a physician’s statement. 

 Death of an immediate family member. 

 Severe family emergency. 

 Hazardous weather conditions – students are expected to attend school when school 

is in session. 

 Medical or dental appointments – these need to be varied so the same class or subject 

is not missed repeatedly. 

 Other unusual causes acceptable to the Elementary Principal. 

C. APPROVED ABSENCES 

 
Approved absences may be given for church or family activities. Requests for approved 

absences need to be filed with the Elementary Principal at least one week prior to the 

absence. Failure to do so may result in lowered grades/zeros on missed work. An 

approved absence, other than a school-related activity absence, does count toward the 

90% attendance requirement and will not allow a student to have a perfect attendance 

record. 

 

Students involved in an approved, school-related activity will be counted as present. Such 

situations may be ACSI events, athletic events, or other such school-related programs. 

The student will be responsible for his work and will be given the same numbers of days 

for make-up work as the number of days absent. These days will not count against perfect 

attendance. 

D. UNEXCUSED ABSENCES 

 
An unexcused absence is one that is neither approved nor excused, as defined above. No 

credit will be given for work missed during an unexcused absence. Work missed will be 

averaged as zeros. 

E. ABSENCE LIMIT 

 
PCA follows State of Texas laws and ACSI standards for attendance.  With the exception 

of prolonged or recurring illness or serious injury, students are required to attend school 

90% of the school year. In the event this limit is reached, the parents will be contacted 
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that the continuing absences may result in the student either not receiving a passing grade 

for the class or classes, not being promoted, or being dismissed from the school. 

 

The absence limit is 10% of the total number of days of school, not to exceed 18 absences 

in a year. A student who is ill for an extended period of time may receive an exception 

with a doctor’s note explaining the medical condition. For example, a student with 

chicken pox may exceed the 18-day limit with a doctor’s note stating the illness and 

length of time the student had to be absent. 

F. REPORTING ABSENCES 

 
When students are absent, it is requested that a parent calls the school office before 8:30 

a.m. and reports the absence via the voice mail system. The voice mail message is an 

authorized excuse.  The phone call and message must be made by the parent/guardian. 

Should the student return to school without a note or phone call from the parent, the 

absence will be temporarily considered as “unexcused.”  Failure to bring a note on the 

second day back in school will result in the absence remaining unexcused. 

G. LATE ARRIVALS 

 
Students arriving late to school must check in at the Elementary Office. If the student’s 

parent does not send an excuse, it is unexcused. Three unexcused tardies result in one 

unexcused absence. Three unexcused tardies result in one detention time to be 

served at a time determined by the grade level. Further, the student’s Conduct 

grade is reduced by 2 points. A parent is notified of the tardiness and Citizenship 

reduction by the referral. Three unexcused tardies equal one unexcused absence. 
Excessive tardies are reviewed by the elementary principal each nine weeks for 

disciplinary action. 

 

Excused tardies are given for the following reasons: 

 

1.  Illness 

2.  Doctor/Dental Appointments 

3.  Bad weather conditions 

4.  Unusually difficult traffic situations 

 

Please note that parents/students waking up late, late car pools, and other reasons are not 

accepted as excuses for tardiness. 

 

Excessive tardiness will result in a scheduled meeting with the elementary principal to 

determine the causes and ways to resolve the situation. Continued morning tardiness may 

impact a student’s ability to continue in school, as it is disruptive to the class. 

H. PERMITS TO LEAVESCHOOL EARLY 

 
Students knowing in advance that they are to leave school early for an appointment must 

have a written request signed by the parent and the parent must sign them out in the 

Elementary Office. The student must give the written request to the teacher the day 

before, but no later than the morning of the appointment. The student must sign out in the 
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Elementary Office immediately before leaving for the appointment. If returning to school 

the same day, the student and/or the parent must check back in at the appropriate office 

for an admit slip. Students who are ill must obtain a pass from the teacher to visit the 

First Aid Station, when at all possible. If a student is ill between classes, the student must 

go to the First Aid Station or find a teacher/staff member for assistance. Students who are 

ill must check out through the First Aid Office in the elementary building. 
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 Academic Information 

A. ACADEMIC GRADES 

 
94-100 ........................... O ......... OUTSTANDING 

90-93 ............................. E ......... EXCELLENT 

80-89 ............................. S.......... SATISFACTORY 

70-79 ............................. N ......... NEEDS IMPROVEMENT 

69-BELOW .................. U ......... UNSATISFACTORY (FAILING) 

B. NON-ACADEMIC/CITIZENSHIP GRADES 

 
94-100 ........................... O ......... OUTSTANDING 

90-93 ............................. E ......... EXCELLENT 

80-89 ............................. S.......... SATISFACTORY 

70-79 ............................. N ......... NEEDS IMPROVEMENT 

69-BELOW .................. U ......... UNSATISFACTORY (FAILING) 

 

The above letters are used in 1
st
 through 5

th
Grades for the following subjects: P.E., 

Music/Band, Foreign Language, Library Integration Program, Art, Computers, and 

Handwriting.  A student’s conduct in specialty classes major factor in the letter grade. 

 

NOTE:  Pre-K and Kindergarten: No report cards are issued at this level. During 

the year, progress reports will be sent home and parent conferences will be held to 

discuss progress. 

C. CONDUCT GRADES 

 
Conduct grades are given for each class. The grades a student can receive are O, E, S, N, 

or U. 

D. NINE WEEKS GRADES 

 
Pantego Christian Academy is on a nine-week grading period. Your child’s grades are 

available on RenWeb.  You may check the grades at any time during the nine-week 

period. Of course, the teacher and/or you may call for a conference concerning your 

child’s progress at any time. Please remember to call the teachers at school and leave a 

message rather than calling them at home. Final grade reports will be available on 

RenWeb at the end of each nine week period. 

E. INCOMPLETE GRADES 

 
A student who receives an “I” or “Incomplete” for the nine weeks grade due to work 

missed during an excused absence, must complete the make-up work within the number 

of schools days missed (i.e., if a student misses one day of school he has one make-up 

day, two missed days allots two make-up days, and so on). Should the make-up work not 
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be completed in the allotted time, the work may be averaged into the grade as zeros, and 

the resulting nine weeks grade entered on the student’s record. 

F. PRINCIPAL’S LIST/HONOR ROLL 

 
In order to be eligible for the Principal’s List, the student must have an academic grade 

of 94 or above for each class/subject and must have no conduct grade below an 

Outstanding. Non-academic subjects must be E or above. 

 

In order to be eligible for the Honor Roll, the student must have academic grades of 86 

or above, for each class/subject and must have no classroom conduct grades below an 

Excellent. Non-academic subjects must be E or above. 

G. HOMEWORK POLICIES 

 
Regular Homework 

Teachers will make assignments to students as clearly as possible. Assignments will be 

made orally and written.  The student must take the initiative and responsibility for being 

certain that he understands and completes these assignments.  An important part of the 

student’s education is to complete his class and homework assignments in the time 

prescribed. As much as possible, we subscribe to Dr. James Dobson’s (Focus on the 

Family) philosophy of 10 minutes times a grade level for homework per night. For 

example, a 5
th
Grader can expect an average of fifty minutes worth of homework each 

night. Homework times will vary with each student and with school projects and other 

activities. There will be times that the workloads will be longer. 

 

Late Work 

Assignments are due at the beginning of the period, unless otherwise stated. Kindergarten 

through 3
rd

 Grade will determine what a reasonable expectation is for their students. 

 

The following procedures are followed for Grades 4-5: 

1. If a student fails to turn in an assignment on time, a late notice is sent home to the 

parents.  It is the student’s responsibility to have the late notice signed by their 

parents and returned the following day with the assignment. 

2. A late paper receives a 10-point reduction in the grade. Ex. A paper with a grade 

of 82 turned in late would be reduced to 72. 

3. If the student fails to turn in the assignment the day after it is due as a late grade, 

the work will go into the grade book as a zero.  Ex.  If the assignment is due 

Monday and the student does not turn it in by Tuesday as a late grade, it will be 

recorded as a zero in the grade book. 

 

Extended Work 

In certain cases where a student is accomplishing the regular work and needs to be 

challenged, but not necessarily moved ahead in the subject, the teacher may assign 

extended work on the subject.  This utilizes the information already learned in a new, 

expanded way. The school will keep parents and students informed of programs that are 

available for students who are achieving above-average work. 
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Extra Credit Work 

Extra credit work 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 Work 

Immediately upon return to school after an excused absence, the student is responsible for 

determining the necessary make-up work. On all excused absences, students are allowed 

the same number of days of make-up time as the number of days absent. Any work 

assigned before the absence is due on the day the student returns. Long-term class 

projects must be turned in on the due date at the regular class time, even if the student is 

too ill to attend school. The Elementary Principal with the teacher’s approval may grant 

exceptions to this policy. All make-up work will be graded only on a check/zero basis, 

except for tests, which must be made up before school or by arrangement with the teacher 

(Check/zero means that work turned in will be checked that it was done or zeroed 

because it wasn’t.) 

 

If a parent calls for make up work by 10:00 a.m., the work may be picked up in the 

elementary office at the end of the day. A student who receives work while sick will 

be expected to have that work ready to turn in when he/she returns to school. The 

teacher may grant variance from this requirement only. 

H. PROMOTION/RETENTION 

 
Promotion in the elementary grades is subject to recommendation of the classroom 

teacher(s), the principal, and the parents. Failure of any of the core subjects for the year 

results in non-promotion to the next grade. Core subjects are English, Reading, History, 

Math, and Science. In the lower grades where there is a semester of Science and a 

semester of History, those subjects are combined for a yearly grade. 

 

A student who fails one or more of the core subjects may advance to the next grade if: 

1. The parents and student with the teacher and Elementary Principal have 

determined what can be done during the summer to make up the material in a 

satisfactory manner. 

2. The parents have the child tested and it is determined that the child has learning 

issues that inhibit the student’s ability for success and retention of the student is 

not in his best interests. The test results must be on file and approved by the 

Elementary Principal.  The student’s ability to continue at PCA will also be 

determined. 

3. The student’s ability for success was already determined through testing before 

the student started the school year. Upon the doctor/specialist/resource teacher’s 

recommendations for the student to continue to the next grade level, the 

Elementary Principal will determine whether the child will be able to continue in 

the school’s program and at what level. 
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 Discipline Training Plan 
 

“TRAIN UP A CHILD IN THE WAY HE SHOULD GO, AND WHEN HE 

IS OLD HE WILL NOT TURN FROM IT.” – PROVERBS 22:6 

 

“HE WHO HEEDS DISCIPLINE SHOWS THE WAY TO LIFE, BUT 

WHOEVER IGNORES CORRECTION LEADS OTHERS ASTRAY.” – 

PROVERBS 10:17 

 
As a Christian school, we will always strive to present a program that assists students in 

their day-to-day activities to perform in a manner that will be pleasing to the Lord and 

therefore pleasing to the world as well. 

 

It should be noted that we view all of our students as representing Christ and PCA 

whether they are on or off campus, in school or non-school activities. As in Matthew 5, 

we are all to be the light in our world, and as stated in 2 Corinthians 6:3, we are not to be 

stumbling blocks in anyone’s path. The discipline policies outlined in this handbook will 

be enforced in both arenas.  The goal is to help the student to realize that we are to be 

examples to the world for Christ in all of our activities. 

 

The entire elementary school implements the Honorable Character Classroom 

Management System in all classrooms, specialty classes, and school activities.  This 

system’s emphasis is on positive behavior.  Teachers “catch” students’ good behavior, 

recognize their good choices, and reward the behavior on the classroom chart.  The 

honorable characteristics include:  honor, obedience, diligence, wisdom, kindness, self-

control, orderliness, service, attentiveness, cooperation, initiative, honesty, forgiveness, 

and responsibility. 

 

PLEASE NOTE THAT PANTEGOCHRISTIANACADEMY RESERVES THE 

RIGHT TO DISMISS A STUDENT FROM THE SCHOOL IF DEEMED THE 

APPROPRIATE ACTION FOR THE BENEFIT OF THE OTHER STUDENTS 

AND STAFF OF PCA. LACK OF SUPPORT FROM THE PARENTS IN 

WORKING WITH A STUDENT MAY RESULT IN THE DISMISSAL OF THE 

STUDENT FROM THE SCHOOL. 

 

School discipline policies are divided into CLASSROOM POLICIES, BASIC 

STUDENT POLICIES, and DISCIPLINE REFERRALS. 

A. CLASSROOM POLICIES 

 
All students are expected to exhibit good classroom behavior and conduct themselves in a 

manner that is conducive to a learning situation and with regard to fellow students. PCA 

students will exhibit the following courtesies: 

 

1. Answer all adults respectfully. No use of first names or last names without “Mr.”, 

“Mrs.”, “Miss”, or “Coach” will be accepted. 

2. Students are expected to say “Yes, Sir”, “No, Sir”, “Yes, Ma’am”, “No, Ma’am” 

when responding to adults. 
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3. Raise your hand in class for permission before speaking aloud in class. 

4. When talking is permitted, students should not become loud and boisterous. 

5. Be courteous and considerate of those around you who are also trying to learn. 

Do not write notes, toss objects, or do things that distract the teacher and other 

students. 

6. Exhibit responsibility by coming to class on time, with all materials. 

7. Follow the rules established by your teacher for your particular classroom. 

B. BASIC STUDENT POLICIES – K-12TH GRADES 

 
1. Students will be expected to attend all assemblies, chapels, and classes on time. 

2. Students will be expected to arrive and leave assemblies, chapels, and classes in 

an orderly manner. 
3. Students are not to use, write, distribute, or possess profane, indecent, or obscene 

language, literature, writing, or pictures. 
4. Running in school is prohibited. 
5. Loud yelling/screaming, etc. is not permitted. 
6. Radios, iPods, games, beepers, phones, and other non-academic articles used for 

entertainment/communication are not to be brought to school except when 

special permission is given by the teacher. 
7. Sale or distribution of objects or any substance that has not been authorized is 

prohibited. Authorization comes from the principal. 
8. Sports equipment brought to school must be secured in the student’s classroom. 

NOTE: PCA cannot be responsible for lost or stolen items brought to the 

school. 

9. Use, possession, and/or sale of alcohol, all tobacco products, drugs, and weapons 

are prohibited whether the students are on or off campus and at school-related or 

non-school-related functions. 

10. Boy/girl relationships are not to be “physical” in nature. While students are 

encouraged to develop social relationships with students of both sexes, public 

displays of affection such as handholding, kissing, etc. are not permitted before, 

during, and after school, at school-sponsored events, and at off-campus activities 

such as field trips. 

11. Dance behavior will be established for each dance that the school sponsors, with 

the guidelines following the above policies. 

12. Chewing gum is not allowed in any of the buildings. The only exception to this 

rule is when athletes chew gum for practices and games. 

13. Students must have a hall pass to leave the classroom and go to another area of 

the building or the campus. 

 

C. DISCIPLINE REFERRALS 

 
Discipline Referrals will be used after the teacher has exhausted all means of dealing with 

continual disobedience or if the infraction warrants action by the administration. 

Referrals fall into two categories. The first category is the Student Citizenship Category. 

The teacher will give every student at least three warnings before receiving a Citizenship 

Referral. The Referral is issued by the teacher and is sent home with the student for the 

parents to sign and return to the school the next day. This means that the teacher, the 
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student, and the parents handle the Referral. Each Citizenship Referral results in the loss 

of two points on the student’s citizenship grade. Failure to return the Referral the next 

day will result in continued loss of two points per day. Once a teacher sends a Citizenship 

Referral, repeating the same offense will result in another referral, not another set of 

warnings. Citizenship Referrals are for one nine weeks grading period. The student starts 

fresh each nine weeks on Citizenship. Habitual Citizenship Referrals (three referrals for 

the same offense in a nine weeks grading period) may move the student’s actions to 

warrant the Student Conduct Referral. Classroom discipline and reduction in citizenship 

grades are a result of teacher discipline regardless of whether or not the student comes to 

the principal’s office. 

 

The second category is the Student Conduct Referral. This category involves the 

administrators and results in the referrals applying toward a student’s ability to continue 

in the school program at various levels and ultimately in the school at all. The goal of the 

system is to provide secure, recognizable boundaries for all students, to ensure consistent 

discipline by the teachers and staff and to assist the school administration in tracking 

student behavior. 

 

Each of the infractions below is listed by their category with the value.  The Citizenship 

Category is first, and the Conduct Referral is last. The administration reserves the right to 

administer referrals for infractions not listed as it is deemed necessary. 

 

The administrators give these detentions. Should a student receive detentions, a Conduct 

Referral/Detention slip will be sent home for a parent signature with the infraction and 

number of detentions given listed. Each Conduct Referral will result in detention time. 

Each Conduct Referral results in the loss of five or ten points on the student’s citizenship 

grade, depending on the offense. 

 

Detention will be served the next day after the notice is given to the student. Each grade 

level determines detention time. An example of detention time would be loss of recess, 

staying after school, and coming before school 

 

D. STUDENT CITIZENSHIP CATEGORY 

 
The following actions will result in a Citizenship Referral, a mark on the daily conduct 

record. If a Citizenship Referral goes home with the student, it should be signed by the 

parent and returned to the school the next day. The referral should be returned to the 

teacher who issued it at the beginning of class time. Each referral, tally, or mark will 

result in lowering the citizenship grade by 2 points. There will be Citizenship grades for 

each class the student attends, both academic and non-academic. The value of each 

referral is indicated. 

 

Citizenship Referrals resulting in lowering citizenship 2 points for each referral: 

 

1. Three unexcused tardies 

2. A Uniform/Dress Code Violation 

3. Not paying attention in class 

4. Failure to bring needed classroom materials 
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5. Chewing gum, eating food, or an open beverage outside the cafeteria. Please 

note: there is no warning given for chewing gum. 

6. Out of class/in the hall without permission 

7. Failure to return a signed referral/tutorial slip 

8. Talking in class without permission 

9. Class disruption 

10. Rude or discourteous behavior 

11. Littering 

 

Please Note: After the three warnings, three referrals for the same citizenship issue will 

result in that particular citizenship issue moving to the Conduct Referral with the repeat 

of that offense. 

E. CONDUCT REFERRAL CATEGORY 

 
Please Note: Warnings are not necessary for a student to receive a Conduct Referral 

since the seriousness of the actions requires immediate discipline. 

 

Level 1 

A referral from this level results in 5 detention times served. Citizenship reduced by 

5 points. 

 

1. Lying 

2. Throwing objects 

3. Hazing other students – 1
st
 offense 

4. Profanity/Vulgarity – 1
st
 offense 

5. Refusal to follow a teacher’s correction and/or direction 

6. Carrying or possessing any object construed as a possible weapon, but not listed 

as such in state penal codes – 1
st
 offense 

7. Fighting – 1
st
 offense 

8. Minor vandalism – 1
st
 offense 

9. Leaving campus without permission 

10. Habitual offenses from Citizenship Category 

11. Three unexcused absences 

12. Cheating on regular class work/minor tests/quizzes 

13. Causing injury by reckless actions – 1
st
 offense 

14. Public display of affection – 1
st
 offense 

15. Sacrilegious/Irreverence – 1
st
 offense or more 

 

Level 2 

A referral from this level results in 10 detention times served. Citizenship reduced 

by 10 points. 

 

1. Hazing other students – 2
nd

 offense 

2. Profanity or vulgarity – 2
nd

 or more offense 

3. Fighting – 2
nd

 or more offense 

4. Minor vandalism – 2
nd

 or more offense 

5. Causing injury by reckless actions – 2
nd

 or more offense 

6. Carrying or possessing any object construed as a possible weapon, but not listed 

as such in the state penal code – 2
nd

 offense or more 
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7. Theft, from an individual or the school – 1
st
 offense 

8. Sacrilegious/Irreverence – 2
nd

 offense or more 

9. Public display of affection – 2
nd

 offense 

10. Disrespect to adult authority 

11. Threat of harm to another student -1
st
 offense 

 

Level 3 

A referral from this level results in 20 detention times served. Citizenship reduced 

by 20 points. 

 

Any of the offenses below may result in immediate expulsion from school. 

 

1. Carrying or possessing any object identified as a weapon in the state penal code. 

2. Possession or being under the influence of alcohol, all tobacco products, 

inhalants, or other illegal substances, on or off campus, school or non-school 

related activities. 

3. Jokes, comments, and/or statements indicating a student’s involvement in 

alcohol, all tobacco products, inhalants, or other illegal substances. 

4. A student threatening harm/death directly/indirectly to a staff member 

5. Commission of a felony on or off campus, school or non-school related activities 

6. Serious/repeated minor vandalism to school property – 2
nd

 offense 

7. Repeated theft of individual or school property – 2
nd

 offense 

8. Profanity directed towards a faculty or staff member 

9. Recent or habitual participation in fornication, homosexual acts, or gross sexual 

immorality. 

10. Cheating/plagiarism on major assignments/test-the major assignment/test status 

to be determined by a teacher 

11. Injury to another person by a purposeful act 

12. Repeated hazing/threat of harming another student 

13. “Ankling/Pantsing” of a student 

14. Habitual committing of previously mentioned infractions beyond the second 

offense 

15. Direct/Indirect threat of injury or death toward an individual 

 

PCA has a zero-tolerance policy for drugs and weapons and will not tolerate even 

jokes concerning such things. Possession and/or acting under the influence of illegal 

drugs, and/or the selling/solicitation of others to sell illegal drugs will mean 

immediate contact of the proper authorities and immediate expulsion from PCA. 

 

A direct/indirect threat of injury, harm or death to any person will be taken 

seriously and the student will be removed from school until the determination of 

their status can be made. This action by a student will mean the immediate contact 

of the proper authorities. A student will be considered suspended until their final 

status is determined. The student will receive zeroes during this time. The student 

may not attend/participate in school sponsored extracurricular activities and may 

not come on campus. An Administrative Review Board will review the incident and 

make a recommendation to the Administrator for the disciplinary action to be 

taken. It may include: 

 

1. Expulsion from school for the rest of the year and no opportunity for re-

enrollment. 
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2. Temporary suspension from 1 to 2 weeks with a probationary return. 

Probation will last no less than a 9 Weeks period and no longer than the 

school year. 

3. Student will be considered for re-enrollment. Should the incident occur at 

the end of school, student will start the year on probation. 

4. Counseling for the student in anger management verified by the parents 

through a written note from a licensed counselor. 

5. School Personal Crisis Plan will be implemented for the student. 

 

F. DISCIPLINE PROCESS ON REFERRALS 

 
The teacher sends the Citizenship Referrals home with the student and keeps record of 

the referrals in the grade book for determining the Citizenship Grade. 

 

The teacher consults with the Elementary Principal when there is a student consistently 

creating problems in the classroom. Once the student is sent to the principal’s office, then 

a Conduct Referral is sent home to inform the parents of the behavior issue. Continued 

problems will result in a meeting with the principal to determine the next steps for the 

student to have success in the class. If the behavior does not improve then the student’s 

ability to continue to attend PCA is determined. 

 

Please NOTE:  PCA reserves the right to refuse enrollment to any student who does 

not meet eligibility requirements. Previous attendance does not guarantee re-

enrollment. 

G. DISCIPLINE APPEALS PROCEDURE 

 
Occasionally a parent may believe that the disciplinary actions taken by the school are 

not warranted. There may be circumstances of which the school may not be aware that 

may impact a child’s behavior. If you should question the disciplinary action taken, the 

following procedures should be followed: 

 

1. The parents must contact the teacher for Citizenship Referrals clarification and 

the administration for Conduct Referrals clarification of the disciplinary action 

taken. You may set up a conference with the teacher through the school office. 

Please do not call the teacher at home or try to conference while the teacher 

is in the classroom or in the hallway. 
2. If, after that meeting, the parent is still not satisfied, then a meeting will be set up 

with the parent, teacher, and principal. 

3. The final decision rests with the appropriate administrators. 

4. On disciplinary actions leading to serious consequences such as expulsion, the 

student’s actions will be reviewed and addressed by the Administrative Review 

Board. 

 

 

Failure to follow these steps will end any possible opportunity for redress. 
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 Uniform Dress Code 

A. WHEN DOES UNIFORM DRESS POLICY APPLY?  

 

1. All home and away sporting events 

2. When present on a PCA campus/property before, during and after school 

3. When present at a school related function 

4. Athletic, dance and cheer pratices  

Obviously, we do not require the uniform at sporting events, evening assemblies, 

musicals, banquets and such.  We do however, require that all students attire for 

such times and events be consistent with and meet the Free Dress Code guidelines 

below. 

B. WHERE TO PURCHASE 

 
All new, basic uniform components must be purchased from Kid to Kid in 

Arlington located across from The Parks Mall.  For the 2010-11 school year only, 

uniform components from Parker Uniforms will continue to be permitted:  

provided however, the Parker Uniform pieces must meet the new length 

requirements for girls’ skirts, skorts and shorts.  All polo shirts must be 

monogrammed. 

C. STANDARD UNIFORM 

 
Students may wear any combination of approved PCA uniform components from Parker 

(for 10-11 school year) or Kid to Kid provided they meet the appropriate length 

requirements listed below.  This is the standard dress required to attend classes at PCA, 

except in instances detailed below. 

D. ELEMENTARY CHAPEL AND FIELD TRIPS 

 
All Elementary students should wear a red PCA polo shirt, either long or short sleeve, on 

chapel days.  Additionally, the red PCA polo shirt may be required for certain field trips.  

The appropriate dress for each field trip will be detailed by the teacher prior to the trip. 

E. FRIDAY SPIRIT DRESS 

 

Spirit Dress days are every Friday, unless otherwise determined by the Principals.  

If a student does not participate in Spirit Dress, then standard uniform dress 

applies.  Spirit Dress guidelines are as follows: 

 



 

22 

 

1. Students may wear a school approved shirt, including t-shirts, emblazoned 

with PCA, panthers, Pantego, etc. 

2. The only permitted pants/shorts/skorts/skirts are either standard uniform 

components or denim as detailed below: 

* Students may wear denim “blue jean” pants.  Boys may wear 

hemmed, knee-length denim shorts.  Girls may wear denim capri 

pants.  Denim pants, shorts and capris must be solid blue; no other 

colors, patterns or decorations are allowed.  No torn or frayed edges. 

* Girls may not wear denim shorts, skorts, or skirts of any kind. 

3. Any standard Parker or Kid to Kid pants, shorts, skirts, or skorts may be 

worn with the approved PCA T-shirt. 

 

F. FREE DRESS 

 

Free Dress guidelines apply at all other events where the Standard Uniform, 

Elementary Chapel and Field Trip, or Friday Spirit Dress Guidelines apply. This 

includes home and away sporting events, evening assemblies/activities, etc. 

1. All clothing should meet the spirit and intent of the Uniform dress 

philosophy, including modesty of dress. 

2. PCA reserves the right to determine the appropriateness of all clothing 

worn at the functions covered by the Uniform Dress Code.  All final 

decisions rest exclusively with the administration. 

3. All blue jeans, pants and shorts, must be hemmed and not tattered or 

frayed. 

4. No pants, shorts, skirts or shirts should have tears or holes. 

5. All shorts and skirts, and dresses must reach within three inches above the 

knee. 

6. Shirts and blouses must be modest and long enough that when hands are 

above the head, no skin shows. 

7. No halter or spaghetti strap blouses. 

8. No vulgar, violent, new age, anti-Christian, heavy metal/punk, and 

offensive/sexual slogans/pictures on clothing worn at school or school 

activities. 

9. T-shirts with non-Christian singers/groups on them are not allowed. 

10. Makeup, jewelry, and shoe requirements are consistent with those listed 

earlier. 

 

If Free Dress is permitted by a principal during an academic day, the following 

will also be required. 

1. Shirts, including T-shirts, that are completely squared off on the bottom 

may be worn untucked.  All other shirts must be tucked.  Excessive length 

will not be allowed. 

2. No type of spandex clothing except when worn under shorts. 

3. No military-style or camo clothing is allowed. 

4. No flip flops or slides. 
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5. No apparel that represents/promotes another high school. 

6. No pajama items or house shoes.  No wind shorts, athletic shorts, spandex 

shorts, cut off jean shorts, swim suits, sweat pants, baggy/saggy shorts or 

pants.  No combat boots, chains, bare midriffs, crop tops, tube tops, biking 

shorts, or boxer shorts. 

7. Skirts should reach the top of the knee. 

8. Shorts and skorts should come within two inches of the knee. 

G. SHOES/SOCKS 

 

1. HAIR Shoes must be clean and in good condition. 

2. Shoes may be tennis or leather shoes. 

3. All colors must coordinate with school colors.  No loud colors, such as 

pink, purple or orange are allowed. 

4. No rubber flip flops, shoes with wheels, or combat boots are allowed. 

5. Sandals may only be worn without socks if they are enclosed with straps 

and have a strap back. 

6. Boots may only be worn inside pant legs. 

7. Shoes must be worn on campus at all times.  Shoelaces must be tied at all 

times for safety reasons. 

8. Solid color socks only may be worn with the school uniform. No 

patterned/argyle or unusual colors may be worn.  Acceptable colors are 

white, black, navy, hunter green, and red. 

H. HAIR 

 

1. Students hair should be neat, clean, well groomed and in traditional styles 

and colors. 

2. Minimum acceptable standard for boys’ hair styles is as follows:  Hair is 

off the collar in back and off the eyebrows in front.  The bottom of the ear 

is plainly showing and sideburns do not extend below the bottom of the 

ear. 

3. No facial hair is permitted. 

4. Girls may not shave any portion of their hair.  Girls’ accessories should 

coordinate with the uniform.  No pink, purple or orange colors. 

5. Hair painting/glittering is not allowed unless specifically stated that the 

students may do so for school spirit, special days, etc. 

6. The respective Principal will make final judgment on hairstyles.  Students 

told to get haircuts will be expected to do so no later than Monday of the 

following week or face disciplinary measures.  Students who come to 

school with unacceptable hairstyles and colors will be sent home until the 

hair is corrected or the parents have met with the Principal. 
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I. JEWELRY 

 

1. Boys may only wear watches, necklaces, and finger rings.  No earrings or 

spacers. 

2. Girls may wear watches, necklaces, bracelets, finger rings and pierced 

earrings. 

3. Girls may wear no more than two piercings per earlobe. 

4. Girls may wear only one ear cartilage piercing per ear.  Such jewelry may 

only be a stud or small plain earring. 

5. No body piercings allowed. 

6. No oversized earrings or ear cuffs allowed. 

7. Jewelry should not be distracting in the classroom setting. 

 

J. COSMETICS/TATTOOS 

1. Tattoos are not permitted unless they are temporary tattoos for the express 

purpose of school spirit and pre-approved by the Principal. 

2. Boys are not allowed to wear make-up or nail polish. 

3. Girls’ make-up (grades 6-12) should be only of traditional conservative 

colors. 

4. Girls’ nail polish in traditional tones only may be worn. 

 

K. GENERAL GUIDELINES 

 

1. All shirts, other than sweatshirts, should be tucked in at all times other 

than Elementary P.E., recess and Elementary lunch. 

2. Skirts should reach the top of the knee. 

3. Shorts and skorts should come within two inches of the knee. 

4. A belt must be worn at all times with looped pants/shorts. 

5. Underwear must be worn and must not show or be visible through or 

above/outside the clothing. 

6. Pants/shorts/skorts/skirts must be worn no lower than the hip. 

7. Short-sleeve white, black, grey, or red undershirts may be worn under 

uniform shirts. 

8. Hats and caps are not allowed except for special sports/hat days/field trips 

as determined by the Principal.  Hats should always be worn bill forward. 

 

L. COLD WEATHER 

1. Elementary Only:  Students may wear any jacket outside of school and 

outside for P.E.  Students in school and class may wear coats as long as 

the colors of the coats coordinate with the school uniform solid colors of 

khaki, navy, red, white, black, and hunter green.  No team coats or jackets 

with teams other than PCA may be worn.  All sweaters and sweatshirts 

should be plain, no logos or writing of any kind except PCA.  Sweater and 
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sweatshirts should be solid colors, including khaki, navy, red, white, 

black, grey and hunter green. 

2. Unadorned, long sleeve athletic undershirts (Under Armor) in white, 

black, grey, or red may be worn under uniform shirts. 

3. No blankets are permitted. 

4. Boots may be worn under pants. 

5. If wearing an approved sweatshirt, the collar of the uniform shirt 

underneath must be visible. 

 

M. CHAPEL DRESS 

The chapel dress is as follows: 

Boys: Long slacks or shorts 

 Red polo shirt, short or long sleeves 

 Belt 

 White socks 

 

If boys wear a sweater to chapel, it must be one that is included in the uniform list. 

 

Girls: Any of the skirt, dress, or short options 

 Red polo shirt, long or short sleeves 

 Red or white bobby socks or red, white or opaque knee socks/tights 

 

If girls wear a sweater to chapel, it must be one included in the uniform list. 
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 Financial Information 
 

 Financial Information is available in the Registrar’s Office and the Business Office. 

 Tuition payment may be made by check or cash when paying annually or semi-

annually. 

 Monthly tuition payments are made by automatic bank draft. 

 If a tuition payment is not received within 5 days after the due date, a late notice will 

be sent. If the tuition remains unpaid 5 days after the late notice is issued a letter will 

be mailed notifying the family that the student is in jeopardy of being dismissed. 

Dismissal occurs if payment has not been received within 5 days of the 

notification letter. If the school year has not yet begun, the student(s) will forfeit 

a place in the class. 

 Any returned drafts/checks or late payments will incur a $25 charge. 

 Withdrawals require at least one day’s notice. 

 The withdrawal process begins by notifying the Elementary Office and the 

Registrar’s Office 

 Grades, testing results, or transcripts of any student(s) withdrawing from the 

Academy will not be released to the family or any other source until all outstanding 

fees and/or tuition payments are paid in full. Any money to be refunded will require a 

minimum of ten working days before any refunds are issued to ensure that all 

drafts/checks have cleared the bank. 

 

 25% of the full tuition withdrawal fee is assessed on any withdrawals occurring 

on or after August 1
st
. 
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