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Updated August 1, 2025

This policy manual replaces all earlier versions.
Though we’ve worked carefully to ensure accuracy, small errors may still appear and will be
corrected by the administration as needed. If anything is unclear, the administrator and school board
will work together to provide clarity and will share any updates with families promptly.
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Canon Christian Academy
Policy Manual
Comprehensive Policies and Procedures

This Policy Manual outlines the detailed procedures, standards, and expectations that guide the
operations of Canon Christian Academy. While the Family Handbook provides families with
everything needed for daily school life, this manual serves as a supporting reference for more
complex situations and administrative processes.
While the information shared here may seem administrative or detailed, our goal is to communicate
clearly in order to avoid ambiguity or uncertainty. We believe that consistent expectations and
transparent policies contribute to a healthy school culture, strong partnerships with families, and a
learning environment marked by peace and order. These policies are grounded in biblical principles,
shaped by best practices, and reviewed regularly by school leadership to ensure they continue to
support our mission of Christ-centered education.
Thank you for joining us on this journey of Christ-centered education. We are grateful to walk
alongside you as we pursue wisdom, grow in truth, and partner together in shaping the hearts and
minds of the next generation.
CCA Administration and School Board
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Section 1: Admissions and Financial Policies
1.1 Admissions Policy and Procedures
Overview
Cañon Christian Academy is committed to providing a Christ-centered education to families who
support our mission, values, and community. Because space is limited, we use a tiered priority
system to guide enrollment decisions. Enrollment is not guaranteed, but priority tiers help us
maintain alignment with our mission and steward our resources with care.

Priority Tier System
Tier 1 - Covenant Families

 Currently enrolled students (during re-enrollment period) Siblings of currently enrolled students (during re-enrollment period) Children of staff, faculty, or board members Children of active members of sponsoring churches
Tier 2 - Ministry-Integrated Families

 Families who come to this community to serve at New Horizons Ministries Foster and adoptive families licensed by New Horizons Ministries
Tier 3 - Mission-Aligned New Families

 Alumni families (parents/guardians who graduated from the school) Families transferring from another Christian school (with references) Families demonstrating a clear Christian commitment (pastoral reference, church
involvement)

Tier 4 - Community Impact Families
 Families referred by ministry partners or sponsoring churches Families from under-resourced or challenging circumstances where the school's

education could have a transformational impact
Tier 5 - General Community Applicants

 Families who support the school's statement of faith and code of conduct, regardless of
current faith background

Enrollment Timeline April 1-14: Re-enrollment period for current families April 15: New enrollment applications open for all tiers May: Applications reviewed and prioritized by tier (Tier 1 first, then Tier 2, etc.) Early June: Final enrollment notifications sent

Enrollment Process
Application Requirements
All families must provide:

 Completed application form Previous school records and transcripts (if applicable) Immunization records or exemption documentation Birth certificate Emergency contact information
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 Any relevant medical, psychological, or educational evaluations
Immunization Requirements
In accordance with Colorado state law, all students must either:

 Have up-to-date immunizations as required by the state, OR Be in the process of receiving required immunizations according to an approved
schedule, OR Have a valid exemption on file

Exemption Types:
 Medical exemption (physician documentation required) Religious exemption (signed statement required) Personal belief exemption (signed statement required)

All exemption requests must include proper documentation and be submitted before
enrollment is finalized.

Interview Process
 In-person family interview with administrator required for all new applicants Student visit/shadow day (grade-appropriate) Discussion of school mission, expectations, and policies

Enrollment Decision Factors
Priority Considerations

 Waitlists may apply within each tier based on the date of completed application and
interview Enrollment is not guaranteed, even within a priority tier Tiers serve as a guide when space is limited, but final decisions take into account the
overall fit and readiness of the student and family

Additional Factors
All enrollment decisions also consider:

 Academic readiness and preparation Behavior history and character references Alignment with the school's culture and expectations Family's commitment to supporting school mission and policies

Required Affirmations
All families must affirm and support the school's statement of faith and code of conduct as part of
the application process.

Special Circumstances
Late Applications
Families applying after the standard timeline should contact the administrator directly. Late
applications will be considered based on:

 Available space in appropriate grade levels Tier priority status Student readiness and family alignment with mission Timing and potential disruption to existing classes
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Transfer Students
Students transferring from other schools must provide:

 Official transcripts from all previous schools Disciplinary records from previous schools Any special education or accommodation documentation Standardized test scores (if available) Placement assessments may be required

Homeschool Transitions
Students transitioning from homeschool programs must provide:

 Detailed portfolio of academic work Standardized test scores or other assessment documentation Curriculum documentation Placement assessments may be required for appropriate grade-level placement

Enrollment Capacity and Wait Lists Small class sizes maintained to ensure quality education When applications exceed available space, priority tier system guides decisions Wait lists maintained within each tier based on application date Families notified promptly if space becomes available Re-application required for subsequent school years

1.2 Tuition and Financial Policies
Tuition Structure

Annual Tuition Setting
 Tuition rates are established annually by the school board Rates are announced during the re-enrollment period (typically February-March) Tuition rates apply to the full academic year regardless of enrollment date

Payment Schedule and Methods
 Billing Period: 10-month payment plan (August through May) Invoice Distribution: Monthly invoices emailed to families Payment Methods: Check, ACH (electronic bank transfer), debit card, or credit card Payment Due Date: 1st of each month Late Fee: $25 applied to accounts with payments not received by the 30th of the month

Multi-Child Discounts
 Second child: No discount Third+ child: 25% tuition reduction Discounts apply to lower tuition amounts (younger children receive discounts)

Financial Assistance
Philosophy
CCA is committed to making Christian education accessible to families who share our mission
and values. Financial assistance is available based on demonstrated financial need and
available funds.
Application Process

 Financial assistance applications due by March 1
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 Complete financial aid application required Tax returns and supporting financial documentation required Awards announced by May 1 Financial assistance is reviewed annually
Award Criteria

 Demonstrated financial need Available financial assistance funds

Account Management
Record Withholding Policy

 Report cards and academic records may be withheld if tuition payments are not current Seniors must have accounts current or approved payment plans to participate in
graduation Transcripts will not be released for accounts with outstanding balances

Delinquent Account Procedures
1. 30 Days Past Due: Late fee applied, email reminder sent
2. 60 Days Past Due: Phone contact, payment plan discussion
3. End of Quarter: If account remains unpaid, family has one quarter grace period to:

a. Bring account current, OR
b. Establish approved payment plan with treasurer

4. No Resolution: Student(s) may be unenrolled until account is resolved
Annual Account Resolution

 All previous year balances must be paid before new school year enrollment Alternate arrangements require school board approval Payment plans for previous balances must be established before June 1

Additional Financial Obligations
Fees and Expenses

 Application Fee: None required Enrollment Fee: None required Activity Fees: Athletic participation, field trips and special events (due before the event) Technology Fee: None required Graduation Fee: Senior cap and gown provided by school; families of graduates cover
graduation party expenses

Fundraising and Donations
 Fundraising Participation: Families expected to participate in all fundraising events Donations: Voluntary additional donations may be made to support school operations Tax Deductibility: Donations can be made directly to the school but will not be tax-

deductible; tax-deductible donations must be processed through Skyline Mennonite
Church Donation Receipts: Available upon request at time of gift

Financial Transparency
 Annual financial summary provided to families Tuition covers approximately 80% of educational costs Additional funding comes from donations and fundraising
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 Budget approved annually by school board

Withdrawal and Refund Policy
Withdrawal Notice

 30-day written notice required for student withdrawal Withdrawal effective on last day of attendance All school property must be returned
Tuition Refunds

 Monthly Payment Plan: Students withdrawing before a month begins are not billed for
that month Mid-Month Withdrawal: No refund given for any month in which withdrawal occurs
(families pay for the full month) Prepaid Tuition: If families have prepaid tuition, refunds will be given for complete
months not attended after withdrawal Activity and Event Fees: Non-refundable regardless of withdrawal timing

Emergency Withdrawals
In cases of family emergency, military deployment, or other extraordinary circumstances, the
school board may approve modified refund policies on a case-by-case basis.

1.3 Enrollment and Re-enrollment
Annual Re-enrollment Process

Timeline
 April 1: Re-enrollment period opens for current families April 14: Re-enrollment period closes for current families April 15: New family applications open for any remaining spaces May: New family interviews and assessments, applications reviewed by tier Early June: All admission decisions finalized and notifications sent

Re-enrollment Priority
Current families receive priority for re-enrollment, but continued enrollment is contingent
upon:
 Academic progress appropriate to student ability Behavior consistent with school expectations Family support of school mission and policies Current financial obligations Positive partnership between home and school

Re-enrollment Requirements
 Completed re-enrollment application Updated emergency contact information Current immunization records Any new medical or educational documentation Acknowledgment of handbook and policy updates

Enrollment Commitment
Annual Commitment

 Families commit to the full academic year upon enrollment
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 Tuition obligations apply for the complete school year Parents/guardians must complete the enrollment process Enrollment acknowledges receipt and acceptance of handbook and policies
Enrollment Modifications

 Changes to enrollment status require administrative approval Medical or educational accommodation may modify enrollment terms Financial hardship situations require communication with administration and may involve
board review

New Student Orientation
Family Orientation

 Required orientation session for all new families Review of mission, policies, and expectations Introduction to faculty and staff Campus tour and facility overview Distribution of handbooks and important documents
Student Integration

 Student buddy program for elementary students Academic placement assessments if needed Trial period for academic and social adjustment Regular check-ins during first semester
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Section 2: Attendance Policies
2.1 Attendance Philosophy and Requirements
Educational Philosophy
Regular school attendance is fundamental to student success and character development.
Consistent presence in the classroom is necessary for:

 Academic achievement and progression Social and emotional development Character formation and responsibility Community building and relationships Preparation for adult responsibilities

Legal Framework
CCA operates under Colorado state attendance laws while maintaining higher standards consistent
with our educational mission. We are registered with the State of Colorado but are not accredited. All
enrolled students are considered full-time students by the state and are subject to compulsory
attendance requirements.

Attendance Expectations Students are expected to attend school every day it is in session Attendance is taken daily and recorded permanently Parents are responsible for ensuring regular student attendance The school will work with families to address attendance challenges

2.2 Excused and Unexcused Absences
Excused Absences

Illness
 Student illness that prevents school attendance Mental health days when recommended by healthcare provider Medical or dental appointments that cannot be scheduled outside school hours Recovery time following medical procedures

Documentation Requirements:
 Parent notification required by 9:00 AM on day of absence Doctor's note required for absences exceeding 3 consecutive days Medical documentation required for extended illness (5+ days)

Family Circumstances
 Death in immediate family or close relatives Family emergencies requiring student presence Court appearances or legal obligations Religious observances recognized by the family's faith tradition

Pre-Planned Absences
 Family trips or experiences Cultural or religious events College visits for high school students
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Requirements for Pre-Planned Absences:
 Two weeks advance written notice to teachers Educational plan developed with teachers before absence Student responsible for all missed assignments Assignments due upon return unless alternate arrangements made Maximum 10 days per school year for educational absences

Unexcused Absences
Any absence not meeting the criteria for excused absences, including:

 Family vacations during school time without advance notice Oversleeping or transportation issues Shopping trips or entertainment events Babysitting siblings or family responsibilities Student refusal to attend school Parents keeping student home for non-emergency reasons

Absence Notification Procedures
Daily Notification

 Before 8:30 AM: Contact homeroom teacher by phone or text Information Required: Student name, reason for absence, expected duration Return Documentation: Doctor's note if required, verification of appointments

Extended Absence Planning Written Request: Submit to homeroom teacher at least 2 weeks in advance Educational Plan: Coordinate with teachers for missed instruction Assignment Schedule: Establish timeline for makeup work Regular Check-in: Maintain contact during extended absence

2.3 Chronic Absenteeism
Definition
Chronic absenteeism is defined as missing 10% or more of enrolled school days, whether excused
or unexcused. This equates to approximately 18 days in a typical school year.

Intervention Process
Early Warning (5% Absences - 9 days)

 Administrator is notified of absences Homeroom teacher contacts family to discuss attendance patterns Review of absence reasons and potential solutions Offer of support resources or accommodations Documentation of conversation and agreed-upon plan
Formal Intervention (10% Absences - 18 days)

 Required Meeting: Family, student (if age applicable), administrator, and teacher(s) Attendance Plan: Written plan addressing barriers and solutions Support Services: Identification of resources needed or assistance Timeline: Specific checkpoints for improvement Documentation: Formal record of meeting and agreements
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Intensive Support (15% Absences - 27 days)
 School Board Involvement: Referral to board for review External Resources: Connection with community support services Modified Programming: Consideration of alternative educational options Legal Consultation: Review of truancy laws and requirements

Severe Chronic Absenteeism (20%+ Absences - 36+ days)
 Truancy Referral: Report to appropriate legal authorities Educational Alternatives: Consider homebound or alternative programs Enrollment Review: Potential withdrawal for educational mismatch

Support Strategies Transportation Assistance: Carpooling coordination, schedule modifications Health Support: Connection with healthcare resources, school health services Academic Support: Tutoring, modified assignments, flexible scheduling Family Support: Counseling resources, community services, financial assistance Incentive Programs: Attendance recognition, positive reinforcement systems

2.4 Tardiness and Early Dismissal
Tardiness Policy

Definition and Thresholds
 Tardy: Arrival after 8:30 AM with an excused absence Half-Day Absent: Arrival after 10:30 AM Late Arrival: Must check in at homeroom regardless of time

Tardiness Procedures
1. Student Reports: Directly to homeroom upon arrival
2. Documentation: Reason for tardiness recorded by homeroom teacher
3. Class Admission: Homeroom teacher provides directions to current class
4. Parent Contact: For pattern of tardiness (5+ times per quarter)

Chronic Tardiness Intervention (per quarter)
 5 Tardies: Teacher contacts parents, develops morning routine plan 10 Tardies: Administrator meeting with family, formal intervention plan 15+ Tardies: Considered attendance issue, subject to chronic absenteeism procedures

Early Dismissal Policy
Approved Early Dismissal

 Medical or dental appointments Family emergencies Court appearances Pre-approved family obligations
Early Dismissal Procedures

1. Advance Notice: Parent contact to homeroom teacher preferred
2. Homeroom Check-out: Student must check out with homeroom teacher
3. Authorized Pickup: Only authorized adults may pick up students
4. Documentation: Reason for early dismissal recorded
5. Academic Impact: Student responsible for missed instruction, parents/guardians to

provide support
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Attendance Record Impact
 Before 10:30 AM: Counted as half-day absent After 10:30 AM: Counted as full day present Chronic Early Dismissal: Subject to attendance intervention if pattern develops

Make-Up Work for Absences
Student Responsibilities

 Contact Teachers: Arrange for missed assignments and materials (parents assist
younger students) Timeline: Complete makeup work within number of days equal to absence length Quality Standards: Maintain same academic standards as regular assignments Initiative: Student must be proactive in requesting and completing work (with parent
support for elementary students)

Teacher Responsibilities
 Provide Materials: Make assignments and materials available promptly Reasonable Accommodation: Allow appropriate time for completion Communication: Maintain contact with students during extended absences Flexibility: Consider individual circumstances while maintaining standards

Extended Absence Procedures
 Pre-planning: Coordinate assignment schedule before absence when possible Modified Timeline: May extend deadline for complex or lengthy absences Alternative Assessment: Consider different formats for demonstrating learning Tutoring Support: Arrange additional help if needed upon return
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Section 3: Academic Policies
3.1 Curriculum and Educational Philosophy
Educational Mission
Canon Christian Academy provides a Christ-centered, classical education that integrates biblical
truth with academic excellence. Our curriculum is designed to develop critical thinking skills, foster a
love of learning, cultivate godly character, and equip students to engage thoughtfully with God's
world.

Educational Philosophy
Biblical Foundation

 All learning is understood within the context of God's sovereignty and truth Scripture serves as the ultimate authority for understanding reality Character development is integrated with academic achievement Students are encouraged to see their calling as stewards of God's gifts
Classical Approach

 Grammar Stage (K-5): Focus on building foundational knowledge and skills Logic Stage (6-8): Development of reasoning and analytical thinking Rhetoric Stage (9-12): Emphasis on articulation and application of learning Integration of the trivium (grammar, logic, rhetoric) across all subjects
Academic Excellence

 High expectations for all students within their individual capabilities Rigorous curriculum preparing students for life and their unique calling Development of study skills, time management, and academic responsibility Recognition and celebration of academic achievement

Curriculum by Grade Level
Elementary Program (Kindergarten - 5th Grade)

Language Arts
 Phonics-based reading instruction using systematic, explicit methods Literature study emphasizing classic and contemporary Christian authors Grammar instruction focusing on proper usage and writing mechanics Writing development from basic sentences to multi-paragraph compositions Spelling and vocabulary building through literature and thematic units Handwriting instruction in both print and cursive

Mathematics
 Abeka Math approach emphasizing conceptual understanding Concrete-to-abstract progression in mathematical concepts Problem-solving strategies and mathematical reasoning Basic computation skills through advanced problem solving Integration of real-world applications and practical mathematics

Science
 Hands-on exploration of God's creation through observation and experimentation Scientific method introduced through age-appropriate investigations Life science, earth science, and physical science concepts
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 Integration of biblical worldview with scientific discovery Development of critical thinking and observation skills
Social Studies

 Geography skills including map reading and cultural awareness History instruction emphasizing God's providence and human responsibility Government and civics education promoting good citizenship Cultural studies fostering appreciation for diversity within unity Integration of current events with historical perspective
Bible

 Daily Bible instruction with Scripture memory and application Old and New Testament surveys appropriate to grade level Character development through biblical examples and principles Prayer and worship integrated throughout the school day Practical application of Christian living and service
Special Subjects

 Art: Creative expression through various media and techniques Music: Vocal instruction, basic music theory, and performance opportunities Physical Education: Fitness, sportsmanship, and healthy lifestyle habits Library: Research skills, information literacy, and love of reading
Middle School Program (6th - 8th Grade)

Core Academic Subjects
 Language Arts: Advanced grammar, literature analysis, research writing, public

speaking Mathematics: Pre-algebra through Algebra I, geometric concepts, statistical
reasoning Science: Life science, earth science, physical science with laboratory components Social Studies: World history, geography, government, and cultural studies Bible: Biblical worldview development, theology, Christian apologetics

Skill Development
 Study skills and organizational strategies Time management and project planning Research and information literacy Critical thinking and analysis Presentation and communication skills

Preparation for High School
 Introduction to academic expectations and rigor Development of personal responsibility and independence Leadership opportunities within school community Career exploration and interest assessment

High School Program (9th - 12th Grade)
Comprehensive Academic Program

All courses designed to prepare students for life and their unique calling while developing
mature Christian character and worldview.
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Core Requirements (see detailed graduation requirements)
 English: Composition, literature, speech, advanced writing Mathematics: Algebra through Calculus, statistics, practical applications Science: Biology, chemistry, physics, environmental science Social Studies: World history, American history, government, economics Bible: Systematic theology, apologetics, Christian worldview, ethics

Elective Opportunities
 Foreign language study Advanced art and music courses Computer science and technology Practical life skills and personal finance Independent study and research projects

Curriculum Standards and Assessment
Academic Standards

 Curriculum aligned with Colorado Academic Standards Integration of classical education principles Biblical worldview integration across all subjects Preparation for standardized assessments and college entrance exams
Textbook and Resource Selection

 Materials selected for academic quality and Christian compatibility Regular review and update of curriculum resources Supplementary materials to enhance core curriculum Technology integration where appropriate and beneficial
Assessment Philosophy

Assessment serves to:
 Measure student learning and progress Inform instruction and curriculum decisions Communicate achievement to students and families Identify students needing additional support or challenge Prepare students for future academic endeavors

3.2 Assessment and Grading
Grading Philosophy
Assessment at CCA serves multiple purposes: measuring student learning, informing instruction,
communicating progress, and developing student responsibility. We believe grades should reflect
both achievement and effort while maintaining high academic standards.

Grading Systems
Elementary Grades (K-5)

Letter Grades used for all core academic subjects:
A+ (98-100): Exceptional mastery and understanding
Z (93-97): Strong mastery of concepts and skills
Z- (90-92): Good mastery with minor gaps
B+ (88-89): Above average understanding
B (83-87): Satisfactory understanding of most concepts
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B- (80-82): Adequate understanding with some support needed
C+ (78-79): Basic understanding of fundamental concepts
C (73-77): Minimal acceptable understanding
C- (70-72): Below average understanding, improvement needed
D+ (68-69): Poor understanding, significant gaps
D (63-67): Very poor understanding, extensive support needed
D- (60-62): Failing understanding, comprehensive intervention required
F (59 and below): Failing, does not meet minimum standards

Behavior and Effort Indicators used for all grades (K-12):
 (Outstanding): Exceeds expectations consistently S (Satisfactory): Meets expectations N (Needs Improvement): Approaching expectations with support U (Unsatisfactory): Below expectations, requires significant support

Middle and High School Grades (6-12)
Same letter grade scale as elementary with additional considerations:

 Grade Point Average (GPA) calculated on 4.0 scale Honor Roll Recognition for academic achievement Weighted Grades for advanced courses (high school only) Class Rank calculated for high school students

Assessment Types and Weighting
Formative Assessment (Ongoing)

 Daily assignments and homework: 30-40% Quizzes and short assessments: 20-30% Participation and engagement: 10-15% Projects and presentations: 15-25%
Summative Assessment (End of Unit/Semester)

 Unit tests and examinations: 40-50% Major projects and reports: 25-35% Final examinations: 15-25%
Specific weightings may vary by subject and teacher, communicated at beginning of semester

Report Cards and Progress Reporting
Report Card Schedule

 Quarter 1: Issued end of first 9-week period Quarter 2: Issued end of second 9-week period (semester grade included) Quarter 3: Issued end of third 9-week period Quarter 4: Issued end of fourth 9-week period (final semester grade included)
Progress Reports

 Mid-Quarter Updates: Informal progress communication as needed Deficiency Notices: Sent when student grade falls below 70% Parent Contact: Required for significant grade concerns Student Conferences: Regular check-ins for academic planning
Grade Reporting Elements

 Subject-specific grades and comments
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 Effort and behavior indicators Attendance summary Teacher comments and observations Recommendations for improvement or enrichment

Academic Recognition and Intervention
Honor Roll Recognition

“A” Honor Roll (All Grades)
 Average grade of A or greater Satisfactory behavior and effort in all classes

Principal's List (All Grades)
 Average grade of A+ Satisfactory behavior and effort in all classes

Academic Intervention
Academic Warning (Grade below 70%)

 Teacher consultation with student Parent notification and conference Development of improvement plan Additional support resources provided
Academic Probation (Two or more failing grades)

 Administrator, teacher, student, and parent meeting Comprehensive academic plan with specific goals Regular progress monitoring and reporting Potential restriction from extracurricular activities
Academic Dismissal (Continued academic failure)

 School board review of student progress Consideration of educational alternatives Potential withdrawal recommendation

Make-Up Work and Late Assignment Policies
Excused Absences

 Students receive number of days equal to absence length to make up work Full credit available for work completed within timeframe Teachers provide reasonable assistance and explanation Extended deadlines for lengthy absences with advance planning
Unexcused Absences

 Students responsible for obtaining missed assignments Work may be completed for partial credit (typically 50% maximum) No extension of deadlines unless extraordinary circumstances
Late Assignment Policy

 1 Day Late: 10% grade reduction 2 Days Late: 20% grade reduction 3+ Days Late: 50% grade reduction or zero at teacher discretion No Penalty: Medical emergencies, family crises, pre-approved circumstances
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Academic Integrity
All work submitted must represent student's own effort and understanding. Collaboration is
encouraged when appropriate, but individual accountability is maintained. Use of artificial
intelligence (AI) tools for completing assignments is prohibited unless specifically authorized by the
teacher. Students must develop their own thinking, writing, and problem-solving skills.

3.3 Graduation Requirements
Diploma Requirements
To receive a Canon Christian Academy diploma, students must successfully complete 24 credit
hours during grades 9-12 and maintain satisfactory character and conduct.

Credit Distribution Requirements
English Language Arts (4 Credits Required)

 English 9: Grammar, composition, literature survey, vocabulary development English 10: World literature, advanced composition, research writing, speech English 11: American literature, advanced grammar, rhetorical analysis, public speaking English 12: British literature, college-level writing, literary criticism, senior project
Additional electives may include creative writing, journalism, or advanced placement literature
Social Studies (4 Credits Required)

 World History (1 credit): Ancient civilizations through modern era, biblical worldview
integration American History (1 credit): Colonial period through present, emphasis on Christian
heritage Government/Civics (0.5 credit): Constitutional principles, civic responsibility, Christian
citizenship Economics (0.5 credit): Economic principles, personal finance, stewardship principles Social Studies Elective (1 credit): Geography, psychology, sociology, or additional
history

Mathematics (3 Credits Required)
 Algebra I: Linear equations, inequalities, polynomials, factoring, graphing Geometry: Euclidean geometry, proofs, measurement, coordinate geometry Algebra II: Advanced algebraic concepts, exponential/logarithmic functions, statistics Additional Options: Pre-calculus, calculus, statistics, consumer mathematics

Science (3 Credits Required)
 Biology: Cell biology, genetics, ecology, human anatomy, creation science perspective Chemistry: Atomic structure, chemical bonding, reactions, stoichiometry, laboratory

skills Physics: Mechanics, electricity, magnetism, waves, thermodynamics, practical
applications Additional Options: Environmental science, anatomy/physiology, advanced
biology/chemistry

All science courses include laboratory components and integration of biblical worldview
Bible (4 Credits Required)

 Bible 9: Old Testament survey, biblical worldview foundations Bible 10: New Testament survey, Christian doctrine basics
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 Bible 11: Christian apologetics, worldview analysis, contemporary issues Bible 12: Practical Christian living, ethics, ministry preparation
Bible courses integrate theology, practical application, and preparation for Christian service
Physical Education (2 Credits Required)

 Health and Fitness: Personal fitness, nutrition, health education, lifestyle choices Team Sports: Cooperation, sportsmanship, physical skill development Individual Sports: Personal fitness goals, lifetime sports, recreational activities Adaptive PE: Available for students with medical limitations or special needs
Emphasis on stewardship of the body as God's temple and development of healthy habits
Music (2 Credits Required)

 General Music: Music theory, history, appreciation, vocal instruction Performance Options: Choir, instrumental music, handbells, worship team Music Technology: Digital music creation, sound engineering, multimedia production Music History/Theory: Advanced study for students with strong musical interest
Integration of worship, creativity, and artistic expression in service to God
Public Speaking (0.5 Credit Required)

 Speech Fundamentals: Voice projection, body language, presentation skills Persuasive Speaking: Argumentation, debate, rhetorical analysis Presentation Technology: Visual aids, multimedia integration, digital communication Practical Application: Chapel presentations, community speaking opportunities
Electives (2.5 Credits Required)
Students select from approved elective courses to complete graduation requirements:

Academic Electives
 Foreign Language (Spanish, Latin) Advanced Mathematics or Science Additional English or Social Studies Computer Science and Technology Independent Study Projects

Practical Arts
 Art and Design Music Performance Drama and Theater Woodworking/Construction Home Economics/Life Skills

Service Learning
 Community Service Projects Mission Trip Participation Mentoring and Tutoring Ministry Internships

Character and Conduct Requirements
In addition to academic credits, graduation requires demonstration of Christian character consistent
with CCA's mission and values:
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Behavioral Standards
 Satisfactory conduct throughout high school years No major disciplinary infractions in senior year Demonstration of growth in areas of previous concern Positive relationships with peers and faculty

Community Participation
 Regular attendance at school events and assemblies Participation in service learning opportunities Contribution to positive school culture Leadership or service in school community

Senior Year Requirements
Senior Project
All seniors complete a capstone project demonstrating integration of faith, learning, and service:

 Research Component: In-depth study of chosen topic with biblical worldview integration Practical Application: Real-world experience through internship, service, or creative
project Presentation: Public presentation to school and community demonstrating learning Reflection: Written reflection on personal growth and future calling

Graduation Ceremony Participation
To participate in graduation ceremony, students must:

 Complete all 24 credit requirements Meet character and conduct standards Have current financial obligations resolved

3.4 Special Needs and Learning Support
Philosophy and Commitment
Canon Christian Academy welcomes students with diverse learning needs and is committed to
providing appropriate support within our resources and capabilities. We believe every child is
created in God's image and has unique gifts to contribute to our learning community.

Available Accommodations
Within our small school setting, we can provide:

 Extended time for tests and assignments Modified assignments maintaining learning objectives while adjusting format Alternative assessment methods such as oral exams or project-based evaluation Preferential seating and environmental modifications Additional teacher support through one-on-one instruction and check-ins Organizational support including structured planning and time management

Limitations
CCA does not employ specialized personnel or provide:

 Licensed special education teachers or specialists Speech, occupational, or physical therapy services Intensive behavioral intervention programs One-on-one paraprofessional support
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Families should understand that some accommodation may not be feasible in our small school
setting, and intensive therapeutic services must be provided by outside professionals.

Individual Education Planning
For students requiring accommodation:

 Team meeting with student, parents, teacher(s), and administrator Written plan with specific accommodation and implementation strategies Quarterly assessment of progress and plan effectiveness Ongoing communication between school and family

3.5 Academic Integrity Policy
Philosophy
Academic integrity is fundamental to CCA's educational mission and reflects our commitment to
honesty, truth, and godly character. Genuine learning occurs when students engage authentically
with ideas and demonstrate knowledge honestly.

Prohibited Practices Plagiarism: Using another's words or ideas without proper attribution Cheating: Unauthorized assistance or deception in academic work Unauthorized Collaboration: Working together when individual work is required AI Misuse: Using artificial intelligence tools for completing assignments without teacher
permission

Artificial Intelligence Policy
Students must develop their own thinking, writing, and problem-solving skills. Use of AI tools for
completing assignments is prohibited unless specifically authorized by the teacher. When AI use is
permitted, students must document and cite AI assistance.

Consequences
Academic integrity violations are addressed through progressive, restorative consequences
designed to promote learning and character development:

 First violation: Educational conference and assignment redo with reduced credit Repeated violations: Academic probation, parent conferences, and potential course impact Serious violations: Application of general discipline policy
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Section 4: Student Conduct and Discipline
4.1 Conduct Expectations and Philosophy
Foundation for Character Development
As a Christ-centered community, we seek to cultivate learning environments that reflect Jesus'
character and support spiritual, academic, and social growth. Our approach to student conduct is
rooted in grace, truth, and the development of godly character.

Our Ways of Being
Our Ways of Being outline the core postures we hope to see in every student. These are daily
choices shaped by the cardinal virtues, practiced through a Christian lens, and rooted in God’s truth.
They are not just rules to follow, but values we grow into together. They guide how we treat others,
how we approach challenges, and how we pursue learning.

Thoughtful Wisdom (Prudence)
Choosing what is right with clarity and care.

Be Curious
Be Discerning
Be a Truth-Seeker

Right Relationships (Justice)
Honoring others and doing what is fair and good.

Be Respectful
Be Accountable
Be a Voice for Others

Courageous Perseverance (Fortitude)
Doing what is right, even when it's difficult.

Be Brave
Be Resilient
Be Steady

Disciplined Balance (Temperance)
Practicing self-control and living with intention.

Be Self-Controlled
Be Balanced
Be Content

Spiritual Virtues We Receive
These virtues are imparted by the Holy Spirit through union with Christ. They are not earned but
received, and they mature in us as we are conformed to His likeness.

Faith
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Hope
Love

Character Development Goals
We encourage each student to grow in:

 Respect for God, authority, peers, and property Responsibility in academics, behavior, and relationships Integrity in all interactions and decisions Kindness toward others in words and actions Self-control in all circumstances and situations

Age-Appropriate Expectations
Character development is a process that looks different at various developmental stages:

 Elementary: Learning basic respect, obedience, and kindness Middle School: Developing personal responsibility and social awareness High School: Demonstrating mature character and leadership

Community Standards
All community members contribute to a positive learning environment through:

 Unity: Building community by avoiding cliques and exclusivity Encouragement: Supporting one another in growth and learning Accountability: Taking responsibility for personal choices and their impact Service: Contributing positively to school culture and community Appropriate Relationships: Students who are dating should avoid public displays of
affection (PDA) while at school and are encouraged to remain socially engaged with their
peers during group activities

4.2 Discipline Procedures
Discipline Philosophy
Discipline at CCA focuses on character formation rather than punishment. Our goal is to help
students understand the impact of their choices, learn from mistakes, and develop internal
motivation for godly behavior.

Guiding Principles
1. Restoration over Punishment: Emphasis on repairing relationships and learning from

mistakes
2. Individual Consideration: Recognition that each student and situation is unique
3. Progressive Response: Escalation of consequences only when necessary
4. Educational Value: Every disciplinary action should promote growth and learning
5. Dignity Preservation: All students treated with respect regardless of behavioral choices
6. Parent Partnership: Collaboration with families in addressing behavioral concerns

Classroom Management
Teachers maintain primary responsibility for classroom discipline using strategies approved by
administration:

 Clear expectations and consistent implementation Positive reinforcement and relationship building
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 Natural consequences related to choices Communication with students about behavior impact Documentation of patterns requiring additional support
School-Wide Behavioral Expectations
Students are expected to demonstrate appropriate behavior in all settings throughout the school
community.
Hallway and Common Area Conduct
Students should use quiet voices and walk rather than run, show respect for others and property,
clean up after themselves, and follow staff directions promptly.
Classroom Behavior
Students are expected to arrive prepared and ready to learn, participate appropriately in
activities, respect teacher authority and classmate learning, and use technology only as directed
by the teacher.
Social Interactions
We encourage students to use kind and respectful language, include others and avoid exclusive
behaviors, resolve conflicts peacefully, and seek adult help when needed for support or
guidance.

CCA Discipline Protocol
Immediate Referral to the Board
The following serious behaviors result in automatic suspension and board involvement:

 Defiance of a teacher's authority Lewd, indecent, or self-exposing behavior Possession or use of drugs, alcohol, or pornographic material
Classroom-Level Discipline

 Teachers manage minor classroom issues through their own system of warnings and
corrective measures (approved by administration) If these efforts do not resolve the behavior, the teacher may initiate the CCA Discipline
Protocol

Discipline Protocol Levels
Yellow Level

 Step 1: Warning Slip - Notifies parents and administrator of infraction and entry into
yellow level Step 2: Parent Conference Slip - Teacher meets with parents to create plan for
support and accountability Step 3: Administrator Intervention Slip - Matter elevated to administrator who
coordinates the disciplinary plan and moves student to red level

If the student maintains compliance for 30 consecutive days, they are released from the
protocol
Red Level

 Follows the same three-step process as Yellow Level At any point during red level, the administrator may request intervention from the
school board
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 Three red slips result in automatic referral to the board for further disciplinary action,
which may include suspension or dismissal

Discretion for Urgent Situations
Teachers (with administrator input) and administrator (with board input) have discretion to
bypass protocol levels if the situation warrants more immediate or significant action.

Specific Behavioral Guidelines
Respectful Communication
Students are expected to address all adults using appropriate titles such as Mr., Mrs., or Miss,
use kind and encouraging language with peers, avoid gossip, profanity, or hurtful speech, and
report concerning conversations to appropriate adults.
Physical Interactions
We expect students to keep hands, feet, and objects to themselves, avoid fighting, hitting, or
aggressive behavior, maintain appropriate personal space and boundaries, and report any
physical aggression immediately to staff.
Property Respect
Students should treat all school property with care, clean up after themselves in all areas, ask
permission before using others' belongings, and report damage or vandalism to appropriate staff
members.
Technology Boundaries
Technology use should be only for educational purposes, following all technology policies and
guidelines while respecting others' privacy and digital citizenship. Students should report
inappropriate technology use to teachers or administrators.

Restorative Practices
When behavioral problems occur, our focus is on restoration through acknowledgment, where
students understand the impact of their choices on others; responsibility, where they take ownership
of behavior and consequences; repair, where they make amends to those affected by poor choices;
and renewal, where they commit to better choices and character growth.

Documentation and Communication
All significant behavioral incidents are documented with regular communication maintained with
parents about concerns and progress. Behavioral patterns are tracked and addressed proactively
while confidentiality is maintained and appropriate safety measures are ensured.

4.3 Bullying Policy
CCA recognizes the importance of building positive relationships as a vital part of school life. As
children grow, they develop skills to resolve conflicts. Our goal is to protect students from violent and
manipulative behavior while teaching them to recognize and address aggressive tendencies in
themselves and how to resolve disputes peacefully.
We define bullying as intentional and aggressive behavior—whether physical or verbal—that inflicts
physical or emotional harm on another person. Such behavior is unacceptable at CCA.
Reports of bullying will be thoroughly investigated by the administrator, including determining
whether the reported behavior was a response to instigating actions by others or influenced by
underlying causes. For a first offense, the administrator will address the issue by meeting with the
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student(s) involved, providing guidance on appropriate behavior, notifying parents, and taking
corrective actions such as issuing a warning—depending on the severity of the behavior.
Persistent patterns of violent actions or verbal aggression will be referred to the board for review. For
intentional, repeated, and malicious behavior, the board will determine appropriate consequences,
such as restitution, in-school detention, suspension, or expulsion.

4.4 Sexual Harassment Policy
General Purpose Statement
Canon Christian Academy (CCA) is committed to maintaining an academic environment in which all
individuals treat each other with dignity and respect, and which is free from all forms of intimidation,
exploitation, and harassment, including sexual harassment. CCA is prepared to take action to
prevent and correct any violations of this policy; anyone who violates this policy will be subject to
discipline, up to and including termination or expulsion.

Definitions
"Sexual Harassment" means unwelcome sexual advances, requests for sexual favors, and other
verbal, visual, or physical conduct of a sexual nature, made by someone from or in the work or
educational setting, under the following conditions:

 Submission to the conduct is explicitly or implicitly made a term or condition of an individual's
academic status, or progress. Submission to, or rejection of, the conduct by the individual is used as the basis of academic
decisions affecting the individual. The conduct has the purpose or effect of having a negative
impact upon the individual's academic performance, or creating an intimidating, hostile, or
offensive educational environment. Submission to, or rejection of, the conduct by the individual is used as the basis for any
decisions affecting the individual regarding benefits and services, honors, programs, or
activities available through this school.

Examples of Sexual Harassment
Unwelcome conduct of this type can include a wide range of verbal, visual or physical conduct of a
sexual or otherwise harassing nature. Among the types of conduct that would violate this policy are
the following: unwanted sexual advances or propositions; offering academic benefits in exchange for
sexual favors; making or threatening reprisals after a negative response to sexual advances; visual
conduct such as leering, making sexual gestures, displaying sexually suggestive objects or pictures,
cartoons, or posters; verbal conduct such as making or using derogatory comments, epithets, slurs,
or jokes; verbal abuse of a sexual nature, graphic verbal commentaries about an individual's body,
sexually degrading words used to describe an individual, suggestive or obscene letters, notes, or
invitations; and physical conduct such as touching, assaulting, impeding or blocking movements.

Reporting Requirements
Employee-student sexual harassment is prohibited. Student-student sexual harassment is
prohibited. Employee-employee sexual harassment is prohibited. Students who feel that they have
been subjected to conduct of a harassing nature are encouraged to promptly report the matter to
one of the school's officials designated below. Students who observe conduct of a harassing nature
is also encouraged to report the matter to one of the school officials designated below. All
complaints will be promptly investigated.
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Where to Report Sexual Harassment
The following individuals are specifically authorized to receive complaints and to respond to
questions regarding sexual harassment:

1. School Administrator
2. Board Chairman

Confidentiality
Every effort will be made to reasonably protect the privacy of the parties involved in any complaint.
However, the school cannot promise or guarantee confidentiality. The school reserves the right to
fully investigate every complaint, and to notify a student's parent/guardian, the school board, and
appropriate government officials as the circumstances warrant.

Protection Against Retaliation
It is against the school's policy to discriminate or retaliate against anyone who has filed a complaint
concerning sexual harassment or has testified, assisted or participated in any manner in any
investigation proceeding or hearing concerning sexual harassment.

Investigation and Corrective Action Procedures
When one of the designated school officials receives a complaint, they shall immediately inform the
administrator. The administrator will notify the parent or guardian of the child and immediately direct
an investigation.
If the complaint is deemed legitimate by the administrator and the school board, the employee or
student alleged to be the perpetrator will immediately be placed on leave or suspended pending
investigation and instructed to remain away from the premises during the investigation. They should
be instructed to have no contact with the victim or with witnesses.
If the investigation confirms the allegations, prompt corrective actions shall be taken. The individual
who suffered the harassing conduct shall be informed of the corrective action taken.
All allegations of abuse should be reported to the civil authorities, and the school will comply with the
state's requirements regarding mandatory reporting of abuse as the law then exists. The school will
fully cooperate with the investigation of the incident by civil authorities.
The severity of the disciplinary action will be based upon the circumstances of the infraction. Any
employee or student found to be responsible for sexual harassment in violation of this policy will be
subject to appropriate disciplinary action including expulsion or termination.
If the administrator is the subject of the complaint, the school board chairman will conduct the
investigation.

4.5 Technology Use Policy
Philosophy
Technology at CCA is provided to enhance learning and support our educational mission. We
believe technology should be used responsibly and in ways that honor God and serve others.
Students are expected to use technology with integrity, respect, and wisdom.

Acceptable Use Guidelines
Students may use school technology only for assigned educational purposes under teacher
supervision. All internet use is monitored and filtered. Students are expected to treat technology
equipment with care and report any technical problems immediately.
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Student Device Policies
Elementary and Middle School (K-8)
Cell phones must be turned in to the homeroom teacher at the beginning of each school day.
Personal laptops, tablets, or other devices may not be used without teacher permission.
Students may not access social media during school hours.
High School (9-12)
Cell phones may be kept by students but must remain turned off and stored away during school
hours. Personal devices may be used only with explicit teacher permission for educational
purposes. Social media access is prohibited during school hours.

Internet Safety and Digital Citizenship
Students should never share personal information online or access inappropriate content. Any
concerning online content should be reported to a teacher immediately. Students are prohibited from
accessing social media, gaming sites, or entertainment content during school hours.

Prohibited Activities
Students may not use technology to access inappropriate, offensive, or non-educational content;
cyberbully, harass, or harm others; violate copyright laws or intellectual property rights; attempt to
bypass security filters or access restrictions; share login credentials or access others' accounts;
download unauthorized software or files; or engage in any illegal online activities.

Consequences for Technology Misuse First Offense: Warning and parent notification, loss of technology privileges for one week,
educational conference about appropriate use Second Offense: Loss of technology privileges for one month, parent conference,
completion of digital citizenship education Third Offense: Loss of technology privileges for remainder of semester, formal discipline
protocol may apply Serious Violations: Immediate suspension, potential expulsion, law enforcement
involvement if illegal activity is suspected

Personal Device Responsibility
The school is not responsible for damage, theft, or loss of personal devices. Students bring personal
technology at their own risk. Inappropriate use of personal devices may result in confiscation and
parent pickup required.

Network Security
Students may not attempt to access restricted networks, bypass security measures, or interfere with
network operations. All network activity is monitored and logged. Violations may result in immediate
loss of technology privileges and disciplinary action.

4.6 Dress Code Policy
Philosophy
We believe that dress reflects heart and attitude. Our dress guidelines promote modesty, simplicity,
and school unity while allowing for appropriate personal expression. Clothing should support the
learning environment and reflect our Christian values.

General Principles
Students should dress in a manner that:
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 Shows respect for themselves, others, and the learning environment Promotes modesty and appropriate coverage Supports focus on learning rather than appearance Reflects the character qualities we seek to develop

Dress Code Guidelines
Bottoms

 Solid colors only (no patterns, stripes, or designs) Denim is acceptable in any solid color Girls must wear skirts that fall below the knee Boys must wear long pants (no shorts except during PE) Jumpers and dresses are allowed (solid colors, modest in fit and style) For younger girls, shorts under skirts are recommended for comfort and modesty
Tops

 Solid-colored, collared shirts with at least 2 buttons No logos or graphics except small brand insignias Sweatshirts, pullovers, sweaters, and jackets must be solid colors Sleeves must cover shoulders appropriately Necklines must be modest and appropriate
Physical Education

 Girls may wear solid-colored skorts that fall below the knee Boys may wear athletic pants or shorts during PE class Small stripes as often found on athletic wear are permitted CCA t-shirts may be used for PE activities (one provided per school year) Athletic shoes recommended for PE participation
Footwear

 Closed-toe shoes recommended for safety Clog type shoes with a back strap are permitted Middle & Upper School: open-toed shoes may be worn with a back strap
Hair and Accessories

 Hair should be neat, clean, and not distracting to the learning environment Hair colors should be natural tones Jewelry should be simple and not distracting No visible tattoos or body piercings except ears for girls

Dress Code Violations
If clothing does not meet dress code standards:

 Student will be asked to change if possible Parent may be contacted to bring appropriate clothing Student may be given school clothing to wear temporarily Repeated violations will result in disciplinary action

Special Circumstances
Uniforms are required for most school-sponsored activities, including field trips and special events,
to promote unity and school identity. Exceptions may include multi-day field trips, work projects, or
other activities as determined by administration.



32

Questions and Clarification
If unsure whether a clothing item meets the dress code, families are encouraged to ask the
administrator before wearing it to school. The administration reserves the right to determine
appropriate dress on a case-by-case basis.

4.7 Student Driver Policy
Driving to school is a privilege and must be handled responsibly.

1. Student drivers should arrive by 8:25 AM and park neatly in designated student spots.
2. No loitering is allowed in or around vehicles during the school day.
3. Vehicles must remain parked and should not be accessed until dismissal, unless permission

is granted by school staff.
4. All drivers must follow the posted Abbey speed limits while on campus.
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Section 5: Parent and Community Relations
5.1 Communication Policies
Philosophy of Communication
Effective communication between home and school is essential for student success and community
health. We encourage open, respectful, and solution-focused communication that builds trust and
supports our shared mission.

Communication Hierarchy
When concerns arise, we ask that issues be addressed in the following order, following the biblical
principle of Matthew 18:

1. Student and Teacher: Students should first attempt to resolve issues directly when age-
appropriate

2. Parent and Teacher: Parents should speak directly with the teacher involved
3. Parent and Administrator: If unresolved, parents may contact the administrator
4. Family and School Board: For serious matters requiring board involvement

Preferred Communication Methods
Routine Communication

 Email: Preferred method for non-urgent matters and general questions Phone: For urgent matters or when immediate response is needed Written Notes: For attendance, pickup changes, or brief communications
Urgent Communication

 Phone Calls: For emergencies, sudden illness, or safety concerns Text Messages: To homeroom teachers for absence notifications In-Person: For sensitive matters or complex discussions

Communication Guidelines
For Parents
Families are encouraged to contact teachers during non-teaching hours when possible and allow
24 hours for email responses during school days. We ask that parents address concerns directly
with involved parties before involving others, maintain a respectful tone even when discussing
difficult topics, and schedule appointments for lengthy discussions rather than attempting to
resolve complex issues during brief encounters.
For Teachers and Staff
Teachers and staff commit to responding to parent communications within 24 hours during
school days and communicating proactively about academic or behavioral concerns before they
become serious issues. Staff members maintain professional boundaries and confidentiality,
document significant communications appropriately, and involve administration when situations
warrant additional support.

Parent-Teacher Conferences
Annual conferences are scheduled in November for all families to discuss student progress and
partnership opportunities. Additional conferences are available upon request throughout the year,
with both parents encouraged to attend when possible. Student participation is welcome when
appropriate, and conferences focus on academic progress, character development, and partnership
planning between home and school.
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School-Wide Communication
Important announcements are made via email to all families, while emergency communications are
sent via phone and email to ensure prompt delivery. The school calendar and updates are available
on the website for easy family access. Parent-Teacher Assembly is held in 3rd quarter for
community building and shared vision.

5.2 Parent Partnership Expectations
Shared Responsibility
Education is most effective when families and school work together in unity, encouragement, and
mutual respect. Parents are essential partners in their child's character development and academic
success.

Partnership Commitments
At CCA, we believe in a true partnership between families and school. Families are asked to
embrace and reinforce the school's Christian mission and values, support school policies and
decisions even when personal preferences might differ, and maintain open, honest dialogue with
teachers and administration. We also ask families to prioritize consistent school attendance and
participation in school events, meet tuition and fee obligations in a timely manner, and contribute
time, talents, or resources as able to support the school community.
In return, the school commits to providing high-quality, Christ-centered education while keeping
families informed about student progress and school activities. We offer resources and assistance
for student and family needs, honor family values while maintaining school standards, and include
parents in educational planning and decision-making when appropriate.

Areas of Mutual Support
Academic Partnership
Home and school work together to reinforce study habits and academic expectations. This
includes regular communication about student progress and challenges, a coordinated approach
to homework support and academic intervention, and shared celebration of student
achievements and growth.
Character Development
Both families and school maintain consistent expectations for behavior and values, reinforcing
biblical principles and character qualities. We take a collaborative approach to addressing
behavioral concerns while modeling Christian character and conflict resolution.
Community Building
Strong school community develops through participation in school events and activities, positive
representation of the school in the broader community, support for school fundraising and
development efforts, and encouragement of unity and cooperation among families.

Addressing Concerns
When disagreements or concerns arise, we ask families to address issues privately and directly with
appropriate personnel, assume positive intent and seek understanding, focus on solutions that serve
the student's best interests, maintain unity and support for school leadership, and follow biblical
principles for conflict resolution in accordance with our grievance policy.

Volunteer Expectations
While circumstances vary for each family, all parents are encouraged to contribute to school
community through their time (assistance with classroom activities, field trips, or school events),
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talents (sharing professional skills or personal interests with students), treasures (financial support
beyond tuition through donations or fundraising), and prayers (regular prayer for students, families,
and school leadership).

5.3 Volunteer Program
Volunteer Philosophy
Parent and community involvement strengthens our school and provides valuable support for our
educational mission. We welcome volunteers who share our values and can contribute positively to
student learning and school community.

Volunteer Opportunities
Classroom Support
Volunteers provide direct assistance to teachers and students in educational activities. This
includes reading with individual students or small groups, assisting with art projects, science
experiments, and hands-on learning activities, supporting special classroom events and
educational celebrations, helping with organization and preparation of materials, and supervising
student activities under teacher direction.
School Operations
Many volunteers support administrative and operational needs through office assistance with
filing, copying, and clerical tasks, library organization and reading program support, technology
help and computer maintenance, event setup and coordination for school programs and
activities, and communication assistance with newsletters or announcements.
Campus Maintenance
Volunteer efforts help with care and improvement of school facilities and grounds. This includes
facility cleaning and maintenance projects, grounds beautification, gardening, and seasonal
decorating, minor repair projects and facility improvements, organizing and maintaining supply
areas and storage, and preparing classrooms and common areas for special events.
Special Events and Programs
Support for school-wide activities and community building:

 Parent-Teacher Assembly planning and coordination School program setup and technical support Fundraising event organization and implementation Athletic event supervision and concession management Field trip supervision and transportation assistance

Volunteer Requirements
Training and Orientation
Volunteers receive appropriate training for their roles, including general volunteer orientation
covering school policies and expectations, specific training for classroom or specialized
volunteer roles, child protection and safety awareness training, and ongoing support and
guidance from supervising staff.
Behavioral Expectations
All volunteers must support school mission, values, and policies while maintaining appropriate
boundaries with students and staff. Volunteers are expected to respect confidentiality of student
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and family information, demonstrate Christian character and positive role modeling, and follow
direction from supervising teachers or administrators.

Volunteer Coordination Volunteer opportunities communicated via email and at Parent-Teacher Assemblies Direct contact with teachers for specific classroom needs Administrative assistant coordinates general volunteer scheduling Background check process managed through main office Recognition and appreciation events held annually

Volunteer Limitations
For student safety and program integrity:

 Confidential student information must not be shared outside school Volunteers should not attempt to discipline students independently All volunteer activities must be pre-approved by supervising staff Volunteers may not make independent decisions affecting school policy or student welfare

5.4 Grievance Procedures
Philosophy
Canon Christian Academy is committed to resolving concerns and conflicts in a manner that honors
God, preserves relationships, and serves the best interests of students and families. We follow
biblical principles for addressing disagreements while maintaining unity and respect.

Biblical Foundation
Our approach to conflict resolution is based on Matthew 18:15-17: "If your brother or sister sins, go
and point out their fault, just between the two of you. If they listen to you, you have won them over.
But if they will not listen, take one or two others along, so that 'every matter may be established by
the testimony of two or three witnesses.' If they still refuse to listen, tell it to the church."

Types of Concerns
Academic Concerns
Issues related to curriculum, instruction, assessment, or academic policies should be addressed
through a clear process. First, when age-appropriate, students should attempt to resolve
concerns directly with the teacher. Parents should then discuss concerns directly with the
teacher if the issue remains unresolved. If still unresolved, parents may request administrator
involvement for review and mediation. For serious academic policy concerns requiring board
consideration, the matter may be escalated to board review.
Behavioral and Disciplinary Concerns
Issues related to student conduct, discipline policies, or behavioral interventions should be
addressed promptly with the teacher or administrator. This includes examining records and
evidence related to the incident, developing collaborative strategies for addressing behavioral
concerns, and utilizing the formal appeal process for serious disciplinary actions when
appropriate.
Administrative and Policy Concerns
Issues related to school policies, administrative decisions, or institutional practices should first be
addressed directly with the administrator. This includes reviewing relevant policies and
procedures, requesting board consultation for policy-level concerns when needed, and in rare
cases, involving external mediation through a neutral third party.
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Grievance Process
Step 1: Direct Communication
Address concerns directly with the person most closely involved by scheduling appropriate time
for discussion. Approach the conversation with grace, respect, and desire for resolution while
documenting concerns and attempted resolution.
Step 2: Administrative Involvement
If Step 1 does not resolve the concern, contact the administrator to request assistance. Provide a
written summary of the concern and previous attempts at resolution, participate in administrative
conference or mediation, and work collaboratively toward a mutually acceptable solution.
Step 3: Board Review
For serious matters requiring board involvement, submit a written grievance to the board
chairman. The grievance must include specific concerns, previous steps taken, and desired
resolution. The board will review within 30 days and determine appropriate response, with the
board decision being final for school-level matters.

Grievance Guidelines
For All Parties
All parties involved in grievance procedures should maintain confidentiality and avoid gossip or
public criticism while assuming positive intent and seeking understanding. The focus should
remain on student welfare and school mission, using respectful language and Christian
principles throughout the process. The goal is always to seek resolution rather than blame or
punishment.
Timeline Expectations

 Step 1 should be resolved within one week when possible Step 2 requires administrative response within two weeks Step 3 involves board review within 30 days of written submission
Documentation Requirements
Maintain written records of concerns and resolution attempts, providing objective facts rather
than subjective opinions. Include relevant dates, witnesses, and supporting evidence while
respecting confidentiality of all parties involved.

Protection and Support
No retaliation will occur against families who raise legitimate concerns in an appropriate manner.
Confidentiality is maintained to the greatest extent possible, support is provided for all parties during
the grievance process, and the focus remains on restoring relationships and maintaining school
community.

External Resources
For concerns that cannot be resolved through internal processes, families may contact state
education authorities for regulatory compliance issues, legal counsel for matters involving potential
legal violations, mediation services for neutral third-party assistance, or appropriate regulatory
agencies for specific types of complaints.
This grievance process ensures that concerns are addressed fairly, promptly, and in a manner
consistent with our Christian values and commitment to student welfare.
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Section 6: Health, Safety, and Emergency Procedures
6.1 Health Services and Medical Policies
Health Services Overview
While CCA does not have a full-time nurse on staff, we are committed to maintaining student health
and safety. Basic first aid supplies are available, and staff members are trained in basic first aid and
CPR.

Medical Emergency Response
For serious injuries or illness, parents will be contacted immediately, while in life-threatening
emergencies, 911 will be called first, then parents notified. Students with serious medical conditions
should have emergency action plans on file, and all staff are trained to recognize and respond to
common medical emergencies.

Medication Policies
Prescription Medications
All medications must be kept in the homeroom with the teacher and require signed permission
forms from both parents and physician. Medications must be in original pharmacy containers
with clear labeling. Students may not carry prescription medications except emergency
medications such as inhalers or EpiPens with proper documentation.
Over-the-Counter Medications
Over-the-counter medications require written parent permission for administration and must be in
original packaging with clear dosing instructions. Common medications like pain relievers and
allergy medications may be provided by the school with parent permission, but students may not
share medications with others.

Health Screenings and Assessments
Vision and hearing screenings may be conducted annually, with parents notified of any concerns
identified during screenings. Height and weight measurements are taken as needed for health
records, and referrals are made to healthcare providers when concerns are identified.

Illness and Exclusion Policies
When to Keep Students Home
Students should remain home when experiencing fever of 99°F or higher, vomiting or diarrhea
within 24 hours, contagious conditions such as strep throat or pink eye, persistent cough or cold
symptoms that interfere with learning, or any condition that prevents full participation in school
activities.
Return to School Guidelines
Students must be fever-free for 24 hours without medication before returning to school.
Contagious conditions require medical clearance or completion of prescribed treatment, students
should be able to participate fully in school activities upon return, and a doctor's note is required
for extended illness lasting 5 or more days.

Injury Response Procedures
Minor injuries are treated with basic first aid by trained staff, while parents are contacted for any
injury requiring more than basic first aid. Injury reports are completed for all incidents requiring
parent notification, and students with head injuries require parent pickup and medical evaluation.
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6.2 Emergency Procedures
Types of Emergency Drills

Fire Drills
Fire drills are conducted monthly to ensure student and staff preparedness for emergency
evacuation. Students practice orderly evacuation of the building to assembly areas designated at
a safe distance from the building, where roll call is taken to ensure all persons are accounted for.
Severe Weather Drills
Severe weather response is practiced regularly to prepare for Colorado weather conditions.
Students move to designated interior areas away from windows, assume protective positions
until the all-clear is given, and school staff conduct weather monitoring during severe weather
warnings.
Lockdown Drills
Security procedures are practiced for potential external threats. During lockdown drills,
classroom doors are locked and students are moved away from windows while communication is
maintained through designated channels only. Students remain calm and follow teacher
instructions throughout the drill.
Evacuation Drills
Procedures for relocating to off-site locations are practiced when building evacuation becomes
necessary. These drills include transportation and communication plan activation, student
accountability maintained throughout the process, and reunion procedures for connecting
students with families.

Emergency Communication
Parent Notification
Parents are notified immediately of emergency situations affecting students through multiple
communication methods including phone calls, text messages, and email. The school website is
updated with emergency information when possible, and local media may be utilized for
widespread emergency communication when necessary.
Communication Hierarchy
The administrator serves as primary emergency coordinator, with the board chairman contacted
for serious emergencies. Staff members are assigned specific communication responsibilities,
and law enforcement and emergency services are contacted as appropriate for the situation.

Emergency Procedures by Type
Medical Emergencies
Immediate first aid is provided by trained staff for any medical emergency. 911 is called for
serious injuries or life-threatening conditions, parents are contacted immediately, and student
privacy is maintained while ensuring proper care.
Weather Emergencies
Weather monitoring is conducted continuously during threatening conditions, and dismissal
procedures may be modified for student safety. Transportation decisions are coordinated with
local authorities, and students are kept at school if conditions are unsafe for travel.
Security Emergencies

 Immediate lockdown procedures implemented if external threat identified



41

 Law enforcement contacted immediately Student and staff safety prioritized over all other considerations Communication with parents delayed until situation secured

Emergency Contacts and Information
All families must provide current emergency contact information including at least two local
emergency contacts beyond parents. Medical information and special needs are documented for all
students, and emergency information is updated annually and as changes occur.

6.3 Weapon Policy
Policy Statement
Canon Christian Academy is committed to providing a safe and secure learning environment for all
students, staff, and visitors. For that reason, we strictly prohibit the possession, use, or storage of
weapons on any part of campus or at any school-sponsored activity or event.

Scope of Policy
This policy applies to:

 All areas of school campus and property School-sponsored activities and events Transportation to and from school activities Any location where students are under school supervision
The prohibition includes weapons kept in vehicles, backpacks, or personal belongings, regardless of
intent. Any item used—or intended to be used—as a weapon will be treated as a violation of this
policy, even if it is not listed specifically in the definitions.

Consequences for Violations Students who violate this policy may face serious disciplinary action, up to and including
expulsion Visitors or affiliates who violate this policy may be removed from campus and barred from
future access Law enforcement will be contacted for any weapon-related incidents Parents will be notified immediately of any weapon policy violations

Exceptions
An exception may be granted only with prior written approval from school administration in rare
circumstances involving certain educational activities (such as historical presentations or
demonstrations conducted under strict supervision) or for hunting equipment when hunting before or
after school hours.

Weapon Definitions
For clarity, the term "weapon" includes but is not limited to:

 Firearms of any kind (e.g., pistols, rifles, BB/pellet guns) Ammunition and explosive devices (e.g., fireworks, grenades, bombs) Knives with blades longer than 4 inches (a small folding pocketknife may be permitted) Tasers, stun guns, or similar electronic weapons Archery equipment, hunting gear, or similar projectile-launching devices Replica or look-alike weapons (including toys or props that appear realistic) Any object used with the intent to threaten, harm, or intimidate others
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Note: Even if an item is not listed above, it may be considered a weapon based on how it is used or
perceived.

Reporting Requirements All weapon-related incidents must be reported immediately to the administration Students and staff are expected to report knowledge of weapons on campus Anonymous reporting options available for safety concerns All reports will be investigated thoroughly and confidentially

6.4 Visitor and Campus Security
Visitor Policy
We welcome and encourage visits from parents and other supportive adults who share our mission
and values. To maintain a safe and productive environment, all visitors must follow established
procedures.

Visitor Procedures
General Visitors
All visitors must check in with administrator before proceeding to other areas and must sign in
and provide identification. The purpose of visit must be stated and approved, and visitors must
follow all school behavioral expectations and policies. Unscheduled visits may be limited based
on classroom activities and schedules.
Parent Visitors
Parents are invited to visit classrooms and attend school events. Classroom visits should be
scheduled in advance when possible, and parents may observe classes but should avoid
disrupting instruction. Questions and concerns should be addressed with teachers after class.
Child Visitors
Visits from school-age children must be approved by administrator and are typically limited to
half a day. Children in grades 1-2 must be accompanied by an adult, and visiting children must
follow all school rules and expectations.

Campus Security Measures
Access Control

 Limited entry points during school hours Doors secured during instructional time Staff members monitor campus access and visitor compliance
Safety Protocols

 Regular safety assessments conducted Staff training on emergency procedures and threat recognition Communication with local law enforcement for security consultation Student and staff identification procedures established
Supervision and Accountability

 All visitors must remain in approved areas unless specifically authorized Visitors may not be left alone with students without staff supervision Any concerning visitor behavior reported immediately to administration Visitors who violate policies may be asked to leave and barred from future access
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Special Events and Large Gatherings
 Additional security measures implemented for large events Volunteer coordination for supervision and crowd management Emergency procedures communicated to all attendees Coordination with local authorities when appropriate

This comprehensive approach to campus security ensures a safe learning environment while
maintaining the welcoming, family atmosphere that characterizes our school community.
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Section 7: Operations and General Policies
7.1 Transportation and Logistics
Student Transportation
CCA does not provide bus transportation. Families are responsible for student transportation to and
from school.

Drop-off and Pick-up Procedures
Morning Drop-off

 Time: 8:15-8:25 AM in designated areas Student Arrival: Students report to homeroom by 8:25 AM Late Arrival: Students arriving after 8:30 AM must check in with homeroom teacher Safety: Parents should follow traffic flow patterns and avoid blocking other vehicles
Afternoon Pick-up

 Regular Dismissal: 3:00 PM (12:30 PM on Fridays) Pick-up Location: Designated areas for efficient traffic flow Late Pick-up: Students not picked up within 15 minutes will wait with homeroom teacher Authorized Pick-up: Only authorized adults may pick up students (photo ID may be
required)

Early Dismissal
 Advance Notice: Parent contact to homeroom teacher preferred Check-out Process: Students must check out with homeroom teacher Authorized Adults: Only adults on authorized pickup list may collect students Documentation: Reason for early dismissal will be recorded

Field Trip Transportation
Most field trips utilize parent volunteer drivers. All volunteer drivers must provide proof of insurance
and valid driver's license. Commercial transportation may be used for longer trips or larger groups.

Emergency Transportation
In case of medical emergency, 911 will be called if necessary. Parents will be contacted immediately
for any situation requiring student transport for medical care.

7.2 Food Service and Nutrition
Daily Meal Options
Students bring lunch from home each day. Refrigeration and microwave facilities are available in the
school. Families should send utensils if needed for reheating meals.

Hot Lunch Program
Twice monthly, volunteer moms provide free hot lunch for the entire school community. These
special meals build community and provide variety for students and staff.

Snack Guidelines Healthy snacks are encouraged for break times Students may not share food items with others without teacher approval for safety reasons Birthday treats may be brought with advance notice to the homeroom teacher
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Beverages Water bottles are encouraged and may be refilled throughout the day No carbonated beverages or energy drinks permitted Juice and milk are acceptable in lunch containers from home

Special Dietary Needs
Families with students who have food allergies or special dietary requirements should communicate
these needs to the homeroom teacher and administrator. The school will work with families to
ensure student safety while maintaining practical meal procedures.

7.3 Facilities Use and Property Care
Philosophy of Stewardship
We value the resources entrusted to us and expect all community members to treat school property
with care and respect. Students learn responsibility through proper care of facilities and equipment.

General Property Expectations
School buildings, furniture, books, and equipment belong to the school community, and students
may not deface, damage, or misuse any school property. All community members are expected to
clean up after themselves both indoors and outdoors as part of learning responsibility and
stewardship.

Classroom Guidelines
Students are expected to return textbooks in good condition at the end of the school year and should
not move classroom furniture and equipment without teacher permission. Students should ask
permission before using classroom supplies or materials, while adjusting windows, lighting, and
temperature remains the teacher's responsibility.

Outdoor Areas
All trash must be disposed of properly in designated receptacles, and playground equipment should
be used only for its intended purpose. Students should respect planted areas and not damage
landscaping, while athletic equipment should be returned to proper storage after use.

Technology and Equipment Care
All technology equipment should be handled with care and respect, and students should report any
damage or technical problems immediately. Personal responsibility is expected for any equipment
checked out to students, and misuse of technology may result in loss of privileges.

Damage and Replacement
Accidental damage should be reported immediately to staff. Families may be responsible for
replacement costs for intentional damage or excessive wear due to misuse, though the school will
work with families to address damage situations fairly and reasonably.

7.4 Records and Privacy
Student Records Management
CCA maintains educational records for all enrolled students in accordance with state and federal
requirements. Records are kept confidential and secure, with access limited to authorized personnel
and parents/guardians.

Types of Records Maintained Academic transcripts and report cards Attendance records and documentation
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 Disciplinary records and behavioral documentation Health records and emergency information Standardized test scores and assessments Special accommodation and support documentation

Access to Records
Parents and eligible students (18 years or older) have the right to inspect and review educational
records. Requests for record review should be made to the administrator. The school will provide
access within a reasonable time, not to exceed 45 days.

Records Transfer
When students transfer to other schools, records will be forwarded upon receipt of proper
authorization and request from the receiving school. Parents may request copies of records for their
own use.

Privacy Protection
Student information is kept confidential and will not be shared with outside parties without parent
consent, except as required by law. Staff members are trained on confidentiality requirements and
appropriate handling of student information.

Directory Information
Basic directory information (student name, grade level, participation in activities) may be shared for
school purposes unless parents specifically request otherwise in writing. More detailed information
requires specific written consent.
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Section 8: Legal and Compliance
8.1 Non-Discrimination Policy
Statement of Non-Discrimination
Canon Christian Academy admits students of any race, color, national and ethnic origin to all the
rights, privileges, programs, and activities generally accorded or made available to students at the
school. CCA does not discriminate on the basis of race, color, national and ethnic origin in
administration of its educational policies, admissions policies, scholarship and loan programs, and
athletic and other school-administered programs.

Religious Character
While CCA welcomes students from diverse backgrounds, the school maintains its right to select
students and families who support the school's Christian mission, statement of faith, and community
standards. All policies and programs are developed and implemented within the context of our
Christian worldview and educational philosophy.

Grievance Process
Any complaints regarding discrimination should be addressed through the school's grievance policy
as outlined in Section 5.4. The school is committed to addressing concerns promptly and fairly while
maintaining its Christian mission and community standards.

8.2 Mandated Reporting
Legal Obligations
Canon Christian Academy staff are mandated reporters under Colorado law and are required to
report suspected child abuse or neglect to appropriate authorities. This obligation supersedes any
other confidentiality considerations.

What Must Be Reported
Staff must report when they have reasonable suspicion of:

 Physical abuse or neglect of a child Sexual abuse or exploitation Emotional abuse or psychological maltreatment Educational neglect or abandonment Any other circumstances that pose a threat to child welfare

Reporting Procedures
When staff suspect abuse or neglect:

 Immediate report to law enforcement or child protective services as required by law Administrator notified of report within 24 hours Documentation maintained in secure, confidential manner Cooperation with investigating authorities as legally required Support provided to affected students as appropriate

Training and Awareness
All staff receive annual training on recognizing signs of abuse and understanding reporting
requirements. The school maintains current information on reporting procedures and contact
information for appropriate authorities.
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8.3 FERPA Compliance
Family Educational Rights and Privacy Act
CCA complies with the Family Educational Rights and Privacy Act (FERPA) regarding the privacy of
student education records. Parents have specific rights regarding their child's educational records
until the student reaches age 18.

Parent Rights Under FERPA
Parents have the right to:

 Inspect and review their child's education records within 45 days of request Request amendment of records they believe are inaccurate or misleading Consent to disclosure of personally identifiable information, except as permitted by law File complaints with the U.S. Department of Education regarding alleged FERPA violations

Directory Information
CCA may disclose directory information without consent unless parents opt out in writing. Directory
information includes: student name, grade level, participation in school activities, dates of
attendance, and degrees or awards received.

Record Retention
Educational records are maintained according to state requirements. Transcripts are kept
permanently, while other records are typically retained for several years after graduation or
withdrawal.

8.4 Student Media and Content Use Policy
Photography and Video Recording
CCA may photograph or video record students during school activities, events, and daily educational
activities for educational and promotional purposes. This includes classroom activities, school
events, athletic competitions, field trips, and other school-sponsored activities.

Permitted Uses
Student images and videos may be used for:

 School promotional materials and marketing Website content and social media posts Newsletters and communications to families Fundraising materials and presentations Educational documentation and assessment Yearbook and memory book creation News media coverage of school events

Student Work and Creative Content
Student artwork, writing, projects, and other creative work may be displayed or used by the school
for educational and promotional purposes. This includes physical displays in the school building as
well as digital sharing through school communications.

Parent Consent and Opt-Out
At enrollment, families provide consent for standard use of student images and work. Families who
prefer their child not to be included in promotional materials may opt out by providing written notice
to the administrator. The school will make reasonable efforts to honor opt-out requests while
maintaining normal educational activities.
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Social Media and Online Sharing
Student images may be shared on official school social media accounts and website. Images will
generally not include student names unless specifically approved for recognition purposes. The
school maintains appropriate privacy settings and professional standards for all online content.

Third-Party Media
When news media or other outside organizations wish to photograph or interview students, specific
parental consent will be obtained. Students will not be required to participate in media coverage.

Student Privacy Protection
The school will not share student images or work in ways that could compromise student safety or
privacy. Full names will generally not be used with images in public communications unless
specifically approved for recognition or achievement purposes.

8.5 Background Check Requirements
Staff Employment
All employees undergo comprehensive background checks before employment, including criminal
history checks and child protection clearances as required by Colorado law. Background checks are
renewed as required by state regulations.

Volunteer Requirements
While CCA does not require background checks for all volunteers, the school reserves the right to
request background checks for volunteers in positions involving regular, unsupervised contact with
students or sensitive responsibilities.

Ongoing Monitoring
The school maintains awareness of any criminal charges or convictions involving staff members and
will take appropriate action to ensure student safety. Staff are required to report any criminal charges
or convictions that occur during employment.

Third-Party Contractors
Contractors and service providers who have regular contact with students may be required to
provide evidence of background checks or other clearances as determined appropriate by the
administration.

Conclusion
This Policy Manual serves as a comprehensive guide to the policies and procedures that govern
Canon Christian Academy. These policies are designed to support our mission of providing Christ-
centered education while ensuring the safety, welfare, and success of all students.
The administration reserves the right to modify policies as needed to serve the best interests of the
school community, comply with legal requirements, and advance our educational mission. Policy
changes will be communicated to families and staff in a timely manner.
Questions about these policies should be directed to the school administrator. We are committed to
clear communication and fair implementation of all policies in service to our students and families.
This Policy Manual is effective as of the revision date listed on page 1 and supersedes all previous
policy documents.
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