
 

 

 

 

Sweethaven 

Christian 

Academy 

 
 

 “A Ministry of Sweethaven Baptist Church‖ 

 
 

 

 

 

 

 
 

 

 
 

Elementary Handbook 
 

Revised 2007 

 

 

 5000 W. Norfolk Road 

Portsmouth, Virginia    23703 

Telephone:  (757) 484-4082 

Fax:  (757) 638-0739 

www.sweethavenchristian.org 

 

 

 

 



- 2 - 

 

 

 



- 3 - 

 

 

 

 

 

 

 

 

 

 

Office hours:  8:00 AM  to 5:00 PM 

 

 

Attendance (call before 9:00 AM)   ..... 484-4082, extension 10 

 

 

 

 

 

 



- 4 - 



- 5 - 

 

 

Table of Contents 

 

 

1 Table of Contents .......................................................................... 5 

2 Our Purpose .................................................................................. 6 

3 Statement of Philosophy ............................................................... 6 

4 Doctrinal Statement ...................................................................... 7 

5 Academic Policy ............................................................................ 7 

6 Admission Policy ......................................................................... 10 

7 Arrival and Dismissal .................................................................. 11 

8 Attendance ................................................................................... 11 

9 Books and Supplies ..................................................................... 13 

10 Care of School Property ............................................................. 13 

11 BeepersðPhonesðElectronic Devices ..................................... 14 

12 Child Abuse Policy ...................................................................... 14 

13 Communicable Diseases Policy.................................................. 14 

14 Conferences ................................................................................. 15 

15 Discipline ..................................................................................... 15 

16 Dress Code ................................................................................... 18 

17 School Closing ............................................................................. 18 

18 Field Trips ................................................................................... 19 

19 Financial Information ................................................................ 19 

20 Homework/Extra Credit Guidelines ......................................... 20 

21 Locker Inspection ....................................................................... 22 

22 Lost and Found ........................................................................... 22 

23 Lunch Program ........................................................................... 22 

24 Medications ................................................................................. 23 

25 Probation ..................................................................................... 23 

26 Problem Solving .......................................................................... 24 

27 Re-enrollment ............................................................................. 24 

28 Visiting Students ......................................................................... 24 

29 Volunteers .................................................................................... 24 

30 Withdrawal from School ............................................................ 25 

31 Future Policies ............................................................................ 25 

1 



- 6 - 

 

Our Purpose 

 

Sweethaven Christian Academy, as the educational ministry of Sweethaven 

Baptist Church, has set as its purpose the goal of reaching young people 

with the message of Christ, teaching them the life changing power of the 

gospel message and demonstrating positive, day-by-day guidelines for 

living as set forth in the Bible. 

 

Statement of Philosophy 

 

Sweethaven Christian Academy is dedicated to the philosophy that 

Christian education is the only true education.  This view holds that God is 

central and that everything else exists in relation to Him.  The Bible says 

that the ―fear of God‖ is the beginning of both knowledge and wisdom.  

Therefore, any valid education must have this ―reverence of God‖ as its 

starting point and ―doing the will of God‖ as its goal. 

 

It is our conviction that a Christian school should provide both an 

environment and a curriculum conducive to effective learning.  Therefore, 

we believe quality education includes building strong spiritual character, 

patriotism, and discipline. 

 

 The basic objectives for which we strive are: 

 To provide sound academic training integrated with a Biblical 

view of God and the world. 

To uphold the Bible as specific in stating the principles which 

underlie Christian education. 
To instill a solid belief that Jesus Christ is the Son of God and that the 

Bible is the inspired Word of  God. 

To build personal character. 

To develop citizenship. 

To retain good health and related habits. 

To lay the foundation for a vocation. 

To impart fundamental skills. 

To maintain high academic standards. 

To teach enduring patriotism. 

To achieve discipline. 

To maintain high moral standards. 

 

In light of these objectives, all students will be expected to pledge the 

Christian and American flag each morning. 
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Doctrinal Statement 
 

The basis of Sweethaven Christian Academy and all its programs is the 

infallible Word of God, the Bible, as interpreted in the Doctrinal Statement 

of Sweethaven Baptist Church.  The Doctirnal Statement in its entirety may 

be secured from the church office.  A brief summery is as follows: 

 

We believe in the verbal inspiration and authority of all Scriptures.  We 

believe that the Bible reveals God, the fall of man, the way of salvation, and 

God’s plan and purpose in the ages. 

We believe in God the Father, God the Son and God the Holy Spirit. 

 

We believe in the Deity, Virgin Birth, and bodily resurrection of Jesus 

Christ our Lord. 

 

We believe that salvation is ―by Grace‖ plus nothing and minus nothing.  

The conditions of salvation are repentance and faith. 

 

We believe that men are justified by faith alone and are accounted righteous 

before God only through the merits of our Lord and Savior Jesus Christ. 

 

We believe in the visible, personal and premillennial return of Jesus Christ. 

 

We believe in the everlasting conscious punishment of the lost. 

 

We believe in the freedom of religion, and the autonomy of the Baptist 

Church. Sweethaven Baptist Church is to be self-governed by the local 

body and is never to be dictated to, or controlled by any outside persons or 

forces. 

 

We believe that Sweethaven Christian Academy, Preschool and Extended 

Care Programs are a direct ministry of Sweethaven Baptist Church and has 

the mission to preach and teach Jesus Christ, in order to fulfill the biblical 

commission of a daily ministry.  (Acts 5:42) 

 

Academic Policy 
 

Careful planning and textbook selection provides a quality curriculum with 

the student in mind.  Bible is a required subject at Sweethaven Christian 

Academy.  It enhances the study of all other subjects such as English, 

History, and Science.  It enriches the minds and hearts of our students and 

prepares them for an effective life.  The Bible lays a solid foundation on 

both moral and spiritual values.  A Christian school is privileged to have 

and use this most important tool in the work of character building which is 

perhaps the most necessary task of a school.  Without a working knowledge 

and understanding of the Bible, a student can hardly be considered overall 
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educated in the truest sense.  For unity and consistency all Scripture 

read, memorized, or quoted will be from the King James Version. 

 

Sweethaven Christian Academy is a direct ministry of Sweethaven Baptist 

Church.  It is to be understood that the curriculum used in the classroom is 

in accordance to the views and teachings of Sweethaven Baptist Church and 

that all other doctrinal views other than those found in the curriculum are 

not to be in classroom discussions. 

 

Sweethaven Christian Academy uses the A Beka Book program for all 

curriculum.  The A Beka Book approach to Christian education keeps 

learning lively, interesting, and memorable.  For more information on the A 

Beka Book curriculum go online to www.abeka.com. 

 

Curriculum 

 

Kindergarten 

Bible 

Phonics 

Reading 

Numbers 

Social Studies 

Skill Development 

Health/Safety 

Music 

Art 

Story Time 

Physical Education 

Recess 

 

 

Grades 1ð6 

Bible 

Reading 

English 

Phonics (grade 1 only) 

Math 

Science 

History 

Spelling 

Physical Education 

Music 

Art 

Computer (grades 3-6) 
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Grading Scale 

Grade Description   Low   High GPA 

A+ Superior 99.00       100.00 4.0 

A Superior 95.00 98.99 4.0 

A- Superior 93.00 94.99 4.0 

B+ Superior 90.00 92.99 3.5 

B Above Average 87.00 89.99 3.0 

B- Above Average 85.00 86.99 3.0 

C+ Above Average 82.00 84.99 2.5 

C Average 79.00 81.99 2.0 

C- Average 76.00 78.99 2.0 

D+ Average 74.00 75.99 1.0 

D Passing 72.00 73.99 1.0 

D- Passing 70.00 71.99 1.0 

F Failing  0.00 69.99 0.0 

I Incomplete       .   

 

Progress Reports 

 All students will receive 3 week progress reports that will list all grades 

averaged between grading periods.  These reports serve as an effort to keep 

the parent informed of their child's progress and to allow for prompt 

attention to be given in any areas of weakness before reaching the end of the 

grading period.  Parents are required to review the progress reports with 

their child and to sign and return the report to school within two (2) days.  

As a reminder, teachers are always eager to meet with parents by 

appointment to discuss their child's progress or additional needs. 

 

 Report Cards 

 Report cards will be distributed every nine (9) weeks for all students of 

Sweethaven Christian Academy.  Parents are required to review the report 

card with their children, and sign and return it to the school within two (2) 

days.   

 

Conferences 
It is the school’s desire to help parents rear their children to become strong, 

healthy, responsible adults.  Parents are encouraged to make appointments 

with the teachers regarding the progress of their child.  Conferences should 

be scheduled through the Academic Office (484-4082, extension 18). 

 

Conferences are held during the teacher’s daily planning period, or by 

appointment before or after school unless otherwise initiated by the teacher.   

 

Parents should never approach a teacher for a conference or discussion 

during regular school hours without a scheduled appointment made at least 

24 hours in advance.  Parental classroom observations are not permitted 

without administrative approval. 
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Retention 
An elementary student with two or more F’s in any of the core academic 

subjects on his final report card will not be promoted to the next grade level. 

 

Admission Policy 

 

Steps for applying for admission into one of SCA’s programs is as follows: 

 

1. The following must be turned into the academic office: 

Completed application 

Child’s report card (last issued to parents) 

Copy of child’s updated shot record 

Copy of child’s birth certificate 

2. An administrative interview must be arranged with the parents 

and/or guardians and the potential student.  The interview cannot 

be scheduled until we have all the above paperwork turned into the 

office.  The nonrefundable registration fee is due at that time. 

3. It is at the discretion of the administration that an entrance exam 

may be given for final acceptance. 

4. Registration is considered complete when the enrollment contract 

has been received. 

Note the following: 
A student must be 5 years of age before September 30

th
 to enter the 

Kindergarten class.  1
st
 grade students must be 6 years of age before 

September 30
th

 in order to enter the 1
st
 grade class.  The administration will 

consider enrollment into the 1
st
 grade if a student has not turned 6 if he has 

completed a K-5 program using the A Beka curriculum.  Testing may be 

required. 

 

Any student who has been suspended or dismissed from another educational 

institution will not be considered for enrollment until one (1) calendar year 

has passed. 

 

No family will be allowed to remain in school who does not cooperate with 

the overall purpose and program. 

 

SCA feels strongly that attitude is of supreme importance in a personal life.  

Therefore, students or parents who manifest an un-Christlike attitude 

toward the Bible, prayer, teachers, administration, etc., will not be allowed 

to remain in the school 

 

SCA reserves the right to dismiss any student if the Administration feels 

that his or her attendance in not an asset to the school. 

 

Re-enrollment Process 
Each Spring the current student body will be given the opportunity to 

request re-enrollment before the enrollment is opened to the general public.  
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The administration will review the request for re-enrollment, (including the 

student’s discipline record, history of parental cooperation and payment 

record) and notify acceptance or denial by letter. 

 

Arrival and Dismissal 

 

ElementaryðArrival 

Students should arrive between 8:00 and 8:15 each day.  Extended care is 

available from 6:00—8:00 AM only on a pre-registration basis.  No "drop-

in" care is available before school begins. 

 

 

Lower ElementaryðDismissal  

Kindergarten, first, and second grades dismiss at 2:45 PM and should be 

picked up no later than 3:00 PM. 

 

Upper ElementaryðDismissal 

Third through sixth grades dismiss at 3:00 PM and should be picked up no 

later than 3:15 PM. 

 

Elementary Dismissal Policy 

Any students who are not picked up within twenty (20) minutes of dismissal 

will be taken to the office and a fee of $5.00 per 15-minute increment, or 

any part thereof, will be charged to the student account.  Under no 

circumstance can a student be left unsupervised on the Academy campus.  

Sweethaven can not be responsible for children before or after these posted 

times unless they are fully enrolled in the Extended Care Program. 

 

If someone other than the parent will be picking up your child, please notify 

the office in advance.  Your child’s security is very important to us. 

 

Extended Care  

Any adult must be prepared to show proper ID when picking up children. 

Should there ever be a time when someone other than authorized 

individuals is needed to pick up your child, you must call or send in a note 

to the office.  Upon arrival at the school, that person must then show his 

identification. 

 

 

Attendance 

 

Regular attendance is essential if the student is to receive full benefits of 

his/her educational opportunity and cultivate the valuable life skills that 

grow out of this practice.  SCA is genuinely concerned any time a student is 

absent from school or late to class.  It is important for everyone involved to 

recognize that both the school staff and parents have a shared responsibility 

7 
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in assisting students to develop desirable habits relative to punctuality and 

attendance. 

 

If a child is sent home sick from school or becomes ill during the night, 

(vomiting, fever, diarrhea, or obvious symptoms of illness), he must remain 

home twenty-four (24) hours before returning to school. 

 

Unless otherwise instructed by the child’s health care provider, a child will 

not be allowed in class if he/she has a temperature over 101
o
, or has 

recurrent vomiting or diarrhea.   

 

Excused Absences 

The following situations will be considered excused absences: 

1. Verified illness of the student 

2. Bereavement 

3. Verified medical appointments 

4. Pre-arranged absences 

If a student is not able to be in school for any of the above reasons, the 

parent should call the school (484-4082, ext.10) before 9:00 AM that day to 

inform the office of the absence, or send a note in to the teacher when the 

student returns to class.  Homework requests must be called in by 9:00 AM 

to allow time to gather the necessary materials.  The student will be given 

one day for each day absent with which to make up missed work.  Work not 

received by the end of this grace period will receive a grade of zero on that 

assignment.  Students absent for a period of five days or longer must make 

up work under special arrangements with their individual teachers. 

 

Students should not exceed ten (10) days absence per semester.  Exceptions 

will be considered by the administration in special cases, such as physical 

disability or extended illness. 

 

Pre-Arranged Absences 

A student who is seeking a pre-arranged absence must secure a permission 

form from the school office.  This form must be signed by the parents and 

administration.  It must be turned in to the office at least two days prior to 

the day of departure.  All school work must be made up at the teacher’s 

discretion.  Those who fail to comply with these measures may not make up 

daily work that was missed during the absence and the absence becomes 

unexcused. 

 

Tardiness 

Late arrival to class is disruptive and not in the best interest of learning. 

 

Students arriving at school after school is in session must report to the 

office for a tardy pass before going to their classroom.  If a student is late 

for class, he will be issued an unexcused tardy.  Three unexcused tardies are 



- 13 - 

considered a one day unexcused absence.  Chronic tardiness will be dealt 

with by the administration. 

 

Early Dismissal 

Any student leaving early must sign-out through the office.  The parent 

should come to the office and the office will call  for the student.  The 

parent or guardian must sign each student out on the attendance clipboard. 

 

No student will be allowed to leave campus with anyone other than those 

listed on the Emergency Information Card kept in the office.  Written 

authorization needs to be sent to the office if other arrangements are make 

for pick up. 

 

The school office should be contacted by 2:00 PM in the case of an 

unexpected change in a student’s transportation home. 

Sweethaven Christian Academy operates a closed campus.  A student may 

not leave campus during lunch or any other time unless accompanied by his 

parent or authorized individual. 

 

 

Books and Supplies 

 

A book fee for all textbooks is charged for the purchase and rental of all 

books.  Students will be held responsible to replace lost or damaged books. 

 

A supply list is distributed each year for materials that the student is 

responsible for having when school begins.  (Paper, pens, pencils, etc.)   

 

For the sake of uniformity, every student is required to have a complete 

copy of the King James Version of the Bible at school.  No other version is 

to be used on campus.  New students and all 1
st
 grade students are issued a 

Bible as part of the curriculum.  If issued Bibles become worn or lost, a new 

Bible may be purchased in the school office. 

 

 

 

 

Care of School Property 

 

Sweethaven Christian Academy is considered to be God’s Property.  

Respect for the appearance and care of the school is a part of the Christian 

testimony presented by SCA.  We all need to work together in keeping our 

campus neat and orderly.  Practical jokes involving school property are in 

poor taste and offenders will be dealt with accordingly.   
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Students who disfigure property, break windows, or do other damage to 

school property or equipment will be required to pay for the damage done 

or replace the item in addition to being disciplined. 

 

BeepersðPhonesðElectronic Devices 

 

Phones 

All students who carry cellular phones must have them turned off during the 

school day from the time of arrival to the time of leaving the campus.  They 

must remain off and in their backpack.  If they are found outside the 

backpack, whether in use or not, they will be confiscated.  A parent will 

need to come to the office to pick up the device and the student will lose the 

privilege of bringing it back on campus. 

 

If a parent needs to contact a child during the school day, please call the 

school office and they will see that the message is given to the student in a 

timely manner. 

 

Students are not permitted to use the phones during the school day.  If a 

student becomes ill or needs to go home, the parent will be called by the 

school office.   

 

Electronic Devices 

No music players, portable game devices, portable video players, etc., are 

permitted.  If they are found, whether they are in use or not, they will be 

confiscated.  A parent will need to come to the office to pick up the device. 

 

 

Child Abuse Policy 

 

Sweethaven Christian Academy is required by law to report any evidence of 

parental child abuse.  In cases of suspected child abuse, the administration 

will immediately notify the proper child protection services. 

 

 

Communicable Diseases Policy 

 

Sweethaven Christian Academy maintains a healthy environment by 

instituting controls designed to prevent the spread of communicable 

diseases.  The term ―communicable disease‖ shall mean an illness which 

arises as a result of a specific infectious agent which may be transmitted 

either directly or indirectly by a susceptible host or infected person or 

animal to other persons. 

 

Any staff member who reasonably suspects that a student or employee has a 

communicable disease shall immediately notify the school administrator. 
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Any student or employee with a communicable disease for which 

immunization is required by law or is available, shall be temporarily 

excluded from school while ill and during recognized periods of 

communicability.  Students and employees with communicable diseases for 

which immunization is not available shall be dismissed from school while 

ill.   If the nature of the disease and circumstances warrant, SCA may 

require an independent physician’s examination of the student or employee 

to verify the diagnosis of communicable disease.  SCA reserves the right to 

make all final decisions necessary to control the spread of communicable 

diseases within the school. 

 

Illness 

For the welfare of your child and others in the school, all children who are 

sick must be kept at home.  It is required that students who have had a 

fever or recurring vomiting or diarrhea within the last twenty-four (24) 

hours, remain at home. 

 

Lice 

Upon finding lice in your child’s hair, they will be required to be sent home 

and treated.  Children will then be required to be re-examined by the school 

nurse upon their return to school.  If lice or nits are still present, the child 

must return home to be treated again.  If no lice or nits are found, the child 

may return back to school. 

 

Conferences 

 

If you wish to meet with your child’s teacher during the year, please call the 

school office to request a meeting.  The SCA faculty and administration 

welcome the opportunity to meet with parents to help meet the student’s 

individual needs.  Required conferences for academic or disciplinary 

reasons will be scheduled as the administration deems necessary. 

 

Discipline 

 

 

Foundation 

Webster defines discipline as ―training that corrects, molds, or perfects the 

mental faculties or moral character.‖   Sweethaven Christian Academy is 

committed to the establishment of reasonable and proper standards 

consistent with Scripture for the purpose of training young people to think 

and act in a reasonable and proper manner. 

 

The primary source of right conduct is the heart of the Christian who loves 

Christ and seeks to obey and submit to His Word.  While the Bible clearly 

teaches that outward conduct does not of itself signify inward righteousness, 

it is also clear that a person’s heart condition will show itself in that 
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person’s behavior.  If the heart is right before God, it will bring forth right 

conduct. 

 

The standards of the school’s conduct code should not be seen as a test of 

spirituality.  Some of the rules do have a strict biblical basis (e.g., 

prohibition of alcohol and pornography); others are reasonable guidelines 

based on general biblical principles (e.g.,  hair standards).  Still others are 

issued in order to assist the smooth operation of the school (e.g., no talking 

in class). 

 

All of these rules have a definite purpose, whether to enable the students to 

abstain from worldliness or to facilitate decency and order. 

 

 

Goal of Discipline 

The biblical goal of discipline is repentance and restoration.  The Bible 

gives us the mandate to do all things ―decently and in order.‖  Therefore, it 

is necessary to develop self-discipline in the lives of our students that they 

might grow and mature in their biblical convictions of right behavior.  

When inappropriate behavior occurs, discipline will be used to bring a 

student to the point of repentance and restoration.  Repentance and 

restoration, however, do not mean there will be no consequences.  Parents 

will be kept informed of disciplinary proceedings. 

 

Tally System 
Tallies apply to all elementary students at all times while on school 

property.  A conference with the teacher is required as each demerit is 

issued. 

 

* How I Act * 

 
Parents will receive weekly Tally Reports.  Parents will be contacted on any 

day the child earns a demerit. 

 

Totals:        Any 6 tallies/daily = 1 demerit 

                    Any 10 tallies/weekly = 1 demerit 

                    6 demerits = conference with teacher and supervisor 

                    7 demerits = one day Out of School Suspension 

                    8 demerits = conference with administrator/administrative  

                          Discipline 

                    9 demerits = two day Out of School Suspension 

                    10 demerits = expulsion 

 

The demerits will be erased at the beginning of the second semester.  Those 

who have received 7 or more demerits the first semester will start the 

second semester with 5 demerits on their record. 
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Hullabaloo – (yellow tally) unnecessary noises, distracting behavior 

Out of order – (orange tally) not following set procedures, not raising hand,  

                        getting out of seat without permission, not being prepared  

                        for class 

 

Work not in – (green tally) unsigned communication, unfinished or missing  

                       homework 

Intentional disobedience – (red tally) automatic demerit!! 

Attitude lacking – (lt. blue tally) wrong attitude expressed orally by body 

                        language or facial expression, etc. 

Courtesy lacking – (dk. blue tally) unkindness to others, selfish  

                       actions, talking bad behind other’s backs, etc. 

Talking – (pink tally) talking without permission 

Tardy – (brown tally)  Late to class (8:15 am) 

 

Means of Discipline 

In dealing with violations of our Code of Conduct, the school reserves the 

right to use appropriate means of discipline.  While we believe in the 

importance of correcting wrong behavior, we also feel it is more important 

to reward right behavior. At the end of each day, ―How I Act‖ tallies will be 

removed from the child’s slot.  Each teacher will also issue ―Good 

Behavior‖ tallies.  These will be left in the child’s slot every day and a total 

number will be included in the ―Weekly Tally Report‖.  This tally system 

works best when parents fully support it at home.  ―How I Act‖ tallies must 

be seen as a negative, while ―Good Tallies‖ should be praised and rewarded. 

 

Expulsions 

A student may be expelled from SCA if at any time he/she is found to be 

guilty of serious violations of the guidelines of the school, or if he/she 

exhibits a spirit of contempt or rebellion toward the school or personnel.  

Any student who has been expelled by the school or whose withdrawal has 

been requested by the school is not to be on school grounds and will not be 

permitted to attend any school sponsored activity, social or athletic, without 

the expressed permission in advance of the activity by the administration. 

 

Code of Conduct 

1. No student will be admitted to, or retained in the school who 

engages in openly unscriptural, immoral, or worldly practices.  This 

includes, but is not restricted to the use of tobacco, illicit drugs, 

narcotics, alcoholic beverages, evil language, pornographic or lewd 

materials (verbal or written), involvement in vandalism. 

2. Students are to show proper respect for authority.  This extends to 

administration, faculty, staff, custodial staff, coaches, bus drivers, 

substitute teachers, teachers’ aides, or any other person acting in an 

official capacity with the school. 

3. In the classroom, students are expected to be prepared and on time 

for each class.  They are not to talk or be out of their seats without 
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permission.  They are to conduct themselves in a non-distracting 

manner. 

4. As Christians, students are to exhibit the utmost unselfishness and 

kindness toward their fellow students.  Courtesy and proper 

deportment are to be the rule rather than the exception. 

5. Students are to exhibit proper conduct toward the opposite sex.  

Holding hands and other forms of physical contact between the 

sexes are not permitted. 

6. No student is to express approval of, promote, or participate in any 

form of homosexuality, bisexuality, lesbianism, or transsexualism.  

All student dress must be in character to the gender of their natural 

birth. 

7. Certain questionable items are not to be brought to school.  These 

include radios, tape/CD players, playing cards, dice, knives or any 

other object which could be used as a weapon, explosives, and 

magazines unrelated to class work.  Books brought to school for 

personal reading are subject to examination by the administration 

and the English department. 

8. Students are to demonstrate such common Christian virtues as 

honesty, self-control, deference, promptness, orderliness, and 

submission. 

9. Other general rules include the following:   

a. No petitions are to be circulated. 

b. No running or horseplay in the buildings. 

c. No gum chewing at any time in the buildings. 

d. Students are not to be in restricted areas without 

permission. 

 

Specific consequences will be issued at the discretion of the administration 

for any violations not under the tally system. 

 

 

Dress Code 

 

All elementary students will be dressed in the approved school uniform 

wardrobe.  Wardrobe clothing must be ordered or bought through a pre-

approved supplier or store.  This is to insure uniformity and neatness.  

Uniform details and catalogs are available at the school office. 

 

School Closing 

 

A schedule of the official holidays for the current school year will be 

provided at the beginning of the school year.  In case of snow or inclement 

weather, we will try to remain open if at all possible.  Emergency closings 

will be listed with the television stations on channels 3 (WTKR), 10 

(WAVY), and 13 (WVEC).   
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Field Trips 

 

Field trips are taken at various times during the year to places of educational 

interest.  Students are required to maintain the same level of discipline away 

from school as is required at school.  If any dress code changes are 

warranted, announcements will be made in advance. 

 

Parents will be notified in advance of any field trips that are being planned 

by the Academy for their child and their class.  Students are expected to go 

on class field trips.  There will be no special provision made for students not 

attending field trips. 

Field Trips—Parental Chaperons for Trips 

It is our desire that parents be involved in the activities of our students.  

However, when accompanying students, dress and activities must be in 

agreement to the philosophy of Sweethaven Christian Academy.  Therefore, 

the following guidelines are expected. 

 

1. Dress will be consistent to the school requirement for the activity.  

Ladies at no time are to wear shorts or midriff blouses.  Men are not to 

wear shorts, cut-offs or muscle-shirts. 

2. NO SMOKING. 

3. No drinking of alcoholic beverages. 

4. Please keep conversation, language, and expressions within the 

philosophy of the Academy. 

5. As the purpose of your trip is to chaperon the children at all times, side 

trips of any kind are not to be taken. 

6. Chaperons must attend all activities of the trip. 

7. NO siblings are allowed on field trips. 

8. All students must ride on the bus to the field trip destination unless pre-

approved to ride with a parent only. 

 

Parental cooperation is appreciated.  Please, remember that you are traveling 

as a representative of Sweethaven Christian Academy. 
 

Financial Information 

 

Tuition and Fees 

The tuition rates at SCA are reasonable when comparing both locally and 

statewide.  We do so to make Christian education available to families who 

desire it for their children.  The school does not receive governmental 

assistance and is not endowed or supported by outside organizations.  

Prompt payment of tuition is vital and essential to the organization of SCA.   
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Monthly payments are made on a ten (10) month plan with the first payment 

due August 1.  Monthly payments can be set up as an automatic withdrawal, 

Visa, Master Card, or a debit card with a Visa or Master Card logo. 

 

The first payment and fees must be paid before students are allowed to start 

school.  

 

Tuition payments should be received in the business office by the first of the 

month.  A late payment fee of $30.00 will be charged if tuition is received 

after the 5
th

 of the month.  A returned check charge of $35 will be incurred 

each time a check is returned due to insufficient funds.  If you have two (2) 

returned checks, your account will be placed on a cash, money order, or 

cashiers check basis only.  If a school account becomes 15 days past due, the 

student(s) will not be allowed in class until the account is satisfactorily 

brought current.  

 

No school records will be released for any student when there is a balance 

owed on the student account.  If compliance with our financial policy 

becomes impossible, an ―Extension Application‖ may be submitted to the 

business office for review and administrative decisions.  This application 

must be submitted in advance of a 15 day delinquent account.  If you 

anticipate a problem, please submit your request before your child is kept 

from class.  Each request must contain a plan for payment of the past due 

balance.  Delinquent accounts are uncomfortable for everyone.  Please 

understand our need to enforce our financial policy. 

 

 

Homework/Extra Credit Guidelines 

 

We believe that homework assignments are an integral part of our school 

program.  Each teacher is at liberty to assign homework that they feel is 

necessary for the proper advancement of a student’s studies.  There will be 

no homework given on Wednesday (except for test or quiz preparation) in 

order to encourage church participation.  It is the student’s responsibility to 

complete all homework assignments.  Parents should check with their 

children to see that all homework assignments are completed and that all 

books are returned to the classroom each new day.  A zero for the missing 

homework will be recorded in the grade book.  If the students turns in late 

homework, 10 points will be taken from the score each day.  After five days 

the score of 0 will remain in the grade book. The teacher will notify parents 

when failure to turn in work becomes a problem.  A conference will be held 

with the teacher, parents, student, and the principal if this continues.   

 

All missed daily and homework assignments due to an Out of School 

Suspension will receive a zero (0) grade. 
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 If a student is absent one day, he/she is given one day to turn in 

assignments; if two days absent, two days to turn in assignments, etc..   

Homework is assigned for several purposes: 

 

1. Drill—We believe that most students require solid drilling in order to 

master the materials that are essential to their educational growth and 

progress. 

 

2. Practice—In order for materials to be mastered, homework is given 

following classroom instruction and illustration.  New material can be 

reviewed and drilled. 

 

3. Remedial Activity—As instruction and comprehension progresses, 

various weak areas in the student’s grasp of a subject will become 

evident.  Homework assignments are given to help them overcome such 

difficulties. 

 

4. Special Projects—Assignments including outside reading, 

compositions, book reports, and projects are some of the types of 

frequent homework assignments.  They are designed to encourage self-

discipline.  At the beginning of each term the teacher will give both the 

extra credit assignment and due date to the class.  No due dates will be 

allowed after the sixth week of the term.  Extra credit opportunities will 

not be given to individual students. 

 

Test—Quiz—Homework  

If a test or quiz is scheduled and a student is absent during the period of 

testing, but comes to school after the test is given, the student will be 

required to take the test or quiz that same day (after school, if necessary), 

and to turn in any homework due in that class that same day.   

 

If a student leaves school before the scheduled test or quiz, he/she will be 

expected to make up the test and turn in homework the day of return.   

 

If a student is absent on the day of a scheduled test and the test was 

announced at least three days in advance, he/she will be expected to make 

up the test the day of return. 

 

If a student is absent for an extended period of time, tests and quizzes fall 

under the make up days policy.   

 

Pre-excused students need to make up tests on the day of return if all 

material was covered and the test was announced before the student left. 
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Locker Inspection 

 

Student lockers are school property and are therefore subject to inspection at 

any time without notice.  Regular inspections will also be held periodically 

throughout the school year.  Students are expected to keep lockers clean and 

neat at all times.  Nothing is to be attached to the exterior of the lockers.  

There are to be no pictures of secular groups or sport’s heroes displayed 

inside the locker.  The only pictures allowed will be those of family and 

friends that are appropriate in nature. 

 

Food or drink containers are not to be in the locker other than your lunch.  

There are to be no snacks stored for any purpose. 

 

Students may not use personal locks on their assigned lockers. School locks 

are available by request.  If a student loses or damages the lock, it must be 

paid for at a replacement fee of $10.00. 

 

Lost and Found 

 

The lost and found department of the school is operated from the school 

office.  At the end of each month, all items that have not been picked up will 

then become the property of the school and will be disposed of. 

 

Lunch Program 

 

For those who bring their lunches, milk will be available for purchase to 

compliment their meal.  For those children wishing to purchase their lunch, 

we will provide a variety of nutritious foods.  Cost will be dictated by the 

actual cost of food and its preparation, but we will endeavor to keep the 

price of lunch reasonable.  Lunch vouchers are available for purchase at any 

time. 

 

All children will be allowed to purchase food from the cafeteria; however, 

no charge accounts will be permitted at any time.  Should a child forget his 

or her lunch, provisions will be made by the school, or, parents may bring 

the child’s lunch to the school office and it will be delivered to the child. 

 

We will teach and seek to uphold appropriate eating habits and manners 

during the lunch period.  This includes thanking the Lord for our food, 

proper use of utensils, and the use of napkins and general good table 

manners. 
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 Medications 

 

UNLESS THE FOLLOWING REQUIREMENTS CAN BE MET, 

MEDICATIONS WILL NOT BE ADMINISTERED: 

 

If your child is under a doctor’s care and needs to have medication during 

the time they are in school, a ―Medication Authorization Form‖ must be 

completed and signed by the parent/guardian for that particular day or 

week. 

 

The medication form states: 

1. The student’s name, teacher, grade, and date 

2. The name of the medication, dosage amount, and time of day medicine 

is to be given 

3. The days of the week that this particular medication is to be given 

4. Any special instructions (possible side effects, how to administer, as 

needed medications, etc.) 

5. The parent or guardian’s signature 

 

The medication must be brought to school in the original container from 

the pharmacy or the physician. 

 

All medications and inhalers will be stored in a clean, locked cabinet or a 

locked refrigerator in the medicine room.   

 

The school will not administer Tylenol to any student unless it is in a 

prescription container and follows the same rules that would apply to other 

prescription medications.  Please do not ask that the school give your child 

Tylenol, as we are not allowed to do so without the medication form 

completed and signed.   

 

Under no circumstances is a child allowed to keep any medication in 

his/her possession. 
 

Probation 

 

Probation gives a student an opportunity to correct his or her deficiencies.  

Students may be placed on academic, attendance, or disciplinary probation.  

If probation is deemed necessary, a probation contract will state the 

conditions for continued enrollment and will be signed by the student, 

parent, and administration.  If a student does not improve to a satisfactory 

level, he or she may be suspended or asked to withdraw from SCA.  The 

Administrator reserves the right to dismiss any student not in compliance 

with the academic, attendance, or disciplinary standards of Sweethaven 

Christian Academy. 
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Problem Solving 

 

Occasional problems or situations will occur during the school year that 

require review and resolution.   

1. All initial lines of communication will be handled through the 

teacher (by phone or visit), whether the problem is identified 

through the school or through the parents.  

2. If a resolution is not achieved through the teacher conference, the 

situation will be reconsidered through the supervisors of each 

school division (lower elementary, upper elementary, middle and 

high school).   

3. If a resolution is not achieved through the supervisory level, they 

will bring the circumstances of the situation to the attention of the 

Administrator.   All participants will be heard and situations 

reviewed biblically.  Outcome and resolution will be through the 

Administrative office. 

 

 

Re-enrollment 

 

Current students may enroll for the fall term beginning in early February of 

each year.  The registration fee must accompany the re-enrollment form.  

Parents are encouraged to enroll early to secure placement for their children.  

Space is often limited, and names are placed on class rosters once the 

registration form and fee is turned in.   

 

 

Visiting Students 

 

Former students who have left Sweethaven to attend another school are not 

permitted to visit on school property during school hours. 

 

Prospective students are welcome to visit SCA.  Parents of prospective 

students should make arrangements in advance of the visit.  The 

administration would appreciate visiting students conforming as much as 

possible to Sweethaven Christian Academy’s dress code. 

 

Volunteers 

 

Parents who are able to volunteer their services are greatly appreciated.  For 

those who can assist in the classroom with reading, singing, playing games, 

sharing cultural backgrounds and customs, and field trips, please contact the 

office or classroom teacher.  Volunteers are also needed in our elementary 

lunchroom to help during the serving time.  All volunteers are asked to 

abide by our school dress code. 
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 Withdrawal from School 

 

Students and parents must remain in full agreement with the policies and 

procedures of Sweethaven Christian Academy.  If at any time it becomes 

evident that agreement is not  there, withdrawal  from school is expected.  

Any student who has withdrawn because of philosophy differences will not 

be eligible for re-enrollment. 

 

Withdrawal from school must be made by the parent or guardian in person.  

This is to be done in the school office.  A ―Withdrawal Form‖ must be 

completed in full by the parent, student and school personnel.  Records will 

not be released until all financial obligations are paid and all 

textbooks/materials belonging to the school have been returned. 

 

No refunds will be made on the registration  and book fees.  Tuition will be 

pro-rated based on the number of days enrolled plus one. 

 

 

Future Policies 

 

Sweethaven Christian Academy reserves the right to further refine present 

policies and/or to establish new policies that would be deemed necessary 

and appropriate in the future. 

 

We intend to maintain a Christ-centered school where learning and 

character development is defined and takes place.  We will take all 

measures necessary to see that this is accomplished on an uninterrupted 

basis.  The administration has the final say in all policies and matters herein. 
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