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INTRODUCTION 

 

It is our joy to have a church school ministry that provides a quality Christian education.  We believe that God has a 

wonderful plan for every child’s life.  Our entire school staff is dedicated to helping each child reach his or her greatest 

God-given potential. 

We believe that well-educated Christian youth will have a great influence on our future communities and nation. 

It is our prayer that these young people will not only learn how to be successful in this world, but will come to know 

Jesus personally and experience the joy of serving Him. 

-PCA Administration 

 

OUR PHILOSPHY 

 

Education is the instruction of truth.  We believe that the Bible is the true revelation of God to mankind.  These Bible 

truths of God and His son Jesus Christ must be the foundation for the education of children. 

The Bible tells us that all the treasures of wisdom and knowledge are hidden in Christ (Col. 2:3), and that wisdom comes 

from God (James 1:5).  Therefore, each child needs to know Christ, and Christ must be the primary consideration in 

every area of educational study.  These Biblical principles and Godly values are essential for the future success of every 

child both in this life and in eternity. 

Parents are given the ultimate responsibility for teaching their children in the ways of God (Duet.6:6-7). Our school seeks 

to be partners with parents to provide a quality Christian education that will encourage each child to grow academically, 

socially, physically, spiritually, and to reach his or her greatest potential.   

 
 

 
STATEMENT OF FAITH 

 

WE BELIEVE IN THE FOLLOWING: 

1.  The inspiration of the Bible, equally in all parts and without error in its origin; 

2. The one God, eternally existent Father, Son, and Holy Spirit, who created man by a direct immediate act; 

3. The pre-existence, incarnation, virgin birth, sinless life, miracles, substitutionary death, bodily resurrection, 

ascension to heaven, and the second coming of the Lord Jesus Christ; 

4. The fall of man, the need of salvation by the operation of the Holy Spirit on the basis of grace alone, and the 

resurrection of all to life or damnation; and  

5. The spiritual relationship of all believers in the Lord Jesus Christ, living a life of righteous work, separated from the 

world, and witnessing of His saving grace through the ministry of the Holy Spirit. 
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EXPLICIT GOALS 

1.  Be an extension of the training process of Christian families. 

2. Provide role models for students by employing born again teachers. 

3. Teach Christian principles for daily living through curriculum, textbooks, Bible classes, sports programs, 

fieldtrips, and extracurricular activities.   

4. Uphold and integrate Christian values in all aspects of the school including curriculum, all classes, sports 

programs, fieldtrips, and extracurricular activities. 

5. Provide leadership opportunities to the students. 

6. Maintain an atmosphere of Christian love. Students will be encouraged to love one another and have 

compassion for one another. 

7. Provide activities and programs to promote joyful and happy social and emotional development. 

8. Lead students to trust Christ as Savior and teach them to share Christ with others. 

9. Provide quality academic assistance and instruction to help students achieve their highest potential. 

10. Provide opportunities for students to have a well-rounded education, including programs such as, athletics, 

art, and music. 

11. Teach students in a loving manner to be orderly, goal oriented, and well disciplined. 

12. Teach Christian citizenship in a free society with a democratic republic form of government. 

13. Provide proper care of equipment and facilities to exemplify good stewardship and beauty; and to promote 

health and safety. 

14. Develop a plan for regular evaluation and review of all program components. 

 

CHRISTIAN SCHOOL BENEFITS 

There are many benefits for a child who attends Parkview Christian Academy.  Throughout the tenure of PCA, parents 

have said, “We could never repay what the school has done for our child.”  Although all the benefits cannot be listed, 

three of the major benefits are listed below. 

1.  The Bible is freely taught.  Children are taught to love and respect God and His Word.  They learn that the Bible 

and Christian values relate to every area of their life.  They are shown that God gives us some absolutes by 

which to live.  They memorize portions of the Bible as a guide through life.  Often children come to know Jesus 

as personal Savior and will therefore have eternal life. 

2. Quality education is given.  Students get individual attention and encouragement.  The basics of reading, writing, 

and arithmetic are emphasized. 

3. Students reach their greatest potential in social development.  In a Christian atmosphere, students are free from 

excessive ungodly peer pressure and therefore relax and prosper spiritually and socially.  In smaller schools, 

students usually make more friends and teachers can offer one on one counseling and encouragement. 
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SCHOOL BOARD 

The school board meets as necessary with the administrator to review the general operations of the school.  They assist 

the administrator in a resource and advisory capacity in establishing and enforcing school policies.  The school board is a 

decision making body over the finances, staffing, and direction of the school. 

 

ADMISSIONS POLICY 

Parkview Christian Academy attempts to serve the entire city of Waco and closely surrounding communities, accepting those 

with average and above average abilities.  Generally, children with learning disabilities are not accepted as we are unable to 

make accommodations for students with special needs.  Those who have demonstrated serious conduct violations are not 

accepted.  To be admitted to grades 1st through 8th, all students must take a diagnostic test for the grade in which he/she is 

enrolling for and acquire results that reflect academic success is probable. Self-discipline and a healthy dose of self-motivation 

is necessary for success. The school admits student of any race, color, and national or ethnic origin.   

Parkview Christian Academy (PCA) is a ministry arm of Parkview Baptist Church (PBC) Waco, Texas.  As a ministry arm, PCA has 

the same goal and objective of presenting the Gospel of Jesus Christ in all things, and living out the commands, morals, and 

precepts of the Bible.  We believe that God has commanded that no intimate sexual activity should be engaged in outside of a 

marriage between a man and a woman.  We believe that any form of homosexuality, lesbianism, bisexuality, transgender, 

bestiality, same sex marriage, incest, fornication, adultery, sexually oriented businesses, and pornography are sinful 

perversions of God's gift of sex.  PCA is governed principally by the Bible, God’s Inspired Word for Christian living and life, and 

secondarily by the Constitution and By-Laws and Statement of Faith of PBC.  Because of this, if PCA administration feels for 

any reason that a students enrollment would not be in the best interest of our ministry, enrollment will be denied. We will not 

accept enrollment of any student that is in violation of our faith and practice nor will we or rent or lease any of the church's 

property or facilities to any individual or group that is in violation of our faith and practice.  

For all grades, the school requires that a parent and student be members of a local Christian church as evidence that the 

parents are also actively working toward a Christian training of the child.  Students and parents are expected to attend a Bible-

believing church regularly. 

 

ADMISSIONS PROCEDURES 

1.  Fill out the on-line enrollment form completely. 

2. Read the handbook thoroughly. 

3. Submit recent grades or transcript, achievement test scores, immunization record or exemption certificate, and 

a copy of the student’s birth certificate to the office.   

4. The parents and student make an appointment to interview and tour the campus.   

5. Shortly after the interview, parents will be notified of child’s approval, non-approval, or placement on the 

waiting list. 

6. Upon notification of approval, the non-refundable, registration fee is to be paid to complete the enrollment.  
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STANDARDS OF CONDUCT 

Parkview Christian Academy expects students to conduct themselves properly as Christians and as good citizens at all 

times.  

It is important for each student to be continually aware that he or she represents Parkview Christian Academy wherever 

he or she happens to be.  This means representing his or her parents, church, and most importantly the Lord Jesus 

Christ. 

Good citizenship includes an appreciation of American heritage, a sense of patriotism, and pride in service to the school, 

church, community, and family.  It means having a sense of worth as an individual, showing respect for the rights and 

property of others, showing helpfulness and courtesy, and showing respect for a lawful society by adhering to lawful 

practices. 

Parkview Christian Academy expects each student to strive to obey all its rules and to practice in daily life outside the 

classroom all that is being taught inside the classroom.   

The school proposes a few very specific rules, because some guidelines are needed.  When these guidelines are violated, 

the student will be disciplined.  He or she may be disciplined for misconduct not specified in these rules because it is 

impossible to list all rules necessary to cover every situation.  An attempt to do so would prevent the development of 

right decision making ability by all students.  

Students are developing good citizenship and Christ-likeness when they accept counseling and disciplinary action with a 

sense of determination not to let the unfortunate experience occur again. 

The school also expects parents to support the school in administering its disciplinary program.  The consistent 

enforcement of a fair disciplinary program not only insures a better academic climate, but also helps develop a sense of 

responsibility in our students. The school and home work together to produce graduates who are happy and later 

become constructive adults.  Real love for children is demonstrated by firm yet loving discipline rather than 

permissiveness.   

Different methods of correction may be prescribed by the principal for different students who may be accountable of 

committing the same offense. The reason for this is that punishments are cumulative.  That is, a student who has been 

responsible of several previous offenses will be punished more severely than one who has committed his or her first 

offense.  Also each offense must be evaluated as to the intent of the offender and the circumstances. 

Students are expected to act in an orderly and respectful manner, maintaining Christian standards of courtesy, kindness, 

purity, morality, and honesty. 

Students should demonstrate respect for teachers, staff members, other students, parents, visitors to campus, and 

others at or away from school.  Students must strive toward unquestionable character in dress, conduct, and attitude. 
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CONDUCT RULES 

1. Students of this school are expected to refrain from engaging in cheating, stealing, swearing, smoking, using any 

form of tobacco or nicotine, using any type of illegal drugs, gambling, tattoos, drinking alcoholic beverages, 

sexual immorality, and any type of drug abuse.  These guidelines apply ON and OFF campus. 

2. Possession or use of alcohol, tobacco or “vape” cartridges/paraphernalia is prohibited, and students will be 

suspended on the first offense.  On the second offense, the student may be expelled. 

3. Students who use or supply drugs or controlled substances will be expelled.  If there is an indication that drugs are 

being concealed on the person of the student, the administrator is permitted to have the student and/or their 

vehicle, locker, and personal belongings searched in the presence of another witness.  A student or students may 

be required to undergo drug testing as deemed necessary by the school administrator. 

4. Students involved in sexual immorality may be expelled. 

5. Romantic contact between girls and guys is not permitted on campus. This includes holding hands, walking or 

standing with arms around one another or kissing. 

6.  Students involved in any form of homosexuality, lesbianism, bisexuality, transgender, bestiality, same sex marriage, 

incest, fornication, adultery, sexually oriented businesses, pornography or any violation of our faith or practice will be 

expelled. 

7. Possession or use of a knife or any other weapon is prohibited and may lead to expulsion or other severe 

disciplinary action. 

8. Fighting and other acts of violence are prohibited.  Students who engage in either of these activities may be 

suspended. 

9. School and church property are to be respected.  Marked on, defaced, or broken property is to be replaced at the 

offending student’s expense.  The student may also be suspended or expelled. 

10. Matches, lighters, inappropriate magazines, CD players, iPods, headphones, etc., video cameras, televisions, toys, 

games, and pets are not permitted at school except by special permission of the teacher and/or administrator.  

Violators will receive automatic Service Hours.   

11. STUDENTS MAY NOT HAVE CELL PHONES, SMART WATCHES, OR TABLETS in the learning centers, computer lab, 

music class, bathrooms, hallways, or lunch room for any reason during school hours.  Students that have any of 

these devices on their person without permission DURING SCHOOL HOURS (8AM- 3:30PM) will be written up and 

the item will be confiscated. All electronic devices brought on campus must be turned in to the homeroom teacher 

at the start of the day and will be returned to the student at the end of the day. Cell phones, smart watches, or 

tablets may only be used before 8:00 am and after 3:00 pm.  Any violations of this policy may result in the cell 

phone being confiscated and detention being issued.  Confiscated phones may only be picked up by a parent or 

legal guardian.  First time offenders will be given grace, but for each infraction to follow a monetary fee will be 
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applied and this fee will have to be paid before the cell phone is returned.  The monetary fee will start at $10.00 

and increase by $5.00 for each infraction to follow.  Repeating offenders may be assigned PCA Service hours.  

Service hours can only be served before and after school or on a Saturday.  

12. Students are not allowed to video or photograph teachers or another student without permission from that person.  

Photos, videos, etc. are not to be put on the internet without written permission of the persons involved. (See 

social media section below.) 

13. Vulgar or profane speech, gestures, or writing is prohibited.  Disciplinary action including possible suspension will 

result. 

14. Degrading racial statements are inconsistent with Christian values and will not be tolerated.  Such offenses will be 

given appropriate disciplinary action by the principal. 

15. There is to be no running in the halls or classrooms. 

16. Students will not be allowed in the parking lot during the school day without special permission. 

17. Before students are allowed to drive on campus they will be required to complete the necessary forms which can 

be acquired from the school office. 

18. Licensed students with cars will: 

a. Park only in designated areas. 

b. Leave their vehicles immediately upon arrival after parking and enter assigned areas. 

c. Observe the speed limit of 10 miles per hour in the parking lot. 

d. Realize that a teacher or administration may search any car inside and out at any time. 

Violation of these rules may result in suspended driving privileges. 

19. Open soft drinks and food are not permitted in lockers, or hallways.  Water bottles are permitted in the classrooms 

and hallways.  Planned parties by the teachers will be an exception.  

20. Honesty is essential for Christian character development.  Dishonesty, or cheating of any kind, will not be tolerated 

on daily work or exams. Not scoring daily work honestly is also considered cheating. The following academic and 

disciplinary actions may be taken for successive offenses each year in cheating. 

a. FIRST OFFENSE:  If cheating occurs, the student will receive a zero for that PACE, assignment or test and 

be required to re-do, and master, the entire PACE or assignment. The student will also receive 

detention, and be required to write a three-page paper on “honesty” which will be due on the start of 

the next class day. 

b. SECOND OFFENSE:  The student will receive a zero for that PACE, assignment or test and be required to 

re-do, and master, the entire PACE or assignment.   A conference will be held in the presence of parents, 

student, and administrator to discuss the seriousness of the problem and warned that the third offense 

may result in expulsion.  The student may be suspended for two days. 

c. THIRD OFFENSE:  The student may be expelled from Parkview Christian Academy. 
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SOCIAL MEDIA/ELECTROIC MEDIA GUIDELINES 

The following definitions apply for the use of social media/electronic media for PCA: 

Electronic Media/Social Media includes all forms of social media such as text messaging, instant messaging, electronic 

mail (e-mail), web logs (blogs), wikis, electronic forums (chat rooms), video-sharing websites (e.g., YouTube, Tik Tok), 

editorial comments posted on the internet and social network sites (e.g., Facebook, Twitter, LinkedIn, Instagram, 

Snapchat). Electronic media also includes all forms of telecommunication such as landlines, cell phones, and web-

based applications. 

We recognize the role and importance of social media in today‘s student culture. We embrace and affirm social media‘s 

role in helping students socialize, evangelize, encourage, and maintain friendships over distances.  Unfortunately, social 

media outlets (Facebook, Twitter, Instagram, etc.) also provide students with unavoidable temptations.  Because of 

these temptations, we first and foremost encourage parents to take an active role in monitoring their children‘s usage 

and presence on social media sites.   

As a secondary precaution, we ask that students adhere to the following guidelines in order to help maintain 

appropriate social media behavior:  

1. Be responsible for your behavior and comments when communicating on social media and do not disrupt the rights 

of others by interfering with learning atmospheres, educational programs, or school activities. 

2. Remember, you should post only what you want the world to see.  Essentially, once you share something it is likely 

still available even after deletion 

3. Be cautious when you use exaggeration, colorful language, guesswork, derogatory remarks, humor, or 

characterizations because it is difficult for readers to determine the seriousness of a post just by reading. 

4. Students should refrain from: 

• posting inappropriate or threatening messages about or to another student, faculty member, or 

administrator 

• misrepresenting, criticizing, or degrading the school or its employees in any way 

• posting photos or videos of themselves or other students engaging in any behavior that goes against the 

Bible, Parkview Christian Academy or this handbook.  (ex. Drug or alcohol use, cussing or profanity) 

• posting explicit photographs or videos of themselves or another student. (be aware that posting explicit 

online photographs or videos may be viewed as a criminal act and subject to a police investigation.) 

Students who chose to misuse social media may be given Service Hours, suspension, or expulsion for their actions. 

Severity of punishment will be determined by the administration and school board. 

 

SOCIAL MEDIA/ELECTROIC MEDIA GUIDELINES REGARDING FACULTY AND STAFF 

PCA employees are not permitted to solicit or accept “Friend” requests from enrolled PCA students on any personal 

social media account.  This includes student’s accounts and PCA employee personal accounts.  The only exception to this 
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rule is in the case that a student is a family member or a member of the same organized church congregation.  In the 

case that an employee claims an exception not based on these terms, written permission from the parent must be 

provided.  The written consent shall include an acknowledgement by the parent that: 

a. The employee has provided the parent with a copy of this protocol 

b. The employee and the student have a social relationship outside of school via either family or church 

membership 

c. The parent understands that the employee’s communication with the student is an exception, and deviates  

from the school regulations 

d. The parent is solely responsible for monitoring electronic media communications between the employee 

and the student. 

1. PCA employees are not allowed to encourage (K-12) enrolled students to create social media accounts of any 

kind.  

2. All PCA employees who choose to utilize Facebook, twitter or Instagram or any other social media platform to 

provide classroom information to students and parents must create an approved “teacher” page.  Posts must be 

exclusively about classroom or school activities. 

3. “Text” messaging between a student and faculty/staff member of PCA is prohibited unless used as a source of 

communication with the following protocol:  The employee shall include at least one of the student’s parents or 

guardians as a recipient on each text message to the student so that student and parent receive the same 

message. 

 

STAFF-STUDENT RELATIONS 

Employees are prohibited from establishing personal relationships with students that are unprofessional and thereby 

inappropriate.  Examples of unprofessional relationships include, but are not limited to:  

1. Employees fraternizing or communicating with students as if employees and students were peers such as writing 

personal letters, e-mails, or texts.  

2. Texting students about personal matters without following the protocol outlined in the social media/electronic 

media guidelines regarding faculty and staff section of this handbook.  

3. Calling students on cell phones or allowing students to make personal calls to them unrelated to homework, 

classwork, or practice. 

4. Sending inappropriate pictures to students 

5. Discussing or revealing to students personal matters about their private lives or inviting students to do the same 

(other than professional counseling by a school counselor). 

6. Engaging in sexualized dialogue, whether in person, by phone, via internet, or in writing. 
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ATTENDANCE 

We cannot stress too greatly the importance of your child being in school every day, on time. Regular attendance is 

expected of all students; however, when they are sick, they should stay home from school.  If a child has a temperature 

above normal or is vomiting, we ask that they stay home.  If a child is found to have these symptoms while at school, the 

parents will be called to pick the child up.  A child must be free of fever (without the benefit of fever reducing 

medication) and/or vomiting for 24 hours before returning to school. If a student is going to be absent or tardy, please 

call the school office as soon as possible.  

We ask that every attempt is made to have students at school on time.  The school day begins promptly at 8:00 am.  This 

means students should ready to begin class at this time, not just entering the building.  Five tardies will count as one 

unexcused absence.   

To avoid academic penalties or loss of credit, students cannot have more than 9 unexcused absences per semester.  An 

absence is deemed excused when a doctor’s note is provided to the school or when the absence has been pre-planned 

and approved by the administrator. 

All student athletes must be in attendance the day of and the day following a game or they will be benched the first 

period of the next game.  An exception will be made if the absences is accompanied by a doctor’s note or approved by 

the administrator. 

 

DISCIPLINE 

Each student will be disciplined as needed with firm Christian love, according to individual needs.  A student must learn 

to submit to authority.  If a student learns to submit to teachers, parents, and others in authority, then he or she will 

learn to submit to God’s authority in his or her own life.  PCA Service Hours are the normal measures of discipline taken 

for behavior issues.  Extra work or assignments may also be given as a corrective measure.  The use of corporal 

punishment is an option only with the written consent of a parent or guardian as outlined below.  If further discipline is 

needed, a student would be suspended and lastly dismissed from school.  Automatic detention or Service Hours are 

given for deliberate disobedience, or other inappropriate behavior.  Parents will be notified with a written referral slip to 

sign and return the next day.  Detention/service hours must be served the next school day unless otherwise scheduled 

by the administrator or special permission is requested in writing or by phone by the parent the day the service 

hours/detention is to be served.  The principal must approve the change.  In case of excessive detention/service hours 

(10 per semester), the parents will be notified by the principal to discuss possible solutions and any corrective action 

required, including suspension or expulsion from school.    
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GRADING SYSTEM 

Test grades, daily grades, & spiral notebook grades determine 9 week averages.  For 5th- 12th grade, 3 test grades for 

each subject are required within a 9 week period with a total of 12 PACES completed by the end of the school year.  Less 

than 3 PACES completed within a 9 week period will result in an incomplete.  Parkview Christian Academy demands 

mastery in all subjects.  Therefore, any grade below 80% is considered failing.  If a student scores less than 80% on any 

PACE test, he or she may be required to retake the entire PACE.  Incomplete grades are considered failing in regards to 

athletics and any athlete with a failing grade will be suspended from play. Grades will be checked at 4.5 weeks and any 

student with an incomplete or failing grade at that time will be on probation until the Friday of the next testing week 

(week 6).  If at that time they are passing with no incomplete grades they will be eligible to participate.  If they are not 

passing or still have incomplete grades they will not be allowed to play until the 9 weeks concludes and they are found 

to be passing with no incomplete grades.  

GRADING SCALE 

This is for classes taken at PCA.  Transfer credits will be accepted as reported on transcript. 

A 90-100% 

B 80-89% 

C 70-79% 

F 69% and below 

 

 

DETERMINING GRADE POINT AVERAGE 

(We use the College Board Scale to determine GPA) 

93-100% 4.0  83-86% 3.0  73-76% 2.0  65-66% 1.0 

90-92% 3.7  80-82% 2.7  70-72% 1.7  64% and 

 below 

0.0 

 87-89% 3.3  77-79% 2.3  67-69% 1.3  
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DUAL CREDIT 

 

Parkview Christian Academy and McLennan Community College have partnered together to offer our students the 

opportunity to gain college credit while still in high school. Students may take a total of 2 dual credit classes per 

semester, at their own expense.  The cost per class is determined by MCC.  Classes can be taken online or at the MCC 

campus.   

 

Any student wishing to enroll in dual credit classes must obtain approval from the administrator prior to enrollment to 

ensure the requested class is eligible for dual credit.  

All dual credit students are required to meet with administration and review academic history for permission to 

enroll.  

 

PCA Dual Credit Program Guidelines for Participation with McLennan Community College 

These guidelines are in addition to the guidelines established by MCC. 

GRADE 9 and GRADE 10 

Eligibility Requirements: Parkview Christian Academy students wishing to enroll in the DUAL CREDIT program with 

MCC must meet the eligibility qualifications for MCC as well as the ones listed below for Parkview Christian Academy.   

ACADEMIC, AAS, LEVEL 2 CERTIFICATE LEVEL 1 CERTIFICATE  

(WORKFORCE COURSES) 

90+ overall GPA 85 overall GPA 

Current on tuition and fees for PCA Current on tuition and fees for PCA 

No record of excessive absences (more than 9 per 

semester) 

No record of excessive absences (more than 9 per 

semester) 

 

GRADE 11 AND 12 

ACADEMIC, AAS, LEVEL 2 CERTIFICATE LEVEL 1 CERTIFICATE  

(WORKFORCE COURSES) 

80+ overall high school GPA 75+ overall high school GPA 

Current on tuition and fees for PCA Current on tuition and fees for PCA 

No record of excessive absences (more than 9 per 

semester) 

No record of excessive absences (more than 9 per 

semester) 
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Parkview Christian Academy  

and Parkview Christian Child Care Center 

PROCEDURES-KNOWN REGISTERED SEX OFFENDERS 

 

The Parkview Christian Academy School Board and the governing body of Parkview Christian Child Care Center are 

committed to the safety of students and other persons on school property.  It is because of that commitment that the 

following policy has been put into place and added to the Parent and Student School Handbook. 

 

To the extent that Parkview Christian Academy and/or Parkview Christian Child Care Center Administration have actual 

knowledge that a parent, legal guardian, or other person seeking to be present on school property or at a school 

sponsored activity is a registered sex offender based on an offense against a child (a person under the age of 17), WILL 

NOT be permitted on the property of Parkview Christian Academy or Parkview Christian Child Care Center.  The only 

exception to this policy is as follows and the following procedures shall apply: 

1. Only known registered sex offenders, based on an offense against a child, who are also parents or legal 

guardians of a child or children enrolled in Parkview Christian Academy and/or Parkview Christian Child Care 

Center will be permitted on school property or to be in attendance at school-sponsored activities. No other 

persons known to be registered sex offenders, based on an offense against a child, will be permitted to be 

present on school property or at any school-sponsored activity. 

2. A parent or legal guardian to whom these procedures apply must comply with all requirements. Failure to do so 

generally will result in that person's losing the privilege of visiting Parkview Christian Academy and/or Parkview 

Christian Child Care Center or attending any school-sponsored activities, regardless of location. 

For a parent or administrative conference, the person will: 

1. call the campus principal and schedule a meeting before coming to the school; 

2. report immediately to the office upon arriving at school and obtain a visitor's badge, as required of all visitors to 

the school; 

3. be escorted by a school employee the entire time he or she is on campus; 

4. have no access to any commons area of the building, meaning cafeterias, auditoriums, breezeways, open areas 

for gathering on any campus, and so on; 

5. have no access to any classroom where students other than his or her child are present; and 

6. be escorted back to his or her vehicle by a school employee at the conclusion of the visit. 

When dropping off or picking up a child to or from school the person will: 

1. call the campus principal and schedule the time of drop off or pick up; 

2. pick up or drop off the child in the presence of the campus administrator or designee; and 

3. be escorted back to his or her vehicle by a school employee after the child has been picked up or dropped off. 
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Before attending any before or after school or extra-curricular event the person will: 

1. call the campus principal and state his or her intent to attend the event, no later than 24 hours before the start 

of the event; 

2. sign in at a place designated by the campus principal upon arrival at the event; 

3. sign out at a place designated by the campus principal before departing the event; and 

4. be escorted to his or her vehicle by a school employee at the time of the departure from the event. 

When picking up or dropping off a student at an extra-curricular activity, on or off school property, the person will: 

1. contact the campus administrator and make arrangements for picking up or dropping off the student; and 

2. remain in the vehicle while waiting on the student. 

 

A parent or legal guardian who is subject to these procedures based on his or her identification as a registered sex 

offender because of an offense against a child is prohibited from transporting any student or child (other than his or her 

own child) to or from Parkview Christian Academy and/or Parkview Christian Child Care Center campus or school-

sponsored activity without express written permission from the parent or guardian of the student. Any person subject to 

these procedures is also prohibited from working as a volunteer for the District, including but not limited to volunteering 

for school related activities such a booster clubs and class fund raisers. 

 

 

As used in this policy “Parkview Christian Academy and/or Parkview Christian Child Care Center Property” includes all 

property owned or operated by the Parkview Christian Academy and/or Parkview Christian Child Care Center including 

school campuses and buildings, athletic fields, parking lots, playgrounds, vehicles, school buses and any other properties 

owned or controlled by Parkview Christian Academy and Parkview Christian Child Care Center.   

As used in this policy “Parkview Christian Academy and/or Parkview Christian Child Care Center Events” includes any 

field trip or function on or off campus, including sporting events or other school-related functions, whether before, 

during, or after school hours, that is (1) school-sponsored or (2) otherwise under the official supervision or control of 

school personnel. 

 

 

 

Parkview Christian Academy and Parkview Christian Child Care Center KNOWN Registered Sex Offender Policy 

Adopted 9/2016 

Last Revised 9/2016 
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VALEDICTORIAN AWARD 

The following procedures shall be used to determine the Valedictorian and Salutatorian: 

1.  Only core classes are used in the numeric calculation.  Only courses taken on PCA campus or approved classes 

through MCC or TSTC for dual credits qualify for consideration.  Courses taken by a tutor, home school, or 

through correspondence will not be considered. (Exception: credits earned in a regular fall or spring session by 

students who transfer to PCA)   

2. Transfer students must have completed 50% (2 full years) of core course study physically at PCA. 

3. Core courses are those that fall into the categories of English, Math, Science, Foreign Language, History, 

Government, and Geography.  All approved dual credit courses are considered core classes. 

4. Valedictorian requirements include a multi-disciplinary endorsement and a third level foreign language. 

5. Any student suspended for cheating during their high school career will not be eligible for Valedictorian. 

 

SALUTATORIAN AWARD 

The student with the second highest average will be the Salutatorian following the same criteria for Valedictorian. 

 

REPORT CARDS 

Report cards will be generated and e-mailed the Tuesday following a nine-week period.  Grades can be accessed on a 

daily basis through Gradelink.  It is the responsibility of the parent/guardian to access the report card and contact the 

teacher if there are any issues.  

*Academic records, report cards, or transcripts will not be released to anyone, including the student, parent, other 

schools, insurance companies, financial institutions, or colleges unless the student’s financial account is in good standing 

with no delinquent or outstanding balance.  

  

HOMESCHOOL AND CORRESPONDENCE COURSES 

Once a student is enrolled at PCA, home-school credit will not be accepted, except in special circumstances approved by 

the administrator.  Summer school must be approved beforehand to ensure credit will be accepted.  

 

HONOR ROLL 

Students are encouraged to do their best at all times. Those who reach the following standards will be recognized for 

Honor Roll each quarter. 

1.  An average of 90% or above in each subject 

2. Good conduct (no office referrals more severe than a warning) 

ACHIEVEMENT TESTING 

The Iowa Test will be administered as necessary.  
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LUNCH 

Lunches are available for $3.75 each.  Students will not be allowed to charge their lunch for more than three days.  

Microwaves are available in the cafeteria for students bringing lunch from home.   

The following lunchroom policies will be observed: 

1.  Students shall go directly to lunch in an orderly manner. 

2. Seating areas may be assigned. 

3. Food and drinks are to be consumed in the lunchroom only. 

4. Students are not allowed to throw food or objects of any kind in the cafeteria. 

5. Students are not allowed to leave school grounds for lunch.  

MEDICAL HEALTH GUIDELINES 

All students must have current immunization records on file in the school office.  Immunization records are audited 

yearly by the McLennan County Health Department and any student whose record is found to be non-compliant will face 

suspension until records are updated. Parents are expected to keep immunization records current.   

 

DRUGS AND MEDICINES 

Staff members will not be allowed to administer ANY medications to any student for headaches, fever, or other reasons 

without written permission from their parents.  Medication Administration Consent Forms must be completed and filed 

with the office before any medication will be given to the student.  These forms can be obtained from the front office at 

any time. All medicines must be kept and administered in the school office.  

 

COMMUNICABLE DISEASES 

If a child is absent from school due to a communicable disease or absent for five or more consecutive days due to illness, 

he should present a note of recovery from a doctor upon his return to school. Children will not be allowed to attend 

school if they are showing definite signs of illness, such as fever, nausea, excessive head congestion, etc.  Children with 

symptoms will be isolated and the parents will be called to pick them up. A child must be free of fever (without the 

benefit of fever reducing medication) and/or vomiting for 24 hours before returning to school. 

Students with contagious, life threatening diseases, such as AIDS, shall not be admitted into school.  If already enrolled, 

such students will be asked to withdraw immediately. 

 

INJURIES OCCURING DURING SCHOOL 

Minor injuries occurring during school will be treated by the office personnel or nurse with the use of first-aid materials.  

In the case of serious injury or illness, emergency procedures to obtain medical or hospital care will be followed and 

parents notified. 
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LOST AND FOUND ITEMS 

At the end of each nine weeks any items that go unclaimed in the lost and found box, located by the office, will be 

donated to charity. 

 

EMERGENCY SCHOOL CLOSING 

In the event of an emergency closing or inclement weather, parents will be notified by one or all of the following 

methods: 

1. Email and/or text to parents 

2. Announcement on KWTX channel 10 

We will not necessarily follow Waco ISD 

FIRE, STORM, and LOCK DOWN DRILLS 

At the sound of the fire alarm, students are to stand and walk out of the building in an orderly manner.  Students must 

walk in line.  They are expected to refrain from talking, pushing, or running.  A practice fire drill will take place once a 

month during the school year.  Each teacher will supervise. A tornado drill will be held once a year.  Students should 

proceed (as above) to a designated location and assume a crouching position with their heads protected. 

 A lock down drill will be held once a year.  Students will get under their desks and shield themselves with their chair in 

an effort to become out of sight.  Teachers will cover windows, turn off lights, and lock the door.   

 

PHYSICAL EDUCATION 

PE classes exist to teach skills, produce mature conditioned bodies, and provide fun group experiences.  6th- 12th 

students will change into athletic clothes for PE.  6th-8th grade students must wear black knee length athletic shorts and a 

gray shirt.  9th-12th grade students must purchase athletic clothes from the front office and they must be worn each day.  

See guidelines in the Athletic Handbook for dress code discipline.  Athletic shoes will be required.  To be excused from 

an activity a note is required from a parent.  If more than three consecutive days are missed a note from the doctor will 

be required.   

SPORTS 

Parkview offers the following sports as the number of participants allow: 

Football    Cheerleading  Track 

Volleyball Cross Country  Baseball 

Basketball   Softball 

Please check with the school office to determine what sports are available for the school year.  All students that 

participate in athletics are expected to pay an athletic fee of $300 and volunteer 10 service hours each year. An 

additional $100 may be paid in lieu of service hours.   Parkview Christian Academy is a member of Texas Christian 

Athletic Fellowship (TCAF).  TCAF is a competitive conference that offers regional and state championships. 



19 
 

CONDUCT DURING EXTRA-CURRICULAR ACTIVITIES 

During all extra-curricular activities, students, parents, and guests are to conduct themselves in a manner that honors 

God.  Verbal abuse of opponents, judges, and officials, and misuse or abuse of property or facilities will not be tolerated.  

At all activities, Christian sportsmanship will be our first priority for all fans and opponents. 

 

TRANSPORTATION 

Transportation will be provided to most extra-curricular activities outside the city.  Students who ride school 

transportation become the responsibility of the school. Therefore, the following regulations must be observed: 

1.  Students are to remain seated while vehicle is in motion. 

2. Students are to remain orderly at all times. 

3. Students who ride to an activity with the school must return from the activity with the school.  Only parents and 

sponsors can interrupt the round trip transportation of a student.  Any other arrangements must be made in 

advance and in writing.  

 

STUDENT DRIVERS 

Before students are allowed to drive on campus they must register with the front office by submitting a valid copy of 

their drivers license and car insurance.  

1. Licensed students with cars will: 

a. Park only in designated areas. 

b. Leave their vehicles immediately upon arrival after parking and enter assigned areas. 

c. Observe the speed limit of 10 miles per hour in the parking lot. 

d. Realize that a teacher or administration may search any car inside and out at any time. 

Students will not be allowed in the parking lot during the school day without special permission.  Violation of these rules 

may result in suspended driving privileges. 

 

ELIGIBILITY FOR EXTRA-CURRICULAR ACTIVITIES 

The following criteria must be met in order for a student to participate in extra-curricular activities such as sports, choir, 

art, drama, and cheerleading.   

1.  Student must be taking at least four academic classes as an underclassman or taking the required classes as a 

senior which may or may not be a total of four classes.  

Student must complete three tests within each subject every nine weeks. Students who have not done that will have an 

incomplete which would be considered failing until work is complete.  At the end of 4 weeks, students that are failing or 

have incomplete grades will become ineligible until the 9 weeks concludes and they are found to be passing with no 

incomplete grades. 
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CLOSED CAMPUS 

Students are not allowed to leave the school grounds for lunch or any other time during school hours without 

permission from the principal. 

VISITORS 

Visitors (except parents) are not permitted to visit the classrooms, lunchroom, or school grounds where classes are in 

session without checking with the office and getting approval from the principal.  They must dress and act in a manner 

consistent with school policy.  They are not to go on field trips or attend class parties.  Students who have been 

dismissed or requested to transfer may be limited or restricted from visiting the campus during school hours. 

PHONE USE 

Students may use the phone in the office during breaks, lunch, and before and after school.  Students are not allowed 

out of class to use the phone unless it is for medical or school related business.  Students may not use their cell phone 

during the school day without permission from the principal. 

PARTIES 

There will be no parties scheduled during school hours except regularly scheduled and approved parties.  If parents wish 

to bring a cake to celebrate a birthday, they may do so during lunch or after school. 

SCHEDULING ACTIVITIES 

To avoid conflicts of events, all activities school related and school related groups, should be cleared and approved by 

the principal.   

SENIOR RINGS/LETTERMAN JACKETS 

Juniors on schedule to be a senior will be allowed to order senior rings. Students will be eligible to purchase a letterman 

jacket after completing one season of a varsity sport. 

COLLEGE VISITS 

We encourage all seniors to take advantage of college visits.  Parkview allows up to 4 school days excused for such visits.  

Upon the return to school the student should provide a note from the college visited verifying the dates visited.   

 

HOMECOMING ELECTIONS AND COURT 

Each class, 9th-11th G will nominate one girl and one boy to represent them on the Homecoming Court. Nominees 

must be in good academic standing (passing all classes and no incomplete grades) and have an excellent testimony 

with PCA administration.  Every 12th grade girl and boy meeting the above criteria will be on the Homecoming Court. 

Attire for Homecoming court members will be as follows: Girls- Must wear a dress and it must be modest and knee-

length or longer.  All dresses must have at least one strap that should be at least 1 inch thick.  No strapless or 

backless dresses may be worn.  Dresses with straps that are less than 1 inch thick must be worn with a modest 

covering over them at all times.  Boys- If not in football uniform must dress in chapel attire.   

Winners will be those that have the majority vote.  
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LOCKERS AND LOCKS 

The school will provide lockers at the start of a school year.  Students are not allowed to change locker assignments.  We 

encourage a lock and that it is locked when not in use.  It is required that the combination or spare key be kept in 

student file when using a lock.  The school has the right to examine lockers, cars, clothing, backpacks, and purses on 

school grounds at any time.  

ANNUAL AWARDS PRESENTATIONS 

Certificates, plaques, and trophies highlight the annual awards presentation held each spring.  Students compete during 

the year to attain these honors:   Christian Character Medal (senior)  Perfect Attendance  

Beniaiah Medallion (Junior) Highest Average Subject Awards (each grade)        Principal’s trophy (each grade)  

Female Athlete of the Year          Academic trophy (each grade)      Male Athlete of the Year 

Citizenship Award (each grade)              Athletic awards                 Honor Roll (each grade)   Music awards 

 

STUDENT COMPLAINTS 

Students who have complaints about a staff member are to try to reconcile those with the staff member first.  If not 

satisfactorily solved, then the student should bring the complaint to the principal in the presence of the staff 

member after school or at an appointed time. 

 

COMPLAINT PROCEDURES 

The following procedure is used by the faculty and taught to the children.  Parents are requested to use this 

procedure any time there is a complaint. 

1.  First and foremost, go to the Father for wisdom, insight, and guidance.  Bathing the entire situation in fervent 

prayer is a must. 

2. Express it promptly.  Keeping it to your self can cause ill feeling.  Jesus says that we can’t properly worship or 

serve God if there is a disagreement between yourself and someone else (Matthew 5:23-24).  So get it out of 

your system. Express it promptly. 

3. Tell it to the right person.  Complaints about the school or school policy should be expressed to the principal.  

Complaints about teachers should first be expressed to the individual in question, and should be expressed to 

the principal only if you cannot work it out between yourselves. 

4. Express it clearly.  Make sure the person you are expressing complaints to has a clear understanding of the 

details of the situation. 

5. Don’t broadcast it.  Express your complaint only to the person who needs to hear it.   

6. Pray about it.  Ask God to help your complaint be for the betterment of the school and ultimately to bring Him 

honor and glory through the situation. Consider these passages as you pray: Ephesians 4:1-3 and Colossians 

3:12-13. 
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SCHOOL TUITION PAYMENTS 

Parkview Christian Academy offers three options when it comes to payment of tuition: 

1.  Pay in full by August 15th (receive a 5% discount) 

2. Pay in 10 monthly installments: First payment due August 1 and last payment due 

 May 1.   

3. Pay in 9 monthly installments:  First payment due September 1 and last payment due May 1.   

 

 

LATE FEES 

Payments are due on the 1st of each month and become late on the 11th of each month.  Payments made on or after the 

11th of each month will be charged a late fee of $30.00. A student may be temporarily suspended for delinquent 

payments over 60 days.   

*Academic records, report cards, or transcripts will not be released to anyone, including the student, parent, other 

schools, insurance companies, financial institutions, or colleges unless the student’s financial account is in good standing 

with no delinquent or outstanding balance. 

 

PARKING AND DROP OFF/PICK UP ZONES 

When visiting the school for longer than 10 minutes it is required that you park in the parking lot.  When dropping and 

picking up your student you can use the drive through lanes.  The right side lane is for through traffic and quick drop and 

pick up.  If you need to walk your student in, please park on the left side.  You will be asked to move if you are there for 

longer than 10 minutes.  

 

CHAPEL SERVICES 

Each of our students attends a weekly chapel service.  We have three different chapel services lead by the Pastoral staff 

of Parkview Baptist Church.  There is a High School/Junior High service (7th through 12th) and an upper elementary 

service (3rd through 6th), and a lower elementary service (K5-2nd).  See Dress Code section for Chapel Dress guidelines. 

 

EARLY DROP OFF AND AFTERSCHOOL CARE 

Students can be dropped off as early as 7:15am for no extra fee.  School ends at 3:00pm.  All students not picked up by 

3:45pm will need to enter the afterschool program.  The fee for afterschool care is $35.00 per week,, regardless of how 

many days or hours the student will be attending. All students must be picked up by 5:30pm. 
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DRESS CODE 

GIRLS 

TOPS: Polo or Oxford button down shirts (any color), but must have collar. 

BOTTOMS:  Capri’s, knee length walking shorts, knee length skirts, or slacks (khaki, black, or navy in color, no jean).  

Yoga pants, leggings, tights, or similar style bottoms are not allowed unless worn under knee length dress or skirt.   

SHOES:  Any style of shoe is acceptable, except NO flip flops, slides, Crocs or rubber sandals. 

 

BOYS 

TOPS: Polo or Oxford button down shirts (any color), but must have collar.  

BOTTOMS:  Slacks or knee length walking/cargo shorts (khaki, black or navy in color, no jean).  Boys must wear a belt if 

necessary to keep undergarments covered.  No sagging will be allowed.  

SHOES:  Any style of shoe is acceptable, except NO flip flops, slides, Crocs or rubber sandals. 

 

HATS 

Hats may not be worn in the building or classroom between the hours of 7:15am & 3:30pm. 

 

SPIRIT DAY/CASUAL DAY 

Friday is spirit day/ casual day.  Jeans are allowed for both girls and guys, but they cannot have holes or tattered edges.  

They must be modest in style (stomach and back cannot be revealed when raising arms) and not tight fitting.  Parkview 

or Baylor T-shirts, or shirts with a Christian message may be worn.  

 

JACKETS AND HOODIES 

Any jacket, sweater, sweatshirt, or hoodie can be worn to school as long as it does not contain non- 

Christian themes or writings.  A dress code approved shirt MUST be worn underneath all jackets, sweaters, sweatshirts 

& hoodies.   Jackets, hoodies, or sweatshirts may not be worn in the classroom while the student is testing.   

 

CHAPEL DAYS 

On Chapel days, students will be required to dress-up.  

Boys:  Dress slacks, button down dress shirt tucked in with a belt, tie and dress shoes. 

Girls: Knee length dress or skirt with a blouse (polo shirts may be worn with skirts by 1st-4th graders) and dress shoes.  No 

spaghetti straps. Sleeveless tops must be worn with a modest covering.  Undergarments should never be visible. Dresses 

with shear coverings must not reveal undergarments and the under-layer of the dress must be knee length. 
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GENERAL APPEARANCE 

Both male and female students are expected to be neat and clean in appearance each day.  Clothes should be pressed 

and clean.  Male and females should both have natural colored hair.  No Radical cut, style or color is acceptable.  Male’s 

hair many not extend below the top of the collar, below the eyebrows, or more than 2” out from the scalp.  Male’s may 

not have ponytails, mohawks or man-buns and may not wear hair accessories.  Designs, letters, or numbers cannot be 

shaved into the hair.  This includes any decoration or insignia.  Males should be clean shaven each day.  Body piercing is 

only allowed on girls and should be in the ear only with a limit of three.  Tattoos are not allowed on males or females.   

 

DRESS CODE DISCIPLINE 

Any student who arrives for school in direct violation of dress code or who is offensive in dress or appearance may be 

sent home or asked to change.  

 

STUDENT ID BADGE 

A student ID badge will be provided to every student.  Just as a driver’s license authorizes driving a vehicle, a student ID 

badge authorizes a student to be on campus.  Students must enter the building through the first set of double doors 

closest to the parking lot.   

EVERY student must wear their ID at all times during the school day.  Badges must be worn hanging from the neck on 

the school provided lanyard or clipped on the shirt collar.  The front of the ID badge must remain plain and free of 

stickers, markings, other photos, etc.  If the student ID is left at home, the student must report to the office for a 

temporary badge. After 3 occurrences, students will serve detention. 

The only exception to this policy is the elementary and junior high students who turn their badges in to their teachers 

daily during school hours. 

Lost, stolen, altered, damaged, and defaced ID Cards must be replaced IMMEDIATELY through the front office.  Cost for 

replacement is $5.00.  Pacer lanyards are $2.00. 

The purpose of this policy is to ensure safety and security on the Parkview Christian Academy campus for the students, 

staff, and faculty who are on the campus each day.  ID cards will help us identify students as well as trespassers.  Proper 

identification of staff and students is a safety issue and will not be compromised. 
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FACULTY HANDBOOK 

 

 

BACKGROUND CHECKS 
An extensive background check is required of all faculty and staff every year. This includes a social media check as well.  
There is no cost to faculty or staff for this service. 
 
 

COMMUNICATION 
Positive communication needs to be the hallmark of our school if we are to be in line with biblical principles and be a 
pleasant place for all.  We will always adhere to the Matthew 18 principal and to the Board-approved Matthew 18 
communication procedure when dealing with others with conflict.  The purpose of this communication procedure is to 
assist our school in working respectfully through all issues for the good of all those involved.  Please remember… 
 

1.  Encourage and pray for one another 
2. Understand that everyone is here for the same reason and that is to glorify God through our service in this 

ministry.  
3. When there is difficulty, go directly and privately only to the individual involved. 
4. Do not gossip or involve other staff, parents, or others.  Destructive criticism is to be avoided. Please help PCA 

and its personnel by loving and protecting them. 
5. If the situation is not resolved, go to the principal and together you can use the Matthew 18 procedures to help 

resolve the issue. 
 
 

E-MAIL AND INBOXES 
Check your e-mail and inboxes daily. 

 
 

TEACHER TO PARENT/STUDENT COMMUNICATION 
Teachers will communicate with parents on a regular basis through newsletters, emails, Remind, and/or homework 
forms as directed by the principal.  All communication needs to be properly proofed and edited before being sent.   
 
 
 

CONFIDENTIALITY 
Students: 
Please remember confidentiality when conversing about students or school business.  All student reports, progress, and 
records are to be kept strictly confidential between only the staff members involved with the child and the child’s 
parents.   Discuss students and their needs only with those staff members who have direct contact with the student.  If 
you have concerns about a student, please direct them to the principal.  Do not discuss student issues in public. 
 
Employees: 
Wages, salaries, and/or raises and bonuses should not be discussed with other staff or faculty.  Doing so may result in 
dismissal from PCA.  Concerns or questions should be directed to the principal.   
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DISCIPLINE GUIDELINES 
1. All students should be supervised at all times. 
2. Discipline is the training and instruction of individuals which enables them to acquire responsibility, self-control, 

knowledge, and understanding. 
3. The goal for any discipline process is for reconciliation and restoration of a relationship. (II Cor. 5:17-21) 
4. Positive reinforcement should be a common practice for all staff members. 
5. Any teacher, full-time or aide, has permission to appropriately discipline any child if warranted, regardless of 

grade. 
6. Yelling at a student is NEVER appropriate. 
7. Volunteers should be made aware of discipline guidelines, but should refer all discipline issues to a teacher or 

staff member. 
8. In general, all students should always:  

a. Respect God 
b. Respect all adults 
c. Respect all students 
d. Respect themselves 
e. Respect property (personal and of others) 

9.  The general school-wide discipline policy for discipline infractions is as follows: 
a. Verbally warn the student (If a student is not from your class, speak to the student’s teacher, so the teacher 

can follow his/her classroom management plan).   
b. Document the issue using the Disciplinary Referral Form 
c. Notify the principal.  

10. Student discipline is the responsibility of the classroom teacher.  Teachers are required to have an age-
appropriate classroom management plan in place for their students.  Parents should be contacted for consistent 
and/or serious discipline problems.   

11. The principal should be called into discipline situations only after the teacher has followed the steps of his/her 
discipline plan of the classroom. 

 
 

STAFF DRESSCODE GUIDELINES 
Since the staff members serve as the role models for the school, they are expected to use good judgment and to dress 
modestly and professionally.  Our standard of dress should be as high or higher than that of what we expect from our 
students. In addition to the student dress code: 

1. All facial hair should be neat and trimmed. 
2. Casual attire is permitted on Fridays for both male and females.  All attire should be without holes.   

 
 

DUTIES AND DURATION 
1. The teacher will receive all standard school holidays off as listed on the school calendar. 
2. Exact days and hours for each position will be determined by the principal. 
3. In school hours, will be determined by the school principal and all full-time staff are expected to be present 

during those hours.  Teachers should not leave the building during these hours without first getting approval 
through the principal.   

4. Should a staff member leave campus during school hours, they must sign out in the office and sign in upon 
return.  

5. All staff are required to attend all scheduled staff meetings. 
6.  When we have a 2-hour weather delay, all staff, based on safety, should be on campus no later than 9:30 am. 
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REPORTING TIMES 
7:15am- Be in the cafeteria ready to retrieve students from parents  
8:00am- Promptly send students to class 
3:00pm- Teachers should be in cafeteria with students waiting for parents 
3:45pm- Teachers should drop any remaining students to afterschool care 
3:50pm- Teachers may leave the building 

 
 

EMERGENCY PROCEDURES 
Fire, tornado, and lockdown drills will be performed periodically to ensure that students are prepared, should we have 
an emergency. Be sure that your Emergency Plans are placed near the door.  Check the posted emergency routes in each 
classroom to ensure the proper routes for exit. 
 
 

PERSONAL INFORMATION CHANGE POLICY 
To help us keep accurate records please inform the administration office with any changes to your personal information 
within 30 days of the change.  This includes changes made in marital status, mailing address, phone numbers, 
emergency contacts, withholdings, or educational accomplishments. 
 
 

SALARY, BENEFITS, AND LEAVE 
1. Salary will be paid over a 10-month time frame in 19 pay periods, twice a month on the 1st and 16th of each 

month, starting on September 1st and ending June 1st.  
2. A full-time teacher is allowed 5 days off.  Unused time off is not banked or stored.  Additional days off requiring 

a substitute will result in a substitute fee being deducted from pay check.   
3. Jury duty and/or 3 bereavement days will not count against the 5 days off.  
4. Additional days off may be approved through the principal if needed. 

 
 

SEXUAL HARASSMENT POLICY 
Parkview Christian Academy is committed to providing a working environment free from discrimination, and to prohibit 
harassment of its employees and applicants, including sexual harassment. Parkview Christian Academy will implement 
the policy to fully comply with applicable federal, state and local laws, rules and regulations in the area of 
nondiscrimination and harassment of employment. 
Sexual harassment is defined as any unwelcome or unwanted sexual advance, request for sexual favors, or other verbal 
or physical conduct of a sexual nature from someone in the workplace that creates discomfort and/or interferes with 
the job.  
Conduct constitutes harassment when: 

• Submission to such conduct is made, either explicitly or implicitly, a term or condition of an individual’s 
employment; 

• Submission to or rejection of such conduct by an individual is used as the basis for employment decisions and/or 
retaliation; or 

• Such conduct has the purpose or effect of interfering with an individual’s work performance or creating an 
intimidating, hostile or offensive work environment. 

Harassment due to race, religion, sex, sexual harassment, national origin, disability, age, military or veteran status will 
not be tolerated. Such conduct is subject to discipline, up to and including termination. 
 
Any employee who believes he or she is a victim of sexual harassment must immediately report any incident to the 
administration at 254 753-0159. 
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The company will not tolerate retaliation against any employee who complains of sexual harassment or provides 
information in connection with any such complaint. 
 
If you have any questions regarding this policy, please contact the principal 254-753-0159. 
 
 

STAFF MEETINGS/PROFFESSIONAL DEVELOPMENT DAYS 
Faculty and/or staff are required to attend all scheduled staff meetings unless otherwise instructed.  Meetings may be 
before or after school and are generally planned to last 30 minutes to 1 hour.   
 
Professional Development Days are scheduled one week before the school session starts in August, throughout the 
school year, and the week following the last day of school.  All faculty and staff are required to attend these days as 
stated in each employee contract.  
 
 

STUDENT PROGRAMS AND SCHOOL ACTIVITIES 
The PCA faculty and staff supports students, families, and each other in their academic, athletic, and spiritual growth by 
attending special programs and activities involving our students.  PCA faculty and staff are asked to be in attendance for 
as many as these activities as possible throughout the school year.  
 
 

SUPPLY MONITORING 
We are grateful for the books and supplies that PCA has been able to acquire for our students.  In order to track and 
maintain these resources, please adhere to the following: 

1. Carefully check your classroom books and supplies during staff development days prior to school starting. 
2. If you find that you need an item, please inform the principal. 
3. All PACES, used and unused, should be accounted for at the end of the year.   
4. All required resource books, such as readers, encyclopedias, dictionaries, and atlases should be properly tracked 

throughout the year as students use them to ensure they are not lost and properly cared for. 
5. During the school year, if you need supplies, resources, or repairs please email those needs to the principal.  Do 

NOT make verbal request, for they are not guaranteed to be met. 
 
 

CELL PHONE USAGE 
PCA staff will utilize personal cellphones as the main tool for interoffice communication, however, teachers should 
refrain from cell phone usage during the following times: 

• During lunch time while supervising children in the cafeteria 

• During chapel service 

• During recess/free time while supervising children in the gym 

• Anytime you are supervising your class outside of the classroom 
Exceptions should be made in the case of an emergency.  
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SOCIAL MEDIA/ELECTROIC MEDIA GUIDELINES 
The following definitions apply for the use of social media/electronic media for PCA: 

Electronic Media/Social Media includes all forms of social media such as text messaging, instant messaging, electronic 
mail (e-mail), web logs (blogs), wikis, electronic forums (chat rooms), video-sharing websites (e.g., YouTube), editorial 
comments posted on the internet and social network sites (e.g., Facebook, Twitter, LinkedIn, Instagram, Snapchat). 
Electronic media also includes all forms of telecommunication such as landlines, cell phones, and web-based 
applications. 
We recognize the role and importance of social media in today‘s student culture. We embrace and affirm social media‘s 
role in helping students socialize, evangelize, encourage, and maintain friendships over distances.  Unfortunately, social 
media outlets (Facebook, Twitter, Instagram, etc.) also provide students with unavoidable temptations.  Because of 
these temptations, we first and foremost encourage parents to take an active role in monitoring their children‘s usage 
and presence on social media sites.   
As a secondary precaution, we ask that students adhere to the following guidelines in order to help maintain 
appropriate social media behavior:  

1. Be responsible for your behavior and comments when communicating on social media and do not disrupt the 
rights of others by interfering with learning atmospheres, educational programs, or school activities. 

2. Remember, you should post only what you want the world to see.  Essentially, once you share something it is 
likely still available even after deletion 

3. Be cautious when you use exaggeration, colorful language, guesswork, derogatory remarks, humor, or 
characterizations because it is difficult for readers to determine the seriousness of a post just by reading. 

4. Students should refrain from: 

• posting inappropriate or threatening messages about or to another student, faculty member, or 
administrator 

• misrepresenting, criticizing, or denigrating the school or its employees in any way 

• posting explicit photographs or videos of themselves or another student. (be aware that posting explicit 
online photographs or videos may be viewed as a criminal act and subject to a police investigation.) 

Students who chose to misuse social media may be given Service Hours, suspension, or expulsion for their actions. 
Severity of punishment will be determined by the school board.  
 

SOCIAL MEDIA/ELECTROIC MEDIA GUIDELINES REGARDING FACULTY AND STAFF 
PCA employees are not permitted to solicit or accept “Friend” requests from enrolled PCA students on any personal 
social media account.  This includes student’s accounts and PCA employee personal accounts.  The only exception to this 
rule is in the case that a student is a family member or a member of the same organized church congregation.  In the 
case that an employee claims an exception not based on these terms, written permission from the parent must be 
provided.  The written consent shall include an acknowledgement by the parent that: 

a.    The employee has provided the parent with a copy of this protocol 
b. The employee and the student have a social relationship outside of school via either family or church 

membership 
c. The parent understands that the employee’s communication with the student is an exception and deviates 

from the school regulations 
d. The parent is solely responsible for monitoring electronic media communications between the employee 

and the student. 
1. PCA employees are not allowed to encourage (K-12) enrolled students to create social media accounts of any 

kind.  
2. All PCA employees who choose to utilize Facebook, twitter or Instagram or any other social media platform to 

provide classroom information to students and parents must create an approved “teacher” page.  Posts must be 
exclusively about classroom or school activities. 

3. “Text” messaging between a student and faculty/staff member of PCA is prohibited unless used as a source of 
communication with the following protocol:  The employee shall include at least one of the student’s parents or 
guardians as a recipient on each text message to the student so that student and parent receive the same 
message. 
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STAFF MEDIA POLICY 
Employees are not to display any negative information pertaining to PCA, the children, the parents, nor the staff on any 
social networking sites.  Employees are not allowed to post students, their work or any other happenings regarding 
students on their personal social media pages.  School happenings and student pictures must only be posted on official 
school media sites after permission is gained.  

 
 

STAFF-STUDENT RELATIONS 
Employees are prohibited from establishing personal relationships with students that are unprofessional and thereby 
inappropriate.  Examples of unprofessional relationships include, but are not limited to:  

1. Employees fraternizing or communicating with students as if employees and students were peers such as writing 
personal letters, e-mails, or texts.  

2. Texting students about personal matters without following the protocol outlined in the social media/electronic 
media guidelines regarding faculty and staff section of this handbook.  

3. Calling students on cell phones or allowing students to make personal calls to them unrelated to homework, 
classwork, or practice. 

4. Sending inappropriate pictures to students 
5. Discussing or revealing to students personal matters about their private lives or inviting students to do the same 

(other than professional counseling by a school counselor). 
6. Engaging in sexualized dialogue, whether in person, by phone, via internet, or in writing. 

 
 

CLASSROOM/CAMPUS EXPECTATIONS FOR ALL TEACHERS 
1. Reflect the purpose of the school which is to honor God in every class and in every activity. 
2. Cooperate with the PCA School Board and Administration in implementing all policies, procedures, and 

directives governing the operation of the school. 
3. Teach classes as assigned following the scope and sequence of the administration. 
4. Keep proper discipline in the classroom and on campus for a good learning environment. 
5. Maintain a clean, attractive, and well-ordered classroom. 
6. Plan a program of study that, as much as possible, meets the individual needs, interest, and abilities of the 

students, challenging each to do his or her best work. 
7. Employ a variety of instructional aides, methods and materials that will provide for a creative teaching to reach 

the whole child: spiritual, mental, physical, social, and emotional. 
8. Plan through approved channels the balanced classroom use of fieldtrips, guest speakers and other media. 
9. Use homework effectively and responsibly. 
10. Maintain accurate attendance, discipline, and grades for each student. 
11. Keep students, parents, and administration adequately informed of student’s deficiencies and give sufficient 

notice of failure. 
12. Develop and maintain an approved classroom discipline and management plan for the classroom and follow it 

with consistency. 
13. Follow the Matthew 18 plan when dealing with student, parent, or peer conflict. 
14. Know the emergency procedures of PCA. 
15. Maintain a teachable attitude. 
16. Develop and maintain a rapport with students, faculty, and parents by treating with friendliness, dignity and 

consideration. 
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BEHAVIOR OF STAFF MEMBERS 
As a Parkview Baptist Church Ministry, staff members are expected to uphold the doctrines and standards of Parkview 
Christian Academy as articulated in the Bible and in PCA’s Statement of Faith and Code of Conduct in all aspects of their 
lives, both at and away from PCA’s employment and functions.  Staff members must uphold by precept and example the 
highest Christian virtue and personal decorum, serving as a Christian role model in judgment, dignity, respect, and 
Christian living both at and away from PCA.  Staff members must faithfully attend the church where they are a member. 
 
Staff members must be loyal to the leadership of PCA in word and deed.  To ensure orderly operations and provide the 
best possible work environment, PCA expects staff members to follow rules of conduct that will protect the interests 
and safety of all staff members and the organization. 
Although it is impossible to list all forms of behavior that are expected and prohibited of PCA staff members, the 
following lists provide examples of expected and prohibited behaviors.  
 
Staff members are expected to conduct themselves in a Christ-like manner at all times in order to present a good 
personal and ministry testimony.  Expected staff member conduct includes but is not limited to: 

• Treating all members, visitors, and co-workers in a courteous manner; 

• Refraining from behavior or conduct that is offensive or undesirable, or which is contrary to PCA’s best 
interests;  

• Reporting to the leadership any suspicious, unethical, or illegal conduct by co-workers;  

• Reporting to the ministry leadership any suspected or actual violation of PCA’s policies; 

• Reporting to the leadership any threatening or potentially violent behavior by co-workers or visitors; 

• Cooperating with PCA investigations; 

• Complying with all PCA’s policies; 

• Wearing appropriate clothing and jewelry; 

• Performing assigned tasks efficiently and in accordance with instructions;  

• Reporting to work as scheduled and being at the proper place, ready to work, at the assigned starting time;  

• Giving proper advance notice whenever unable to work or report to work on time;  

• Maintaining cleanliness and order in the workplace; 

• Complying with PCA’s Code of Conduct; and 

• Refraining from unauthorized phone usage as outlined above. 

• Maintaining appropriate staff-student relations as outlined above. 
Staff members who deviate from these and other similar forms of expected behavior are subject to discipline, up to and 
including termination. 
 
The following are examples of conduct that is prohibited.  Staff members engaging in such conduct or similar conduct, as 
determined by the ministry leadership will be subject to discipline, up to and including termination of service: 

• Stealing, destroying, defacing, or misusing PCA’s property; 

• Falsifying or altering any PCA record or report, such as an employment application, personnel record, 
membership record, counseling record, or invoice; 

• Engaging in any form of homosexuality, fornication, adultery, physical affair, transvestitism, bestiality, deviant 
gender identity, or any other deviant sexual behavior as determined by PCA leadership; 

• Possessing, distributing, selling, transferring, or using alcohol, tobacco, or illegal drugs;  

• Using profanity, vulgarity, or abusive language; 

• Engaging in or threatening acts of workplace, including but not limited to:  
o Possessing firearms, other weapons, explosives or other dangerous materials on PCA property;  
o Fighting or assaulting a co-worker or any other person.  
o Threatening or intimidating a co-worker or any other person. 

• Engaging in any form of sexual or other harassment;  

• Disclosing confidential information of PCA; 

• Misusing PCA’s communication systems, including e-mail, computers, internet access, telephones, or Gradelink; 
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• Refusing to follow leadership or a supervisor’s instructions concerning a PCA-related matter or being 
insubordinate or disrespectful; 

• Failing to follow safety or health rules; 

• Sleeping on the job without authorization; 

• Engaging in gambling; 

• Wearing inappropriate clothing or jewelry, obtaining a new tattoo or inappropriately displaying a previously 
obtained tattoo, or otherwise having an inappropriate personal appearance contrary to school dress code; 

• Engaging in boisterous or disruptive activity in the workplace; 

• Engaging in excessive absenteeism or any absence without notice; 

• Engaging in unauthorized absence from work station during the workday; 

• Violating employment policies; or 

• Unsatisfactorily performing job responsibilities. 
These examples of prohibited behaviors are not intended to be an all-inclusive list.  At PCA’s discretion, any violation of 
PCA’s policies or any conduct considered inappropriate or unsatisfactory may subject the staff member to disciplinary 
action.  
 
 

TERMINATION 
With cause: Contracts may be terminated for just cause at any time by the Principal. Just cause may include, but not 
limited to: 

1.  Insubordination 
2. Acts of immoral, fraudulent, or criminal nature 
3. Failure by the employee to comply with the conditions of the employee contract. 
4. Failure to comply with the policies stated in the FACULTY Handbook. 
5. The employee shall not resign without giving a 60-day written notice prior to expiration of his/her employee 

contract. 
 

 


