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Introduction and Welcome 
 
On behalf of your colleagues, welcome to Round Rock Christian Academy (RRCA).   We wish 
you every success here as you embark on this journey with us.  As a Christian employer, we 
believe that each employee contributes directly to our mission and success, and we hope you will 
take pride in being a member of our quality staff.  One of our objectives is to provide each 
employee with a work environment that is conducive to both personal and professional growth.  
Ours is a Christian ministry into which God calls special people, yet it is also an educational 
program that gives us the opportunity to be Christians without apology and thoroughly 
professional in all we do.    
 
I encourage you to familiarize yourself with the contents of this handbook as soon as possible, 
for it will answer many questions about employment at RRCA.  This handbook is designed to 
not only acquaint you with RRCA as the employer, but will provide you with information about 
working expectations, employee benefits, and many of the policies affecting your employment.  
You should read, understand, and comply with all provisions of this handbook.  
 
No employee handbook can anticipate every circumstance or answer all questions about policy. 
An orientation period should assist you in better understanding expectations and benefits.  RRCA 
does reserve the right to revise, supplement, or rescind any policies or portion of this handbook 
from time to time as it deems appropriate and at its sole and absolute discretion.   Employees 
will, of course, be notified of such changes to the handbook as they occur.   
 
You joined RRCA after completing the application process to examine your qualifications, 
which were necessary for the position you now hold.  Every position at RRCA is important, and 
each requires effort.  All employees are expected to perform duties cheerfully, cooperatively, and 
in a manner that contributes to the growth and development of others as well as satisfying our 
mission.  Although our primary task is education, demands at times can test our commitment to 
that mission.   
 
Our desire is to provide you with a work environment, wages, and benefits that are competitive 
with those offered by similar employers in the area.  The administrative team pledges to be 
supportive and available to you as we work together to serve students who make an impact for 
Christ. I hope that your RRCA employment experience will be rewarding as we educate the next 
generation. 
 

 
Rebecca Blauser 
Head of School 
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HISTORY AND FOUNDATION 

  
Round Rock Christian Academy was formed in 1975 as a Christian preschool.  By 1986, the 
elementary program saw extensive expansion and the high school was added in 1998.  Today, 
Round Rock Christian Academy is well known in the community as a strong academic 
institution built on a solid Christian foundation. Each year, the academic and enrichment 
programs at RRCA are reviewed, supplemented and enhanced to offer students a rich, well-
rounded, and strong educational experience.   
  
ACCREDITATION 
 
Round Rock Christian Academy has dual accreditation through Association of Christian Schools 
International (ACSI), the largest Christian school association in the world, and through Cognia.   
Both accrediting organizations are recognized by the Texas Education Agency as a member of 
the Texas Private Schools Accreditation Association (TEPSAC.) Each member school or college 
retains its individual distinctive and operating independence. 
 
The Early Childhood program at RRCA is accredited by the Association of Christian Schools 
International (ACSI) and Cognia.  As an accredited program, RRCA is exempt from obtaining 
state licensing. RRCA Administration and faculty are committed to monitoring the Early 
Childhood program to ensure that the program is in compliance with state accreditation 
standards.   
 
MISSION STATEMENT 
 
Round Rock Christian Academy is a Christ-centered, college-preparatory school equipping and 
developing students to effectively integrate Biblical truth and academic learning into their daily 
lives to impact their community for Christ. 
 
VISION STATEMENT 
 
Round Rock Christian Academy will be the standard for college-preparatory Christian 
education.  RRCA exists to equip our students to make a kingdom impact for Christ as they 
fulfill God’s eternal purpose for their lives.  In an alliance with parents and the church, we share 
biblical truth and provide excellence in academics from Early Childhood through twelfth grade 
that will enable students to discern, embrace, and promote a Christian worldview.  Knowing and 
witnessing this truth, students will choose to live a productive and purposeful life to affect their 
world for eternity. 
 
PHILOSOPHY OF CHRISTIAN EDUCATION 
 
The purpose of Round Rock Christian Academy is to equip students to perform their life 
ministries.  We seek to develop the attitude of Christ in the spiritual, mental, and physical areas 
of each child.  A primary goal is teaching the principles of God’s Word so that the Holy Spirit 
can instill Godly character in our students and guide them in making wise decisions.  Our role is 
to support the family in leading students to the understanding of God’s creation and His plan for 
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their lives.  We believe that this Christian philosophy of educating the whole child–  
intellectually, physically, and spiritually–produces the Christian leaders of tomorrow. 
Spiritual truth is God’s desire, and it is His plan that academics be the method whereby students 
learn about the world He has made.  Therefore, we provide a sound academic foundation, 
integrating character training and biblical principles into each discipline that we teach.  We 
consistently give praise and honor to God, the Creator and source of all knowledge. 
 
Christian school parents play a vital role in the education process, for you are the primary 
educators.  Parental support for the school is essential in the areas of prayer, finances, and time.  
As partners in education, parents should communicate actively with the school, foster an attitude 
of support and respect, be involved in the educational process, and be aware of the goals and 
philosophy of the school.  By working with families, we hope to show our students how to live 
their lives in a right relationship to God through Jesus Christ. 
  
COVENANT WITH PARENTS 
 
Round Rock Christian Academy commits to partnering with families, but gives parents the 
ultimate responsibility for the education of their children.  Teachers, parents, and students must 
have a common grounding in God’s Word and a common commitment to the work of education.  
In order to serve families with biblical instruction and godly example, the school employs 
administrators, faculty and staff who serve as role models in their Christian walks, their 
professional lives, and their Christian faith.  We not only commit to encourage and better equip 
parents in this profound responsibility through example, but we will also provide tangible ways 
to strengthen their resolve and skills to “train their children in the Lord.” 
 

RRCA CORE VALUES 
 

 Demonstrate the importance of salvation and a personal relationship with Christ. 

 Create an atmosphere that affirms the value and worth of each child in Christ. 

 Empower parents by partnering with them to help each student reach their full 
potential. 

 Discipline in a way that demonstrates value for the child while dealing proactively with 
the behavior. 

 Teach students to be discerning and to learn from a Christian worldview perspective. 

 Equip students to develop the Christian character necessary to govern oneself in every 
aspect of life. 

 Encourage purposeful programs that promote a life of serving others. 

 Develop students to be positive, productive individuals who desire to spread God’s Word 
to others. 
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RRCA STATEMENT OF BELIEFS 
  

 We believe the Bible to be the inspired, the only infallible, authoritative, inerrant Word of 
God (2 Timothy 3:15; 2 Peter 1:21) 

 We believe there is only one God eternally existent in three persons - Father, Son and Holy 
Spirit (Genesis 1:1; Matthew 28:19; John 10:30) 

 We believe in the deity of Christ (John 10:33); His virgin birth (Isaiah 7:14; Matthew 1:23; 
Luke 1:35); His sinless life (Hebrews 4:15; 7:26); His miracles (John 2:11); His vicarious 
and atoning death (1 Corinthians 15:3; Ephesians 1:7; Hebrews 2:9); His resurrection (John 
11:25; 1 Corinthians 15:4); His ascension to the right hand of the Father (Mark 16:19); His 
personal return in power and glory (Acts 1:11; Revelation 19:11). 

 We believe in the absolute necessity of regeneration by the Holy Spirit for salvation 
because of the exceeding sinfulness of human nature and that men are justified on the 
single ground of faith in the shed blood of Christ and that only by God’s grace and through 
faith alone we are saved (1 John 3:16-19; 5:24; Romans 3:34; 5:8-9; Ephesians 2:8-10; 
Titus 3:5). 

 We believe in the resurrection of both the saved and the lost, they that are saved unto the 
resurrection of life, and they that are lost unto the resurrection of damnation (John 5:28-
29). 

 We believe in the spiritual unity of believers in our Lord Jesus Christ (Romans 8:9; 1 
Corinthians 12:12-13; Galatians 3:26-28).   

 We believe in the present ministry of the Holy Spirit by whose indwelling the Christian is 
enabled to live a godly life (Romans 8:13-24; 1 Corinthians 3:16; 6:19-20; Ephesians 4:30; 
5:18). 

 We believe that God wonderfully and immutably creates each person as male or female.  
These two distinct, complementary genders together reflect the image and nature of God 
(Gen 1:26-27).   God has uniquely created each person to live their life as He created them, 
male or female, to serve and glorify God in their life. 

 We believe that the term “marriage” has only one meaning:  the uniting of one man and one 
woman in a single, exclusive union, as delineated in Scripture (Gen. 2:18-25).  We believe 
that God intends sexual intimacy to occur only between a man and a woman who are 
married to each other (1 Cor. 6:18; 7:2-5; Heb. 13:4).  We believe that God has commanded 
that no intimate sexual activity be engaged in outside of a marriage between a man and a 
woman. 

 We believe that any form of sexual immorality is against God’s commands (Matt. 15:18-20; 
1 Cor. 6:9-10). 

 We believe that God offers redemption and restoration to all who confess and forsake their 
sin, seeking His mercy and forgiveness through Jesus Christ (Acts 3:19-21; Rom. 10:9-10; 1 
Cor. 6:9-11). 

 We believe that every person must be afforded compassion, love, kindness, respect, and 
dignity (Mark 12:28-31; Luke 6:31).  Hateful and harassing behavior or attitudes directed 
toward any individual are to be repudiated and are not in accord with Scripture nor the 
doctrines of RRCA.  
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RRCA EXPECTED STUDENT OUTCOMES 
 

Spiritual Discerner 

As a spiritual discerner, 
 Realize that all have sinned and are in need of developing a personal relationship with Christ. 
 Grow beyond the initial steps of a personal relationship with Jesus, developing their faith and 

seeking His wisdom in their daily walk. 
 Know biblical standards and be able to discern His truth. 
 Recognize the prompting of the Holy Spirit, realize our lives are a reflection of Christ, and choose 

not to compromise on God’s truth in times of uncertainty. 
 Students will confidently share God’s word and serve as spiritual leaders for others. 

 
Rational and Critical Thinker 

As a rational and critical thinker,  
 Learn creative strategies for resourceful problem-solving. 
 Pursue and apply knowledge using good judgement. 
 Process information as global thinkers who evaluate situations with a Biblical perspective. 
 Collaborate with others using critical thinking skills, displaying tenacity and work ethic, both 

individually and as a team member. 
 Use evidence and reputable research sources to support and respectively defend their faith. 

 
Effective Communicator 

As an effective communicator, 
 Communicate with others using positive verbal and nonverbal skills. 
 Respectfully communicate ideas and opinions with empathy and compassion, considering the 

point of view of others.  
 Use written, verbal, and technology skills to create an effective visual and verbal presentation. 
 Be able to communicate God’s Word and love to others. 
 Become an effective, humble, trustworthy listener. 
 Approach disagreements with humility and prayer. 

 
Lifelong Learner 

As a lifelong learner, 
 Develop learning styles and strategies that work well in the pursuit of knowledge. 
 Apply new information in all stages of life, cultivating their God-given passions and talents. 
 Accept personal strengths and weaknesses; be comfortable with trial and error and constructive 

criticism. 
 Be receptive to wise counsel, seeking quality mentors to help guide decision-making. 
 Pursue a relationship with God by remaining in His Word, and share that knowledge with others. 

 
Compassionate, Faithful Servant Leader 

As a compassionate, faithful servant leader, 
 Honor and respect others, as we are all created in God’s image. 
 Demonstrate good stewardship by providing care and respect for all of His creation. 
 Discern the needs of others, and be willing to serve wherever God calls. 
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ADMINISTRATIVE STRUCTURE 
  

Round Rock Christian Academy is a non-profit, 501(c)(3) Christian school.  RRCA’s mission is 
to provide an academically challenging, college-preparatory Christian education.   
 
 
RRCA BOARD OF DIRECTORS  
 
The RRCA Board of Directors acts as the legislative body in formulating policy for the conduct 
of the school.  The Board is directly responsible for approving the Mission and Vision Statement,  
the policies under which the school operates, the Strategic Plan and overseeing its preparation 
and implementation, hiring the Head of School, the annual operating budget, including tuition 
levels, major capital expenditures, and fundraising programs. The Board is responsible, through 
its oversight, for ensuring that the curriculum and all of the activities of the school conform to 
the Mission Statement and the applicable policies of the school. The Board has delegated to the 
Head of School the authority for the day-to-day operation of the school. 
 

Todd Whitley, Chairman 

Barry Haag, Vice-Chairman 

Russell Agosta 

Alexis Michael 

Susan Oglesbee 

Kenneth Plunk 

Bonnie Sells 

Clint Sonnier 

 
ADMINISTRATIVE TEAM 
 
The Head of School, Becky Blauser, manages the day-to-day operation of the school, including 
the hiring of faculty and staff.  Mrs. Blauser graduated from the University of Maryland, earning 
a Bachelor’s of Science in Secondary Education/Social Studies, and also has a Master’s Degree 
in Educational Leadership from Concordia University.  Mrs. Blauser began her teaching career 
in 1986 at Richard Montgomery High School in Rockville, Maryland.  Upon moving to Texas, 
Mrs. Blauser was the Customer Service Manager for Trimble Navigation.  Beginning in 1994, 
she served as the Children’s Director of Central Baptist Church.  She has served at the Academy 
since 1999, formerly as the Secondary Principal, Athletic Director and Guidance Counselor.  She 
holds a Superintendent Certification from the Association of Christian Schools International. 
 
Tiffany Jaksch is the Secondary Principal at RRCA, providing leadership and oversight to the 
Secondary program.  Mrs. Jaksch graduated from the University of Houston in Victoria with a 
Bachelor’s Degree in Humanities, and has a Masters in Educational Leadership from Concordia 
University.  She has taught in both public and private education since 2000, and joined the 
RRCA faculty in 2006.  Mrs. Jaksch has earned a Secondary Principal Certification from ACSI. 
 



RRCA Faculty/Staff Handbook 2021-22  7 
 

Adora Matangira is the Elementary Principal at RRCA, providing leadership and oversight to the 
Elementary program.  Mrs. Matangira received a Bachelor of Science in Biology and Secondary 
Education from Queens University of Charlotte, a Master’s degree in Educational Leadership 
from Concordia University-Portland, and a Principal Certification in Educational Administration 
from Lamar University.  She has served in both public and private schools since 2008 as teacher, 
instructional technology specialist, department chair, and other administrative roles.    
 
Kelly Counts is the Early Childhood Principal at RRCA, providing leadership and oversight to 
the Early Childhood program.  Mrs. Counts holds both a Bachelor’s and Master’s Degree from 
East Texas State University.  She has taught in both public and private education since 1992, and 
joined the RRCA staff in 2003 as a faculty member.  Mrs. Counts holds an ACSI Elementary 
Principal Certificate.   
 
Dan Headley joined the RRCA staff in 2010 as the Athletic Director.  Coach Headley began 
coaching and teaching in Central Texas in 1996.  He holds an Athletic Director certification from 
ACSI and oversees all of the athletic programs from 5th-12th grades.  Coach Headley has a 
Bachelor’s of Science in Biblical Studies from Emmaus Bible College and received his teaching 
credentials in Physical Education at the University of Northern Iowa.   
 
Julie Grosser joined the RRCA staff in 2004 and is the Director of Operations.  Julie is 
responsible for assisting administration with reports, publications, communication and 
technology needs.  Mrs. Grosser earned her Bachelor’s Degree in Elementary Education from 
The University of Texas in 1990. 
 
This administrative team considers it a pleasure and a privilege to serve the students, teachers 
and parents of Round Rock Christian Academy.  Please do not hesitate to let them know how 
they can improve service to you and your family. 
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EMPLOYMENT POLICIES 
 
This handbook is intended to serve as the guide for the relationship between RRCA and its 
employees.   The procedures, practices, policies, and benefits described may be modified or 
discontinued from time to time.  RRCA will make every attempt to inform you of substantive 
changes as they occur. 
 
AT-WILL EMPLOYER STATEMENT 
 
Neither this handbook nor any other RRCA document confers any contractual right, either 
expressed or implied, to remain in the Academy’s employ.  Nor does it guarantee any fixed terms 
and conditions of your employment.  Employment is not for any specific time and may be 
terminated at will, with or without cause and without prior notice, by the Academy or you may 
resign for any reason at any time.  See “Separation of Employment” for terms of notice period 
requested.  No supervisor or other representative of the Academy except the Head of School has 
the authority to enter into any agreement for employment for any specified period of time, or to 
make any agreement contrary to the above.  All agreements between RRCA and its staff must be 
made in writing to be valid and binding on either party. 
 
EQUAL OPPORTUNITY EMPLOYER 
 
RRCA is an equal opportunity employer and does not discriminate in employment on the basis 
of race, color, sex, national origin, disability, or age. Employment decisions such as recruitment, 
hiring, training, promotion, layoff, recall, compensation and benefits, discipline, termination, and 
professional development are subject to the mission of RRCA and are based on an individual's 
qualifications, merit, and performance. As a Christian school we reserve the right to prefer 
employees or prospective employees on the basis of religion. All employees must adhere to our 
Statement of Beliefs and support our mission, vision and values. 
 
ETHICS AND CONDUCT 
 
The successful operation and reputation of RRCA is built upon the principles of fair dealing and 
ethical conduct of our employees. Our reputation for integrity and excellence in education 
requires careful observance of the spirit and letter of all applicable laws and regulations, as well 
as a scrupulous regard for the highest standards of conduct and personal integrity among our 
employees. Our continued success is dependent upon our reputation and we are dedicated to 
preserving that. Employees owe a duty to the employer, our students, their families, and our 
supporters to act in a way that will merit their continued trust and confidence. We will comply 
with all applicable laws and regulations and expect the Board, administrators, and employees to 
conduct business in accordance with the letter, spirit, and intent of all relevant laws and to refrain 
from any illegal, dishonest, or unethical conduct. In general, the use of good judgment, based on 
high ethical principles, will guide RRCA. If a situation arises where it is difficult to determine 
the proper course of action, the matter should be discussed openly with your immediate 
supervisor and, if necessary, with the Head of School for advice and consultation. 
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EMPLOYMENT OF RELATIVES 
 
Members of an employee’s immediate family will be considered for employment on the basis of 
their qualifications.   
 
PERSONAL RELATIONSHIPS IN THE WORKPLACE 
 
The employment of relatives or the employment of individuals involved in a dating relationship 
may cause serious conflicts and problems with favoritism and employee morale.  In addition to 
claims of partiality in treatment at work, personal conflicts from outside the work environment 
can be carried over into day-to-day working relationships.  An employee cannot report directly to 
a family member as their supervisor.  For purposes of this policy, a relative is any person who is 
related by blood or marriage, or whose relationship with the employee is similar to that of 
persons who are related by blood or marriage.  A dating relationship is defined as a relationship 
that may be reasonably expected to lead to the formation of a level of intimacy inappropriate for 
a workplace environment. 
 
OUTSIDE EMPLOYMENT  
 
Employees may have employment other than their employment at RRCA as long as they meet 
the performance standards of their job with RRCA.  Employees should consider the impact other 
employment might have on their health and physical well-being.   All employees will be judged 
by the same performance standards and will be subject to RRCA’s scheduling demands, 
regardless of any existing outside work commitments. 
 
Employees are required to disclose to their supervisor any situation that creates a potential 
conflict of interest with proper discharge of assigned duties and responsibilities or creates a 
potential conflict of interest with the best interests of RRCA.  If RRCA determines that an 
employee’s outside work interferes with their performance or their abilities to meet the 
requirements of RRCA, the employee may be asked to terminate the outside employment if he or 
she wishes to remain employed by RRCA.  Any staff or faculty should disclose any employment, 
including consulting relationships outside of RRCA, and obtain written approval from the Head 
of School. 
 
If an employee questions whether an action or proposed employment would create a conflict of 
interest, he or she should immediately contact  administration to obtain advice on the issue.  The 
purpose of this policy is to protect employees from any conflict of interest that might arise.  A 
violation of this policy will result in immediate and appropriate corrective action, up to and 
including immediate termination. 
 
DISCRIMINATION AND HARRASSMENT 
 
Discrimination or harassment on the basis of race, color, sex, religion, national origin, age, 
disability status, citizenship status, membership or application for membership in a uniformed 
service, or participation in protected activity as defined by applicable law will not be permitted 
or condoned.  Slurs or insults related to those characteristics are wholly inappropriate and violate 
the Equal Employment Opportunity Policy, and may also violate Title VII of the Civil Rights 



RRCA Faculty/Staff Handbook 2021-22  10 
 

Act of 1964, the Age Discrimination in Employment Act of 1967, the Americans with 
Disabilities Act of 1990, the Uniformed Services Employment and Reemployment Act of 1994, 
the Texas Commission on Human Rights Act, or other applicable laws. 
 
Certain types of conduct intended to be inoffensive social exchanges might be perceived as 
offensive and may be used as a basis for a harassment claim on any of the above grounds.  Such 
conduct does not necessarily violate the law or this policy.  Rather, employees should be aware 
that certain conduct holds the potential for supporting claims of harassment even though no 
offense was intended.  Comments (including through email) or conduct that might be perceived 
as offensive are to be strictly avoided.  
 
Reporting an Incident of Harassment, Discrimination or Retaliation 
 
RRCA strongly urges the reporting of all incidents of discrimination, harassment or retaliation, 
regardless of the offender’s identity or position.  Individuals who believe they have experienced 
conduct that they believe is contrary to RRCA’s policy or who have concerns about such matters 
should file their complaints with the Head of School before the conduct becomes severe or 
pervasive. 
 
Early reporting and intervention have proven to be the most effective method of resolving actual 
or perceived incidents of harassment.  Therefore, while no fixed reporting has been established, 
RRCA strongly urges the prompt reporting of complaints or concerns so that rapid and 
constructive action can be taken.  RRCA will make every effort to stop alleged harassment 
before it becomes severe or pervasive, but can only do so with cooperation of its 
staff/employees. 
 
The availability of this complaint procedure does not preclude individuals who believe they are 
being subjected to harassing conduct from promptly advising the offender that his or her 
behavior is unwelcome and requesting that it be discontinued. 
 
RRCA will not retaliate against any individual for filing a complaint or making a report (or for 
providing information in good faith) and will not knowingly permit retaliation by its employees.  
Any individual who feels he or she is being subjected to retaliation for making a harassment 
complaint or participating in a harassment investigation should report the matter as designated 
above. 
 
Investigation of Harassment 
 
Round Rock Christian Academy’s policy is to investigate each complaint promptly and to keep 
complaints and the result of the investigation confidential to the fullest extent possible and 
consistent with an effective investigation.  If an investigation confirms that a violation of this 
policy has occurred, the appropriate corrective action, including disciplinary measures 
commensurate with the severity of the offense, will be taken.   In investigating complaints of 
harassment and retaliation under this policy, RRCA may impose corrective action for 
inappropriate conduct without regard to whether the conduct constitutes a violation of the law 
and even if that conduct does not rise to the level of violation of this policy.  RRCA will advise 
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interested parties of the outcome of the investigation, although not necessarily provide all the 
details of the actions taken to maintain a harassment-free environment.  If the employee is not 
satisfied with the results of the investigation or the response to the report of harassment or 
retaliation, the employee should make a full report of the concerns (including the original 
complaint and the concerns about the response) to the next higher level of administration  No 
employee should ever be afraid to take good concerns about harassment, retaliation or 
failure to respond to any report to a higher level of school authority. 
 
GRIEVANCE PROCESS 
 
Complaints concerning any violation or possible violation of the discrimination or harassment 
policy should be reported immediately to a supervisor. If an employee believes that a complaint 
of this nature has not been, or cannot be, addressed by the supervisor, for any reason, he or she is 
urged and encouraged to contact the Head of School.  If an employee believes that a complaint of 
this nature has not been, or cannot be, addressed by the supervisor or the Head of School, for any 
reason, he or she is urged and encouraged to contact the Chair of the Education Committee of the 
RRCA School Board who may take it to the Board if deemed necessary. 
  
No employee who reports an alleged violation of this policy in an appropriate manner will be 
subject to an adverse employment action because of the complaint.  The employer recognizes, 
however, that false accusations of harassment or other unlawful behavior can be damaging to an 
accused employee and disruptive to operations.  Thus, knowingly made false accusations may 
constitute misconduct for which disciplinary action, up to, and including, termination of 
employment, may be imposed. 
 
RRCA promptly and thoroughly investigates all complaints of harassment or other violations of 
this policy to determine whether improper conduct has occurred.  All employees are expected to 
cooperate fully with and assist in any investigation.  The confidentiality of all complaints will be 
maintained to the extent possible while allowing a full and fair investigation.  All reasonable 
steps will be taken during the investigation to protect the privacy of, and minimize suspicion 
toward, all parties concerned. 
 
SEPARATION OF EMPLOYMENT AND REINSTATEMENT 
 
It is the policy of RRCA to approach termination with fairness, both to the employee and the 
company.   Employees of the Academy who leave in good standing may be eligible for re-
employment.  RRCA reserves the right not to rehire former employees, including those who 
resigned without adequate notice, or who were dismissed for unsatisfactory performance or 
conduct for any reason, or for any other reason or no reason at all. 
 
Below are examples of some of the most common circumstances under which employment is 
terminated: 
 

a. Voluntary Termination is an employment termination initiated by an employee who 
chooses to resign from or leave RRCA voluntarily.  A two-week written notice is 
requested of the employee in the event of voluntary termination and a four weeks’ notice 
is requested from those in administration. 
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b. Involuntary Termination is an employment termination initiated by RRCA.  The 

Academy reserves the right to terminate the employment of any employee for conduct 
that it deems to be detrimental to the productive, efficient, safe, and harmonious 
operations of the Academy. 

 
c. Lay-off is an involuntary termination initiated by RRCA for business reasons. 
 
d. Retirement is a voluntary resignation from active employment status initiated by the 

employee. 
 
Exit Interview:  An exit interview may be conducted by administration following termination of 
employment.  Issues such as the reason for leaving, satisfaction with supervision, working 
conditions, and pay and benefits will be discussed during the exit interview.   
 
Involuntary Termination:  When administration believes that it is necessary to terminate the 
employment of an employee, the following procedures shall apply: 
 

1. Administration must notify the Business Office that the employment of an employee has 
been terminated as soon as it is reasonably possible. 

2. On the final day of employment, all keys, identification cards, and other school property 
must be submitted to the Business Office. 

3. If an employee is laid off, discharged, fired, or otherwise involuntarily separated from 
employment, the final pay is due within six (6) calendar days of discharge. If the 
employee quits, retires, resigns, or otherwise leaves employment voluntarily, the final 
pay is due on the next regularly-scheduled payday following the effective date of 
resignation. 

 
CONFIDENTIALITY AND NON-DISCLOSURE 
 
All RRCA records and information relating to RRCA, its students, student’s families, faculty or 
staff are confidential and employees must, therefore, treat all matters accordingly.  Employees 
must ensure that information about our students and operations is held in confidence to protect 
the welfare and interests of students and/or employees or RRCA.  No RRCA or RRCA-related 
information, including without limitation, documents, notes, files, records, oral information, 
computer files or similar materials (except in the ordinary course of performing duties on behalf 
of RRCA) may be removed from RRCA’s premises without permission from the Head of 
School.  Additionally, the contents of RRCA’s records or information otherwise obtained in 
regard to business may not be disclosed to anyone, except where required for business purpose.  
Employees must not disclose any confidential information, purposefully or inadvertently through 
casual conversation, to any unauthorized person inside or outside the Academy.  Employees who 
are unsure about the confidential nature of specific information must ask administration for 
clarification.  Employees will be subject to appropriate correction action, up to and including 
dismissal, for knowingly or unknowingly revealing information of a confidential nature. 
 
Any and all inquiries by members of the media concerning RRCA, its students, or employees 
should be referred to the Head of School.  Furthermore, except with permission from or upon 
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instruction from the Head of School, employees may not initiate contact with the media 
concerning the Academy’s operations (including its services, policies, and procedures), its 
students, or its employees.  Distribution of information from the online family directory to 
persons not affiliated with the school is expressly prohibited. 
 
HIPAA 
 
The separate HIPAA compliance and notice of privacy practices policy can be found on the 
Faculty/Staff page on the website with all the employee benefits documentation  
(http://www.rrca-tx.org/login). 
 
WHISTLEBLOWER POLICY 
 
The Whistleblower Policy can be found as an addendum to this Faculty/Staff Handbook.
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EMPLOYMENT STATUS AND RECORDS 

 
JOB DESCRIPTIONS 
 
RRCA makes every effort to create and maintain accurate job descriptions for all positions. 
RRCA maintains job descriptions to aid in orienting new employees to their jobs, identifying the 
requirements of each position, establishing hiring criteria, and setting standards for performance 
evaluations.  Existing job descriptions are reviewed and revised in order to ensure that they are 
up to date. Job descriptions may also be rewritten periodically to reflect any changes in the 
position's duties and responsibilities.  The Head of School approves job descriptions or revisions.  
All employees will be expected to help ensure that their job descriptions are accurate and current, 
reflecting the work being done.  If there is something in a job description that employees do not 
understand, they should call it to the attention of their immediate supervisor. If parts of the job 
are not explained in the description, that should also be reported to a supervisor. 
 
Employees should remember that job descriptions do not necessarily cover every task or duty 
that might be assigned, and that additional responsibilities may be assigned as necessary. Contact 
your supervisor if you have any questions or concerns about your job description. 
 
EMPLOYEE CATEGORIES 
 
It is the intent of RRCA to clarify the definitions of employment classifications so that 
employees understand their employment status and benefits eligibility.  These classifications do 
not guarantee employment for any specified period of time unless bound by contract.  
Accordingly, the right to terminate the employment relationship at any time is retained by both 
the employees and the employer.  Each position is designated as either Non-Exempt or Exempt 
according to the federal (Fair Labor Standards Act) and state wage and hour laws.   
 
Non-Exempt employees are entitled to overtime pay under the specific provisions of federal and 
state laws. Employees working overtime must have approval prior to working those hours.  
Depending on the area of service, the hours of work for non-exempt employees depend on the 
job description.  Meal periods of 30 minutes are provided for each non-exempt employee and 
must be taken no more than five hours after the beginning of the employee’s shift.  Employees 
are not required to remain on campus for lunch.  Accurate records of time are required for 
non-exempt employees. 
 
Exempt employees are excluded from specific provisions of federal and state wage and hour 
laws including overtime pay.  In addition to the above categories, each employee will belong to 
one other employment category: 
 

 Full-time: This classification applies to faculty members who are hired for an academic 
year.   The specifics of a faculty member’s position are set forth in a written document 
between the Academy and that faculty member.  The Full-time classification also applies 
to all administrative, hourly, and salaried staff members who work at least an average of 
thirty (30) hours per week.  Full-time staff employees are employed on an at will basis. 
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 Part-Time:  Any employee who is hired for a period of time and who works less than an 

average of thirty (30) hours per week is considered to be a Part-time employee.  Part-time 
employees are employed on an at will basis. 
 

 Temporary:  For some functions and during certain seasons, RRCA may hire temporary 
employees.  A temporary employee is one who is hired to fill a position for only a 
specific, known duration. 
 

 Independent Contractors:  For specific and specialized services, RRCA may contract 
with independent contractors.  These are individuals or entities that perform certain 
services for the company on an as needed basis and who, among other things, exercise 
control over the services performed and the manner in which those services are 
performed.  Independent contractors are not employees of the school.  Independent 
contractors must meet IRS definitions. 

 
JOB CLASSIFICATIONS 
 
The following job classifications have been identified for the purpose of Round Rock Christian 
Academy job position assignment. 
 
Administration:  Administrators are employees that are exempt due to the nature of their job.  
The duties of Administration focus on both the operational and educational needs at RRCA.   
 
Administrative Support Staff:  Administrative Support Staff are employees that report directly 
to Administration.  The duties of Administrative Support Staff focus on the operational needs of 
RRCA.  They may be exempt due to the administrative duties of their job position or paid hourly 
based on schedule.   
 
Teacher:  Teachers are employees that are certified to teach either by the State of Texas and/or 
by ACSI.  The duties of Teachers focus on the educational needs of the Academy students.  They 
are exempt employees by the professional exemption.   
 
Teacher Aide I:  Teacher Aide I are employees that perform duties that directly support a 
classroom teacher.  They are identified by their additional years of experience and ability to 
manage students if a teacher must be absent for a period of time during the school day.   
 
Teacher Aide II:  Teacher Aide II are employees that perform various duties to support either a 
classroom teacher or general campus needs.  They may be identified Teacher Aide II due to 
limited classroom experience, therefore they are not required to oversee students alone.   
 
Substitute Teacher:  Substitutes are employees that are not employed based on a set schedule.  
These employees are called in on an intermittent based and may accept or decline the assignment 
on a day to day basis.   
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Seasonal/Coach:  Employees that are hired for a specific season that is dictated by the months of 
the year a sport is played or a specific time of year that a short term job must be accomplished.   
 
Extended Care Staff:  Extended Care Staff are those employees that are hired specifically to 
oversee students before or after the school day and in certain instances provide support to 
Teacher Aides.    
 
RECRUITMENT AND SELECTION 
 
Round Rock Christian Academy’s leadership position in the community demands that 
recruitment be conducted in a manner to attract top caliber faculty and staff to fill positions at all 
levels of the organization.  Some positions may be filled by employee transfer or promotion 
within the Academy while other positions will be assigned to new employees who are recruited 
or who apply directly to the Academy.  Recruitment will be conducted through a variety of 
methods, including, but not limited to, online notifications of available positions and soliciting 
employee referrals.  All recruitment will be conducted in an ethical, professional, and non-
discriminatory manner. 
 
It is RRCA’s policy to check applicant references before extending an offer of employment to an 
applicant.  The Academy seeks authorization from all applicants prior to performing such 
reference checks.  Information provided by an applicant’s references is used as supplemental 
information during the hiring decision.  Following the termination of employment, the 
information will be retained for three years. 
 
An offer will be made in writing and upon acceptance, the letter should be signed and returned to 
RRCA.  Offer letters will include, but are not limited to the title, compensation, start date, 
general information about benefits, and at-will language. 
 
Once an applicant has accepted the employment offer from the Academy, he or she will be 
required to provide documentation establishing identity and employment eligibility in 
accordance with federal law including completion of an I-9 form within the first three days on 
the job showing proof of eligibility to work in the United States. 
 
The Business Office is responsible for obtaining completed pre-employment forms from all new 
hires, and for providing benefit information and enrollment forms to all employees. 
 
 
EMPLOYMENT EXPECTATIONS 
 
The RRCA Faculty/Staff Handbook details the expectations of faculty and staff at RRCA.  All 
faculty and staff are subject to criminal background checks upon employment with RRCA.  New 
employees must also complete a Form I-9 and provide the necessary corresponding 
documentation. 
 
Faculty and staff may be employed, from time to time, on a part-time, temporary, or substitute 
basis, at the discretion of the Academy on a day-to-day or interim basis.  Part-time, temporary, or 
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substitute faculty and staff shall have no expectations of continued employment, stated, or 
implied beyond the terms of their specific day-to-day or interim assignments. 
 
The policies and procedures for dispute resolution between a faculty member and RRCA are 
contained in the Faculty and Staff Handbook and are incorporated herein as if fully set forth and 
copied at length. 
 
REFERENCE REQUESTS 
 
All inquiries regarding a current or former RRCA employee must be referred to the Head of 
School.  In response to an outside request for information regarding any current or former RRCA 
employee, the administrator will verify the employee’s name, dates of employment, and job title.  
No other data or information regarding any current or former RRCA employee, or his/her 
employment with RRCA, will be given unless the employee authorizes RRCA to furnish this 
information or RRCA is required by law to provide information.  RRCA is released from any 
liability in connection with any information provided regarding past employment.  If an 
employee lists RRCA administration as a reference for future employment, the employee must 
notify administration in advance. 
 
PERFORMANCE MANAGEMENT AND CORRECTIVE ACTION 
 
In order to attract and retain a highly qualified and competent work force, RRCA has instituted a 
performance management program to manage employees in a fair and equitable manner based 
upon demonstrated job performance. 
 
Faculty will receive a performance review annually.  If an employee’s job responsibilities change 
substantially at any time after the annual work review, however, another may be performed 
before the next annual review, after the new assignment has begun. 
 
Corrective Action:  All employees are expected to meet Academy expectations and standards in 
the performance of all aspects of their job duties.  If an employee’s performance or conduct does 
not meet Academy expectations and standards, RRCA will use a positive performance 
management and progressive corrective action approach whenever possible to motivate 
employees to participate directly in the resolution of such situations.  When circumstances 
warrant, administration may decide, in its sole discretion, that some or all of the steps in the 
performance management process not be followed and that immediate corrective action, 
including termination of employment is necessary based on the totality of circumstances.  
Employment with RRCA is at will, and either the employee or the Academy may terminate the 
employment relationship at any time, with or without notice. 
 
The intent of corrective action is to formally document problems while providing the employee 
with a reasonable time within which to improve performance.  The process is designed to 
encourage development by providing employees with guidance in areas that need improvement 
such as poor work performance, attendance problems, personal conduct, general compliance with 
the Academy’s policies and procedures and/or other corrective problems. 
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 The Performance Management process may start with a verbal warning or conversation 
about needed improvement and is generally followed by a written notice to provide 
areas of concern and suggestions for improvement.  The employee may be asked to 
sign a Performance Improvement Plan (PIP).  
 

 In addition to signing the form, the employee will be allowed to add his/her comments to 
the PIP form for inclusion in the employee’s Personnel file, with a copy to the supervisor 
conducting the counseling. 
 

 If the employee refuses to sign the form, a second person at the supervisory level shall 
witness that the employee refused to sign and was given a copy of the PIP.  The 
employee should be given the opportunity to note his/her perspective regardless of 
whether or not the employee signs the Improvement Plan. 
 

 If after written notice the employee does not make satisfactory improvement, 
administration may begin termination proceedings. 

 
PERSONAL DATA 
 
The Business Office maintains the personnel files, including employment applications, contracts, 
credentials and certifications, W-4, I-9 and other required payroll paperwork.  To keep personnel 
records up to date, it is extremely important that you notify the Business Office of any changes in 
personal information such as: 
 

 Name and/or marital status 
 Address, telephone number, or email address 
 Number of eligible dependents 
 W-4 Deductions 
 Person to contact in case of emergency 

Performance Evaluations, Performance Improvement Plans, and parent feedback may be stored 
in the Business office, the office of the grade level principal, or Head of School. 

  



RRCA Faculty/Staff Handbook 2021-22  19 
 

EMPLOYEE PAYROLL AND BENEFITS 
 
This section of the handbook provides all employees of Round Rock Christian Academy 
(RRCA) an overview of basic policies, practices, and benefits.  It is not intended to address all 
the possible applications of or exceptions to the general policies and procedures described.  If 
you have any questions concerning eligibility for a particular benefit, or the applicability of a 
policy or practice to you, you should address your specific questions to the Head of School.  
Please remember that this handbook is not a contract of employment. 
 
ANNIVERSARY DATE 
   
The anniversary date for all employees is listed in RenWeb. 
 
PAID TIME OFF 
 
All employees are provided with Paid Time Off (PTO) to be used for illness, medical or other 
personal appointments, or vacation time.  PTO requests need prior approval from administration, 
and may not be granted the first two weeks of school, the last two weeks of school, or the week 
before or after an extended school break.  Part-time employees are eligible for PTO benefits on a 
prorated basis (see below). 
 
Employee PTO can be requested for a full day or any part of a day in hourly increments.  It is 
strongly suggested that short appointments be taken at the beginning or end of the day, to help in 
obtaining a substitute.  Full day leave is as follows: 
 

Early Childhood 7:30 am – 2:30  pm 
Elementary School 7:30 am – 4:15 pm 
Secondary School 7:30 am – 4:15 pm 

 
Full time 10 month employees (40 hours per week) receive 64 hours of PTO annually.  PTO 
will be prorated for employees who work less than 40 hours per week.  5 days of PTO may be 
carried over; however, the amount of PTO accrued and received annually may not exceed 13 
days. 
 
Full time 11 month employees receive 72 hours of PTO annually.  5 days of PTO may be 
carried over; however, the amount of PTO accrued and received annually may not exceed 14 
days. 
 
Part Time Employees receive a prorated leave amount based on their employment contract and 
will be able to carry over hours equivalent to 5 days of their work typical work day.   
 
Nondiscretionary Leave  
Leave taken for personal or family illness, family emergency, a death in the family, or active 
military service is considered nondiscretionary leave.  Reasons for this type of leave allow very 
little, if any advance planning.   
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Discretionary Leave 
Leave taken at an employee’s discretion that can be scheduled in advance is considered 
discretionary leave. An employee wishing to take discretionary leave must submit a request to 
his or her principal or supervisor at least a week in advance of the anticipated absence. The effect 
of the employee’s absence on the educational program or department operations, as well as the 
availability of substitutes, will be considered by the principal or supervisor. 
 
The restricted days that are unavailable for Discretionary Leave are: 

• Scheduled Staff Preparation Days 
• Professional Development/Early Release Days 
• The first two weeks of school and the last two weeks of school 
• The first five days and last five days of any semester 
• The day immediately preceding or following a School Holiday 
• The week before or after an extended School Holiday 
• Days scheduled for Annual Achievement Testing 

 
Discretionary Leave may not be taken for more than 5 consecutive workdays except in 
extenuating circumstances as determined by the Head of School. 
 
Leave Proration 
Leave does not accrue while an employee is on unpaid leave to include disability leave that they 
are not in paid status from RRCA.   
 
If an employee separates from employment with RRCA before his or her last duty day of the 
year, or begins employment after the first duty day, PTO will be prorated based on the actual 
time employed.  When an employee separates from employment before the last duty day of the 
school year, the employee’s final paycheck will be reduced by the amount of PTO used beyond 
his or her pro rata entitlement for the school year. 
 
Use of Leave in Excess of Available 
If an employee takes PTO in excess of the amount earned, the employee’s pay will be deducted 
for the time missed based on their per hour rate. 
 
ABSENCE NOTIFICATION 
 
To receive authorization for any leave of absence, an employee must use the online PTO 
Tracking system.  This system will submit the request to the supervisor as well as the substitute 
coordinator.  
 
Employees who are unable to report to work due to personal illness or injury must contact the 
Substitute Coordinator as soon as possible.  Employees must follow this procedure on each day 
that they will be unable to work unless other arrangements are made with administration.  If an 
employee becomes sick or injured during the day, the immediate supervisor must be notified 
before the employee leaves the work site.  Failure to follow these procedures may result in 
treatment of the day as an unapproved absence and will result in corrective action. 
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If an employee fails to call in or report for two consecutive workdays, including weekends, and 
no other prior notification arrangements have been made, this will be considered job 
abandonment. 
 
RRCA reserves the right to require a satisfactory statement from a licensed physician whenever 
an employee misses work due to an illness, injury, or disability.  The information required may 
include the beginning and ending dates of the illness and/or the employee’s ability to return to 
work without endangering his/her own safety or the safety of others.   When requested, such 
verification and releases may be a condition to receiving sick leave benefits or returning to work.  
Although a physician’s statement will normally not be requested for absences less than three 
working days, RRCA may request such a statement in situations where it determines it is 
warranted. 
 
HOLIDAYS FOR FULL-TIME EMPLOYEES 
 

Labor Day       Good Friday  
Thanksgiving Day     Memorial Day  
Friday after Thanksgiving Day   July 4th (12 month employees only) 
Christmas Eve and Christmas Day    
New Year’s Day      
     

From time to time, administration may designate other days as paid days off in any given year.  
Those additional days are valid only in the year issued and are separate and distinct from the 
above holiday list. 
 
BEREAVEMENT LEAVE 
 
In the event of a death in the immediate family, a leave of absence of three (3) working days with 
pay will be granted (additional days may be granted under extenuating circumstances).  The days 
should be taken consecutively within a reasonable time period. 
 
For this purpose, immediate family is defined as:  spouse, child, parents (including in-laws), 
grandparents, or siblings.  Additional time may be granted at the discretion of the Head of 
School, if warranted by unusual circumstances.  An employee may also use personal leave for 
this purpose. 
 
JURY DUTY 
 
To fulfill civic obligations, a leave of absence for jury duty will be granted to any full-time 
employee who has been notified to serve.  During this leave, employees will be compensated by 
payment of an amount equal to their regular salary. An employee on jury duty is expected to 
report to work on the day he/she is excused from jury duty.  Jury duty pay may be limited to a 
maximum of 40 hours. 
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Upon the employee’s return, the employee should provide a signed Certificate of Jury Service 
indicating the number of days served with their attendance record. 
 
If the jury falls at a time when the employee cannot be away from work, the Academy may 
request that the employee request from the court a postponement or rescheduling of jury duty. 
 
FAMILY AND MEDICAL LEAVE ACT (FMLA) 
 
For the purposes of FMLA, RRCA uses the fiscal year (July-June) to measure the 12 month period.   
Employees can contact the HR Department with any questions. 
 
The following text is from the federal notice, Employee Rights and Responsibilities Under the Family 
and Medical Leave Act.  
 
Basic Leave Entitlement:  The FMLA requires covered employers to provide up to 12 weeks of 
unpaid, job-protected leave to eligible employees for the following reasons:  

 For incapacity due to pregnancy, prenatal medical care or child birth;  
 To care for the employee’s child after birth, or placement for adoption or foster care;  
 To care for the employee’s spouse, son or daughter, or parent, who has a serious health 

condition; or  
 For a serious health condition that makes the employee unable to perform the employee’s 

job.  
 
Military Family Leave Entitlements:  Eligible employees with a spouse, son, daughter, or 
parent on active military duty and deployed to a foreign country may use their 12-week leave 
entitlement to address certain qualifying circumstances. Qualifying circumstances may include 
attending certain military events, arranging for alternative childcare, addressing certain financial 
and legal arrangements, attending certain counseling sessions, and attending post-deployment 
reintegration briefings.   The FMLA also includes a special leave entitlement that permits 
eligible employees to take up to 26 weeks of leave to care for a covered service member during a 
single 12-month period. A covered service member is a current member of the Armed Forces, 
including a member of the National Guard or Reserves, who has a serious injury or illness 
incurred in the line of duty on active duty that may render the service member medically unfit to 
perform his or her duties for which the service member is undergoing medical treatment, 
recuperation, or therapy; or is in outpatient status; or is on the temporary disability retired list.  It 
also includes a family member who is a veteran with an illness or injury that occurs in the line of 
duty while on active duty and manifests itself before or after the service member became a 
veteran. The veteran must have been on active duty during the five years preceding the need for 
treatment, recuperation, or therapy.  
 
Benefits and Protections. During FML, the employer must maintain the employee’s health 
coverage under any group health plan on the same terms as if the employee had continued to 
work. Upon return from FML, most employees must be restored to their original or equivalent 
positions with equivalent pay, benefits, and other employment terms.  Use of FML cannot result 
in the loss of any employment benefit that accrued prior to the start of an employee’s leave.  
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Eligibility Requirements. Employees are eligible if they have worked for a covered employer 
for at least one year, for 1,250 hours over the previous 12 months, and if at least 50 employees 
are employed by the employer within 75 miles.  
 
Definition of Serious Health Condition. A serious health condition is an illness, injury, 
impairment, or physical or mental condition that involves either an overnight stay in a medical 
care facility, or continuing treatment by a health care provider for a condition that either prevents 
the employee from performing the functions of the employee’s job, or prevents the qualified 
family member from participating in school or other daily activities. Subject to certain 
conditions, the continuing treatment requirement may be met by a period of incapacity of more 
than 3 consecutive calendar days combined with at least two visits to a health care provider or 
one visit and a regimen of continuing treatment, or incapacity due to pregnancy, or incapacity 
due to a chronic condition. Other conditions may meet the definition of continuing treatment. 
 
Substitution of Paid Leave for Unpaid Leave. Employees may choose or employers may 
require use of accrued paid leave while taking FML. In order to use paid leave for FML, 
employees must comply with normal paid leave policies.  
 
Employee Responsibilities. Employees must provide 30 days advance notice of the need to take 
FML when the need is foreseeable. When 30 days’ notice is not possible, the employee must 
provide notice as soon as practicable and generally must comply with an employer’s normal call-
in procedures.  Employees must provide sufficient information for the employer to determine if 
the leave may qualify for FMLA protection and the anticipated timing and duration of the leave. 
Sufficient information may include that the employee is unable to perform job functions, the 
family member is unable to perform daily activities, the need for hospitalization or continuing 
treatment by a health care provider, or circumstances supporting the need for military family 
leave. Employees also must inform the employer if the requested leave is for a reason for which 
FML was previously taken or certified. Employees also may be required to provide a 
certification and periodic recertification supporting the need for leave.  
 
Employer Responsibilities. Covered employers must inform employees requesting leave 
whether they are eligible under the FMLA. If they are eligible, the notice must specify any 
additional information required as well as the employees’ rights and responsibilities. If they are 
not eligible, the employer must provide a reason for the ineligibility.  Covered employers must 
inform employees if leave will be designated as FML and the amount of leave counted against 
the employee’s leave entitlement. If the employer determines that the leave is not FML, the 
employer must notify the employee.  
 
Unlawful Acts by Employers. The FMLA makes it unlawful for any employer to: interfere 
with, restrain, or deny the exercise of any right protected under the FMLA; discharge or 
discriminate against any person for opposing any practice made unlawful by the FMLA or for 
involvement in any proceeding under or relating to the FMLA.  
 
Enforcement. An employee may file a complaint with the U.S. Department of Labor or may 
bring a private lawsuit against an employer.  The FMLA does not affect any Federal or State law 
prohibiting discrimination or supersede any state or local law or collective bargaining agreement 
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which provides greater family or medical leave rights.  FMLA section 109 (29 U.S.C. § 2619) 
requires FMLA covered employers to post the text of this notice. Regulations 29 C.F.R. § 
825.300 (a) may require additional disclosures. 
 
MILITARY LEAVE 
 
Those who have a job and serve in the military are entitled to a leave from their job in order to 
perform their military duties under the 1994 Uniformed Services Employment and 
Reemployment Act (USERA). This law outlines the employment and reemployment rights of 
those who serve in the military and must take time off from their job in order to do so.  The 
USERA covers those who serve in the Army, Navy, Air Force, Marines and Coast Guard.  The 
act also covers those who serve in the reserve arms of these military branches, along with those 
who serve in the Army National Guard or Air National Guard.  USERA allows those who serve 
in the military to retain their employment rights for a period of five years while on active duty. 
The employee is allowed to return to his job at the same seniority and pay as he had when his 
military service began.  
 
LEAVE OF ABSENCE 
 
Any request for a personal leave of absence must be submitted in writing as far in advance as 
possible.  The decision to approve or disapprove is based on the circumstances, the length of 
time requested, the employee’s job performance and attendance and punctuality record, the 
reasons for the leave, the effect the employee’s absence will have on the work in the department, 
and the expectation that the employee will return to work when the leave expires. 
 
Due to the nature of our business, RRCA cannot guarantee either that an employee’s job will 
remain available or that a comparable position will exist when an employee returns from a 
personal or general leave.  When an employee is ready to return from a leave of absence, RRCA 
will attempt to reinstate the employee to his/her former position or to one with similar 
responsibilities. 
 
If the position or a similar position is not available, the Academy will search for a suitable 
position for 30 days from the date the unpaid leave was to officially end. The employee will not 
be paid for this time.  If the employee has not been placed by the end of this period, he/she will 
be terminated. 
 
EMPLOYEE BENEFITS 
 
Medical Insurance Plan:  RRCA offers a Health Plan to full-time employees.  The employer 
pays a predetermined amount of the monthly premiums and the employee is responsible for the 
remaining portion of the premium. 
 
COBRA:  The federal Consolidated Omnibus Budget Reconciliation Act (COBRA) gives 
RRCA employees and their qualified beneficiaries the opportunity to continue health insurance 
coverage under the RRCA health plan when a "qualifying event" would normally result in the 
loss of eligibility. Some common qualifying events are resignation, termination of employment, 
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or death of an employee; a reduction in an employee's hours or a leave of absence; an employee's 
divorce or legal separation; and a dependent child no longer meeting eligibility requirements. 
 
Under COBRA, the employee or beneficiary pays the full cost of coverage at RRCA group rates 
plus an administration fee.  COBRA provides each eligible employee with a written notice 
describing rights granted under COBRA when the employee becomes eligible for coverage under 
our health insurance plan. The notice contains important information about the employee's rights 
and obligations.  For complete information, refer to the COBRA documentation in the 
addendum. 
 
Retirement Plan:  RRCA has arrangements for employees to be able to contribute to a tax-
deferred retirement plan.  Under the plan, both the employer and each participating employee 
contribute to the RRCA’s 401(k) authorized provider as noted in the plan adoption agreement.  
To participate, the employee must complete the Principal Enrollment Form and submit to Human 
Resources or enroll online.  Online enrollment will result in Human Resources receiving a 
confirmation email from Principal.  Enrollment in the retirement plan authorizes the retirement 
contribution to be payroll deducted.  The employer (RRCA) currently contributes an amount 
equal to .5% for each 1% contributed by the employee, up to a maximum of 2% of the 
employee’s salary on a predetermined vesting schedule.  This amount is subject to change.  All 
employees who meet the job classification criteria and are working a minimum of 1000 hours 
during the plan year are eligible to participate, effective the date of employment. 
 
Workers’ Compensation:  Employees are covered by the Workers’ Compensation Insurance 
Program.  This program provides medical and salary contribution payments to employees and/or 
qualified volunteers who receive bona fide, on-the-job, work-related injuries.  In the event that 
an employee is not released to return to work and is considered to be in an off work status, the 
workers compensation insurance company will begin weekly salary benefit payments as of the 
8th calendar day.  The rate of income benefit payment is designated in the policy.  RRCA has the 
option to supplement the income benefit through regular payroll for the remaining percentage not 
to exceed the 100% of regular pay.  The length of insurance income benefit is determined by the 
case manager and the supplement benefit paid by RRCA is optional.  The State of Texas allows 
employers to define Workers’ Compensation benefits. 
 
Cafeteria Plan (Section 125):  RRCA offers the opportunity for an employee to purchase 
voluntary supplemental insurance (dental, vision, accident, cancer, additional life insurance, etc.) 
coverage through Colonial Life and Principal Life insurance companies.   
 
Social Security:  Employees are covered under Old Age, Survivors and Disability Insurance.  
     
Short Term Disability (STD) is supplied by RRCA to each full time employee.  STD goes into 
effect of the 7th consecutive day that an employee is disabled and may continue for 11 weeks. 
The Short Term Disability provider issues prorated pay to the employee during this time. 
 
Long Term Disability (LTD) is supplied by RRCA to each full time employee.  LTD goes into 
effect on the 12th consecutive week that an employee is disabled.  The Long Term Disability 
provider issues prorated pay to the employee during this time. 
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Life Insurance:  Round Rock Christian Academy provides a minimum of $50,000 life insurance 
policy to each full time employee.  Supplemental insurance is available if desired. 
 
Unemployment:  In accordance with the law, RRCA has unemployment coverage.  
 
Tuition Discounts:  Employees shall receive tuition discounts for their enrolled children as 
approved by the board.  If the employee receives this benefit for their child(ren), they are not 
also eligible for a tuition discount for their grandchild(ren). 
 
PAYROLL PROCEDURES 
 
Payroll is twice a month for the duration of each employee’s contract or employement letter, 
normally on the 15th and the last day of the month.  If eligible, an employee may elect in writing 
on their contract the option to be paid over 12 months.  If an employee chooses the 12 month 
option, the first pay period begins on July 1.   In the event that an employee does not meet the 
contractual date range of the annual contract, the employee will be required to reimburse the 
school for any pre-paid salary.  If payday falls on a weekend or holiday, every attempt will be 
made to precede the date, if possible.  Direct deposit is available and encouraged.  Please see the 
Business Office for information or questions about payroll. 
 
Employees may request to have their children’s tuition payroll deducted.  Please contact Human 
Resources in writing to have this set up.  In addition, registration fees for each upcoming school 
year may be payroll deducted and divided over the February, March, April, and May pay 
periods.   If you would like to have registration fees payroll deducted, please indicate that in 
writing when you complete your children(s) re-enrollment forms each spring. 
 
In the event of a lost paycheck, the Business Office must be notified in writing as soon as 
possible before a replacement check can be issued.  In the event the lost paycheck is recovered 
and the Academy identifies the endorsement as that of the employee, the employee must remit 
the amount of the replacement check to the Academy within 24 hours of the time it is demanded. 
 
PAYROLL DEDUCTIONS AND WITHHOLDING 
 
Every employee must fill out and sign an IRS W-4 on or before his or her first day on the job at 
RRCA.  This form must be completed in accordance with federal regulations.  An employee may 
fill out a new W-4 form annually.  Every employee will receive an annual Wage and Tax 
Statement (W-2) for the preceding year on or before January 31. 
 
The Academy withholds amounts from an employee’s paycheck to comply with the federal, 
state, and local law.  Mandatory deductions will be made from every employee’s gross wages for 
items such as federal income tax, social security tax (FICA), and all applicable local taxes.  In 
addition, when an employee authorizes the Academy to do so, voluntary deductions will be made 
from paychecks for items elected by the employee and approved by the Business Office 
 
If you feel there is a discrepancy on your paycheck, you may submit a written request to the 
Business Office and request a detailed explanation of your salary and deductions.   The Business 
Office will make every effort to respond within 48 hours.   
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GENERAL POLICIES AND INFORMATION 

 
OFFICE STAFF PROFESSIONALISM  
 
The school offices are the hub of RRCA and are to be professional at all times.  There should 
never be any loitering or loud talking in the office areas.  Please refrain from discussing students, 
families, and personal problems in this area.  All interactions, whether over the phone or in 
person, should be courteous, friendly, and welcoming for fellow staff members, students, 
teachers, and parents.  This is a high traffic area, and it is critical that we reflect Christian 
professionalism in this busy space.  This area makes the first impression on our constituency, and 
we need to make sure the impression we strive for is one of respect and service to the public.  
Due to confidentiality issues and Family Education Rights and Privacy Act (FERPA) 
regulations, parents are asked to complete office business visits quickly. 
 
ACCESS TO SCHOOL FACILITIES 
 
The campus building is open from 6:30 a.m. to 6:00 p.m. Monday through Friday.   Most 
Saturdays there is access between 8 am and 8 pm.  All access outside of these hours must be 
previously approved by administration. 
 
ISSUANCE OF KEYS 
 
Building and/or classroom keys are issued by RRCA.   If a key is authorized for your use, you 
will be asked to sign a form stating that you will be responsible to protect the integrity of the 
buildings/classrooms by guarding the use of your key.    Building/classroom keys are returned at 
the end of year and re-issued at the beginning of each year.  Keys to desks and filing cabinets are 
issued and returned to the office each school year.  If you should lose or forget your key, please 
contact the office.   
 
ACCIDENTS AND EMERGENCIES 
 
Maintaining a safe work environment requires the continuous cooperation of all employees.  The 
Academy strongly encourages employees to communicate with fellow employees and 
administration regarding safety issues. 
 
All employees will be provided care, first-aid and emergency service, as required, for injuries or 
illnesses while on RRCA’s premises.  Employees should contact administration and/or 911 in the 
event of an accident or emergency. 
 
If an employee is injured on the job, RRCA provides coverage and protection in accordance with 
Worker’s Compensation Law.  If an injury is sustained while at work, the employee must 
report it immediately to administration, who in turn will notify the school nurse. 
 
Failure to report accidents is a serious matter as it may preclude an employee’s coverage under 
Worker’s Compensation Insurance. 



RRCA Faculty/Staff Handbook 2021-22  28 
 

EMERGENCY CLOSING 
 
In the event of an emergency or weather-related closing, administration will inform faculty, staff, 
and students of school closings via Parent Alert, social media, and email.  Administration will 
closely monitor RRISD and surrounding districts and make the best informed decision for 
closing or modifying school hours due to inclement weather or dangerous road conditions.  Each 
family should also use their best judgment to determine if it is safe to travel to and from school 
from their location. 
 
PERSONAL PHONE USE 
 
While we understand that family obligations make personal cell phones a necessity, we ask that 
you not receive and make personal calls or texts in front of students or during class time.  Make 
your contacts during your planning period.   
 
Please check your email for telephone messages, and notify the receptionist if you are expecting 
an important phone call. 
 
EMAIL AND DEVICE USAGE 
 
Every RRCA employee is responsible for using the electronic mail (email) system properly and 
in accordance with this policy.  The email system is the property of RRCA.  It has been provided 
by RRCA for use in conducting Academy business.  All communication and information 
transmitted by, received from, or stored in this system are Academy records and property of 
RRCA.  As the owner of the email system, RRCA reserves and may exercise the right to 
monitor, access, retrieve, and delete  any information stored in, created, received, or sent over the  
email system, for any reason and without the permission of any employee. 
 
Employees should be aware that deletion of any email messages or files would not truly 
eliminate the messages from the system.  All email messages are stored on a central backup 
system in the normal course of data management. 
 
RRCA’s polices against sexual or other harassment also apply to the email system, and any 
violation of those polices is grounds for discipline up to and including discharge.  Therefore, no 
email messages should be created, sent, or received if they contain intimidating, hostile, or 
offensive material concerning race, color, religion, sex, age, national origin, disability or any 
other classification protected by the law. 
 
In addition to email policies, all content that employees create, use, download, and/or store on 
their RRCA issued devices (laptop, Chromebook, or desktop) is the property of RRCA.  As the 
owner of the technology, RRCA reserves and may exercise the right to monitor, access, retrieve, 
and delete  any information stored in, created, received, or used on the RRCA device, for any 
reason and without the permission of any employee.   This also applies to content created, used, 
and stored within GSuite, Canvas, SeeSaw, Viewsonic, etc. 
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STAFF MEETINGS 
 
Administration may schedule monthly All Faculty/Staff meetings, usually the first Wednesday of 
the first full week of the month.  Elementary and secondary team meetings will be called as 
needed.   Please be present, prompt, and positive at these meetings.  We need this time for 
communication, brainstorming, and problem solving.  Please show your professional courtesy by 
silencing your cell phones, not taking personal calls, texting, grading papers, or holding side 
conversations during these meetings. 
 
CALENDAR ACTIVITIES / PROCEDURES 
 
Timely and effective communication is essential to be informed of all the planned activities at 
RRCA.  All activities must be approved prior to the event by administration and must be placed 
on the activities calendar in the office at least two weeks in advance. 
 
WEEKLY NEWSLETTER 
 
The newsletter is emailed weekly to communicate upcoming events.  Please submit information 
to the office via email at least ONE WEEK in advance.  Please avoid giving last minute notices 
and changes to the office. 
 
STAFF PARKING 
 
During orientation, staff will be given a parking permit.  There are certain areas that are 
designated for faculty/staff parking and certain areas are for church parking only (see 
Faculty/Staff parking map).  Please note that the four rows closest to the front of the 
gym/worship center are reserved for church business.  Cars without parking permits may be 
inadvertently towed.    RRCA will not be responsible for towing fees if a parking permit is not 
displayed. 
 
COPYING PROCEDURES 
 
Employees are expected to comply with the provisions of federal copyright law relating to the 
unauthorized use, reproduction, distribution, performance, or display of copyrighted materials.  
Therefore, we discourage the copying of books as this is a potential violation of copyright laws.  
Students may not use office equipment, including copiers, at any time, for any reason.  If you 
need assistance with copying, please submit to the office at least 24 hours before needed.  
Materials to be copied must be accompanied by a completed Copy Request Form. 
 
LAMINATING PROCEDURES 
 
Any material to be used in conjunction with RRCA may be laminated.  There will be no charge 
to RRCA staff so long as the materials used belong to the school and remains at the school.  The 
laminator is located in the elementary teacher workroom.   Please see the office if you need 
assistance with laminating.  
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TEACHER WORKROOMS 
 
RRCA has two teacher workrooms available as resource areas for teacher preparation.  You will 
find trimmers, construction paper, manila paper, drawing paper, the die cut machine, and general 
office supplies in the teacher workroom.  Butcher paper for bulletin boards is also available on 
the roll in the elementary teacher workroom.  You may use any of these resources, but please 
clean up the area each time you use it.  Extra school supplies/office supplies are kept in the 
teacher workrooms and the admin supply closet.  Please inform the office when an item is 
depleted so we can reorder as needed. Shopping for resources and supplies is done weekly, so be 
sure to plan ahead.  
 
PURCHASING PROCEDURES 
 
The office is responsible for all school purchasing.  You may request office supplies through the 
office, if you do not see it available in the teacher workroom.   Teachers should submit requests 
for purchases in writing to their grade level principals for approval.   
 
For reimbursement of approved purchases, please complete a Request for Reimbursement 
form, attach receipts, and submit them to the Business Office.  Please obtain a tax-exempt form 
from the Business Office before you make your purchases.  Employees will not be reimbursed 
for taxes paid on purchases. 
 
PARENT SUPPORT TEAM 
 
The Parent Support Team has made it their goal to support the teachers and students of the 
Academy in several special ways.  They are also involved with fundraising, coordination and 
planning of special events, and Teacher Appreciation Week.  This organization is quite vital to 
our pursuit of excellence, and we are blessed to have such dedicated parents.  Please make a 
point to thank your representatives as often as possible. 
 
TRANSPORTATION AND VEHICLE USE 
 
Only employees and volunteers with an unrestricted, current driver’s license and who have 
adequate insurance coverage may operate RRCA vehicles or use a vehicle to conduct RRCA 
business.  Any employee or volunteer operating an Academy vehicle must do so in a safe manner 
and abide by the laws of the road.  Employees and volunteers should refrain from using cell 
phones while transporting students.  Any employee operating an Academy vehicle under the 
influence of drugs or alcohol or in an unsafe or negligent manner will be immediately 
terminated.  The Academy has the right to search any Academy vehicle at any time. 
 
Three Terra Transports are available for field trips and sporting events.  Please be advised that 
these vehicles must be checked out at least two (2) weeks in advance through the receptionist.  
Parents or employees who volunteer to be placed on the designated driver’s list must submit 
driver’s license, and proof of insurance and complete a background check in advance of a 
scheduled trip.  Parents who are scheduled to drive children other than their own in their personal 
vehicle must also submit copies of their drivers license and proof of insurance in advance.  
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Extreme caution and careful planning is advised when taking children off-campus.  It is strongly 
advised that each school vehicle have an adult to supervise students in addition to the driver of 
the vehicle. 
 
SCHOOL 15 PASSENGER BUS RULES 
 

1. All drivers must be at least 25 years old to be allowed to drive any school vehicle.  
2. All drivers must complete an approved 15 passenger van driving course before operating the 

vehicle.     
3. Any driver must present the school office with a current drivers license, proof of  insurance, and a 

three year MVR printout and have a completed background check on file prior to the use of any 
bus before he/she can be considered as a driver.   

4. The school reserves the right to refuse the use of a vehicle to anyone making a request. 
5. Vehicle drivers are responsible for filling out the trip log completely and returning the form, clip 

board, and keys to the school office. 
6. After each trip, the driver or sponsor must verify that there are no visible signs of damage on the 

interior or exterior of the vehicle and that the interior is clear of trash or debris. 
7. A vehicle evacuation drill must be completed annually.  

   
BUS BEHAVIOR STANDARDS FOR STUDENTS 
 

1. Students must sit and remain seated during travel. 
2. Each student must have their seatbelt on during travel. 
3. Students must talk quietly during travel. 
4. Students must exit from the front row first in an orderly manner. 
5. Mixed gender should not sit together during night travel. 
6. Students must leave vans clean and ready for the next trip.   
7. Students must be respectful of the driver, passengers, and other travelers.  For the safety of our 

students and the witness of our school, exemplary conduct is expected on every trip.  

 
BUS EVACUATION PLAN 
                    

1. Students will exit the van/bus from the front to the back in single file in an orderly manner.  
Please emphasize to the students that to hear directions, there must be no talking during a drill. 

2. Students will line up in single file at least 100 feet away from the bus/van. 
3. Teacher will call roll and do a head count using the “Red Emergency Binder.” 
4. Make sure the teacher or driver has the van’s first aid kit, the clipboard, and the keys in his/her 

possession. 
5. A verbal command will signal clearance and students may reload. 
6. If there is a real emergency and the vans/bus cannot be used, please follow the additional 

procedures outlined in the CRITICAL RESPONSE PLAN (Red Emergency Binder). 
7. This procedure must be practiced before a field trip.  
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EMPLOYEE CONDUCT 
 
CONDUCT AND WORK RULES 
 
All employees are expected to work together in a cooperative spirit to serve the best interests of 
the school and to be courteous to students, one another, and the public.  Employees are expected 
to observe the following standards of conduct:  

 Recognize and respect the rights of students, parents, other employees, and members of 
the community.  

 Maintain confidentiality in all matters relating to students and coworkers.  
 Report to work according to the assigned schedule.  
 Notify their immediate supervisor in advance or as early as possible in the event that they 

must be absent or late. Unauthorized absences, chronic absenteeism, tardiness, and failure 
to follow procedures for reporting an absence may be cause for disciplinary action.  

 Know and comply with school policies and procedures.  
 Express concerns, complaints, or criticism through appropriate channels.  
 Observe all safety rules and regulations and report injuries or unsafe conditions to a 

supervisor immediately.  
 Use school time, funds, and property for authorized school business and activities only.  

 
All employees should perform their duties in accordance with school policies and procedures, 
and ethical standards. Violation of policies, regulations, or guidelines may result in disciplinary 
action, including termination.  
 
ATTENDANCE AND PUNCUALITY 
 
Administrative Staff Hours:  Administrative staff hours are Monday through Friday, 7:30 a.m. 
until 4:30 p.m. with a lunch break.  Any changes to an employee’s normal working schedule are 
at the discretion of their immediate supervisor or Head of School.  Non-Exempt Employees are 
responsible for filling out a weekly timesheet and submitting it to the Business Office on the first 
day of each weekfor the previous week’s hours.  All time worked, PTO, jury duty, and 
bereavement leave should be documented.  Accurate records of time are required for non-exempt 
employees.  The Faculty Attendance Policy is listed in the next section. 
 
Faculty Hours: Faculty hours are Monday through Friday, 7:30 a.m. until 4:15 p.m. (unless 
otherwise noted on the contract).  Faculty need to be at the classroom door at the first bell in 
order to greet students with a warm and inviting welcome. Classes begin promptly at the bell 
with attendance, pledges,  and prayer.  
 
ATTENDANCE AT DEVOTIONS  

Because keeping a spiritual focus for our staff, school, and families is so vital, we will meet on 
several weekday mornings for a time of Bible devotions, Bible study, and prayer.  Employees 
are required to attend morning devotions or Bible study at least twice per week.  Duties and 
help classes should not interfere with this time. 
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FACULTY ABSENCE POLICY 
 
The absence policy is a provision for sickness for you and your family; however, no one can fill 
the position that God has called you to do.  If you cannot be at work, please call the substitute 
coordinator before 9:00 p.m. the day before you have to be absent or between 6:00 and 6:30 a.m. 
on the day of absence.  If an emergency arises during the day, let administration know as soon as 
possible.  Try to avoid scheduling non-school related activities during school hours except 
for emergencies.  Upon return to school, the employee must complete the appropriate request 
form on Tracksmart.  If you take time off after all your leave has been used, your paycheck will 
be deducted for excess time at your hourly rate. 
 
PROFESSIONAL DRESS AND APPEARANCE 
 
Staff members should always dress in a professional manner, using discretion and modesty.  
Staff should dress appropriate to their working conditions.  Denim jeans are only acceptable on 
Fridays and on field trip days, along with casual shirts or spirit shirts.  Please see the 
addendum for the complete Faculty/Staff Dress Code Handbook.  Because it is very 
uncomfortable to address dress code issues and infractions with employees, administration is 
asking that you set the example for our students by submitting to the professional dress 
standard.   
 
PROFESSIONAL DEVELOPMENT 
 
Round Rock Christian Academy encourages employees to increase their job-related skills and 
knowledge through participation in professional development.  Employees must submit a request 
to administration for approval to attend such conferences or meetings.  The request must identify 
the subject matter of the presentation, how it is job-related, and an estimate of expenses.  At the 
time of approval, RRCA will notify the employee how much RRCA can contribute for 
reimbursement.  The employee may be expected to share some costs.  
 
Two educational CEUs (12 clock hours) and two biblical CEUs (12 clock hours) of documented 
professional training are required annually, in addition to the CEUs for teacher in-service 
training in August.  It is your responsibility to keep your training current as well as submit 
any certificates for your personnel file. 
 
SOLICITATIONS, DISTRIBUTIONS, AND USE OF BULLETIN BOARDS 
 
Solicitations are not to be posted on bulletin boards or in the teacher workroom.  Employees may 
not solicit any other employee during work time.  Please do NOT send mass emails using 
RRCA email to sell, solicit, invite, or otherwise appeal to people to view/see/purchase your 
product or service.  Materials soliciting products or services may not be left in the teacher 
workroom without administrative approval. 
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OPEN DOOR POLICY 
 
RRCA promotes an atmosphere whereby employees can talk freely with administration.  This 
includes open and candid discussion of employee problems, concerns, and disputes.  RRCA 
utilizes an Open Door Policy designed to encourage employees to openly express their concerns 
or opinions on any issues related to their employment. 
 
TOBACCO USE POLICY 
 
RRCA has prohibited the use of tobacco throughout the workplace, including the prohibition of 
e-cigarettes, at either on campus and off-campus school events.  Any questions regarding the 
tobacco policy should be directed to administration. 
 
SUBSTANCE-FREE WORKPLACE 
 
RRCA is committed to maintaining an alcohol and drug-free environment and will not tolerate 
the use of alcohol and illegal drugs in the workplace and at school-related or school-sanctioned 
activities on or off school property. Employees who use or are under the influence of alcohol or 
illegal drugs as defined by the Texas Controlled Substances Act during working hours may be 
dismissed and/or referred to appropriate law enforcement officials for prosecution.  As a 
condition of employment, employees shall abide by the terms of this policy and notify the Head 
of School in writing if they are arrested, indicted or convicted previously or during employment 
for a violation of a criminal drug or alcohol statute. 
 
POSSESSION OF WEAPONS ON PREMISES 
 
Employees, visitors, and students are prohibited from bringing firearms, knives, clubs, chemical 
substances, ammunitions, or other prohibited weapons onto school premises or any grounds or 
building where a school-sponsored event takes place.  To ensure the safety of all persons, 
employees who observe or suspect a violation of this policy should report it to their supervisor 
immediately.  
 
VIOLENCE IN THE WORKPLACE 
 
The Academy strongly believes that all employees should be treated with dignity and respect.  
Acts of violence will not be tolerated.  Any instances of violence must be reported to 
administration.  All complaints will be fully investigated.  Administration will promptly respond 
to any incident or suggestion of violence.  Violation of this policy will result in corrective action, 
up to and including immediate discharge. 
 
RECORDING POLICY 
 
It is a violation of RRCA’s policy for faculty, staff, or students to record or video conversations 
or classroom activities with a recording device other than for educational purposes, unless prior 
approval is received from the Head of School and all parties to the conversation or activity give 
their consent.  Teachers should not record or video students for the purposes of proving a point 



RRCA Faculty/Staff Handbook 2021-22  35 
 

or being critical of the student for their dress, speech, or behavior.  Violation of this policy will 
result in corrective action, up to and including immediate termination.  Students who engage in 
recording or videoing without permission may be subject to disciplinary consequences. 
 
MEDIA RELATIONS 
 
In order to protect the interests of RRCA and to maintain a professional relationship with the 
media, information originating from within our school must be accurate, complete, reflect our 
official position  and be released to the media in a timely and coordinated manner.  
 
To respect the confidential and sensitive nature of RRCA students and programs, members of the 
media are asked to contact the Head of School before they visit our campus. Reporters, 
photographers and videographers must be accompanied by administrative staff at all times when 
they are on site.  
 
Occasionally, the media may contact an employee directly.  In most cases, it is recommended 
that the employee take the reporter’s contact and deadline information and return the call after 
consulting with the Head of School. The Head of School should be notified promptly when an 
employee is contacted by the media, and employees are not required to talk to the media.  
Employees are expected to exercise good judgment in answering questions from the media.  
 
VERIFICATION OF LICENSES AND CREDENTIALS 
 
All teachers must provide copies of all applicable credentials prior to finalization of employment.  
Official copies or originals must be provided within two weeks of employment and will be kept 
in the personnel files in the Business Office. 
 
ACSI CERTIFICATION REQUIREMENTS FOR TEACHERS 
 
To maintain ACSI accreditation standards, early childhood, elementary and secondary faculty 
are required to gain an ACSI standard certification.  The requirement consists of a Philosophy of 
Christian Education course and 6 credit hours or 18 CEU’s of Bible courses.  All degreed faculty 
apply for an ACSI temporary certificate in their first year of employment; however, the 
expectation is that all new faculty will receive their standard certification within a four year time 
frame.  In addition to ACSI certification, all faculty must be aware of appropriate division 
licensing, regulations and certification guidelines.  
 
The Early Childhood program at RRCA is accredited by the Association of Christian Schools 
International (ACSI) and Cognia. As an accredited program, RRCA is exempt from obtaining 
state licensing. RRCA Administration and faculty are committed to monitoring the Early 
Childhood program to ensure that the program is in compliance with state accreditation 
standards.  It is the responsibility of each employee to be compliant with all applicable state 
regulations.  Additional information regarding state regulation for Early Childhood personnel can 
be found at  http://www.daycare.com/texas/texas_centers_licensing.html. 
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TEACHING EVALUATIONS 
 
Teachers will be observed each semester by walk through and formal observation(s), and will be 
evaluated by administration annually.  A basic assumption is that every teacher can improve 
his/her teaching performance every year.  All observations shall be conducted on a positive note 
and are intended to help teachers improve the effectiveness of their teaching and 
communications skills. Students and parents may be asked to complete an evaluation of the 
teacher each year.  In addition, teachers are asked to do a self-evaluation and provide annual 
goals to their grade level principals prior to Administration completing their final evaluations 
during April/May.   
 
UNSATISFACTORY PERFORMANCE 
 
The Academy requires order and discipline to succeed and to promote efficiency, productivity, 
and cooperation among employees. The order and efficient operations of RRCA require that 
employees maintain proper standards of conduct at all times. 
 
Employees who fail to maintain proper standards of conduct toward their work, their co-workers, 
or the Academy’s families, or who violate any of the Academy’s polices, are subject to 
appropriate corrective action, up to and including discharge.  All instances of misconduct should 
be referred to administration immediately. 
 
Any employee whose conduct, action, or performance violates or conflicts with RRCA’s policies 
may be terminated immediately and without warning. Cause for termination and dismissal may 
include any issues that diminish their effectiveness as a Christian role model for the students of 
Round Rock Christian Academy.  It is not possible to list all forms of behavior considered 
unacceptable in the workplace.  However, the following are examples of improper or 
inappropriate conduct that may result in immediate corrective action, up to and including 
termination of employment. 
 

• Theft or inappropriate removal of Academy property 
• Breach of trust or dishonesty 
• Conviction of a felony 
• Possession or consumption of illegal drugs 
• Willful violation of an established policy or rule 
• Falsification of records and/or misrepresentation of facts 
• Violation of the Anti-Harassment and/or Equal Employment Opportunity Polices 
• Undue and unauthorized absence from duty during regularly scheduled work hours 
• Deliberate non-performance of work 
• Insubordination or other disrespectful conduct 
• Possession of dangerous weapons on the premises 
• Unauthorized possession, use or copying of any records that are the property of RRCA 
• Excessive absenteeism or tardiness without proper notice 
• Fighting or serious breach of acceptable behavior 
• Violation of the Academy’s Conflict of Interest/Outside Employment Policy and 

Confidentiality Policy 
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This list is intended to be representative of the types of activities that may result in corrective 
action.  It is not exhaustive, is not intended to be comprehensive, and does not change the 
employment-at-will relationship between the employee and Academy. 
 
ELECTRONIC COMMUNICATION WITH MINORS 
 
All employees shall refrain from inappropriate communication with a student or minor, 
including, but not limited to, electronic communication such as cell phone, text messaging, 
email, instant messaging, blogging, or other social network communication (Facebook, Twitter, 
Snapchat, Instagram, etc.).  Factors that may be considered in assessing whether the 
communication is inappropriate include, but are not limited to:  

• the nature, purpose, timing, and amount of the communication;  
• the subject matter of the communication;  
• whether the communication was made openly or the educator attempted to conceal the 

communication. 
 
We strongly advise that faculty and staff do NOT “friend” current students on social media sites.  
See the complete Employee Social Media Policy in the Addendum. 
 
GUIDELINES FOR PHYSICAL INTERACTION 
 
RRCA Faculty and staff are entrusted with students but live in a changing world; therefore, we 
must be cautious and have appropriate boundaries to guard against any appearance of evil.  The 
following guidelines are the expectations here at RRCA: 
 
1)  Most early childhood and elementary children enjoy hugs.  If you are an employee who 
interacts with this grade level on a daily basis, a quick hug is appropriate.  However, if you do 
not interact with this grade level on a daily basis, an expression of affection initiated by you is 
not appropriate unless you have a relationship with the family outside of school.   
 
2)  Secondary students also enjoy physical touch; however, the boundaries are critical for this 
age group.  A teacher should never hug a student in a private room.  Hugs need to be given side 
to side in a public place.  It should never be a lingering hug for it could be misinterpreted by the 
students or witnesses.  Again, it should be only with students you have a daily contact with and 
have built a relationship with.  On the other hand, if a student intiates hugs that seems to be 
inappropriate with other students or faculty members, please notifiy administration immediately. 
 
We also need to be aware that not all children enjoy physical touch.  Do not ever force 
physical touch on a child.  If their body language communicates discomfort with a physical hug 
or hand on the shoulder, please respect their boundaries. 
 
3)  Physical restraint is only used when a child is endangering himself or another student, or 
causing an uncontrollable disruption in the classroom.  Physical restraint should only be used for 
a short period and administered by trained staff until the student is manageable without restraint.    
If physical restraint is necessary, administration will assist with the situation.  Other students 
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should be removed from the area so that they do not have to witness defiant behavior.   Physical 
restraint is never to be used for discipline or to keep a student in time-out.  However, if a 
preschool, prekindergarten or kindergarten child will not stay in timeout, you may pick the child 
up to be returned to timeout twice. Give a calm warning that timeout does not begin until the 
child remains seated.  Consequently, after the third time, and the child is still not responding to 
your authority, please contact administration. 
 
4)  Do not pull or carry a student to administration for discipline.   Use the intercom to ask for 
administrative assistance.   Administration will send someone to you immediately.  If the child is 
in an unmanageable state, administration will ask the teacher to remove the other students so that 
they do not have to witness the disrespectful behavior.  Administration will continue with the 
discipline which in most cases will be to call parents to pick up the student for the remainder of 
the day.   Refusual to go in timeout or detention is defiance of authority, and parents must be 
involved as the God-given authority for the child.   
 
5)  Appropriate physical touch, regardless if it is to show affection or in discipline, must be 
carefully administered for it is the highest risk to a teacher personally as well as to the school 
organization. 
 
LIABILITY LAWS 
 
Because a teacher is the authority figure while students are under the teacher’s jurisdiction, the 
teacher is in a position of responsibility and authority.  Anyone in such a position is liable for 
actions when those actions cause loss or hardship to someone else.  Listed below are a number of 
items to be aware of: 
 

1) Hazards, such as broken glass or fallen wires, need to be reported to administration       
immediately. 

2) Students need to be cautioned against behavior that might endanger their safety or the 
safety of others.  Failure to do so incurs liability. 

3) Staff members are not to leave students unsupervised in the classroom or on any activity 
for which they have responsibility.  An accident in an unsupervised setting can be 
disastrous to the staff person in charge. 

 
REPORTING CHILD ABUSE/NEGLECT 
 
If you have reasonable cause to believe that there is child abuse/neglect, please discuss this with 
the administration immediately.  We are required by law to report this information to the State 
Department of Human Resources.  Please document your observations, but please be careful not 
to ask leading questions of the child.  Pray for wisdom and discernment in handling such a 
sensitive concern.  It is important that this type of concern be handled with extreme 
confidentiality; do not share with other colleagues, students, or parents.  To report child 
abuse/neglect, contact the Texas Department of Family and Protective Services at 1-800-252-
5400 or use the secure website: https://www.txabusehotline.org.   
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All employees are required by state law to report any suspected child abuse or neglect to a law 
enforcement agency, Child Protective Services, or appropriate state agency within 48 hours of 
the event that led to the suspicion.   
 
Call the Texas Abuse Hotline when the situation is urgent.  Urgent means someone faces an 
immediate risk of abuse or neglect that could result in death or serious harm   Call the Texas 
Abuse Hotline at 1-800-252-5400 for situations including but not limited to: 
 

 Serious injuries 
 Any injury to a child 5 years or younger 
 Immediate need for medical treatment (including suicidal thoughts) 
 Sexual abuse when the abuser has or will have access to the victim within the next 24 

hours 
 Children age five and under are alone or are likely to be left alone within the next 24 

hours 
 Anytime you believe your situation requires action in less than 24 hours 

 
Under state law, any person reporting or assisting in the investigation of reported child abuse or 
neglect is immune from liability unless the report is made in bad faith or with malicious intent. In 
addition, the school is prohibited from retaliating against an employee who, in good faith, reports 
child abuse or neglect or who participates in an investigation regarding an allegation of child 
abuse or neglect.  An employee’s failure to report suspected child abuse may result in 
prosecution. 
 
SCHOOL SECURITY AND SAFETY PLAN 
 
Faculty and staff are responsible for the well being of children and we must be as prepared as 
possible.  
 
SAFE SUPERVISION 
 

1. Students must be carefully supervised at all times in the classroom, in the gym, and on 
the playground.  If Secondary students are dismissed during their class period  to travel to 
another destination, they should be issued a hall pass. 

2. Elementary students must travel in groups or pairs between classes; secondary students 
may travel alone.  If a secondary student abuses this privilege, then he or she will lose the 
privilege of leaving class unsupervised. Have a procedure outlined to address how and 
when you will allow a student to leave your class for an emergency. Communicate it to 
the students the very first day of class for it will set the precedent for the year. 

3. Secondary students must not loiter in the parking lot, hallways, or in the gym before or 
after school or during their lunch break.   
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FACULTY AND STAFF SAFETY PRECAUTIONS 
 

1.   Please be cautious when you leave the building after hours.   

2. Keep your personal belongings locked in your desk or cabinet.    

3. Close and lock classroom door when leaving each day. 

4. Use your intercom call button to notify the office of any emergency situation.  We will 
send immediate assistance to you. 

4. Notify administration of any work related injury immediately.  A written report will need 
to be filed with the nurse. 

5. In the event of an emergency, it is extremely helpful if you have noted on the appropriate 
personnel form any current medications that you are taking and/or allergies you have. 

 
EMERGENCY DRILLS AND PROCEDURES 
 
All employees should be familiar with the evacuation diagrams posted in work areas.  RRCA 
will conduct, on a regular basis, fire drills and emergency drills such as lockdown and 
emergency weather drills to familiarize employees and students with safety and evacuation 
procedures.  The campus is equipped with automatic external defibrillators and fire 
extinguishers.  Please see the School Safety and Crisis Response Plan (located in red binders) for 
all emergency and safety procedures.  These are to be kept in an accessible location for quick 
reference for the teacher as well as a substitute in the classroom.  
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TEACHER EMPLOYMENT POLICIES 

 
MINISTRY OF TEACHING 

 
As Christian teachers and administrators of Round Rock Christian Academy, we are called by 
God to help raise up children in the ways of our faith.  As ministers who are charged with 
teaching Christian principles and values to our students, RRCA teachers are charged to not only 
know how their subject matter is taught, but how their subject matter relates to and reveals the 
mind of God.  Regardless of the subject, purposeful Christian teachers minister to their students 
by helping them follow Christian values and principles through the lens of a biblical worldview. 
 
Teachers at RRCA (as in any Christian school) must be mindful that they instruct not only 
through rational explanation of formal subject material, but even more powerfully, through word, 
deed, example, and shared experiences.  Simply put, our teachers teach the Christian faith by 
modeling their own faith journey. This is why all teachers, even before meeting their students, 
must agree to and abide by the Round Rock Christian Academy Statement of Beliefs.  Teachers 
are required to teach truth and serve as a godly example, both at school and away from campus. 
 
Our teachers minister to their students by participating with them in shared faith experiences. 
They lead students in prayer, praise, and mercy. Our teachers also model the Christian life by 
being active in their own church community and by serving as an intermediary, assisting students 
in becoming active in their respective church communities so those students might be further 
nurtured in faith with their friends and family around them. 
 

 
CONDITIONS OF TEACHER EMPLOYMENT AND EXPECTATIONS 

 
1. The teacher’s duties also involve those responsibilities related to the special spiritual ministry 

to which he/she is called:   the training of the child in Christian faith and practices.  It is the 
expectation of the Board that the teacher will strive at all times to understand, appreciate, 
love, and serve the pupils entrusted to him/her, and provide for their fullest intellectual, 
physical, emotional, and spiritual development. 

 
2. Teachers will strive to be a godly role model to our students and refrain from any activities 

that would be considered a stumbling block for young people.  Faculty and staff are to be 
godly professionals at all times with regard to their personal lives on and off campus. 

 
3. The teacher agrees to follow the biblical pattern of Matthew 18:15-17 and Galatians 6:1 and 

always give a good report.  All differences are to be resolved by utilizing biblical principles – 
always presenting a united front.  Appropriate confidentiality will be observed in regard to 
student, parent, and school matters. (Titus 3:2 and Galatians 5:15). 

 
4. Whenever possible, the teacher will avoid highly debatable topics that tend to divide 

evangelical believers.  A student is to be referred to his/her local church and parents if a 
debatable topic arises of a theological nature.  
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5. The teacher agrees to accept, without verbal or mental reservation, the RRCA Statement of 

Beliefs and agrees to sign the Employee Agreement and Compliance form.   The teacher also 
agrees to cooperate with the Board and administration in implementing all policies and 
procedures governing the operation of the school.  The teacher will notify administration of 
any policy he/she is unable to support. 

 
6. The teacher agrees to be present and on time for all faculty devotions or other meetings as 

directed and will remain on campus once their class has been dismissed at least the amount of 
time specified in the teacher contract (usually until 4:15 pm).  Other duties beyond normal 
school hours may be assigned by administration without additional compensation, including  
attending and supervising student functions, (i.e., athletic events, musicals, meetings, drama 
presentations, etc.) and holding parent conferences. 

 
7. The length of the school day shall be fixed by the school as well as the hours of teaching and 

duties to be performed.  Full time Faculty and Staff are required to be on campus daily during 
the following hours, unless otherwise noted on their contract.  The time listed may be 
extended by called meetings. 

 
   Early Childhood  7:30 – 2:30 
   Elementary       7:30 – 4:15 

    Secondary   7:30 – 4:15 
 
8. Teachers must be in the classroom when students arrive.  They will ensure students are in the   

room when the tardy bell rings, and will not allow students to leave before the dismissal bell.   
 
9. Assignment to room, grade, subject, and extracurricular duties is to be made at the discretion 

of the Head of School.  Teachers agree to accept proportionate amounts of supervision 
outside the regular classroom assignment.   The extent of such supervision and assignment 
will be determined by administration who will seek, as far as possible, to achieve equity in all 
staff assignments. 

 
10. Teachers will plan broadly throughout year, using unit plans and objectives, implementing a 

plan of study that employs a variety of teaching techniques to meet the individual needs and 
abilities of students.  More specifically, teachers will enter complete daily lesson plans into 
Curriculum Track and ensure that homework is available to students and parents in the LMS. 

 
11. The teacher will maintain a classroom atmosphere that is conducive to learning, which 

includes using classroom management techniques to maintain proper discipline in the 
classroom.  A proper classroom atmosphere also requires maintaining a professional 
appearance.  Do not exercise privileges in front of the students which they are not allowed to 
have or participate in. 
 

12. Teachers may not share information from a student’s academic/discipline/health folder or 
other private information with anyone outside of RRCA’s professional school community 
without the parents’ written permission.  Adherance to RRCA’s confidentiality policy and 
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practices is of the utmost importance, and, if violated, could be grounds for 
dismissal.Teachers may not give their passwords for email or Renweb to anyone (except long 
term substitutes).  It is not appropriate for parents to grade papers, and grading of papers by 
student aides should be limited as well.   In addition, parents, student aides and substitutes 
should not enter grades into Renweb or in any way have access to grades of other students. 
 

13. Teachers are to maintain a professional relationship with parents and students.  The teacher 
should avoid developing a relationship with parents that makes them feel that they must treat 
a student differently because of the friendship.  Be cautious in your interaction with parents 
or students on social networking sites.  It is not appropriate for a teacher to regularly 
communicate with students via email, text messages and on social medial sites outside of the 
normal function of their job.  It would be prudent to not “friend” students on these sites until 
after they have graduated from RRCA.  See the complete Employee Social Media Policy in 
the Addendum. 
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RRCA Teacher Job Description 
 
Title 
Teacher / Faculty / Instructor 
 
Summary 
The teacher will help students learn attitudes, skills, and subject matter that will contribute to 
their development as mature, able, and responsible Christians.  The teacher creates a positive 
environment for learning by building and encouraging relationships with students, fellow 
teachers, and families.  The teacher will use valid teaching techniques, including technology, to 
achieve curriculum goals.  The teacher will serve as a Christian role model in attitude, speech, 
and actions towards others.  In addition, the teacher agrees to cooperate with the Board and 
administration in implementing all policies and procedures governing the operation of the 
school.   
 
Organizational/Reporting Relationships 
Reports to:  Departmental Principal 
Supervises: Students, and also may supervise teacher aides, student teachers, volunteers 
 
Academics 
The teacher will plan a program of study that includes unit plans and lesson plans that are 
complete and accessible to administration electronically.  Biblical principles will be integrated 
throughout the curriculum and activities in the classroom.  The teacher will assign homework 
that is effective and meaningful and will assess the learning of students on a regular basis, 
providing progress reports as required.  Each teacher will maintain regular and accurate records 
of attendance and grades and keep parents and administration informed if there is a need for 
academic intervention or any other special needs. 
 
Parent and Community Relations 
The teacher will recognize the need for good public relations and will represent the school in a 
favorable and professional manner to the school's constituency and the general public.  While on 
campus or at any school functions, teachers will maintain a personal appearance of cleanliness 
and modesty that is in agreement with the published school dress code in the handbook. 

 
Professional Growth 
The teacher will use educational opportunities and evaluation processes for professional growth.  
The teacher will strive to obtain the professional development courses necessary to obtain and 
maintain their certification with the Association of Christian Schools International (ACSI) as 
well as any other courses or training required by administration. 
 
Qualifications/Education/Experience Requirements 

Educational:   Bachelor’s Degree in Education or related field 
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Personal:   Mature Christian, pleasing personality, emotionally stable, 
trustworthy, and of good reputation. 

Experience:   Prefer previous classroom teaching experience in an accredited 
school. 

Skills:   Organized, self-motivated, good communicator, able to write and 
speak effectively, mature in judgment. 

Other:   Understands and commits to RRCA Statement of Beliefs and 
Philosophy of Education, can effectively communicate and 
collaborate with others by their daily spiritual and professional 
manner. 

 
Position Assignment: 

Hired by:   Head of School 
Oriented by:  Department Principal 
Position Classification: Full Time or Part Time  
Annual Review:  Department Principal 

 
Essential Elements of the Position: 

Skill in utilization of computer systems. 
Capable of visual and auditory communication. 
Trustworthy reputation and strong leadership skills. 
 
 
More information can be found regarding conditions of teacher employment and expectations 
in the Faculty/Staff Handbook. 
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CLASSROOM POLICIES AND PROCEDURES 

   
BASIC GUIDELINES FOR FACULTY 
 
The teacher is charged with the responsibility of supervising the classroom instruction of 
students, and the following are minimum expectations required to maintain a positive learning 
environment: 
 

• pray with their students at the beginning of the day. 
• be well prepared and begin class on time. 
• strive to keep students on task. 
• use more than one type of teaching technique or strategy. 
• have effective habits and procedures in place. 
• require each student to be in compliance with the dress code. 
• be an active learner. 
• strive to build and maintain professional relationships with all parents and colleagues. 

 
CLASSROOM SUPERVISION 
 
Students are to be in class when the bell rings and cannot be dismissed before the dismissal 
bell.  It is your responsibility to be in the classroom when the students arrive for it sets the 
tone for the class time.  Effective supervision is absolutely necessary for the liability risk is too 
great.  This is not the time for parent visits.  Please have parents schedule a time with you 
during your conference period. 
 
INTERCOM PROCEDURES 
 
Each classroom is equipped with an intercom call button and a speaker that allows 
communication between teachers and the office.  When calling the office, please remember that 
there will be times when the administrative support staff is on the phone and cannot answer your 
call immediately.  Please ensure that students know where the intercom button is located and 
how to use it in the event of an emergency.  Also, remember your conversation over the intercom 
is not private.  Please consider matters of confidentiality and respect when communicating to the 
school office. 
 
ACCIDENT/FIRST AID PROCEDURES 
 
Students must be supervised at all times by an adult.  When an accident occurs, the supervising 
teacher is responsible for obtaining first aid treatment for the child, submitting an Accident 
Report form to the office as soon as possible, and requesting that parents are notified.  ALL 
HEAD INJURIES MUST BE REPORTED to the nurse’s office, even if they seem minor.  In 
the case of injury or illness, emergency procedures to obtain medical or hospital care will be 
followed and parents notified. 

1.  First aid treatment will be administered to stop bleeding, restore breathing, or prevent 
shock or infection.  Please use universal precaution methods and kits when administering 
first aid.  First aid kits are kept in the nurse’s office, classrooms, and all school vehicles. 
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2.  Parents will be notified by the nurse.  If they can be consulted immediately, efforts will be 
made to find which physician is to be secured or where the child should be taken.  This 
information will be on file in Renweb for each student in case the parents cannot be 
reached. 

 

3.  A representative of the school faculty will stay with the child until the parents assume 
responsibility. 

 
STUDENT ILLNESS 
 
Every teacher will have a small first-aid kit (bandaids, cough drops, gloves, etc.) in the 
classroom to be able to take care of minor incidents.  If needed, Tylenol will be given by the 
nurse, or the student will be sent home if he has a fever.  Most often children feeling less than 
100% are not sent home for illnesses unless they have a temperature or are vomiting.  Please try 
to avoid reacting to a child’s complaint by sending them immediately to the nurse.  Trips to the 
nurse to get out of class often develop into a bad habit, which results in the label of “frequent 
flyers” for some students.  You know your students well, and sometimes a trip to the water 
fountain, the bathroom, or to get a wet paper towel will perk them up for the remainder of the 
day. 
 
STUDENT MEDICATION 
 
All medication (prescribed and non-prescribed) is kept in a locked cabinet in the nurse’s 
office.  The medicine must be contained in the original bottle and labeled with the child’s name, 
drug’s name, and dosage to be given.  Medications will be given by office personnel only when a 
Medication Authorization form is signed by a parent or guardian and is on file at the school.  The 
nurse will call the student to the nurse’s office when the medication is to be given.  The teacher’s 
responsibility is to make sure that any medication sent in a backpack or lunch box is immediately 
sent to the office.  Students may not carry prescriptions or non-prescription drugs in their purses, 
backpacks, or in any other personal belongings.  Students will be disciplined if this policy is not 
followed.   
 
EARLY RELEASE SCHEDULE 
 
The Early Release schedule is as follows:   

11:30 a.m.  Secondary (Grades 6th-12th) 
11:45 a.m.  Elementary (Grades K-5th) 
12:00 noon  Early Childhood 

 
ATTENDANCE RECORD KEEPING 
 

• Every teacher will take roll by 8:40 am every day.  Students are to only be marked P 
(Present), AU (unexcused absence), or TU (unexcused tardy) by the teacher.  Students are 
considered tardy if they are not ready to start class at 8:15 am. Please note the time in 
RenWeb that a tardy student arrived. 
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• If a student is marked AU but comes in later, the teacher may change it to TU and note in 
RenWeb the time the student entered the classroom. 

• The Attendance clerk is the only person who can list an excused absence (AE) or excused 
tardy (TE).  When parents send in documentation for a valid excuse, the designated code 
will be changed in RenWeb by the Registrar. 

• Please be very diligent in marking this for every student/every day. The tardies noted for 
siblings should match from teacher to teacher. 

(For the complete ATTENDANCE POLICY, please refer to the  
Parent Student Handbook at the back of this Handbook) 

 
SUBSTITUTE PREPARATION 
 
In order to facilitate the substitute’s handling of your class assignment, follow these practices: 

 
1)   Have detailed daily assignments in your lesson plans or make a suitable substitute 

activity packet when you realize you will be absent. 
2)  Maintain a substitute file.  Include the following:   
 Class Roll, Seating Chart, and Class Schedule 
 General instructions (i..e., attendance and lunchroom procedures) 
 Location of teacher’s manuals and supplies 
 Class Standards and Expectations 
 Reliable students (for assistance and information) 
 Enrichment materials (suggested activities for extra time) 
 Fire Alarm and Lock Down Drill instructions. 

3) Submit one day’s emergency substitute plan to administration.  
4)   Follow up on reports left for you by the substitute teacher regarding disciplinary 

problems that may have occurred during your absence. 
5) Notify administration of any strengths and/or weaknesses concerning your substitute's    

performance. 
 

STUDENT RESTROOM BREAKS 
 
For the safety of our students in today’s society, we must take extreme caution during bathroom 
procedures.  Preschool and elementary students must be supervised during scheduled group 
bathroom breaks.   Avoid having mixed grade levels in the bathroom at the same time.  A teacher 
must be in the vicinity of the bathrooms when students are using the facilities.  Although it is 
important to respect the student’s privacy, it is far more important to provide safety for all 
students.   The teachers are required to ensure that restrooms are left clean when their 
classrooms leave.  

 
Designated bathrooms: 

Bathrooms in the West hallway of Building A – Secondary students only. 
Bathrooms in the East hallway of Building A – Elementary students only. 
Bathrooms in the West hallway of Building B – Secondary students only. 
Bathrooms in the East hallway of Building B – Elementary students only. 
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Encourage students to wait for the scheduled bathroom times when possible.  They will 
eventually train themselves to the designated bathroom times.  However, please do not refuse a 
child to use the bathroom after a second request.  You will be notified if you have a student who 
has a medical condition that must be taken into consideration.  During the school day or 
whenever students are present, teachers should only use the faculty restrooms. 
 
CHAPEL 
 
Worshiping with our students in chapel should be a cherished highlight of our week.  Chapel for 
Early Childhood and Elementary students will be held on Mondays. Please make sure your class 
arrives promptly. Secondary students will follow the chapel schedule listed on the yearly 
calendar.  Your positive and pleasant attitude can contribute so much to the chapel atmosphere.  
Please set the tone for your students by attending and worshipping during this weekly 
celebration.  Encourage the students to come in reverently, worship powerfully, and leave 
joyously. 
 
CLASSROOM DECOR 
 
Your classroom should reflect a distinctively Christian theme.   Please do not staple items in the 
hallway, on ceilings, doors, or any hardwood surfaces.  Keep all bulletin boards fresh and 
decorated, but try to refrain from cluttering the walls with too many other visuals.  Keep your 
room neat, attractive, and orderly.  See the RRCA Classroom Décor Guidelines in the addendum 
for the complete set of guidelines. 
 
COMMUNICATION 
 
Effective communication is essential and must be considered a priority.  Damaged relationships 
are caused more by frustration over miscommunication or non-communication than any other 
problem.  Although we will not be perfect in this area, we should strive to develop continual 
strategies to improve in this area.  You must check your email multiple times daily, since 
responding to our parents in a timely manner is of the utmost importance. The general 
expectation is that you respond to  parent communication within 24 hours.  Parents will typically 
email during the day, and you should respond to those emails promptly. 
 
 Strategies: 

 Detailed annual school calendar 
 Welcome letter 
 Orientation letters, including procedures for homework, tests, and class work 
 Newsletter emailed weekly and posted online 
 Weekly parent letters 
 Website/email 
 RenWeb, Canvas, SeeSaw 
 Notebooks/take home folders 
 9-week syllabus from your curriculum scope and sequence 
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PARENT/TEACHER CONFERENCES 
 
To ensure effective communication and relationship-building, at least one parent/teacher 
conference is recommended.  Teachers will communicate the schedule for the day, and provide 
sign-up slots for parents.  In addition, please use planning periods to schedule telephone and 
office conferences when needed.  It may also be necessary to schedule before or after school 
conferences with parents.  Please be prepared, punctual, and positive as well as tactful, truthful, 
and thorough in your communication.  Administration is available to attend conferences should 
you desire their presence. 
 
COOPERATIVE SPIRIT 
 
The Academy leases the gym facilities of Central Baptist Church.  The expectation is always that 
we utilize shared space with only the utmost respect for one another. We also may share RRCA 
classrooms with adult Sunday school classes of the church.  If your classroom will be one of 
those shared, you will be notified.   
 
CURRICULUM Trak 
 
RRCA uses a variety of published Christian curriculum as well as secular curriculum.  
Curriculum guides are maintained in Curriculum Trak, an online database for managing unit and 
lesson plans that teachers can collaboratively use with their team.  The guides include a 
curriculum map, benchmarks, essential questions/knowledge, and measurable objectives.  We 
use a Curriculum Guide Review cycle (see addendum) to review essential knowledge and skills 
and textbooks for each subject.  
 
EXTRACURRICULAR ACTIVITIES 
 
While extracurricular activities play a valuble part in building a child’s social, emotional, and 
physical abilities, caution should be taken to keep a good balance.  If you feel a child is not 
balanced in this area, please be tactful in communicating your concerns for this can be an 
extremely sensitive area for families.  We will follow the No Pass-No Play policies on the 9 
week report card cycle on all extracurricular activities.  Teachers cannot arbitrarily “bench” a 
student but may make a suggestion to the parents if they feel an extracurricular activity is 
hindering academic progress.   

 
LUNCH PROCEDURE 
 
It is important that you follow the scheduled time for student lunches, because the lunch period is 
short and cannot be adjusted.  Teachers must accompany elementary classes to lunchroom.  The 
lunch period is 25 minutes with a 5 minute transition time.  Because the lunches are back-to-back 
and time is limited, please ensure that you pick your students up on time. 
 
Elementary students will sit at designated grade level tables.  Secondary students will have the 
privilege of choosing their own seats and may sit outside  As with any privilege, it can be 
removed if abused. 
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Lunch is the time that we want students to enjoy fellowship with their classmates; however, it 
does not mean they can forget good table manners.  Please review the following procedures 
required in the lunch room: 
 

1.  Use self-control when arriving and leaving the lunch area; no horseplay. 
2.  Use inside voices and visit with only those who are sitting at your table. 
3.  Use table manners. 
4.  Respect the lunch monitors and obey their instructions quickly and cheerfully. 

 
MULTIMEDIA SERVICES/PROCEDURES 
 
RRCA has a school library with a web-based catalog/checkout system and subscription databases 
for students and faculty.  Students will be allowed to use the library during their scheduled visits 
and with a signed pass during the school day.  The librarian will cover the rules and procedures 
with each class. All resources (DVD’s videos, books, teacher resources, parenting resources, and 
audio-visual equipment) need to be checked out.   
 
Teachers must preview all DVD or streamed videos before showing them to class.  Educational 
videos are appropriate only when they are part of your lesson plans. G rated movies are the 
acceptable standard.  Any movie or video clip that is rated PG or higher must have prior 
administrative approval.  The school has a ClearPlay DVD that will filter questionable content. 
 
Please take advantage of our Discovery Education Streaming Video Service as well as Brain Pop 
to access videos and video clips.  Due to our current culture, all videos need to be previewed 
for content before viewing with students.      
 http://www.brainpop.com/   user:  rrca password:  brainpop 

http://www.discoveryeducation.com/  password:  7769-11AE 
 
RECESS/OUTDOOR PLAY 
 
Since physical and outdoor play has been proven to enhance cognitive abilities, all elementary 
students should have a scheduled 20 - 30 minute daily recess on days that they do not have 
scheduled PE.  Teachers should refer to the heat index guide (see addendum) and common sense 
when determining whether to take students outside for recess.  All grade levels should follow 
their assigned recess schedules. 
 
Recess may not be taken away from a class or a student without adminstrative approval.  
Physical activity is necessary for students to be successful in the classroom. 
 
STAFF CHILDREN 
 
It is a joy to have our own children in our school, and this is one of the wonderful benefits of 
serving in a Christian school.  We are building a program that is in turn molding our own 
children. However, we have to guard against giving our children special privileges that can be 
interpreted as unfair or favoritism.  With that in mind, staff children and any other students 
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should not come to a parent’s classroom or office during school hours.  Avoid impromptu visits 
to your child’s room during class or during the day when students are needing you in your 
assigned area.  Elementary students must dismiss with their class and stay with the teacher 
until dismissal is over.  Early Childhood and Elementary staff children must be picked up by a 
parent or a designated high school student.  Staff children do not have permission to be 
unattended in any areas of the school including the gym.  During staff meetings and devotionals, 
elementary staff children must go to morning or aftercare.   Secondary students should remain in 
their parent’s classroom.  Staff children and other students are not allowed in the teacher 
workrooms or nurse’s office.  
 
STUDENT DISCIPLINE 
 
A separate handbook outlines the school-wide discipline management plan (in the back of the 
Parent/Student Handbook).  Please read carefully.  Remember, discipline is done “for” the 
student in love, not “to” the student in frustration.  Effective habits and procedures will reduce 
discipline problems to a minimum.  
 
STUDENT DRESS CODE 
 
Standards for the current dress code policy are outlined in the Parent/Student Handbook, as well 
as in this handbook.  If you notice a concern, please report to administration. Please try to be as 
consistent as possible when enforcing the dress code.  Please refrain from allowing these 
infractions to frustrate you personally.  Traditionally, secondary students have always challenged 
generational dress differences.  However, while this may be the trend, it is our responsibility to 
correct respectfully and consistently. Please do not leave dress code infractions for the next 
teacher to address.  If you see the violation, please be responsible for notifying administration.   
 
TRAFFIC DROP-OFF / PICK-UP POLICIES 
 
Kinder through 5th grade students who arrive before 8:05 am must go directly to the designated 
morning care classroom.  Early Childhood students should always be accompanied into the 
building by a parent.  From 7:45-8:05 a.m., students will wait in their assigned morning care 
rooms until they are walked to their classrooms or released to go to the classrooms at the 8:05 
a.m. bell.  Secondary students will wait in the courtyard and will be dismissed to their classes at 
8:05 a.m. 
 

Early Childhood and Elementary parents will be given a vehicle name tag that must be posted on 
the windshield.  At dismissal, teachers will call student names and inform the student where to 
wait while the parents in cars move forward to the pick up stations.  It is very important that 
teachers load the children into the automobile carefully.  While waiting for students to be picked 
up, teachers need to manage the noise level within reason. 
 
RELEASING CHILDREN 
 
We will release children only to adults authorized by the parent on the Emergency Card, or 
through a signed note.  If you are unfamiliar with a visitor, send the person to the office for a 
printed Raptor badge label.  The office will require permission in advance from the parent, a 
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driver’s license, and a picture ID.  Become familiar with parents’ automobiles.  If you do not 
recognize a person, please ask them to park and come to the office for clearance.  Don’t be 
concerned about offending parents or the adults by following this procedure.  We are often told 
how much parents/adults appreciate the extra precaution we take to keep their children safe. 
 
DISMISSAL PROCEDURES 
 

         Early Childhood students will dismiss at 2:00 p.m.; Kindergarten and Elementary students will 
dismiss at 3:25 p.m.  Current dismissal procedures will be distributed at the start of each school 
year.  Teachers must physically assist all PreKindergarten and Elementary students into the cars.  
Please train the students to sit quietly until they are called for loading. 
 
After school dismissal is not a good time for private conversations with parents.  Please have 
parents schedule a time to meet with you during your conference period.  All elementary 
teachers must remain on duty until 3:45 p.m., regardless of whether or not all your students 
have been picked up.  At the end of dismissal, the remaining students will be delivered to the 
Extended Care teacher until a parent arrives.  Students (elementary and secondary) may not roam 
the campus unsupervised. 
 
Secondary students will dismiss from their classrooms at 3:45 pm.  Current dismissal 
procedures will be distributed at the start of each school year.  Secondary teachers who are on 
duty must supervise students until 4:00 pm.  Secondary students who have not been picked up by 
4:15 pm will be informed to report to Hang Time to wait until a parent arrives.  The Secondary 
teacher on duty will let the office know which students have been notified. 
 
CLASS PARTIES 
 
For elementary classes, parties may be held at Christmas, Valentine’s Day, Easter, and at the end 
of the year.  All class parties are planned by the classroom teacher.  You may ask for parents 
to assist you in supervision of the party.  Halloween is not celebrated at RRCA and the 
commercialized Santa and Easter Bunny are not the focus of our Christian celebrations. 
 
Birthdays can be celebrated at school with refreshments during recess or during lunch period. 
Please advise parents to keep the celebration very simple; no games or presents. If children pass 
out birthday party invitations in class, or if the parents send email invitations, every child must 
receive an invitation. 
 
GUIDELINES FOR END OF YEAR PARTIES 
 

• Must be on the last day of school, with the exception of PK, Kinder, and 5th grade.   
• PK-4th grade have a two hour limit and must be on campus 
• 5th grade may choose to have an off campus celebration. 

  
 
 
 



54 
 

END OF THE YEAR CLOSE-OUT PROCEDURES 
 
End of the year policies and procedures will be distributed by Administration each year in May. 
 
EXTRA DUTY ASSIGNMENTS 
 
Teachers are assigned to required extra duties to help with security and order on campus.  You 
will be given an extra duty roster with your special assignment during orientation.  Duties may 
include but are not limited to supervision at athletic events, parking lot duty, morning extended 
care, Family Preview Day/Night, and attendance at other planned events.  
 
FIELD TRIPS 
 
Quality, educational field trips may be planned throughout the year.  All field trips must be  
planned by the classroom teacher to ensure an effective field trip.   All field trips must be 
submitted to Administration in advance for approval. Before a class has permission to leave 
campus for a field trip, the appropriate forms must be completed and turned in to the office and 
the class must have completed a van evacuation drill   Field trips should not be scheduled during 
August or May.  Exceptions may be made for a unique opportunity. 
 
The school chapel shirt (navy polo shirt) should be worn on all elementary field trips.  If a 
student forgets to wear a school shirt for the field trip, he/she will borrow a shirt from the school. 
 
Parents are encouraged to participate in field trips whenever appropriate.  Appropriate paperwork 
must be submitted to the school office before parents can be on the approved driver’s list. 
Teachers should know in advance if a parent plans to drive or chaperone a field trip.  Appropriate 
dress is required for parents, guests, and students.    Parents must receive adequate notification of 
any proposed field trips.  A first aid kit and emergency forms for the class must be taken on all 
field trips.  These items are available from the school nurse. 
 
Funds that are designated for field trips are solely for the educational expenses related to the field 
trip.  These funds may not be used for class parties or party favors.  Field trips should be a 
valuable learning excursion, as central Texas is rich with educational field trip experiences.   
 
CLEANING CLASSROOMS/JANITORIAL SERVICE 

Although we have an evening janitorial service, it is important that our students be responsible 
for the care of their classrooms.  Students must be held accountable for daily assigned classroom 
responsibilities.  Please include stacking chairs, dusting, wiping off desks, sweeping, and 
trash removal among your weekly responsibilities for students.  
 
If there is a classroom/bathroom emergency, please intercom the office.  We will contact the 
appropriate person to take care of the situation.   
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LEAVING CAMPUS FOR ERRANDS/PLANNING PERIODS 
 
If you must leave campus during your planning period, please leave a message with the 
administrative staff.  If you are not able to return to your class on time, administration must be 
notified immediately. 
 
In order to protect the professional integrity of RRCA, you may not sleep or rest in your 
classroom or vehicle during your planning period.  If you are not feeling well and need to rest 
during your planning period, please come and rest in the nurse’s office or the teacher’s 
workroom. 
 
TEXTBOOKS 
 
While many of our textbooks are soft covered, they are not necessarily consumable.  All 
softbound textbooks (classroom sets) and novels should be covered with contact paper.  The goal 
is to keep our textbooks in good working condition; however, that does not always happen.   
Please encourage and remind students to be good stewards of their resources and treat their 
textbooks with care.  Test booklets and Teacher’s Guides need to be kept in a secure location.   
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ACADEMIC POLICIES AND PROCEDURES 
 
GRADEBOOK 
 
Please keep an accurate gradebook.  It is crucial that your record keeping is in good order for 
others to review.  It is imperative that you keep track of all assignments and update grades on a 
weekly basis in RenWeb. 
 
Please make sure your grading system accurately reflects the student’s performance.  Please 
review your “evaluation system.”  If you find a high percentage of A’s or F’s on a particular 
assignment, then there is usually something wrong.  It usually indicates that your assignment is 
either not cognitively or developmentally appropriate for your students.    Evaluate, adjust, and 
correct your system.  Generally, classes should perform the bell curve as follows: 
      
    25%                A’s/B+ 
    50%   B’s/C’s 
    25%  D’s/F’s 

 
GRADING SCALE        LETTER GRADES FOR SPECIALS    
    
 A+............. 99-100 4.0 E  = Above Average 
 A............... 94-98 4.0 S  = Satisfactory 
 A-………. 90-93 4.0 N = Needs Improvement 
 B+………. 88-89 3.75 U = Unsatisfactory 
 B………… 83-87 3.5   
 B-............... 80-82 3.0 
 C+.............. 78-79 2.75 
   C................  73-77  2.5 
 C-............... 70-72 2.0 
 F/U............. 69-below 0.0 
 I.................. Incomplete  
  
STANDARDS FOR ELEMENTARY SPECIALS LETTER GRADES 
 
E-Excellent: The student is excellent in behavior, has a positive and cooperative attitude, works 
hard in class, is a great example for other students and displays clear Christian character. 
 
S-Satisfactory: The student’s behavior is satisfactory, has an attitude that is generally positive,  
normally completes work on time, is not argumentative and works well with others. 
 
N-Needs Improvement:  The student’s behavior is becoming unsatisfactory, the student does 
not work industriously, complains, lacks self-control and has to be reminded often of classroom 
procedures.  Parents of a student in danger of receiving an “N” should be contacted before the 
grade is issued. 
 
U-Unsatisfactory:  The student’s behavior is unsatisfactory.  The student lacks self-control and 
is reminded about classroom procedures at least 50% of the day.  There should be at least four 
documented telephone/email/face-to-face contacts to parents before this grade may be issued. 
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Incomplete Grades for Report Cards 
 
An INCOMPLETE grade may be given when a student has been absent three or more days at the 
end of the grading period.  Administration will determine an extension time generally not to 
exceed two weeks in order for the student to make up the assignments.  If the work is not made 
up within the stated time, the student will receive a zero for each missing assignment and a 
course grade average will be calculated. 
 

Refer to the complete RRCA Academic Policies in the Parent/Student Handbook attached. 
 

Elementary Grading Policy for Teachers 

In addition to the Grading Policies in the Parent/Student Handbook, teachers should follow 
the guidelines below. 
 

1) Please remember to include written, positive comments on your graded work. 
2) Do not use the “F” letter symbo1 on any assignment.  The number grade will 

communicate a failing grade. 
3) Grades are private information.  Students should not be asked to give their grades aloud 

in front of their peers.  Students should not grade other students’ work.  Parents should 
not grade or record any student’s work. 

4) If half of a class makes below a 75% on an assessment, a reteach/reassessment of the 
material is required. 

5) Accommodations are not required to be noted on the report card; modifications (any 
changes to the regular grade level curriculum) are required to be noted on the report 
card. 

6) Parent signatures are required on all failing assessments.  Three failing elementary 
assessments in a nine week period require a parent conference. 

7) Extra credit points are not offered on any assignments except for costumes used for 
presentations.  Bonus points may be given, but the maximum is 10 points on any 
assignment. 

8) Parents will be notified via RenWeb, personal visit or documented phone call when a 
student has accumulated a third late assignment in a nine-week period. This does not 
have to be in a single subject. 

9) Late work will be penalized 10 points on the first day late, 20 points on the second day 
and 30 points the third day.  If the work is not turned in after three days, the teacher 
may reissue the assignment for the student to complete and receive 50% credit of the 
earned grade.   

10) Once a student has received more than three zeros in a subject within a 9 week grading 
period, the teacher should inform administration and set up a parent meeting to seek a 
solution. 

  



58 
 

Secondary Grading Policy for Teachers 
 

In addition to the Grading Policy guidelines in the Parent/Student Handbook, teachers should 
follow the policies outlined below. 

Nine-week grading requirements for each subject  

 In each academic subject during the nine-week grading period, students will be required 
to complete a minimum of three tests and 15 assignments.  Grades need to be entered in 
the LMS on a weekly basis. 

 This is the minimum expectation.  A teacher may give additional assignments, tests, 
homework, etc. depending on the subject and material being covered and the needs of the 
students.   

 Tests and quizzes can be weighted to reflect accurate assessment measures 
 The Late Work Grading Policy needs to be strictly followed by all teachers in order to 

promote consistency in secondary standards. 
 The teacher needs to report a student earning 3-zeros in a nine-week grading period 

to the Student Academic Advisor. 
 If half of a class scores below a 70% on an assessment, a reteach/reassessment of the 

material is required. 
 This is the minimum expectation.  A teacher may give additional assignments, tests, 

homework, etc. depending on the subject and material being covered and the needs of the 
students.   

 
Middle School--Nine week grade percentages for each subject     
 
The nine week grade for each subject at the middle school level will be determined using the 
following percentages:  

 50 % – major tests, projects, papers, performances, quizzes, etc.  
 50 % – daily assignments, class work, homework, quizzes, etc. 

High School--Nine week grade percentages for each subject     
 
The nine week grade for each subject at the high school level will be determined using the 
following percentages:  

 60 % – major tests, projects, papers, performances, quizzes etc.  
 40 % – daily assignments, class work, homework, quizzes, etc.  
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DISCOVERY PROGRAM 
 
The Discovery Program is a limited support program for elementary students who need academic 
remediation support or academic enrichment.  The Discovery Staff will evaluate each student 
who is recommended for enrollment in the Discovery program. 
 
DIAGNOSTIC TESTING FOR LEARNING DISABILITIES  
 
Identifying red flags for learning disabilities is a critical skill in your scope of responsibilities.  If 
you feel you have a student who needs to be referred to a specialist for a full or comprehensive 
evaluation of academic skills, please formally document specific behaviors for a two week 
period.  Attach this formal document in a memorandum to administration and testing coordinator  
Upon receipt of this memorandum a conference will be set up with the teachers to help establish 
intervention protocol.  Once the protocol has been established and appropriate accomodations 
have been put into place, a period of evaluation will begin to reassess the student.  After 
reassessment, a formal conference will be held with the parents to discuss possible testing for a 
diagnosis of learning disabilities.  It is not appropriate for teachers to diagnose or suggest a 
specific diagnosis to parents such as ADD, dyslexia, autism, or OCD.  This could become a 
liability issue. 
 
If a child is diagnosed with a learning disability, a Student Strategy Intervention Plan (SSIP) will 
be written.  In most situations, modifications and accomodations can be made to help students 
with a learning disability succeed in a normal classroom. In addition, support through 
remediation or compensatory strategies through our Discovery Program or a private therapy 
program may be necessary.  Educational research supports that inclusion is the preferred method 
of instruction for students with learning disabilities.   A teacher is required by the Individual with 
Disabilites Education Act (IDEA) to implement the modifications noted on an SSIP.   
 
Important Terms to know: 
 
Accomodations:  Accomodations allow a student to complete the same assignment or tests as 
other students, but with a change in timing, formatting, setting, scheduling, response, and/or 
presentation. 
 
Modifications:  A modification is an adjustment to an assignment or test that alters what the 
assignment or test is designed to measure.  This occurs when the reading material assigned to a 
student is altered or made easier than the material assigned to other students in a regular 
education class. 
 
Accomodations and modifications are primarly concerned with helping students access the 
general education curriculum.  In contrast, remediation and the development of compensatory 
strategies are a priority in special education.  We are able to provide remediation and 
compensatory strategies through our Discovery Program for students with mild or moderate 
learning disabilities.  We are  unable to provide adequate service to students diagnosed with 
severe learning disabilities.  We will rely on an educational team to determine if the needs of a 
student can be met at RRCA. 
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ROUND ROCK CHRISTIAN ACADEMY 
Employee Agreement and Compliance Form 

 
RRCA expects all faculty, staff, coaches, and substitutes to model the qualities and characteristics that exemplify a Christ-like life.  
As a full-time, part-time, contracted employee or substitute at RRCA, I recognize, understand, and agree to live by the Christian 
moral standards of the school.  
 

Tobacco Use Policy:  RRCA has prohibited the use of tobacco, including e-cigarettes, throughout the workplace.  Any questions 
regarding the tobacco policy should be directed to administration. 
 
Substance Free Workplace:  RRCA is committed to maintaining an alcohol and drug-free environment and will not tolerate the 
use of alcohol and illegal drugs in the workplace and at school-related or school-sanctioned activities on or off school property. 
Employees who use or are under the influence of alcohol or illegal drugs as defined by the Texas Controlled Substances Act during 
working hours may be dismissed and/or referred to appropriate law enforcement officials for prosecution.  As a condition of 
employment, employees shall abide by the terms of this policy and notify the Head of School in writing if they are arrested, 
indicted, or convicted for a violation of a criminal, drug, or alcohol statute previously or during employment. 
 

Possession of Weapons on Premises:  Employees, visitors, and students are prohibited from bringing firearms, knives, clubs, 
chemical substances, ammunitions, or other prohibited weapons onto school premises or any grounds or building where a school-
sponsored event takes place.  To ensure the safety of all persons, employees who observe or suspect a violation of this policy should 
report it to their supervisor immediately.  
 

Convictions:  Have you ever been convicted* of a crime, other than minor traffic offenses (minor offenses include speeding or 
parking violations)?  Yes ___ No ___    If yes, please explain (on a separate paper).  *Convicted means you were declared guilty by 
a judge or jury-or you pled guilty in court.  A conviction may have taken place even if you did not pay a fine or spend time in prison.  
Answering yes will not automatically disqualify you from employment.  RRCA will conduct a criminal background check. 
 

Background Check:  I understand that I am required to complete a criminal background check form, and I hereby authorize the 
school to conduct a criminal records check.  In addition, I may be required to submit to a fingerprint check by the FBI and/or other 
federal and state authorities.  I understand and agree that my working with students at RRCA is conditional upon the receipt of 
background information, including criminal background information. The school may refuse an offer of employment or 
continuation of employment if the school deems any background information unfavorable or that it could reflect adversely on the 
school or on me as a Christian role model.   
 

Moral Integrity:  I have disclosed all past and current legal, moral, and ethical issues or allegations that may affect my ability to be 
a positive Christian role model.  I declare that during the past year I have not engaged in, or at the current time I am not engaging in, 
and promise that I will not during the term of my employment, engage in unethical, immoral, or inappropriate sexual conduct, or 
improprieties toward minors as defined by Scripture and federal or state law.  My signature below indicates that I meet the moral 
integrity standards and Christian role model lifestyle requirements of RRCA.   
 

Faculty/Staff Handbook Agreement:  I acknowledge that I have read and will abide by the policies and procedures outlined in the 
RRCA Faculty/Staff Handbook.   I understand that an attempt will be made to communicate any major changes to the Faculty/Staff 
handbook.  However, it is my responsibility to be aware of and abide by all policies and procedures. 
 

Agreement for Electronic Communication Changes to Benefits:  I hereby give RRCA permission to electronically communicate 
any ERISA benefit information, Retirement Plan, and Affordable Care Act (ACA) notices required by law.   
 

Agreement for Media Release for Marketing:  I agree to give RRCA all rights to publish or use video or photographic images of 
myself for the sole purpose of advertising and/or promotion of RRCA.  I waive any right to approve any finished advertising or 
promotional piece that may be used.   
 
 

I certify that I have carefully read, understand and agree to the above statements. 
 
Name (Print and Sign): __________________________________________  Date: __________________________ 
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 Round Rock Christian Academy 
Allergy Management Policy 

Effective August 2011 
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Allergy Management Policy 

Round Rock Christian Academy is committed to providing a safe and nurturing environment for 
students. The school understands the increasing prevalence of life threatening allergies among school 
populations. Recognizing that the risk of accidental exposure to allergens can be reduced in the 
school setting, Round Rock Christian Academy is committed to working in cooperation with parents, 
students, and physicians, to minimize risks and provide a safe educational environment for all 
students. The focus of allergy management shall be on prevention, education, awareness, 
communication and emergency response. 

The goals for allergy management include: 

1. To define a formal process for identifying, managing, and ensuring continuity of care for
students with life-threatening allergies across all transitions (PreK-12).

2. To maintain the health and protect the safety of children who have life-threatening allergies in
ways that are developmentally appropriate, promote self-advocacy and competence in self-
care and provide appropriate educational opportunities.

3. To  ensure  that  interventions  and  individual  health  care  plans  for  students  with  life- 
threatening allergies are based on medically accurate information and evidence-based
practices.

It is the policy of RRCA to provide all students, through necessary accommodations where 
required, the opportunity to participate in all school programs and activities. Accordingly, the staff is 
to act affirmatively and work closely with parents to assure that the needs of  children  with 
documented  allergies  are  taken  into  consideration  in  planning of school programs.  
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Life-Threatening Allergy Guidelines 

BACKGROUND 
 Allergic food reactions can span a wide range of severity of symptoms. The most severe and

potentially life threatening reaction is anaphylaxis. This protocol is to be used for students who are
at risk for anaphylaxis and in circumstances where a previously undiagnosed life-threatening
allergic response occurs

 Students who have a life-threatening allergy should have a minimum of two EpiPens on site. The
epinephrine will be used in emergencies for students known allergies when on rare occasions when
their personal emergency medication is found to be flawed.

 Anaphylaxis refers to a collection of symptoms affecting multiple systems in the body, the most
dangerous of which are breathing difficulties and a drop in blood pressure. Foods that most
commonly cause anaphylaxis, a life threatening allergic reaction, are peanuts, tree nuts, shellfish,
milk, wheat, soy, fish, and eggs. These severe allergic reactions can occur within minutes of ingestion
or a reaction can be delayed for up to two hours. Some reactions are “biphasic” in nature with an
initial period of symptoms, a symptom free period of 2-3 hours followed by severe shock-like
symptoms. At present there is no cure for food allergies and avoidance is the key to preventing
reactions. Exposure may occur by eating the food or food contact.

MEDICATIONS 
 The most commonly prescribed medications for the treatment of anaphylaxis are: Epinephrine –

Brand names include, but are not limited to EpiPen® or EpiPen Jr®  auto injectors.  Parents usually
bring epinephrine to school in the form of an EpiPen® (0.3 mg) or EpiPen Jr® (0.15 mg)  auto
injectors.

CARE PLAN CONSIDERATIONS/OPTIONS 

 There are a variety of student accommodation and care plans that are appropriate to use for
students in our schools that experience health conditions that may impact a student’s school day and
academic program. The plans that are most often seen are:

 Allergy Action Plan – a plan completed by the student’s licensed physician designed for use by
both nursing and school personnel. It outlines the care that a student could need in an emergency
situation and used as a guide to respond to a student who is experiencing a potentially critical
situation.

 Individual Healthcare Plan for Accommodations – A document developed by the nursing staff in
collaboration with parents and the school team to identify reasonable accommodations for the
child’s needs throughout the school day.
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Responsibilities of the Parent/Guardian of an Anaphylactic Student

1. Each parent/guardian of their child with a Life-Threatening Allergy shall have the following 
expectations:

2. Teach your child to:
a. Recognize the first symptoms of a food allergic/anaphylactic reaction.
b. Communicate with school staff as soon as he/she feels a reaction is starting.

Carry his/her own epinephrine auto-injector when appropriate.
c. Not share snacks, lunches, drinks or utensils.
d. Understand the importance of hand washing before and after

eating.
3. Take responsibility for his/her own safety. As children get older, teach

them to:
a. Encourage self-advocacy of the seriousness of the allergy to

adults and peers.
b. Communicate symptoms as soon as they appear to the school

nurse and teacher.
c. Encourage education on label reading and ingredient safety.
d. Administer his/her own epinephrine auto-injector and be able to

train others in its use.
e. Develop awareness of their environments, including allergy-

controlled zones and to practice age appropriate behavior
regarding health and safety.

4. Inform the school nurse of your child’s allergies prior to the opening of school (or as soon as 
possible after diagnosis). All food allergies must be verified by documentation from 
physician.

5. Work with the school team collaboratively to develop the Individual Health Plan for 
Accommodations and provide an Allergy Action Plan. Medical information from the child’s 
treating physician must be provided as needed to write the Plans.

6. The Plan should also promote increasing age-appropriate independence (ages 8 -18) as the 
student grows and matures. In determining age-appropriate independence the student’s level of 
autonomy and their ability to function autonomously is considered.

7. Complete and submit all required medication forms.
8. A physician signature is required on district allergy action plans and self-administration

plan.
9. Sign release for school personnel to consult with family physician/allergist and all medical 

providers.

10. Provide the school with current cell phone number and maintain updated emergency contact 
numbers and medical information.

11. Provide the school nurse with up-to-date emergency medications (including Epinephrine) so they 
can be placed in all required locations for the current school year. Medications will comply with 
the district medication policy of proper labeling and expiration.

12. To consider providing a medical alert bracelet for your child.  www.medicalalert.org
13. Provide Epinephrine on field trips.
14. To go on your student’s field trips if requested.
15. To provide “safe snacks for your student’s classroom so there is always something your child can 

choose from during an unplanned special event.
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16. Encourage child to wash hands before and after handling food. Encourage child to identify the
allergy controlled zone when eating and to utilize easy access to soap in or near classrooms.

17. Inform the school of any changes in the child’s Life-threatening Food Allergy status.
18. Provide the school with the physician’s statement if the student no longer has food allergies.

EXPECTATIONS OF STUDENT

Each student with a Life-Threatening Allergy shall be expected: 

1. To develop a relationship with the school nurse and/or another trusted adult in the school to
assist in identifying issues related to the management of the food allergy in the school.

2. To use proper hand washing before and after eating and throughout the school day.
3. To avoid sharing or trading of foods or eating utensils with others. Take responsibility for

avoiding food allergens.
4. To not eat anything with unknown ingredients or known to contain any allergen.
5. To avoid putting anything in mouth such as writing utensils, fingers, or other foreign object.
6. To be proactive in the care and management of their food allergies and reactions based on their

developmental level. Learn to recognize personal symptoms.
7. To notify an adult immediately if they eat something they believe may contain the food to which

they are allergic.
8. To keep emergency epinephrine with the student, in the nurse’s office or in the classroom. If

the student is authorized to carry the emergency medication with them at all times, he/she will
demonstrate responsibility of this practice by completing the skills checklist with the school
nurse (found in the appendix within the Epinephrine Self-Administration Authorization packet for
Anaphylaxis).

9. To develop an awareness of their environment and their allergy-controlled zones.
10. To know the overall Individual Healthcare Plan and understand the responsibilities of the plan.
11. To develop greater independence to keep themselves safe from anaphylactic reactions.
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RESPONSIBILITIES OF SCHOOL ADMINISTRATION

Round Rock Christian Academy Administration shall ensure the following:

1. Have available the appropriate allergy forms to the parent and explain that the required forms must 
be returned and approved by the school nurse prior to the child attending school.

2. Meet with parents and listen to their needs and concerns.
3. The HIPAA Compliant Authorization for Exchange of Health & Education Information will be 

presented to parents for signature to provide needed communication between the supervising 
physician and school for effective implementation of the plan.

4. Establish a core team comprised of Parent, Principal, Teacher, Student, Nurse  and other personnel 
deemed necessary to make decisions about food allergies.

5. Create an emergency action plan for addressing life-threatening food-based allergic reactions after 
consulting with the school nurse, student’s parent(s)/guardian(s), and physician.

6. Ensure school wide in-service training and education on reducing life-threatening allergy risks, 
recognizing food allergy symptoms, and emergency procedures for appropriate staff to include, 
but not limited to the following topics:

a. A description/definition of severe allergies and a discussion of the most common foods causing allergic 
reactions.

b. The signs and symptoms of anaphylaxis.
c. The correct use of an EpiPen.
d. Specific steps to follow in the event of an emergency.
e. In addition, parent/staff severe allergy educational meetings may be scheduled as medical personnel 

are available.
7. Reinforce a no-food and no-utensil trading /sharing best practice will be encouraged. A sign shall be 

posted informing students that they are expected to neither trade nor share food or utensils.
8. Ensure that the School Nurse in consultation with the physician will prepare and sign off on the 

Allergy Action Plan.
9. Establish life-threatening allergy safe zones as needed.  These zones will be cleaned and sanitized 

as per protocol.
10. Ensure the Individual Health Plan is available in the nurse’s office and in a student’s homeroom at the 

elementary levels and each teacher at the secondary level.
11. When appropriate, enforce students are allowed and encouraged to carry their Epinephrine on them, 

as allowed by the school’s Administration of Medication Policy and Self- Administration Epinephrine 
Authorization Plan.

12. Ensure that information is in an organized, prominent and accessible format for a substitute teacher.  
A bright colored label will be on the outside of sub folders (MEDICAL ALERT).

13. When appropriate, familiarize teachers with the Individual Health Plan of their students and any other 
staff member who has contact with student on a need-to-know basis.

14. Establish procedures to ensure letters to all parents of children assigned to a classroom where
one of the students has been identified as having a Life-Threatening Allergy (PK-5) and school- wide 
for secondary students. This will be carried out in accordance with patient confidentiality regulations.

15. The school’s emergency protocol on Life-Threatening Allergies will be posted in appropriate locations, 
i.e. nurse office, main office and other areas as designated.

16. Notify staff of the locations of Epinephrine’s in the school.
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17. A contingency plan will be in place using designated staff and understood by all staff and students
in the event the nurse is not in the office or in the building. Staff will call 911 in all instances of
Epinephrine administration.

RESPONSIBILITIES OF SCHOOL HEALTH PROFESSIONALS

The school nurse is the primary coordinator of each student’s life-threatening allergy plan.

Each school nurse will have the following responsibilities:

1. Meet with parent/guardian(s) of a student with a Life-Threatening Allergy to develop an
Individual Health Plan, which may include the use of MEDIC-ALERT bracelets and other
methods of identification for students with Life-Threatening Allergies.

2. Maintain updated AAP/Individual Health Plan in the nurse’s office, in the classroom when
appropriate, and with Epinephrine’s that are carried by identified students. The emergency
action plans will also travel with the Epinephrine’s on school sponsored field trips.

3. Assist the principal in providing information about students with Life-Threatening Allergies to
staff where there is a need-to-know basis.

4. In conjunction with the principal, provide in-service training and education for staff regarding
Life-Threatening Allergies, symptoms, risk reduction procedures and emergency procedures
including demonstration on how to use the Epinephrine.

5. Familiarize teachers/substitutes with the Individual Health Plan of their students and any
other staff member who has contact with student on need-to-know basis.

6. Educate with parents the appropriate locations for storing the Epinephrine and the possibility
of receiving more than one Epinephrine as necessary. Locations for storage will follow the
manufacturer’s guidelines for avoidance of light and extreme temperatures.

7. Inform the school principal and parent/guardian if any student experiences an allergic reaction
that has not been previously diagnosed.

8. Contingency plan will be in place in the event the nurse is not in the building utilizing trained
and identified back-up personnel.

RESPONSIBLITIES OF TEACHERS 

Each teacher shall have the following responsibilities:

1. Knowledge of the signs and symptoms of severe allergic reaction as provided in the student’s
health care plan, and be aware of and implement the emergency plan if a reaction is suspected.

2. Review the Individual Health Plan in a setting with the nurse  of any student in your classroom
with life-threatening allergies along with relevant staff members.

3. Participate in in-service training about students with life-threatening allergies including
demonstration on how to use the Epinephrine.

4. In collaboration with the nurse will set a classroom protocol regarding the management of food
in the classroom. This protocol will be communicated by the teacher to the students and
parent(s) of the affected class.

5. Notify parents by written communication of any school related activity that requires the use of
food in advance of the project or activity (K-5). Learning activities will be controlled as much as
possible. Limit use of food for instructional lessons.
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6. Collaborate with administration and nurse to send out letters to all parent(s)/guardian(s) of 
students in a class with an individual with a Life-Threatening Allergy announcing potential food 
use instructionally.

7. Reinforce appropriate classroom hygiene practices/hand washing before and after eating.
8. Follow Allergy Action Plan and call 911 when life-threatening allergy related symptoms occur.

RESPONSIBILITIES OF NUTRITION SERVICES 

The nutrition services department shall:
1. Provide in-service to nutritional service employees regarding safe food handling practices to

avoid cross contamination with potential food allergens.
2. Food service employees will wear non-latex gloves. Gloved hands will be washed or changed

during extended use to avoid cross contamination with potential food allergens.
3. Maintain a list of students with food allergies within the food service area with a photo of the

student wherever possible. (not for public viewing)
4. Maintain knowledge of which food products contain allergens.
5. Provide allergen-safe zones at schools.
6. Participate in in-service training for students with life-threatening allergies including

demonstration of Epinephrine use.

RESPONSIBILITIES OF PERSONS IN CHARGE OF CONDUCTING AFTER-SCHOOL ACTIVITIES 

Person(s) in charge of extracurricular programs shall have the following responsibilities:

1. The Allergy Action Plan will be available for parents to copy and give to others who assume
responsibility for their child. Personnel may include:

a. Before or after school activity instructors
b. Coaches
c. Child Care
d. Overnight chaperones
e. Clubs, programs, or sports will maintain a list of students with severe life-threatening

allergies. These individual programs will be responsible for obtaining this information
from parent(s).

2. School employees will participate in in-service training about students with life-threatening
allergies including demonstration of Epinephrine use.
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RESPONSIBILITIES DURING RECESS AND PHYSICAL EDUCATION CLASSES 

During recess and physical education classes for a student with a Life-Threatening Allergy, the school

shall have the following responsibilities: 

1. Children will be under the supervision of at least one adult. Epinephrine Packet will be taken
outside if specified in the child’s Allergy Action Plan/Individual Health Plan. The epinephrine
will be carried by the student with a completed Epinephrine Self-Administration Packet for
Anaphylaxis.

2. Emergency communication device (cell phone) will be accessible and functional.

RESPONSIBILITIES ON FIELD TRIPS 

The school shall have the following responsibilities when a student with Life-Threatening Food Allergy

attends field trips:

1. On field trips consideration given for avoiding food allergen exposure, and parental attendance
may be requested.

2. Meals of children with food allergies should be stored separately to minimize cross-   
contamination.

3. An in-serviced trained employee such as the classroom teacher will accompany the class on
the field trip and will maintain each applicable student’s Epinephrine and will follow the child’s
Allergy Action Plan.

4. Copies of student’s Allergy Action Plan will be carried on all field trips.
5. Staff will call 911 in all instances of Epinephrine use. Parent(s) will be notified.
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KEY POINTS FOR PARENTS, STUDENTS AND STAFF

• You are never alone. It takes a team to ensure the best for our students. Help is usually a
phone call away.

• Educate, Educate, Educate. This is an ongoing process that changes with the students’
needs and as the staff changes. Food bans do not work because it creates a false sense of
security. Today, processed foods contain trace amounts of food items that are not always
identified on the food label. The best plan is to educate our school community about the
issues that face students with life threatening allergies.

• Special events/Non-routine days. The greatest risk for a life threatening allergic reaction
exists when the normal routine is broken. Examples are classroom parties, field trips, a
substitute teacher, and after school events. Be Prepared. Always have the Allergy Action
Plan (AAP) available and think ahead to prevent possible exposures to a food allergen.

• Symptoms vary greatly. Call 911 when uncontrolled anaphylactic symptoms occur or if
ingestion is strongly suspected. Use emergency medication (i.e. Epinephrine) if needed and
follow the AAP

• Be  safe,  not  sorry!  Take all complaints  from  children  with  food  allergies  very,  very
seriously. It is important to respect the needs and rights of each student.

• A child with a life threatening food allergy should NEVER eat unexamined food.

• In the event a student has an allergic reaction at school, call 911 and administer
emergency medication (i.e. antihistamine and Epinephrine) as ordered by the student’s
physician. Key staff members should be trained to use emergency medications and know the
location  of  those  medications  at  school  and  on  any  special  function.   If  epinephrine
(Epinephrine) is used, the student should be taken to the hospital for evaluation even if
the allergic reaction symptoms subside. The administrator, nurse and parent/guardian
should be notified as soon as feasible. 911 should be called for all suspected food allergy
reactions. No one can predict how a reaction will progress. A mild reaction can blossom into
a full blown anaphylactic reaction very quickly or over several hours. A reaction can also
appear to subside or even appear to be under control and can blossom again into a more
severe reaction.

• Cross contamination. It only takes a trace amount of the food protein to cause an allergic
reaction. To prevent exposure to an allergen, hand washing and washing of surfaces
(tables, chairs, mixing bowls, etc.) where an allergen has been used is necessary. Soap and
warm water are most effective for cleaning surfaces.

Be prepared! Know your plan!
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Sample Parent Letter 

Date

Dear Parents,

This year at Round Rock Christian Academy we have many students with food allergies and 
a few students who have a life-threatening peanut allergy. Students have been provided with 
information on food allergies and ways they can keep their friends safe at school. Classroom 
teachers and staff have been provided a foods to avoid list. Round Rock Christian Academy 
staff is working hard to control allergen exposure in the classroom as much as possible so 
please check with teachers prior to sending in snacks and always include the packaging.

In addition, our lunchroom will have a designated allergy-controlled zone. Any student may 
sit at that table provided they are not eating peanut butter or a nut product.

If you child has any special food need and you have not made the school aware, please call 
the school nurse at 512-255-4491.  Thank you in advance for your cooperation, as we work 
together to keep our school safe for all students.

Sincerely,

Rebecca Blauser
Head of School

Keilah Thompson, RN
School Nurse
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Round Rock Christian Academy 
Allergy Action Plan 

Allergy To:___________________________________ 
Student’s Name: _______________________________________  D.O.B. ________   Teacher:__________________ 
Asthmatic:    ____  Yes*  _____No          *Higher risk for severe reaction 
STEP 1:  Treatment Signs of an Allergic Reaction 

     Systems       Symptoms         Give Checked Medication 

Mouth Itching and swelling of lips, tongue or mouth ___Epinephrine  ____Antihistamine 

Throat* Itching and/or sense of tightness in throat, hoarseness, and 
hacking cough ___Epinephrine  ____Antihistamine 

Skin Hives, itchy rash, and/or swelling on the face or extremities. 
___Epinephrine  ____Antihistamine 

Gut Nausea, abdominal cramps, vomiting and/or diarrhea 
___Epinephrine  ____Antihistamine 

Lung* Shortness of breath, repetitive coughing, and /or wheezing. 
___Epinephrine  ____Antihistamine 

Heart* “thready” pulse, passing out 
___Epinephrine  ____Antihistamine 

Other 
_______________________________________________ ___Epinephrine  ____Antihistamine 

The severity of the symptoms can change quickly.   *All above symptoms can potentially progress to a life-threatening situation. 
Dosage 
Epinephrine: inject intramuscularly (circle one)     Epi Pen        Epi Pen Jr     Other ____________ 

Antihistamine:  give ________________________________________________________________ 
(Medication/dose/route) 

Other:____________________________________________________________________________ 
      (Medication/dose/route)  

IMPORTANT: Asthma inhalers and/or antihistamines cannot be depended on to replace epinephrine in anaphylaxis. 

STEP 2:  Emergency Calls 

1. Call 911   - State that an allergic reaction has been treated and additional epinephrine may be needed.

2. Keilah Thompson
3. Dr. ____________________________

4. Parents________________________

Cell Number:______214-435-3426________________ 
Phone Number: ____________________________________ 

Phone Number(s): 1)_______________  2)_______________ 

Emergency Contacts:     Name/Relationship Phone Number(s) 

a.____________________________________ 1)__________________   2)____________________ 

b.____________________________________  1)__________________   2)____________________ 
In the event that the parent cannot be reached, do not hesitate to medicate or take child to medical facility. 

Parent Signature_____________________________________     Date _________________________ 

Doctor Signature_____________________________________    Date__________________________ 
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EPIPEN® AND EPIPEN® JR. DIRECTIONS 

Remove EpiPen® from container. 

Pull off activation cap. 

Hold tip near outer thigh (always apply to thigh). 

Swing and jab firmly into outer thigh until Auto-Injector mechanism functions. Hold in 

place and count to 10.  

Massage the injection area for 10 seconds. 

Call 911.  State that an Allergic reaction has been treated and additional epinephrine may be 

needed. 

The EpiPen® unit should be placed back into the container and taken with you to the 

Emergency Room. 

Faculty Staff Addendums rev. 7/2021, 76



EPINEPHRINE MEDICATION SELF-ADMINISTRATION FORM

Student Name:   Grade:    School Year:   

Round Rock Christian Academy provides for students to carry and self-administer life-saving medications when the 
following criteria are met: 

(1) A licensed physician prescribed or ordered the medication for use by the child and instructed such child in the correct and

responsible use of the medication.

(2) The child has demonstrated to the child’s licensed physician or the licensed physician's designee, and the school nurse, if

available, the skill level necessary to use the medication and any device necessary to administer such medication prescribed

or ordered.

(3) The child's physician has approved and signed a written treatment plan for managing asthma or anaphylaxis episodes of the

child and for medication for use by the child. Such plan shall include a statement that the child is capable of self-

administering the medication under the treatment plan.

(4) The child’s parent or guardian has completed and submitted to the school any written documentation required by the

school, including the treatment plan required in (3) above and the liability statement required in (5) below.

(5) The child’s parent or guardian has signed a statement acknowledging that the school and its employees or agents shall incur

no liability as a result of any injury arising from the self-administration of medication by the child or the administration of

such medication by school staff.

MEDICATION NAME   Dose    Time or Interval

Route/Inhalation device   Instructions ____________________________

MEDICATION NAME   Dose    Time or Interval

Route/Inhalation device   Instructions ____

ALLERGIES:    List known allergies to medications, foods, or air-borne substances

I, ________________________________________the parent or legal guardian of the student listed above, give permission for 
this child to carry and self- administer the above listed medications. I have instructed my child to notify the school staff anytime 
this device is used. I understand that, absent any negligence, the school shall incur no liability as a result of any injury arising 
from the self-administration of medication by my child. 

Signature of parent                                                                                                                                 Date 

 Home phone:     __________________                              Cell  phones:            _________________________   

Emergency Contact: 

Name:    Phone #’s: 

I, a licensed physician, certify that this child has a medical history of severe allergic reactions,  has been trained in the use of the 
listed medication, and is judged to be capable of carrying and self-administering the listed medications(s). The child should notify 
school staff anytime the medication/injector is used. This child understands the hazards of sharing medications with others and 
has agreed to refrain from this practice. 

Signature of Health Care Provider                                       _________             Date 

Name of Health Care Provider                                                 __________    _ _ _ _ _ _ _ _ _ _  Phone: 

School Nurse Signature   _____________________________________________________ Date ______________ 
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Notice to All Substitutes

***IMPORTANT***

Dear Substitute Teacher, 

The students listed below in this class have severe life-threatening food allergies. Please maintain the food 

allergy avoidance strategies that we have developed to protect these students. 

Should a student ingest, touch or inhale the substance to which they are allergic, (the allergen), a severe 

reaction (anaphylaxis) may follow requiring the administration of epinephrine (Epi-pen®). 

The Allergy Action Plan, which states who has been trained to administer epinephrine, is located in your 

substitute folder.   Epinephrine is a life-preserving medication and should be given in the first minutes of a 

reaction.   

Please treat this information confidentially to protect the privacy of the students.  Your cooperation is 

essential to ensure their safety.  Should you have any questions please contact the school nurse at 
512-255-4491.

Students Allergies 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

________________________________________________________________________________ 

Our staff is trained in how to respond to students with food allergies in the event of an accidental exposure, 

but prevention is the most important action we can all take. To help reduce the risk of exposure for students 

with severe allergies, please: 

1. Wash your hands after eating or touching any foods.

2. Do not eat or bring any food items into classrooms or specials classrooms without first checking

with the teacher of that room.

3. Observe the signs posted in areas that indicate that no nuts or other allergens are allowed in those

areas.

4. Do not offer food to any student.

5. Children should not engage in sharing of food.

Thank you, 

Rebecca Blauser 

Head of School

Faculty Staff Addendums rev. 7/2021, 78





    2/8/2012 

ROUND ROCK CHRISTIAN ACADEMY 
Whistleblower Policy 

 
 
Round Rock Christian Academy (RRCA) is committed to the highest possible standards of 
ethical, verbal, and legal conduct.  Consistent with this commitment, this policy aims to provide 
an avenue for employees to raise concerns about financial misconduct, dishonesty and fraud, and 
to provide reassurance that they will be protected from reprisals or victimization for 
whistleblowing in good faith. 
 

Procedure 
 

Acting in Good Faith 
Anyone reporting a concern must act in good faith and have reasonable grounds for believing the 
information disclosed indicates improper financial misconduct, dishonesty and/or fraud.  The act 
of making allegations that proves to have been made maliciously, recklessly, or with the 
foreknowledge that the allegations are false, will be viewed as a serious disciplinary offense and 
may result in consequences, up to, and including termination of employment.  Such conduct may 
give rise to other actions including civil lawsuits. 
 
Reporting 
It is the responsibility of every employee, officer and Board member to report concerns relating 
to suspected financial misconduct, dishonesty or fraud.  All are invited to share their questions, 
concerns, suggestions or complaints with someone who can address them properly.  In most 
cases, an employee’s supervisor is in the best position to address an area of concern. The 
supervisor will then submit a report to the Head of School.   However, if an employee is not 
comfortable speaking with a supervisor or not satisfied with the supervisor’s response, then the 
matter should be brought to the attention of the Head of School.  If the matter either involves the 
Head of School or cannot be resolved, then the employee shall place the matter in writing and 
send to the Chairperson of the RRCA Board of Directors.  The envelope should be labeled:  “To 
be opened by the RRCA Board Chairperson only.” 
 
Timing 
Following the receipt of any complaint submitted, the Head of School or Board Chairperson 
shall be responsible for investigating and making appropriate recommendations to the Board 
with respect to reported concerns.  The Head of School or Board Chairperson may enlist other 
Board members, employees, and/or outside legal or accounting persons as appropriate in the 
investigation of complaints regarding financial reporting, accounting, internal accounting 
controls, auditing matters, or any other form of misconduct, dishonesty or fraud. In conducting 
any investigation, reasonable efforts shall be used to protect confidentiality and anonymity of the 
complainant. 
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Feedback to Complainant 
The complainant will be given the opportunity to receive follow-up on the concern within two 
weeks of the report being received: 

 Acknowledging that the concern was received; 
 Indicating how the matter will be dealt with; 
 Giving an estimate of the time that it will take for a final response; 
 Informing complainant whether initial inquiries have been made; 
 Informing complainant whether further investigations will follow and if not, why. 

 
Information 
Subject to legal constraints, the complainant will receive information about the outcome of any 
investigation. 
 
Safeguards 
No employee or Board member who reports a violation in good faith shall suffer harassment, 
retaliation or adverse consequences as a result of the report. An employee who retaliates against 
someone who has reported a violation in good faith is subject to discipline up to, and including, 
termination of employment. This policy is intended to encourage and enable employees and 
others to raise concerns within RRCA prior to seeking resolution outside RRCA.  Additionally, 
no employees shall be adversely affected because they refuse to carry out a directive which, in 
fact, constitutes corporate fraud, or is a violation of state or federal laws. 
 
Confidentiality 
Violations or suspected violations may be submitted on a confidential basis by the complainant 
or may be submitted anonymously. Reports of violations or suspected violations will be kept 
confidential to the extent possible, consistent with the need to conduct an adequate investigation.  
Every effort will be made to protect the complainant’s identity. 
 
Definition of Terms 
For purposes of this policy, the definition of financial misconduct, dishonesty, and fraud includes 
but is not limited to: 

 Acts that are inconsistent with RRCA policy; 
 Theft or other misappropriation of RRCA assets; 
 Misstatements or other irregularities in RRCA records; 
 Incorrect financial reporting; 
 Misuse of RRCA resources; 
 Illegal activities; 
 Immoral or unbiblical activities; 
 Forgery or alteration of documents; 
 Any other form of fraud. 

 
Document Retention 
The Head of School or Board Chairperson shall retain as a part of the records any such 
complaints or concerns for a period of at least seven years. 
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Round Rock Christian Academy Policy and Procedures  
for Review and Revision of Mission and Vision Statements 

 
 
The purpose of this policy is to provide clear guidelines for mission and vision statement revisions, 
to create a flexible tool for approval of non-substantive changes to these statements, and to define 
the process for any necessary revisions. 
 
To ensure that faculty and staff and the programs of Round Rock Christian Academy are aligned 
with the stated mission and vision statements, a review of the statements and evaluation of the 
program will be conducted on a regular basis and follow the guidelines listed below: 
 
1) Annual Review:  RRCA Faculty and Staff 

 
a. The Annual Review of the mission statements consists of answer the following questions: 

• What are our core activities? 
• Does it tell people what we are doing? 
• Does it serve as an umbrella for our activities? 
• Does it encompass all of the people that we are targeting with our services? 
• Does the statement communicate who we are to the average person? 
• Are we achieving our mission? 
• What areas do we need to focus on? 

 
b. The Annual Review of the vision statements consists of answering the following questions: 

• What will be different in our community in 3 to 5 years because we exist? 
• What do our stakeholders say about RRCA today? 
• What do we want our stakeholders to say or think about us in 3 to 5 years? 
• What steps do we need to take to change our stakeholder’s perceptions in the next 3 to 

5 years? 
 

2) Five year Review Cycle:  Performed by appointed Statement Review Committee  
 

a. The Statement Review Committee consists of representation from administration, faculty, 
staff, parents and board members. 

 
Requirements of a Quality Mission Statement  
 
The mission statement must:  
 
• Relate to the mission of the Round Rock Christian Academy. 
• Address, as appropriate, the major functions of teaching, scholarship, service and 

spiritual development of the students. 
• Speak to the type of students that RRCA serves, their educational goals and how we 

meet those goals. 
• Communicate the overall mission clearly to RRCA stakeholders. 
• Be approved by the Board of Directors. 
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Requirements of a Quality Vision Statement  
 
The vision statement must:  
 
• State clearly what RRCA is striving for. 
• Be consistent with the overall mission of RRCA. 
• Stretch expectations to aim for higher than the norm 
• Inspire and encourage stakeholders to focus on the bigger picture 
• Be approved by the faculty/staff and Board of Directors. 
 

 
3)  Review and Approval of Revisions:  RRCA Board of Directors 

Review and Approval Process  
 
Proposed new mission and vision statements or substantive revision of existing statements must 
be vetted through a Statement Review Committee before being submitted to the Board of 
Directors for final approval. 

 
Minor revisions are those revisions which do not change the nature of RRCA.  Examples include 
revisions for clarity, board approved name changes, and editorial changes.  Minor revisions may 
be submitted directly to the Board of Directors for approval. 
 
Substantive revisions are those revisions which change the purpose of RRCA, the programs 
offered or the populations served. 
 
Final approval of new or revised mission and vision statements shall be the responsibility of the 
RRCA Board of Directors. 
 

 
4) History of Mission and Vision Statements at RRCA 

 
Current Mission Statement (approved in May, 2009): 
Mission Statement:  Round Rock Christian Academy is a Christ-centered, college 
preparatory school equipping and developing students to effectively integrate Biblical truth 
and academic learning into their daily lives to impact their community for Christ. 
 
1999:  Mission Statement Revised 
Mission Statement:  Round Rock Christian Academy seeks to cultivate a heart for God by 
providing a Christ-centered, college preparatory education. 
 
July, 1997:  Mission Statement (minor revision) 
Mission Statement:  Our mission at Round Rock Christian Academy is to cultivate a heart 
for God, develop the mind of Christ, and provide a distinctively Christian, quality education. 
 
1994-1999:  Mission Statement Revised 
Mission Statement:  Round Rock Christian Academy seeks to cultivate a heart for God, 
disciple the mind of Christ, and provide a quality, Christ-centered education. 
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1990:  The original mission statement was composed.   

The goal and purpose of Lake Creek Baptist Academy is to honor God.  We propose to 
do this thru: 

1) A God-centered approach to education, to teach in Christ’s name, share His love openly, 
and to point students toward the Savior of the world; 

2) A consistent presentation of the Word of God, the Bible, as the ultimate authority for 
truth and the only reliable moral standard; 

3) The presentation of a life-view and perspective that supports the traditional family values, 
encouraging students to respect their parents, to love them, and to obey them; 

4) Inspiration of all students toward loyalty and faithfulness to Christ’s church; 
5) Building love for country and respect for civil government; 
6) Equipping every student with basic academic skills, a love for the pursuit of excellence 

and challenge, and a broad enough exposure for a foundation to live a life that is useful 
and productive. 

 
 
Current Vision Statement (approved in March, 2011): 
Vision Statement:  Round Rock Christian Academy will be the standard for college-
preparatory, Christian education. 
 
 
History of Previous Statements 
2010: Vision statement revised 
Round Rock Christian Academy (RRCA), in partnership with parents and local churches, 
exists to equip our students to make a Kingdom impact for Christ and fulfill God’s eternal 
purpose for their lives.  RRCA is an independent, multi-campus school system with a 
commitment to Biblically sound diversity in its student body and faculty.  RRCA provides a 
quality international and intra-national student missions program, a comprehensive athletic 
program, and offerings in college level courses.  RRCA equips and empowers students to 
make choices that lead to a Christ centered life that affects their communities and the world 
for eternity.  
 

 
2000: Vision statement created  
Round Rock Christian Academy exists to equip our students to make a kingdom impact for 
Christ as they fulfill God’s eternal purpose for their lives.  In an alliance with parents and the 
church, we share biblical truth and provide excellence in academics from preschool through 
twelfth grade that will enable student students to discern, embrace, and promote a Christian 
worldview.  Knowing and witnessing the truth, students will choose to live a productive and 
purposeful life to affect their world for eternity. 
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Round Rock Christian Academy 
Curriculum Review Policy and Guidelines 

 
Curriculum Review Overview 

 
Round Rock Christian Academy provides a graded course of study for pre-kindergarten through 
twelfth grades.  Provisions are made for periodic evaluation of courses of study and for revision 
in order to keep pace with societal and educational change.  Curriculum development should 
reflect the RRCA statements of philosophy and purpose, and be based on reliable findings from 
sciences dealing with child growth and development and learning.  The methods of instruction 
promote inductive learning through exploration, discovery, inquiry, interpretation, critical 
thinking, and creativity.  The goal of the school is to achieve proper and adequate development 
of the students in terms of academic learning, spiritual growth, and healthy social and physical 
performance. 
 

Curriculum Review Cycle 
 

Review Year  Elementary Secondary 
2018-2019 Language Arts Math 
2019-2020 Bible English 
2020-2021 Science Bible/Spanish 
2021-2022 Math Science 
2022-2023 History History 
2023-2024 Specials/Spanish Electives 

 
 

Curriculum Guides 
 
A quality school must place a high priority on the development of its instructional program.  The  
Curriculum Guide describes RRCA’s instructional program, ensures continuity between grade 
levels and subject areas, and provides a basis for evaluation of the school’s instructional 
program.  The Curriculum Guide also lists benchmarks and standards and serves as an 
accountability system to ensure that standards are being instructed and assessed. 
 
RRCA currently uses CurriculumTrak, an online program that enables teachers to continually 
enhance and update the Curriculum Guide so it does not become outdated or unused on a shelf. 
 
The Curriculum Trak program: 
 

1) Facilitates a teacher’s directed approach to learning. 
2) Ensures continuity in learning from year to year. 
3) Gives teachers a definite curriculum overview and map to follow. 
4) Helps the overall academic program of the school to stay on course. 
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Biblical Integration 
 
All teachers are expected to integrate Biblical principles within their teaching in Language Arts, 
Foreign Language, Science, Social Studies, Math, Art, Music, Physical Education, and any other 
subject taught at RRCA.  All subjects are to be taught in a manner consistent with Scripture.   
 
 
Resource Material for Classroom Use 
 
Resource material chosen for classroom use must be beneficial to meeting student objectives for 
the course as well as be within the moral and biblical standards of the school.   Resource material 
should be of high quality, from a recognized, skilled talent in the field, and appropriate for the 
age level, both intellectually and emotionally.   

 
 

Curricula Review Committee Guidelines 
 
1.  Several weeks before the committee meets, contact the sales representative of a textbook 

series to ask for written reviews of the textbook(s) being assessed or the names of schools 
that use the series. 

 
2. Review the philosophy statement of the designated subject and make any necessary 

changes. 
 
3.  Using the standardized test scores, review student achievement in the subject area for the 

past five years.  Analyze the data to ensure that student achievement goals are being met.   
 
4. Align the skills that were deficit in achievement data to the scope and sequence of the 

current textbook to determine if supplemental resources are needed. 
 

5.  Determine if there are any major skills, content areas, course or subject unit objectives 
which are not identified in the current Scope and Sequence.  List the omissions that the 
committee has identified and determine as a committee if these skills/objectives should 
be added to our Scope and Sequence.  Using various resources, including the textbook’s 
table of contents, the committee must decide where the best place to include the omitted 
skills/content in our current Scope and Sequence.    
 
Example of the process:   When are the three branches of government taught? Is it a 
concept that should be taught?  Reviewing other Scope and Sequences of textbooks, the 
TEKS, and other resources, the committee determines that this concept should be taught 
in the third grade.  However, our current textbook does not include information about the 
branches of government.  Do we just skip this objective since it is not in our textbook?  
No, we implement the following procedures: 
 

The committee transcriber will write this instructional goal on the “working copy”:   
“Students will understand the functions of the three branches of government.”   
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The committee reviews the current Scope and Sequence and the committee decides to 
add this new objective to a current unit objective already noted in our scope and 
sequence.  This current unit objective is:  

“The student will identify the job requirements for serving as the president.”   
It is a logical place to add this new objective and it is scheduled for the second week 
of the 3rd Nine Weeks.  The committee writes the new instructional objective on the 
current Nine Week Scope and Sequence as follows:  “The students will identify the 
three branches of government and list the function of each branch.”  If the 
committee determined that this instructional objective is appropriate to add to the 
curriculum’s Scope and Sequence for the grade level, then the committee must 
determine whether this new objective replaces something of lesser importance.  Two 
critical choices are made at this time: the committee chooses to remove a less critical 
learning objective, or the committee determines that the teacher has enough 
instructional time to add this new objective to the current Scope and Sequence.   The 
real goal of developing a Scope and Sequence it to determine what and when to 
teach at each grade level from K-12 in the allotted academic time for each subject.  
There must be a good balance so that the school will remain vertically aligned and 
each grade level supports the next.  It is important that there are not too few 
objectives one year and too many the next.  Either scenario weakens the entire 
curriculum.    

 
Once the revisions/changes are made to the Nine Week Scope and Sequence in history 
for all the grades, these instructional objectives will be set for the next five years unless it 
is determined that a curriculum review is needed sooner. 

 
6. Using the Textbook Selection Evaluation Form, evaluate the current textbook series as 

well as 2-3 additional textbooks.  Your goal is to identify and recommend the text that 
best aligns with RRCA’s Scope and Sequence and rank the choices. 

 
7. Administration will then review all the recommendations of the committee.  Textbook 

selections are made in light of the school’s financial constraints as well as consideration 
of the impact to the continuity of text materials across multiple grade levels.  
Administration will also keep in mind the ease with which both novice and experienced 
teachers can biblically integrate with any secular textbooks chosen.  
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    Rev. July 2021 

 
 
Social media accounts affiliated with a school or school-sponsored group must be approved by 
the school principal. It is also strongly recommended that social media accounts affiliated with 
school parent groups be clearly marked as parent-run, not RRCA-sponsored.  
 
If RRCA believes that an employee's activity on a social networking site, blog, or personal 
website may violate RRCA policies, RRCA may request that the employee cease such activity. 
Depending on the severity of the incident, the employee may be subject to disciplinary action. 
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Round Rock Chris an Academy 
Field Trip Approval Form 

Teacher Request for Field Trip 

Teacher(s):_____________________________ Grade(s)_____ Today’s Date_________________ 

Date of Proposed Trip:______________________________  Date of Van Evacua on Drill (Mandatory): ______________________ 

Des na on/Descrip on of Ac vity:______________________________________________________________________________  

___________________________________________________________________________________________________________ 

Des na on Contact Person:_________________________  Phone:___________________ 

Objec ves:  (Briefly state the purpose of this trip and what you hope to accomplish.) 

 

Our class is preparing for this trip by: 

 

What type of follow‐up is planned for the classroom? 

 

Trip Timing: 

Departure:_______________  Des na on Arrival:__________  Time on Site:___________  Arrival back at school: ______________ 

How many will a end?  Teachers_________________  Chaperones___________________  Students_________________________ 

What provisions have been made for students who are unable to go on the trip?_________________________________________ 

___________________________________________________________________________________________________________ 

Approximate round‐trip mileage:__________  Transporta on:  ____school vehicles  ____parent cars  ____leased bus/van 

Will van driver be reimbursed for ou ng?_______________  Amount?____________________ 

 

Note:  1) All parent drivers must have completed the Volunteer Driver Applica on Form and be listed on the school’s approved 

driver list.  2) If school‐owned vehicles are needed for this event, they must be reserved well in advance of the departure date. 

 

Trip Expenses: 

Entrance Fees:____________ Transporta on Expenses:_______________  Parking Costs:  ________________ 

Chaperone/Drivers:________________ Snacks:__________________Misc:________________  TOTAL:________________ 

Please note:  If the field trip is approved, you must request the check from the Business office the week before the trip.  Field trip 

money cannot be used for lunches on a field trip.  If the students plans to eat out on the field trip, the students must bring their 

own money for lunch.   

If the field trip is approved, no changes in the original des na on or date will be made without securing the principal’s approval.  

Once the field trip has been approved it must be listed on the school’s master calendar.  In addi on, make sure that the school vans 

are reserved and that the specials teachers and lunch personnel have been no fied of the date.  Please no fy the school nurse at 

least three days in advance in order for the emergency forms to be prepared for the trip.  A list of high school students and the 

periods they will miss at school must be emailed to the administra ve and secondary offices at least a week prior to departure.  

Lastly, please leave the office a list of drivers and the students assigned to the drivers/vehicles.  For emergency use only, please 

include cell numbers of the field trip drivers. 

Administra on:  ____ Approved     _____ Denied    ______ More Details Needed    

Signature: ___________________________________ Date: __________________________ 
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Round Rock Chris an Academy 

Field Trip Procedures 

 

Field trips are a wonderful way to enrich and support academic objec ves, if planned  appropriately.  The purpose and objec ves 
of a field trip must be evident and of value, for if it were not, a trip outside the classroom would be a waste of  me and resources.  
Furthermore, we must limit field trips to one per a nine‐week grading period in order to preserve academic learning  me.  
Although we must be conscien ous and responsible to the assigned academic learning  me, a well‐prepared field trip provides an 
effec ve learning experience for students and parents.  Please follow the checklist as you prepare: 

 

Three Weeks or more prior to Field Trip 

___Submit a copy of the field trip request form to school administra on. 

___Once the field trip is approved, schedule it on the school’s master calendar through the Main Office. 

___If school vehicles are required for transporta on, check on availability and reserve the vehicle(s)  for the field trip day. 

___Send parents no fica on of field trip. 

___Begin preparing students for field trip.  Students should know the learning objec ves of the field trip and be held accountable 
for the learning. 

___All parents par cipa ng in the field trip, regardless of driving or chaperone, must complete a Criminal Background Check.  
Please inform parents of this early so they have  me to turn in necessary paperwork.  Criminal Background Check forms are 
available in the Main Office or on our website. 

___If using parent vehicles or school vehicles, parents must be an approved driver.  Volunteer Driver Approval Forms are available 
in the Main Office or on our website. 

 

One Week Prior to Field Trip 

___Check to see if you have any assigned supervision du es on your field trip day that need to be covered by another teacher.  
Arrange to trade du es with a colleague. 

___Send out an email to the specials teachers (Music, Art, PE, Library, Spanish, Computer, Discovery) and the lunch staff if your 
students will not be there for lunch or classes on the field trip day.  Send a copy of this no fica on to administra on. 

  Specials classes will not be rescheduled and lunches will not be carried over to the next day or next week. 

___Send an email to the nurse that you will need emergency forms and first aid kits for your upcoming field trip. 

___Prepare a map and driving instruc ons to your des na on for volunteer drivers.  Be sure to include the teacher’s cell number 
and school phone number on the sheet. 

___Reconfirm your drivers/chaperones. 

___Turn in “Field Trip” check request before Monday.  Checks are only wri en on Mondays.  Do not pay for or have a parent pay 
for a field trip.  Plan in advance and you wil have your check ready for the trip.  Make sure you pick‐up a tax‐exempt form to give to 
the proprietor. 

Two Days Prior to Field Trip 

___Call des na on contact person to confirm trip or ac vity. 

___If students have opted out of the trip by their parents, make arrangements for their care while you are away from the building.  
Also make administra on aware of this type of situa on. 

___(Preschool/Elementary) Make sure students know to wear chapel a re for field trips.  Make a name tag for students. 

___Prepare your Driver/Student list.  Be sure to give a copy to the administra on office. 

___Check with school nurse for any medica ons that are normally administered to students that must be taken on field trip. 

___Review appropriate field trip behavior, safety rules, food arrangements, and any last minute arrangements regarding your trip 
with your students.  Encourage sack lunches/disposable drinks so you don’t have to keep track of these items. 
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Field Trip Day 

___Give revised, final Driver/Student list to the school office before depar ng, including cell numbers. 

___Make sure the first aid kit, medical emergency forms, student medica on, and other important items are loaded in the car in 

which the sponsoring teacher is riding.   

___Welcome volunteer helpers and have extra copies of the Driver/Chaperone instruc ons and maps available for any who may 

have forgo en to bring theirs. 

___Before leaving on the trip, go over the field trip guidelines and expected behavior one last  me with the class and chaperones.  

___Take roll call before leaving school. 

___Pray with your group before leaving the school. 

___Upon arrival at the field trip des na on, form a group and keep order at all  mes.  Remember you are represen ng our school 

and our Lord. 

___Before returning to school, do a head count (and roll call if necessary) to make sure that no student is le  behind.  Call the 

school office to give an approximate arrival  me. 

 

Following the Field Trip 

___Return the Emergency Medical Forms to the school nurse, along with any student medica ons, and first aid kit. 

___Turn in to administra on a final copy of the Field Trip Approval Form with the post trip evalua on completed on the back. 

___The link between the field trip and the learning objec ves should be made very clear by the teacher.  Assess the effec veness 

of the field trip with the appropriate evalua ve tool, wri en assignment, group presenta on, quiz, etc. 

___ Provide feedback to administra on on whether or not the field trip was informa ve, worth the  me and cost, educa onal and 

enjoyable to the students, etc. 

 

Iden fying Informa on 

 

Teacher:______________________________________     Grade: __________________________________ 

Des na on:___________________________________      Field Trip #______ for the year. 
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ROUND ROCK CHRISTIAN ACADEMY 
Chaperone Guidelines for Employees 

 
The purpose of a field trip or school sponsored activity is to enrich a student’s education.  All school sponsored 
events, educational field trips, and other school sponsored student travel must be adequately supervised and 
chaperoned.  Round Rock Christian Academy authorizes the use of chaperones during activities, functions and 
events organized by  the school.   Clearly,  the safety of students  is  the primary concern.   For  this reason,  the 
following guidelines have been developed outlining the responsibilities of the sponsor and chaperones, and all 
persons fulfilling those roles must sign and date this form to indicate their agreement with these guidelines. 

Trip Sponsor 

As approved by administration, an RRCA employee will be designated as sponsor, and other staff members or 
parents will be designated as chaperones.   The sponsor  is responsible for informing the accompanying adults 
of their duties and responsibilities.    

Chaperone Ratios 

The sponsor,  in cooperation with school  leadership, will determine  the number of chaperones needed.   The 
general chaperone to student ratio for an overnight trip is 1:7 for 6th‐8th grade and 1:8 for 9th‐12th grade. 

Chaperone Pre‐Approval 

All chaperones must completely fill out the Round Rock Christian Academy Volunteer Application before the 
scheduled field trip and are subject to criminal background checks.  Chaperones must be approved in advance 
by Administration. 

If driving, the chaperone must complete the Volunteer Driving Application form (annually).   If driving a RRCA 
bus, the driver must watch the 15 passenger bus driving safety video.  These forms and links can be found on 
our website:  https://www.rrca‐tx.org/news‐events/parent‐forms . 

General Responsibilities 

1. Be a positive role model by conducting yourself in a professional manner at all times. 
2. All  chaperones  recognize  that  the  designated  sponsor  is  ultimately  responsible  for  all  students.  

His/her directions must be followed by both students and chaperones. Chaperones are to be used only 
in an auxiliary capacity under the direction and supervision of a RRCA employee and may not be used 
as a substitute for an employee. 

3. Chaperones are volunteers and not considered employees of the school for any purpose.  Chaperones 
are not compensated for their services and receive no employment or other rights with the school as a 
result of their service. 

4. Chaperones should know the specific duties expected for the trip/event.  Their role is that of a watcher 
and facilitator.  Chaperones are to comply with all laws, school policies, rules and regulations. 

5. Understand that students must be kept under direct adult supervision at all times.  Chaperones are to 
report issues of concern immediately to the sponsor.   

6. Chaperones are “on duty” the entire time they are away from the school campus and must be willing 
to adhere to the guidelines. Chaperones must assume a full‐time commitment to their responsibility 
and must follow these guidelines for the entire trip, function or event. 

7. Each chaperone should know the trip itinerary and have it available at all times.  Chaperones may not 
deviate  from  the established  itinerary without explicit direction  from  the RRCA sponsor.   At no  time 
should a student travel without a chaperone, nor should a chaperone take a student(s) anywhere that 
is not included on the trip itinerary without permission of the RRCA designated sponsor. 
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8. Chaperones  shall  not  possess,  consume,  use,  or  distribute  alcohol,  tobacco,  electronic  cigarettes, 
vaping, or drugs at any time while acting as a chaperone. 

9. Understand  that  any  sensitive  information  that  you  may  learn  about  a  student  must  be  kept 
confidential. 

Monitoring Student Behavior 

1. Chaperones will be assigned to specific students to monitor on the trip. 
2. Chaperones  should  know  and  enforce  all  trip  rules  for  students,  including  dress  code,  curfew,  and 

conduct rules for the trip.  These rules will be enforced at all times.  Be consistent in dealing with the 
students.  Do not “bend” the rules. 

3. Monitor  the  students  to make  certain  they  are  safe  and  that  they  are  following  the  rules.   Make 
instructions and corrections as needed in a firm but courteous manner.  If a student fails to comply, is 
disrespectful, or is involved in a serious infraction of the rules, notify the sponsor immediately.   

4. Report any problems, especially related to medical needs, to school personnel immediately. 
5. Students may  bring  cell  phones,  but  they must  be  turned  off  at  any  time  the  chaperones  deem  a 

situation inappropriate for cell phone use (i.e. museums, tour, devotions).  Failure to do so will result 
in the confiscation of the phone for the remainder of the trip.  Sponsors, chaperones, or coaches may 
restrict cell phone use during travel times. 

6. Chaperones realize that they are not acting as a parent on the trip and that their children are required 
to abide by all rules put in place by the RRCA supervisor in charge.  Plan for your child to be treated as 
any other. 

Overnight Trips 

Prior to departure, the primary sponsor will arrange with the hotel management to block access  in rooms to 
inappropriate  television  channels,  charging  additional  expenses  to  the  hotel  room,  and  wireless  internet 
access. 

For  trips  involving 6th‐8th grades, a chaperone will oversee either one single or  two adjoining  rooms, one of 
which  the  chaperone will  sleep  in.     The  connecting door will  remain open  at all  times.    Students must be 
escorted or monitored by an adult when departing from or returning to their hotel room. 

For trips involving 9th‐12th grades, the following guidelines will be in effect: 

 A night/morning curfew will be clearly announced  to all students.   During  this  time, students are  to 
remain in their hotel rooms. 

 Selected chaperones may monitor the hallways. 

 Chaperones will verify that students are in their assigned rooms at the established curfew time. 

 The primary leader will be given a key for each student room. 

PTO / Time off Requests for Attending Student Extracurricular Events 

For  employees  who  have  students  that  attend  RRCA  and  participate  in  extracurricular  activities  (such  as 
athletic and fine arts events), the following policy  is  in place with regards to requesting time off to attend or 
chaperone these events. 

Driving Team Bus / Chaperoning Event 

The  employee  must  first  receive  permission  from  administration  to  drive  a  team  bus  or  chaperone  an 
extracurricular event.  We appreciate your willingness to serve; however, we don’t want any one class to have 
too many teacher absences due to driving or chaperoning events.       Once permission has been received, the 
team driver  should  request off  through  the normal PTO  system  so  that a  substitute can be obtained.     The 

Faculty Staff Addendums rev. 7/2021, 94



RRCA Chaperone Guidelines for Employees  3  rev. July 2019 

team driver will not be required to have PTO hours deducted.  If the event is for more than one normal school 
day, the employee may be asked to take PTO hours. 

Attending Event / Non‐Supervisory Role 

Any  employee  who  is  going  to  attend  their  child’s  off‐campus  event  during  school  hours,  but  not  in  a 
supervisory role, will need to request a sub and use PTO time.  If an employee needs to leave at the end of the 
work day, the employee is not required to take PTO, as long as there is minimal interruption to students and it 
does not happen on a regular basis.   Whether  for a short  time or a  longer absence,  the employee needs  to 
receive  permission  from  their  supervisor  and  then  submit  a  PTO  request  to  get  coverage  for  their  normal 
duties.   

Extended RRCA‐Sponsored Trips 

An  employee  who  is  sponsoring  an  extended  trip  (Fine  Arts,  Missions,  etc.)  will  need  to  meet  with 
Administration to determine the number of chaperones necessary to ensure appropriate supervision  for the 
trip.  Administration will have input on who those chaperones should be,  based on the needs of RRCA and the 
planned trip.   If additional employees want to participate in the trip, they would need to have permission from 
Administration and will need to take PTO time.  These participants would still be travelling with the group and 
expected to participate in the planned itinerary and logistics involved with the trip. 

 

 

I understand the requirements to be a chaperone for Round Rock Christian Academy.  I have read, understand, 
and agree to abide by the above guidelines.  I hereby release Round Rock Christian Academy from any damage 
or liability in connection with, or resulting from, my services as a volunteer chaperone. 

 

_______________________________    _______________     ________________________________ 
Printed Name           Date                  Signature 
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ROUND ROCK CHRISTIAN ACADEMY 
FACULTY AND STAFF DRESS CODE ADDENDUM 

  
PHILOSOPHY 

It is our desire at Round Rock Christian Academy to do all things pleasing to the Lord and in 
a manner that will honor Him.  We recognize, of course, that true Christianity is a matter of 
the heart and not always the outward appearance.  However, it is true that our appearance is 
important.  In 1 Thess. 5:22 we read, “Abstain from all appearance of evil.”  1 Samuel 16:7 
notes that, “The Lord looks on the heart…man looks on the outward appearance.”  
However, Peter puts his finger on the real issue when he stated that our attractiveness should 
not be based on what we wear, but on “…the hidden man of the heart…even the ornament of 
a meek and quiet spirit.”  By our dress and our actions we represent the feelings and 
thoughts of our hearts.  Therefore, our clothing and the way we wear it should represent a 
desire to please God and honor Him. 
  
GENERAL CLOTHING GUIDELINES 

Faculty and staff should serve as a distinctive example of Godly standards through dress. 
Clothing should meet the following standards: Honors God, promotes modesty, is 
professional, functional, is safe and is not a distraction.     
  
HOURS OF ENFORCEMENT 

The dress code will be observed from 7:00 am to 4:45pm each school day.  Administration is 
granted the right to interpret the dress code on a day-to-day operational basis.    
 
AFTER SCHOOL AND/OR SCHOOL SPONSORED EVENTS 

Appropriate dress is expected at all school sponsored events and on campus after hours.  
Overtly inappropriate dress will be handled on an individual basis. 
  
HAIRCUTS 

For male teachers, the minimum acceptable standard for haircuts will be as follows:  the hair 
is off the collar in back and off the eyebrows in front, the bottom of the ear is plainly visible, 
and the sideburns do not extend below the bottom of the ear.  Facial hair should be neatly 
trimmed and groomed in appearance.   No extremes in style or color are allowed. 
  
For female teachers, hair should be clean and groomed in traditional styles and colors. No 
extremes in style or color are allowed. Hair accessories should not be a distraction to the 
learning environment.    
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TATTOOS OR BODY PIERCING 

There should be no extremes, such as nose rings, lip rings, navel rings, gauges, or tongue 
rings, etc. for faculty and staff.  Earrings are not permitted for male faculty.  Body art must 
be covered during the school day and while in attendance at school functions and events.  
Face painting is permitted for special occasions (i.e., spirit day, fall festival, etc.) 

 
PROFESSIONAL DRESS CODE 

Female teachers may wear split-skirts, skirts, skorts, and dresses, all of which are no more 
than 2” above the knee. Leggings or tights are not permitted by themselves, but may be worn 
with a skirt or dress that meets the 2” rule.  Fish net tights are not to be worn to school.   
Professional dress shorts for special occasions may be worn but must not be more than 4” 
above the knee.  Slacks and jeans that are too tight, too baggy, too low on the hips, or ragged 
and frayed are not acceptable. Pajamas type pants are not permitted unless permitted for PK-
Kinder special days (i.e., Pajama Day). Clothing with slogans, characters, and/or bands 
that are violent or inappropriate in nature that would be in contradiction with school values 
are not allowed. Blouses or shirts must not show visible cleavage.  No spaghetti straps or 
tank tops are allowed or shirts that expose back, shoulders or midriff.   Sleeveless shirts 
which cover the shoulders are permitted.  The bare mid-riff must not be shown at any time.  
On Fridays and special occasions granted by administration, teachers may wear jeans to 
school. Teachers are not allowed to wear hats, hoodies, or beanies in the classroom.  
  
Male teachers must wear short or long sleeved collared shirts and slacks.  Pajama pants are 
not permitted.  Belts are preferred but not required.  All shirts with long tails or shirts that 
are below mid-hip must be tucked in.  Clothing with slogans, characters, and/or bands 
that are violent or inappropriate in nature that would be in contradiction with school values 
are not allowed.  Pants that are too tight, too baggy, too low on the hips, or ragged and frayed 
are not acceptable.  On Fridays and special occasions granted by administration, teachers 
may wear jeans to school. Teachers are not allowed to wear hats, hoodies, or beanies in the 
classroom.  
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Notice of Network Requirements
(Post in visible area for all employees)

Your employer has chosen WorkWell, TX as its certified workers’ compensation health care network 
in partnership with Texas Mutual Insurance Company, a workers’ compensation insurance carrier.  
WorkWell, TX will manage the health care and treatment you may receive if you are injured on the 
job or diagnosed with an occupational illness while employed here. WorkWell, TX doctors are trained 
in treating work-related injuries and illnesses and getting people back to work and back 
to a productive life. 

The information in this packet will help you to seek care for your injury and describes what to do if 
you are injured while on the job.   

What to do if you are injured while on the job

If you are injured at work, tell your employer right away. Your employer will help with any questions 
you may have about seeking treatment through WorkWell, TX. You may also contact Texas Mutual if 
you have any questions about your treatment. Our shared goal with your employer is to return you to 
work as soon as it is safe to do so. 

A list of network doctors in your service area is available on texasmutual.com or by downloading the 
WorkWell, TX mobile app. You may contact us at (844) 867-2338 or at the address    
below for assistance.

WorkWell, TX
Attn: Network Services
PO Box 12029
Austin, TX 78711-2029

In case of an emergency

If you are injured and it is an emergency, you should seek treatment at the nearest medical care 
facility immediately. This also applies if you are injured outside the service area. Emergency care does 
not require preapproval. Texas law defines “medical emergency” as a medical condition that   
comes up suddenly. 

After you receive emergency care, you may need ongoing care. Select a network doctor from the 
WorkWell, TX network. The doctor you choose will oversee the care for your injury. You must obtain 
referrals to see another health care provider or specialist from your treating doctor, except   
for emergency care.
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Non-emergency care
 
Report your injury to your employer as soon as you can. Find a network treating doctor on   
texasmutual.com or by downloading the WorkWell, TX mobile app. Go to that doctor for treatment. 

Treatment prescribed by your doctor may need to be approved in advance. Your doctor needs to  
request approval from the network for a specific treatment before the treatment or service is   
provided. You may continue to need further care after completing the approved treatment. 

Choosing a treating doctor

If you are hurt at work and it is not an emergency and you live in the network service area, you must 
choose a treating doctor from the WorkWell, TX network. This is required so that WorkWell, TX  
covers the costs for the care. If you belong to a health maintenance organization (HMO) at the time 
of your injury, you may choose your HMO primary care doctor as your treating doctor. You must have 
chosen the doctor as your primary care doctor before your injury. We will approve the choice of your 
HMO doctor if they agree to the terms of the network contract and to abide by applicable laws.

For a list of network doctors available in your area, please visit texasmutual.com or download the 
WorkWell, TX mobile app. The WorkWell, TX provider directory is updated monthly. Doctors who 
speak Spanish or who are no longer taking new patients will be flagged with an icon on their record.

If your treating doctor leaves the network, we will notify you in writing. You will have the right to 
choose another treating doctor from the network directory. If your doctor leaves the network and 
you have a life threatening or acute condition for which a disruption of care would be harmful to you, 
your doctor may request to continue your treatment for an extra 90 days.

If you live outside of the service area, you may request a service area review by calling WorkWell,TX. 
You should provide proof to support your request. WorkWell, TX will inform you of its decision within 
seven days of receiving your request. If you disagree with WorkWell, TX’s final decision, you have the 
right to file a complaint with the Texas Department of Insurance. Your complaint must include your 
name, address, phone number, a copy of WorkWell, TX’s decision and any proof you sent to   
WorkWell,TX for review. A complaint form is available on tdi.texas.gov or you may ask for a form  
by writing to:

Managed Care Quality Assurance Office
Mail Code 103-6A
Texas Department of Insurance
PO Box 149104
Austin, Texas 78714-9104

When waiting for WorkWell, TX to make a decision or for the Texas Department of Insurance to 
review your complaint, you are still expected to use the network for all health care. You may be 
required to pay for health care services received out of the network if it is decided you do live in the 
network’s service area.
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Preauthorization, adverse determination and independent review

A list of the procedures and services that need preauthorization is on texasmutual.com. The list in 
this packet is not intended to be all-inclusive; health care is an evolving science. Procedures and 
treatments requiring prior approval will also evolve. Treating providers should verify preauthorization 
requirements by referring to the updated list on texasmutual.com.

If WorkWell, TX denies the request, you or the requesting doctor may ask for a review of that   
decision. If still dissatisfied, you, your provider or a person acting on your behalf may request an  
independent review. The preauthorization agent will provide any relevant medical records related to 
the injury to the independent review group. They may also provide any treatment guidelines used 
and a list of the doctors who provided care to you. 

Referrals

You do not have to get a referral if you have an emergency. All other health care and specialist  
referrals should be made through your treating doctor. All health care services that you request will 
be made available by the network on a timely basis, as required by your medical condition. This  
includes referrals. All health care services, including referrals, will be made available within 21 days   
after your request. 

Out-of-network approvals 

WorkWell, TX must approve all of your treating doctor or specialist’s out-of-network referrals before 
you visit the provider. If you need to request approval, please call (844) 867-2338.

Payment for health care

Network doctors have agreed to seek payment from Texas Mutual for your treatment. They will not 
look to you for payment. If you receive treatment from a doctor who is not in the network without 
prior approval from WorkWell, TX, you may have to pay for the cost of that care. Medical costs for 
treatment by non-network health care providers may be covered only if one of the    
following situations occurs:

• Emergency care is needed. You should go to the nearest hospital or emergency   
care facility.

• You do not live within the service area of the network.
• Your treating doctor or specialist refers you to an out-of-network provider or facility and  

WorkWell, TX approves the referral. 
• You have chosen your HMO primary care doctor. Your doctor must agree to abide by the 

network contract and applicable laws. 

Changing doctors

If you are not satisfied with your first choice of a treating doctor, you can select a different treating 
doctor from the network directory. We will not deny your choice to see a different treating doctor. 
Before you can change treating doctors a second time, you must get permission from the network by 
calling (844) 867-2338.
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Complaints

We take your concerns seriously. If you are dissatisfied, you can file a complaint with WorkWell, TX. 
You may do this if you are not satisfied with any aspect of the network, including care you received. 
You must file your complaint within 90 days after the date of the event that is the basis    
for the complaint. 

If you have questions about the complaint process you can reach the Grievance Coordinator by 
phone at (844) 297-5723, by fax at (512) 224-8800, by email at wwtxcomplaints@texasmutual.com, 
or by mail at the address below.

WorkWell, TX
Attention: Grievance Coordinator
PO Box 12029
Austin, Texas 78711-2029

Texas law does not permit WorkWell, TX to retaliate against you if you file a complaint against the 
network. We will not retaliate if you appeal the decision of the network. The law does not permit us 
to retaliate against your provider if they file a complaint against the network or appeal the decision of 
the network on your behalf. 

You have the right to file a complaint with the Texas Department of Insurance. The Texas Department 
of Insurance complaint form is available on the department’s website at tdi.texas.gov or you may 
request a form by writing to:

Managed Care Quality Assurance Office
Mail Code 103-6A
Texas Department of Insurance
PO Box 149104
Austin, Texas 78714-9104
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Hospital/ASC
All non-emergency hospital or ASC (inpatient, 
outpatient, and observation) admissions   
including principle scheduled procedures and 
length of stay. Preauthorization request should 
include specific hardware, implantables, external 
delivery system, etc. to be utilized.  

Surgery/Procedures/Integral Devices
All non-emergency surgeries represented by AMA 
CPT codes 10010-69990 and/or G codes which 
represent a surgical procedure performed in a 
setting or place of service other than the doctor’s 
office [POS 11]. Preauthorization request should 
include specified hardware, implantables,   
external delivery system, etc. to be utilized.
• All botox injections
• All spinal injections (including but not  

limited to):
    Epidural steroid injections 
    RFTC or cryotherapy/cryoablation 
    Sacral iliac joint injection
    Facet injection
    Medical branch block
• Trigger point injections (AMA CPT 20553)                     
• Bone growth stimulators 
• Discograms
• Implantable drug delivery system
• Investigational or experimental procedures 

or devices as determined by ODG or listed as 
an AMA category III code. Stimulator devices 
(including, but not limited to): 

    TENS units                               
    Interferential units
     Neuromuscular stimulators                          
    Dual units                                      
    Spinal cord stimulator                      
    Peripheral nerve stimulator
    Brain stimulator

Physical Medicine
• All chiropractic treatments 
• Manipulations under anesthesia (MUA)
• All PT/OT (unless requestor or rendering   

provider/facility is participating through Align)
• Biofeedback

Diagnostics
• All initial and repeat MRI and CT scans
• Bone density scans 
• Surface electromyography (EMG) 
• Unless otherwise specified in this list, all  

repeat individual diagnostic studies (series) 
having a billed amount greater than $350.

• Surface electromyography (EMG)

Other
• Durable medical equipment (DME),   

prosthetics and/or orthotics, greater than 
$500.00 billed (purchase or accumulated 
rental or combination of rental/purchase)

• Gym memberships
• Texas Department of Insurance, Division of 

Workers’ Compensation (DWC)   
Pharmacy Closed Formulary per 28 TAC  
§134, Subchapter F.

Alternative Treatment
• Acupuncture outside ODG
• Acupressure
• Yoga     

Rehab Programs
• Work conditioning
• Work hardening
• Chronic pain management program  
• Medical rehabilitation                                         
• Brain and spinal cord rehabilitation
• Chemical dependency programs
• Weight loss programs

Nursing Home
• Skilled nursing facility, including skilled care 

within the same facility
• Convalescent care 
• Residential care
• Assisted living/group homes

Psychological Testing and Psychotherapy
• Subsequent evaluations
• Subsequent tests or testing
• Therapy
• Biofeedback

WorkWell, TX Preauthorization List
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Reporting Suspected Abuse or Neglect of a 
Child in Texas: Reporting Basics 

How does reporting abuse or neglect of children in Texas work?  What do I 
need to do to make a report? 
State law requires anyone who suspects child abuse or neglect to report those 
suspicions to the Texas Department of Family and Protective Services (DFPS) or to 
a local law enforcement agency.  

Always call law enforcement first and the Texas Abuse Hotline second if you 
suspect that there is an immediate threat of harm or death to a child. 

Any person making a report to DFPS is immune from civil or criminal liability as long 
as the report is made in good faith. The reporter's name is also confidential and will 
not be provided directly to the accused person by any DFPS employee. There are 
circumstances under which DFPS is required to disclose a reporter's identity to law 
enforcement, a court of law, or another state agency. Please see the section below 
on Confidentiality for more information. 

A person who suspects child abuse or neglect, but fails to report it, can be charged 
with a misdemeanor or state jail felony. Remember, reporting suspected child abuse 
or neglect makes it possible for a child to get help.  

Report child abuse or neglect in two ways: 

Telephone Internet 
You may call the Texas Abuse Hotline at 
1-800-252-5400 to report abuse or neglect.
The hotline is answered by DFPS Intake
Specialists (who are all degreed
professionals) 24 hours a day, 365 days a
year.

You will be asked to provide your name 
and contact information. 

You will be asked to explain your 
concerns. The Intake Specialist might ask 
additional questions to determine if the 
situation that you describe meets the 
Texas Family Code's definitions of abuse 
or neglect. 

You may report your allegations to the Texas 
Abuse Hotline through the Internet at 
https://www.txabusehotline.org. This secure 
website provides a way to explain your concerns 
in writing. 

You must provide your name and a valid e-mail 
address. Your identity remains confidential and 
will not be provided directly to the accused 
person by any DFPS employee. 

Once an Intake Specialist processes your report, 
you will receive a confirmation e-mail with a Call 
Identification Number. The e-mail will also tell 
you whether or not your report was forwarded to 
a local DFPS office for further investigation. 
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Please note that the Internet Reporting System is for non-urgent situations. 
Receipt of internet reports may be delayed during times of high call volume to the 
Texas Abuse Hotline. The Internet Reporting System should NOT be used in urgent 
or emergency situations, including but not limited to: 
 
 Injuries to a child age 5 or under or serious injuries to any age child 
 Immediate need for medical care (including a suicidal child) 
 Sexual abuse where the perpetrator has access or will have access to the child 

in the near future 
 A child age 5 or younger who is alone or is likely to be left alone in the next 24 

hours 
 Any other situation you feel requires a response within 24 hours 

 
Call in reports about these (and similar situations) to the  

Texas Abuse Hotline at 1-800-252-5400.  
Always call local law enforcement first if a child is in imminent danger.  

 

What information do I need when I make a report?  What will I be asked to 
provide? 
 
Intake Specialists need specific information before they can forward a report of 
abuse or neglect to a local Child Protective Services (CPS) office for investigation. 
This information includes the alleged victim's address (or other information to help 
CPS contact the family) and an allegation that indicates abuse or neglect as defined 
by the Texas Family Code.  
 
Not every allegation reported to DFPS will result in a CPS investigation. This is 
because not every situation involving concern for a child meets the legal definition 
for abuse or neglect under the Texas Family Code. It is crucial that you provide as 
many details as possible about the alleged abuse or neglect, as well as the family 
demographics, so that the Intake Specialist can make an accurate assessment of 
the situation. 
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Before making your report, please take a moment to gather any records or notes you 
have on the family so you have easy access to the necessary information. While you 
may not have all of the information noted below, providing as much of it as possible 
will allow DFPS to make the best decision about how to proceed. 
 

Persons Involved/Persons with Knowledge 
 
Household Members 

All known persons living in the child's home (adults and children) 
 

Alleged Perpetrator(s)  
The person or persons suspected of abusing or neglecting the child. They may or 
may not be household members 

 
Collaterals  

Any other people who may have information about the situation. This may include 
school employees, neighbors, other relatives, medical staff, etc. 

 
Information Requested for Each Person  

Identification 
 Name,  
 Date of birth (preferred) or 

age  
 Social Security number,  
 Race/ethnicity 
 Marital status 
 

Location 
 Home address (including 

apartment name and 
number)  

 Directions to the home 
 Home phone number & 

cell phone number(s) 
 Work  
 School, or daycare name 
 Address, phone number, 

hours in attendance, and 
grade level.   

 
Note: Multiple forms of 
locating information are 
important so we can find the 
family as quickly as 
possible. For example, 
having only a school 
address is challenging if we 
need to locate the family 
quickly on a Saturday 
morning. 
 

Special Needs  
 Do the child, parents, 

siblings, or alleged 
perpetrator have any 
special needs?  

 If so, how do those needs 
affect their normal 
functioning? 

 
 
To send a report to CPS for investigation, an Intake Specialist also must have an 
allegation that meets the Texas Family Code definition of abuse or neglect. Giving 
as much detailed information as possible helps the Intake Specialist make as 
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accurate an assessment as possible. This is especially important with Internet 
reports because the Intake Specialist cannot ask follow-up questions.     
 
Learning to identify child abuse and neglect and deciding to make a report is very 
distressing for many people. However, DFPS can more accurately assess a situation 
if you frame your statements as objectively as possible. Clear and detailed 
information allows the Intake Specialist to make the most accurate assessment 
possible.   
 
When you make your telephone or Internet report, you will be guided through a 
series of questions. The questions below are ones most commonly asked by our 
staff when assessing information.  
 

Allegation Information 
What happened? 
 What led you to suspect abuse or neglect?   
 Did you witness something?   
 If so, what did you see?   
 Where and when did it occur?   
 Was anyone else present?   
 If someone said something to you, who was it (the child or someone else)?   
 What did the person say?   
 When did the person tell you?   
 Are you aware of anyone else who may have been told? 

 
Who abused or neglected the child? 
 Do you know who may be abusing or neglecting the child?  
 Does that person live in the home with the child?   
 If not, how often does the perpetrator have access to the child or when will the person 

see the child again? 
 Does the perpetrator have access to other children? 

 
What is the role of the parent/guardian? 
 If the parent or guardian is not the perpetrator, is he or she aware of the concern?   
 Do the parents or guardians seem protective?   
 If they are not aware of the concern, will you tell them?  
 How do you think they will react? 

 
What else is happening in the family? 
 Are there factors at work that put additional stress on the family such as drug or alcohol 

abuse, domestic violence, gang activity, recent marital problems or job loss?   
 Are there any issues that could pose a safety risk to our staff?   
 Is anyone helping to support the family?   
 Have there been any previous concerns?  
 Do you know if they have been reported to our agency or another agency before?  
 How is the family likely to react when we contact them? 
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Questions Specific to Different Types of Abuse & Neglect 

Emotional Abuse 
 How is the child being emotionally abused?   
 If verbally, what is being said to the child?   
 How is the child reacting to the abuse?   
 Has the child demonstrated or verbalized any self-harming thoughts or behaviors?   
 Is this child being treated differently than others in the home?  

Sexual Abuse 
 What makes you think the child has been sexually abused?   
 Has the child said anything?   
 Are there physical indicators of sexual abuse (e.g., physical injury or sexually 

transmitted disease)? 
 Has the child been examined by a medical professional?   
 Is there a known sex offender in the home?  

Medical Care 
 Does the child have medical needs (regular or acute) that are not being met?   
 If so, what are those needs?  
 Have these needs been determined by a doctor or other professional?  
 What medicines should the child be taking and for what conditions are the medicines 

prescribed?   
 What are the short term and long term consequences of not receiving care?  

Physical Care 
 Are there concerns about the child's physical care?  
 Does the child appear malnourished or seem to be losing weight?   
 Is the child extremely dirty or inappropriately dressed for the weather?   
 Is there a bug or rodent infestation in the home?   
 Are there concerns about trash, rotting food, sewage, or animal waste in the home?   
 Are there hazardous home conditions that pose a safety risk to the child (e.g., exposed 

wiring, broken glass, loose nails, or holes in the floor)?   
 What effects (if any) have the home conditions or the cleanliness of the child had on 

the child's health (e.g., constant illness, rashes, etc.)?  

Supervision 
 Is a young child being left alone or in the care of someone not capable of providing 

supervision (e.g., child is young; caregiver is intoxicated)?   
 Are children living alone?  
 Are very young children left outside unsupervised? 

 
Reminder: Call 911 if a child appears to need immediate medical attention or 

otherwise appears to be in immediate danger!  
 

eported. 

If you have questions about a situation or are unsure if abuse 
or neglect is occurring, call the Texas Abuse Hotline at 1-
800-252-5400. Our staff will help you determine if the 
situation needs to be r
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RRCA Heat Index Guidelines 

PE Classes / Elementary 
Recess 

PE Classes/Secondary Football Practice/Middle 
School 

Football Practice/High 
School 

Temperatures 
or Heat Index 
of 98 – 99 
degrees 

1) Limited outdoor activities
2) Students will not run more than ¼ mile on these 

days
3) With outdoor activities students should be 

watched and well hydrated 
4) Students should not participate in continual 

physical activity for more than 15 minutes at a 
time.

5) Organized water breaks every 30 minutes; 
however, students should be allowed to drink 
water at free will.

6) Recess no longer than 20 minutes. 

1) Limited outdoor activities
2) Students will not run more than 1/2 mile 

on these days 
3) With outdoor activities students should 

be watched and well hydrated
4) Students should not participate in 

continual physical activity for more than 
25 minutes at a time.

5) Organized water breaks every 30 
minutes; however, students should be 
allowed to drink water at free will.

1) Practice as normal with the 
following limitations – 
Organized water breaks every 30 
minutes

1) Practice as normal 

*Temperatures
or Heat Index
or 100 – 103
degrees

1) Limited outdoor activities 
2) Students should  not participate in continual 

physical activity for more than 10 minutes at a 
time

3) Organized water breaks every 15 minutes; 
however students should be allowed to drink 
water at free will.

4) Recess no longer than 15 minutes

1) Limited outdoor activities 
2) Students should  not participate in 

continual physical activity for more than 
20 minutes at a time 

3) Organized water breaks every 20 
minutes; however students should be 
allowed to drink water at free will.

1) Practice as normal with the 
following limitation 

2) Organized water breaks every 20 
minutes plus 5-10 minute breaks
in the shade every 40 minutes

3) Helmets off during shade breaks 

1) Practice as normal with the 
following limitation 

2) Organized water breaks every 20 
minutes plus 5 minute breaks in 
the shade every 40 minutes

3) Helmets off during shade breaks 

*Temperatures
or Heat Index
of 104 – 106
degrees

1) No outdoor activities or recess 1) Limited outdoor activities 
2) Students should  not participate in

continual physical activity for more than 
15 minutes at a time 

3) Organized water breaks every 20 
minutes; however students should be 
allowed to drink water at free will.

1) Outdoor practice may not be 
longer than 1 hour and 20
minutes

2) Organized water breaks every 15 
minutes plus 5 – 10 minute
breaks in the shade every 30 
minutes

3)  Helmets off during shade breaks 
4) Consider practicing in shorts, T-

Shirts and Helmets only 

1) Outdoor practice may not be 
longer than 1 hour and 30
minutes

2) Organized water breaks every 15 
minutes plus 5  minute breaks in 
the shade every 30 minutes

3) Helmets off during shade breaks 
4) Consider practicing in shorts, T-

shirts and Helmets only 

*Temperatures
or Heat Index
of 106 - 112 

1) No outdoor activities or recess 1) No outdoor activities 1) Outdoor practice may not be 
longer than 1 hour and 10
minutes

2) Organized water breaks every 15 
minutes plus 5 -10 minute
breaks in the shade every 30 
minutes

3) Helmets off during shade breaks 
4) Practice in shorts, T-shirts and 

Helmets – Mandatory – No Pads
5) Must have Gatorade/Powerade 

at practice to replace electrolytes
6) No outdoor practice at 112 

degrees  or heat index

1) Outdoor practice may not be 
longer than 1 hour and 30
minutes

2) Organized water breaks every 15 
minutes plus 5 -10 minute breaks
in the shade every 30 minutes

3) Helmets off during shade breaks 
4) Consider Practicing in shorts, T-

shirts and Helmets
5) Must have Gatorade/Powerade 

at practice to replace electrolytes
6) No Pads mandatory at 112

degrees or heat index 

*Rainy day pick up procedures will be followed for Early Childhood and Elementary Students when the Temperature/Heat Index reaches 100 degrees or above. 
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RRCA Cold Weather Guidelines 

Requests to stay inside based on Dr.’s note or parent note for medical conditions particularly asthmatic children should be given to the school nurse. 
Please use common sense when implementing this policy taking into account the Temperature, Wind Chill,  

Precipitation, Age of Students, and Adequacy of clothing. 

Middle School Games: 
Administrator and Athletic Director may make a decision to cancel or postpone a game due to cold weather. 

High School Games: 
Decisions to cancel or postpone a Varsity Level Game will be made jointly between the two schools. 

PE Classes / Elementary 
Recess 

PE Classes/Secondary Outdoor Practices /Middle 
School 

Outdoor Practice /High 
School 

Temperature or 
Wind Chill 
Below 50 
degrees 

Coats, Long Pants, gloves and Hats recommended 
Outdoor Recess or PE Time Limited to 20 minutes 

Coats, Long Pants, gloves and Hats 
recommended 

Coats, Long Pants, gloves and Hats 
recommended 

Coats, Long Pants, gloves and Hats 
recommended 

Temperature or 
Wind Chill 
below 40 
degrees  

Indoor Recess or Physical Activity Coats, Long Pants, gloves and Hats 
recommended 

With Precipitation: 
Indoor Workouts 

Without Precipitation: 
Athletes may be outside for 30 minutes, 
and then return inside for a minimum of 
15 minutes.  The cycle may be repeated 

once. 

Coats, Long Pants, gloves and Hats 
recommended 

With Precipitation: 
Indoor Workouts 

Without Precipitation: 
Athletes may be outside for 30 

minutes, and then return inside for a 
minimum of 15 minutes.  The cycle 

may be repeated once. 

Coats, Long Pants, gloves and Hats 
recommended 

With Precipitation: 
Athletes may be outside 30 minutes, 
and then return inside for a minimum 

of 15 minutes.  The cycle may be 
repeated once. 

Without Precipitation: 
Athletes may be outside for 45 

minutes, and then return inside for a 
minimum of 15 minutes.  The cycle 

may be repeated once. 

Temperature or 
Wind Chill 
below 32 
degrees 

Indoor Recess or Physical Activity Indoor Recess or Physical Activity Indoor workouts only With Precipitation: 
Inside workouts only 

Without Precipitation: 
Athletes may be outside for up to 30 
minutes, then must return to inside 
for a minimum of 15 minutes.  The 

Cycle may be repeated once. 
Temperature or 

Wind Chill 
below 25 

degrees with or 
without 

precipitation 

Indoor Recess or Physical Activity Indoor Recess or Physical Activity Indoor workouts only Indoor workouts only 
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800 Westwood Drive 
Round Rock, TX  78681 

 

(512) 255-4491 
www.rrca-tx.org 

 

Therefore,	take	up	the	whole	armor	of	God,	that	you	may	be	able	to	withstand		
in	the	evil	day,	and	having	done	all,	to	stand	 irm.		Ephesians	6:13	(ESV)	
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HISTORY AND FOUNDATION 

  
Round Rock Christian Academy was formed in 1975 as a Christian preschool.  By 1986, the 
elementary program saw extensive expansion and the high school was added in 1998.  Today, 
Round Rock Christian Academy is well known in the community as a strong academic 
institution built on a solid Christian foundation. Each year, the academic and enrichment 
programs at RRCA are reviewed, supplemented and enhanced to offer students a rich, well-
rounded, and strong educational experience.   
  
ACCREDITATION 
 
Round Rock Christian Academy has dual accreditation through Association of Christian Schools 
International (ACSI), the largest Christian school association in the world, and through Cognia.   
Both accrediting organizations are recognized by the Texas Education Agency as a member of 
the Texas Private Schools Accreditation Association (TEPSAC.) Each member school or college 
retains its individual distinctive and operating independence. 
 
The Early Childhood program at RRCA is accredited by the Association of Christian Schools 
International (ACSI) and Cognia.  As an accredited program, RRCA is exempt from obtaining 
state licensing. RRCA Administration and faculty are committed to monitoring the Early 
Childhood program to ensure that the program is in compliance with state accreditation 
standards.   
 
MISSION STATEMENT 
 
Round Rock Christian Academy is a Christ-centered, college-preparatory school equipping and 
developing students to effectively integrate Biblical truth and academic learning into their daily 
lives to impact their community for Christ. 
 
VISION STATEMENT 
 
Round Rock Christian Academy will be the standard for college-preparatory Christian 
education.  RRCA exists to equip our students to make a kingdom impact for Christ as they 
fulfill God’s eternal purpose for their lives.  In an alliance with parents and the church, we share 
biblical truth and provide excellence in academics from Early Childhood through twelfth grade 
that will enable students to discern, embrace, and promote a Christian worldview.  Knowing and 
witnessing this truth, students will choose to live a productive and purposeful life to affect their 
world for eternity. 
 
PHILOSOPHY OF CHRISTIAN EDUCATION 
 
The purpose of Round Rock Christian Academy is to equip students to perform their life 
ministries.  We seek to develop the attitude of Christ in the spiritual, mental, and physical areas 
of each child.  A primary goal is teaching the principles of God’s Word so that the Holy Spirit 
can instill Godly character in our students and guide them in making wise decisions.  Our role is 
to support the family in leading students to the understanding of God’s creation and His plan for 
their lives.  We believe that this Christian philosophy of educating the whole child–  
intellectually, physically, and spiritually–produces the Christian leaders of tomorrow. 
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Spiritual truth is God’s desire, and it is His plan that academics be the method whereby students 
learn about the world He has made.  Therefore, we provide a sound academic foundation, 
integrating character training and biblical principles into each discipline that we teach.  We 
consistently give praise and honor to God, the Creator and source of all knowledge. 
 
Christian school parents play a vital role in the education process, for you are the primary 
educators.  Parental support for the school is essential in the areas of prayer, finances, and time.  
As partners in education, parents should communicate actively with the school, foster an attitude 
of support and respect, be involved in the educational process, and be aware of the goals and 
philosophy of the school.  By working with families, we hope to show our students how to live 
their lives in a right relationship to God through Jesus Christ. 
  
COVENANT WITH PARENTS 
 
Round Rock Christian Academy commits to partnering with families, but gives parents the 
ultimate responsibility for the education of their children.  Teachers, parents, and students must 
have a common grounding in God’s Word and a common commitment to the work of education.  
In order to serve families with biblical instruction and godly example, the school employs 
administrators, faculty and staff who serve as role models in their Christian walks, their 
professional lives, and their Christian faith.  We not only commit to encourage and better equip 
parents in this profound responsibility through example, but we will also provide tangible ways 
to strengthen their resolve and skills to “train their children in the Lord.” 
 

RRCA CORE VALUES 
 

 Demonstrate the importance of salvation and a personal relationship with Christ. 

 Create an atmosphere that affirms the value and worth of each child in Christ. 

 Empower parents by partnering with them to help each student reach their full potential. 

 Discipline in a way that demonstrates value for the child while dealing proactively with 
the behavior. 

 Teach students to be discerning and to learn from a Christian worldview perspective. 

 Equip students to develop the Christian character necessary to govern oneself in every 
aspect of life. 

 Encourage purposeful programs that promote a life of serving others. 

 Develop students to be positive, productive individuals who desire to spread God’s Word 
to others. 
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RRCA STATEMENT OF BELIEFS 
  

 We believe the Bible to be the inspired, the only infallible, authoritative, inerrant Word of 
God (2 Timothy 3:15; 2 Peter 1:21) 

 We believe there is only one God eternally existent in three persons - Father, Son and Holy 
Spirit (Genesis 1:1; Matthew 28:19; John 10:30) 

 We believe in the deity of Christ (John 10:33); His virgin birth (Isaiah 7:14; Matthew 1:23; 
Luke 1:35); His sinless life (Hebrews 4:15; 7:26); His miracles (John 2:11); His vicarious 
and atoning death (1 Corinthians 15:3; Ephesians 1:7; Hebrews 2:9); His resurrection (John 
11:25; 1 Corinthians 15:4); His ascension to the right hand of the Father (Mark 16:19); His 
personal return in power and glory (Acts 1:11; Revelation 19:11). 

 We believe in the absolute necessity of regeneration by the Holy Spirit for salvation 
because of the exceeding sinfulness of human nature and that men are justified on the 
single ground of faith in the shed blood of Christ and that only by God’s grace and through 
faith alone we are saved (1 John 3:16-19; 5:24; Romans 3:34; 5:8-9; Ephesians 2:8-10; 
Titus 3:5). 

 We believe in the resurrection of both the saved and the lost, they that are saved unto the 
resurrection of life, and they that are lost unto the resurrection of damnation (John 5:28-
29). 

 We believe in the spiritual unity of believers in our Lord Jesus Christ (Romans 8:9; 1 
Corinthians 12:12-13; Galatians 3:26-28).   

 We believe in the present ministry of the Holy Spirit by whose indwelling the Christian is 
enabled to live a godly life (Romans 8:13-24; 1 Corinthians 3:16; 6:19-20; Ephesians 4:30; 
5:18). 

 We believe that God wonderfully and immutably creates each person as male or female.  
These two distinct, complementary genders together reflect the image and nature of God 
(Gen 1:26-27).   God has uniquely created each person to live their life as He created them, 
male or female, to serve and glorify God in their life. 

 We believe that the term “marriage” has only one meaning:  the uniting of one man and one 
woman in a single, exclusive union, as delineated in Scripture (Gen. 2:18-25).  We believe 
that God intends sexual intimacy to occur only between a man and a woman who are 
married to each other (1 Cor. 6:18; 7:2-5; Heb. 13:4).  We believe that God has commanded 
that no intimate sexual activity be engaged in outside of a marriage between a man and a 
woman. 

 We believe that any form of sexual immorality is against God’s commands (Matt. 15:18-20; 
1 Cor. 6:9-10). 

 We believe that God offers redemption and restoration to all who confess and forsake their 
sin, seeking His mercy and forgiveness through Jesus Christ (Acts 3:19-21; Rom. 10:9-10; 1 
Cor. 6:9-11). 

 We believe that every person must be afforded compassion, love, kindness, respect, and 
dignity (Mark 12:28-31; Luke 6:31).  Hateful and harassing behavior or attitudes directed 
toward any individual are to be repudiated and are not in accord with Scripture nor the 
doctrines of RRCA.  
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RRCA EXPECTED STUDENT OUTCOMES 
 

Spiritual Discerner 

As a spiritual discerner, 
 Realize that all have sinned and are in need of developing a personal relationship with Christ. 
 Grow beyond the initial steps of a personal relationship with Jesus, developing their faith and 

seeking His wisdom in their daily walk. 
 Know biblical standards and be able to discern His truth. 
 Recognize the prompting of the Holy Spirit, realize our lives are a reflection of Christ, and choose 

not to compromise on God’s truth in times of uncertainty. 
 Students will confidently share God’s word and serve as spiritual leaders for others. 

 
Rational and Critical Thinker 

As a rational and critical thinker,  
 Learn creative strategies for resourceful problem-solving. 
 Pursue and apply knowledge using good judgement. 
 Process information as global thinkers who evaluate situations with a Biblical perspective. 
 Collaborate with others using critical thinking skills, displaying tenacity and work ethic, both 

individually and as a team member. 
 Use evidence and reputable research sources to support and respectively defend their faith. 

 
Effective Communicator 

As an effective communicator, 
 Communicate with others using positive verbal and nonverbal skills. 
 Respectfully communicate ideas and opinions with empathy and compassion, considering the 

point of view of others.  
 Use written, verbal, and technology skills to create an effective visual and verbal presentation. 
 Be able to communicate God’s Word and love to others. 
 Become an effective, humble, trustworthy listener. 
 Approach disagreements with humility and prayer. 

 
Lifelong Learner 

As a lifelong learner, 
 Develop learning styles and strategies that work well in the pursuit of knowledge. 
 Apply new information in all stages of life, cultivating their God-given passions and talents. 
 Accept personal strengths and weaknesses; be comfortable with trial and error and constructive 

criticism. 
 Be receptive to wise counsel, seeking quality mentors to help guide decision-making. 
 Pursue a relationship with God by remaining in His Word, and share that knowledge with others. 

 
Compassionate, Faithful Servant Leader 

As a compassionate, faithful servant leader, 
 Honor and respect others, as we are all created in God’s image. 
 Demonstrate good stewardship by providing care and respect for all of His creation. 
 Discern the needs of others, and be willing to serve wherever God calls. 
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ADMINISTRATIVE STRUCTURE 

  
Round Rock Christian Academy is a non-profit, 501(c)(3) Christian school.  RRCA’s mission is 
to provide an academically challenging, college-preparatory Christian education.   
 
 
RRCA BOARD OF DIRECTORS  
 
The RRCA Board of Directors acts as the legislative body in formulating policy for the conduct 
of the school.  The Board is directly responsible for approving the Mission and Vision Statement,  
the policies under which the school operates, the Strategic Plan and overseeing its preparation 
and implementation, hiring the Head of School, the annual operating budget, including tuition 
levels, major capital expenditures, and fundraising programs. The Board is responsible, through 
its oversight, for ensuring that the curriculum and all of the activities of the school conform to 
the Mission Statement and the applicable policies of the school. The Board has delegated to the 
Head of School the authority for the day-to-day operation of the school. 
 

Todd Whitley, Chairman 

Barry Haag, Vice-Chairman 

Russell Agosta 

Alexis Michael 

Susan Oglesbee 

Kenneth Plunk 

Bonnie Sells 

Clint Sonnier 

 
ADMINISTRATIVE TEAM 
 
The Head of School, Becky Blauser, manages the day-to-day operation of the school, including 
the hiring of faculty and staff.  Mrs. Blauser graduated from the University of Maryland, earning 
a Bachelor’s of Science in Secondary Education/Social Studies, and also has a Master’s Degree 
in Educational Leadership from Concordia University.  Mrs. Blauser began her teaching career 
in 1986 at Richard Montgomery High School in Rockville, Maryland.  Upon moving to Texas, 
Mrs. Blauser was the Customer Service Manager for Trimble Navigation.  Beginning in 1994, 
she served as the Children’s Director of Central Baptist Church.  She has served at the Academy 
since 1999, formerly as the Secondary Principal, Athletic Director and Guidance Counselor.  She 
holds a Superintendent Certification from the Association of Christian Schools International. 
 
Tiffany Jaksch is the Secondary Principal at RRCA, providing leadership and oversight to the 
Secondary program.  Mrs. Jaksch graduated from the University of Houston in Victoria with a 
Bachelor’s Degree in Humanities, and has a Masters in Educational Leadership from Concordia 
University.  She has taught in both public and private education since 2000, and joined the 
RRCA faculty in 2006.  Mrs. Jaksch has earned a Secondary Principal Certification from ACSI. 
 
Adora Matangira is the Elementary Principal at RRCA, providing leadership and oversight to the 
Elementary program.  Mrs. Matangira received a Bachelor of Science in Biology and Secondary 
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Education from Queens University of Charlotte, a Master’s degree in Educational Leadership 
from Concordia University-Portland, and a Principal Certification in Educational Administration 
from Lamar University.  She has served in both public and private schools since 2008 as teacher, 
instructional technology specialist, department chair, and other administrative roles.    
 
Kelly Counts is the Early Childhood Principal at RRCA, providing leadership and oversight to 
the Early Childhood program.  Mrs. Counts holds both a Bachelor’s and Master’s Degree from 
East Texas State University.  She has taught in both public and private education since 1992, and 
joined the RRCA staff in 2003 as a faculty member.  Mrs. Counts holds an ACSI Elementary 
Principal Certificate.   
 
Dan Headley joined the RRCA staff in 2010 as the Athletic Director.  Coach Headley began 
coaching and teaching in Central Texas in 1996.  He holds an Athletic Director certification from 
ACSI and oversees all of the athletic programs from 5th-12th grades.  Coach Headley has a 
Bachelor’s of Science in Biblical Studies from Emmaus Bible College and received his teaching 
credentials in Physical Education at the University of Northern Iowa.   
 
Julie Grosser joined the RRCA staff in 2004 and is the Director of Operations.  Julie is 
responsible for assisting administration with reports, publications, communication and 
technology needs.  Mrs. Grosser earned her Bachelor’s Degree in Elementary Education from 
The University of Texas in 1990. 
 
This administrative team considers it a pleasure and a privilege to serve the students, teachers 
and parents of Round Rock Christian Academy.  Please do not hesitate to let them know how 
they can improve service to you and your family. 
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ADMISSIONS POLICIES AND PROCEDURES 
  

ADMISSIONS PHILOSOPHY 
 
Round Rock Christian Academy is open to anyone interested in seeking a Christian education.  
RRCA reserves the right to select students on the basis of academic performance, religious 
commitment, lifestyle choices, and personal qualifications including a willingness to adhere to 
its policies.  It must be always understood that attendance at RRCA is a privilege and not a 
right.  If at any time a student’s conduct, academic progress or cooperation with RRCA 
administration is not in keeping with the school’s policies and/or Statement of Beliefs, the 
school reserves the right to take disciplinary action, up to and including dismissal from RRCA. 
 
NON-DISCRIMINATORY POLICY 
 
RRCA admits students of any race, color, national and ethnic origin to all the rights, privileges, 
programs, and activities generally accorded or made available to students at the school. It does 
not discriminate on the basis of race, color, national and ethnic origin in administration of its 
educational policies, admissions policies, scholarship programs, and athletic and other school- 
administered programs. 
 
BIBLICAL MORALITY POLICY 
 
Round Rock Christian Academy’s biblical goal is to work in conjunction with the home to mold 
students to be Christ-like.  Of necessity, this involves the school’s understanding and belief of 
what qualities or characteristics exemplify a Christ-like life.  The school reserves the right, 
within its sole discretion, to refuse admission of an applicant or to discontinue enrollment of a 
student if the atmosphere or conduct within a particular home or activities of the student are 
counter to or are in opposition to the biblical lifestyle the school teaches.   
 
GENERAL ADMISSIONS POLICY 
 

1. The student must express a desire to attend Round Rock Christian Academy. 
2. Both parents must be united in their desire to have their child taught from a Christian 

perspective. 
3. The student must give evidence of having the ability to meet the academic requirements of 

RRCA. 
4. The student must possess good emotional and physical health. 
5. The student must live with a parent/guardian as long as they are an enrolled student at 

RRCA (even after turning 18 years old). 
 
ADMISSIONS PROCEDURES 
  

1. An interview with parent(s) and child is required.  (It is desired that both parents attend the 
interview.) 

2. The applicant and parent(s) agree to align with the Christian education philosophy, policies, 
and Statement of Beliefs of the school. 

3. Entrance testing may be administered for K-12 applicants to evaluate the academic potential 
of a student. 
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4. RRCA is not equipped to provide services for all students who require special attention, 
such as those with physical or emotional disabilities, etc.  Administration will assess 
individual cases and will make the final decision on whether the child can be adequately 
served in our school program. 

5. All students are accepted on a nine-week probationary period.  Unsatisfactory academic 
or behavioral progress during this probationary period may result in removal from school.   

6.     Round Rock Christian Academy reserves the right to remove a student if it becomes 
apparent that we will not be able to meet their needs.  If the student’s or the parent’s 
behavior is out of harmony with the spirit of the Academy and is disruptive to the 
learning environment, the administrator may immediately begin proceedings for 
expulsion.  A letter will follow to confirm the dismissal, and a record of the expulsion will 
become a part of the student’s permanent record.  

7.  Since the local church is God’s vehicle for worship and service, Round Rock Christian 
Academy encourages the family of the students to be regular participants in an established 
church of their choice.  Parents are asked to provide the name of that church and pastor to be 
part of the student records.   

  
APPLICATION PROCESS 
 
1. Submit all paperwork and fees listed on the Application checklist. 
2. Submit current educational testing, discipline records, and relevant medical records, 

including any paperwork documenting emotional and behavioral issues, along with the 
application paperwork. 

3. Upon receipt of all required paperwork and fees, if space is available, you will be contacted 
to schedule a test date and parent interview. 

4. After the interview, if the student is accepted as a student at RRCA, the Enrollment Contract 
and acceptance letter will be emailed or mailed to you within 3 business days. 

5. To enroll your student, submit the signed contract within three days to the Business Office. 
6. Parents will receive another packet of health forms to complete within 30 days. 
7. If a student is not admitted to RRCA, parents have the right to appeal to an admissions 

committee within 48 hours. 
 
LATE ENROLLMENT 
  
When students enroll after school begins in the fall, the annual tuition will be prorated based on 
the start date. If a student enrolls after the first day of any month, a prorated amount will be 
charged for that month.  
 
TUITION/PAYMENT 
  
Round Rock Christian Academy seeks to provide quality education at a minimum cost.  It is 
absolutely necessary that payments be made on schedule.   Below are some important policies 
relating to Academy finances: 
 

 Upon acceptance, parents will be presented with a contract and may choose from three 
different payment plans. 

 Tuition is due on the first of each month.  When a payment is 7 days late, a late pay fee  
will be added to the tuition statement. 

 When a payment is 15 days late, email reminders may be sent to the parent. 
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 When a payment is 30 days late, an email reminder will be sent and a phone call will be 
made.  Online access to homework, grades and report cards may be suspended. 

 When a payment is 45 days late, the parents must provide their bank information for 
monthly automatic draft payments. 

 When a payment is 60 days late, the Business Office will contact the parent via a phone 
call, email, and/or letter asking the parent to make arrangements for payment 
(promissory note, payment plan, etc.) 

 When a payment is 90 days late, the parent will be notified by phone and regular mail 
that their child(ren) may be withdrawn immediately.  Collection efforts will continue for 
recovery and charge-off may be reported to credit bureaus. 

 Unpaid tuition or unpaid fees by May 30 will place the family on the waiting list of the 
school regardless of re-enrollment.  

 In order to maintain a program based on a certain number of children enrolled, refunds 
for sickness, mini-vacations, or other temporary absences cannot be given.   

 
If you are late picking up your child from their regular school day, there will be a late 
charge of $5.00 per half hour, per student.  Parents will pick up their children from the Extended 
Care program (PK-5th grades) or the Hang Time program (6th-12th grades).       
 
CONTRACTUAL AGREEMENT  
 
Enrollment, as specified within the Enrollment Contract, may be cancelled by the parents or 
guardians in writing, prior to July 1.  The Registration Fee and/or New Student Fees are 
non-refundable.  If enrollment is cancelled after July 1, the parents or guardians financially 
responsible for the student are obligated to pay a full month’s tuition from the withdraw date in 
addition to a $250 tuition insurance fee (and all fees are non-refundable).  Please refer to the 
RRCA Enrollment Contract and the Tuition Collections Policy for specific details. 
  
WITHDRAWAL 
  
To withdraw a student from the Academy, a parent must come to the office, complete the 
necessary forms, and schedule an exit interview with Administration.  Test scores, grades, or 
transcripts may be held until these forms are completed, and all accounts are current.  Please 
note:  requests for student records at the end of the school year will not be processed until the 
month of June, pending outstanding obligations. 

  
RE-ENROLLMENT 
 
Re-enrollment for current students begins in January of each year and there is a registration fee 
to hold a space for the following year.  Current families have the advantage of re-enrolling 
before open registration for the general public begins. 
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ACADEMIC POLICIES AND PROCEDURES 
 
THE ACADEMIC PROGRAM 
  

“For the Lord gives wisdom; From His mouth comes knowledge and understanding.”  Proverbs 2:6 
  
It is our desire that your child be greatly enriched for having attended Round Rock Christian 
Academy.  In addition to academic learning, students participate in positive experiences in fine 
arts, physical education, foreign language, and extracurricular activities and competitions. 
  
Before each new school year, we invite students and parents to attend Crusader Orientation.  As 
partners in your child’s education, we will share what you can expect from us and what we 
expect from you in order for your child to have the most successful year possible.  
 
CURRICULUM 
 
The curriculum is rooted in a God-centered view of life, allowing students the opportunity to 
understand themselves and the world around them from a biblical perspective.  All truth is found 
in God, derived from His revealed Word and from objective observation of the world He created.  
In all matters, the Scriptures are supreme.  The integration of biblical faith and learning is the 
responsibility and primary function of each teacher at RRCA.  We desire to select the best 
instructional materials available from Christian and secular publishers in order to achieve our 
overall goals.  
 
SCHOOL SUPPLIES 
 
School supplies are provided for preschool through 5th grade.  A school supply list for 6th – 12th 
grade students is posted on the website.  We ask that students be good stewards of their 
possessions.  The students are responsible for purchasing and replacing all the supplies they need 
to be successful in the classroom.   
 
                                                                   

CHAPEL 
  
Since spiritual growth is a vital part of Round Rock Christian Academy’s ministry, a special time 
is set aside for corporate worship.  Chapel is held on Mondays for all elementary students. If a 
holiday falls on a Monday, then chapel is held on Tuesday.  Elementary chapel wear, which 

consists of the navy school shirt with khaki colored bottoms is required for elementary 
students on chapel days. The elementary chapel dress code applies to every scheduled chapel 
including chapel dates that fall on Tuesday due to Monday holidays.  
 
Secondary Chapel is held once a month and the dates are published on the school calendar.  
Please see the Secondary Dress Code for specific dress requirements. 
 
Please make sure your child is punctual for chapel services so there are no disruptions due to late 
arrivals.  Parents are invited to attend chapel whenever possible.  We welcome suggestions for 
guest speakers for our chapel program.   
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DISCOVERY 
 
RRCA provides a program of remediation and enrichment for grades K-5th through the 
Discovery Program.  Administration will make recommendations to the program based on 
teacher input and standardized testing.  If the parent chooses to have the student participate in the 
enrichment program, there may be an additional monthly fee per subject. 
 
ASSESSMENT REPORTS                                  
 
Progress reports and report cards will be posted electronically and available for parents and 
students to view using FACTS/SIS (RenWeb).  Elementary and Secondary progress reports will 
be posted the 4th week of each reporting period. 
 
TUTORIALS/HELP CLASS 
  
For students who are falling below teacher/administration expectations in basic skills and in 
circumstances where the teacher has exhausted every effort and available resources, outside 
tutoring will be required.  Teachers will have 2 weekly help classes available before or after 
school.  Every attempt will be made to have one before and one after school help class.  
Attendance in the weekly tutorials/help class is mandatory for students who fail a subject in a 
progress reporting period.   
 
RETENTION POLICY 
 
The goal of our school is to minimize the need for retention.  Our strong effort in developmental 
screening, while not infallible, is intended to be part of this effort.  Early communication 
between the home and school, combined with intentional intervention efforts, is essential in 
order to reduce the potential for retention.  Parents may initiate a “retention discussion.”  The 
goal of retention is for the student to meet with success in the classroom and develop age 
appropriate social and emotional maturity.   
 
Retention Procedures 
 

1) If, after careful observation a teacher feels that retention is a possibility, the teacher will 
consult with administration.  The teacher will then schedule a parent conference to discuss 
the child’s academic and developmental progress.  At this conference, the possibility of 
retention will be suggested as well as specific plans for remediation. 

 

2) Depending on the child’s progress, a recommendation for retention will be made to the 
parents by the classroom teacher and the appropriate administrator.  This conference will 
be scheduled at the earliest time possible during the second semester. 

 

3) In some cases, in spite of appropriate intervention, retention will still be necessary.  The 
teacher will finalize this recommendation with administration.   A conference will be 
scheduled with the parents.  The desired result of this conference is to have parental 
consent for retention.  We recognize this is a vital and necessary component for the 
retention to be effective and positive.  Therefore, RRCA will generally not retain a student 
without consent and support of the parents.  However, in some cases in which the school 
believes the promotion would be educationally detrimental to a student, the school reserves 
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the right to require the retention of the student in order for the student to continue at 
RRCA. 

  
Criteria for Retention 
A child may be retained based on the following criteria: 
 

1) Failing academic average (69 or below) in one or more core subjects. 
2) The combined judgment of the teachers and the administration indicates that retention 

would serve the best interest of the student. 
3) Attendance (excessive absences). 

 
FAILING GRADES 
 
If a student does not pass a core subject, he/she is required to enroll in an accredited summer 
school or individual approved academic program before promoting to the next grade level.   
   
ACADEMIC PROBATION 
  
Students who receive failing grades at the end of any nine week reporting period are placed on 
academic probation.  They will be given one grading period to demonstrate ability to obtain 
passing grades.  At that time, academic records will be evaluated and appropriate 
recommendations made as to whether RRCA can meet the needs of those students.  
 
MAKEUP WORK/TESTS/ASSIGNMENTS POLICY 
  
Classwork and homework are posted online and should be referred to when absent.  If the 
assignment is not listed online, teachers can be emailed directly to request information about 
missed assignments.   
  
Students are allowed one class day for each day missed in order to make up the missed 
assignments.  Prior assigned tests given on the day of an absence must be taken on the day 
of return.  If a student is absent the day before a test and the test has been assigned in advance, 
the student should return expecting to take the test.  In the case of prolonged illness or absence, 
the teacher may make other provisions.  The student is responsible to make necessary 
arrangements to obtain and submit missed assignments.  Missed tests must be made up during 
the student’s time before or after school (or during a study hall for Secondary students).  A 
student may not miss a class to make up a test. 
 
STANDARDIZED TESTING PROGRAM 
 
Achievement tests are given in the spring of each school year to help evaluate the progress of 
each student in kindergarten through eleventh grade.  The data provides dependable achievement 
measures that can be of assistance in improving our academic program.  In order for us to have 
complete and accurate information, it is important that your child is present for the scheduled 
standardized testing. 
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HOMEWORK POLICY 
   
To fulfill our mission as a college-preparatory school, we must require high academic standards.  
Therefore, because homework has been shown to increase student academic achievement, and 
because the Christ-like character qualities of responsibility, initiative, orderliness, and 
thoroughness are also developed as a result of homework, homework will be regularly, but 
reasonably assigned. 
  
Because homework affects the students, parents, and teachers, all three have responsibilities they 
must meet. 
  
Student Responsibilities: 
  

1.     Complete all homework as assigned.   

2. Plan and budget time wisely, which includes making good use of classroom time and study 
hall so as not to be over burdened with homework. 

3. Seek assistance from your teacher if the assignment is unclear, or if you have difficulty 
understanding the subject matter. 

4. Attempt all homework on your own before asking for help from parents or teachers. 

  
Parent Responsibilities: 
  

1. Recognize the necessity and importance of homework in your child’s education. 

2. Familiarize yourself with the teacher’s homework policy for each of your child’s classes.  
This policy will include expectations and penalties. 

3.     Continually make yourself aware of classroom assignments and expectations that are 
posted online.  Minor changes to assignments may be made online throughout the week. 

4. Provide a suitable work environment for your child.  This would include a proper study   
area, adequate supplies and a regularly scheduled homework time. 

5. Contact the teacher immediately if your child is having difficulty completing 
assignments, if the assignments are unclear, or if your child seems to spend an 
extraordinary amount of time completing homework assignments.  We suggest a log 
be kept for two weeks to document the level or amount of homework assigned. 

 
 Teacher Responsibilities: 
  

1. Provide classroom policies and procedures to each student and parent at the beginning of 
the year. 

2. Take care in honoring the family by assigning homework and projects that are purposeful 
and meaningful. 

3. Communicate with students and parents regarding late, incomplete, and failing grades. 

4. Regularly seek feedback with students and parents regarding how much time it is taking to 
complete homework assignments. 
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HOMEWORK ENFORCEMENT PROCEDURES 
  
Students:  If homework is not completed on a regular basis, the student will be held accountable 
as outlined in the teacher’s policies and procedures.  For persistent homework infractions, 
students will be referred to administration. 
  
Parents:  We advise parents not to take upon themselves the responsibility of completing 
homework or securing materials for homework.  Although it is the responsibility of the student to 
complete the homework independently, we do desire for parents to take an active role by 
providing encouragement, a proper environment, and consistent accountability.  If you have an 
academic concern, please contact the teacher first before going to administration with a concern. 
We feel strongly that applying the Matthew 18 principle is important in establishing a strong 
rapport and partnership with one another. 
  
Teachers:  If a teacher is presented with a documented homework concern from a parent, the 
teacher will set up a meeting with the parent to discuss the issue using the Matthew 18 principle.  
If the issue is not resolved, then a meeting with the administration is advised.  At this meeting, a 
plan of action will be coordinated by the parents, teacher, and administration to address the 
homework concerns. 
  
Please Note:  Time to complete unfinished classwork is not considered a part of 
the recommended time limit for homework.  Time management is a crucial skill for young 
people to learn, and it is often the key that must be considered before administration 
will ask a teacher to change his/her homework assignment. 
 

Guideline for Estimated time for Assigned Homework 
 

 

Grade Level Daily Homework Daily Reading (M-F) 
K – 1 15-20 minutes 20 minutes 
2 – 3  20-30 minutes 30 minutes 
4 – 5 45-55 minutes 30 minutes 
6 – 8 60-75 minutes 30 minutes 

9 – 12 75-90 minutes Reading assigned novels 
 

 
Time estimates are for the average student in regular academic coursework; time may increase 
for advanced classes and projects.  The daily reading time listed above is in addition to the 
estimated daily homework time. 
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HONOR ROLL 
  
The Academic Excellence Awards consist of the following requirements in core subjects. 
  
Elementary Honor Roll (3rd-5th grade): 
  

Crusader Excellence Award—Students must have 93 average or above in academic 
subjects, with no grade lower than a 90. 
Young Scholar Award—Students must have an 85 or above average in academic subjects, 
with no grade lower than an 80. 
 

Elementary students in 1st-5th grade are recognized for their accomplishments in a special awards 
assembly during May each year.  The date will be posted in the monthly newsletter and parents 
are encouraged to attend. 

 
Secondary Honor Roll: 
  

Distinguished Honor Roll—Students must have a grade average of 93 or above in all 
academic subjects, with no grade lower than a 90. 
Honor Roll—Students must have a grade average of 85 or above in all academic subjects, 
with no grade lower than an 80. 

  
At the end of the school year, Secondary students are recognized for their academic 
achievements in an awards ceremony. 
  

GRADING SCALE 
   

GRADING SCALE  Elementary Specials Grade 
      

   A+ 99-100  4.0   E = Above Average 
  A 94-98  4.0   S = Satisfactory 
  A- 90-93  4.0   N = Needs Improvement 

B+ 88-89  3.75   U = Unsatisfactory 
  B 83-87  3.5   
  B- 80-82  3.0 
  C+ 78-79  2.75 
   C 73-77  2.5 
  C- 70-72  2.0 
  F/U 69-below 0.0 
  I Incomplete  
  
Incomplete Grades for Report Cards 
 
An INCOMPLETE grade may be given when a student has been absent three or more days at the 
end of the grading period.  Administration will determine an extension time, generally not to 
exceed two weeks, for the student to make up the assignments.  If the work is not made up within 
the stated time, the student will receive a zero for each missing assignment and a course grade 
average will be calculated. 
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ELEMENTARY GRADING POLICY 
 

1) Tests and projects count as one-half of the nine week average. 
2) Homework/daily work/guided practices count as one-half of the nine week average. 
3)   A minimum of two grades a week in each basic academic subject is required.  
4)   A reasonable academic penalty will be assessed for incomplete or late work. 
5) Numeric averages are primarily used for grading core subjects.  Letter grades are used for 

specials classes.   
6) Teachers will ensure that students and parents know in advance when tests and projects 

are due so that adequate time will be given for preparation.  Information will be posted 
online on the students LMS (Canvas / SeeSaw). 

7) No more than three tests (including a Scripture memory test and the weekly spelling test)  
may be given in one day. 

8) Only one long term academic project per nine weeks may be assigned for elementary 
students.  A grading rubric must accompany the project. 

                           
SECONDARY GRADING POLICY 

 
High School Courses Taken Prior to High School 
 
RRCA presently offers Algebra I and Spanish I to middle school students for high school credit.  
Courses taken in middle school will be counted for high school credit toward graduation, 
however; the course averages will not be included when calculating GPA or numeric average for 
class rank.  While enrolled in these advanced courses, it is recommended that the student 
maintain a solid “B” average in the course to continue the course on the advanced track. 
 
Independent Study Courses 
 
Students in the 11th and 12th grade may take an Independent Study course if their schedule cannot 
be arranged to complete the course requirements for graduation.  These courses must be 
supervised by a certified teacher of RRCA or be an accredited, RRCA-approved course.  Seniors 
must finish all Independent Study courses at least 15 days prior to graduation.  The student’s 
grade will be determined by test scores and projects.  The grade will be included on the student’s 
transcript, but it will not be included in the GPA or Numeric Average for determining class rank. 

Exceptions to this policy may be made for students who have extenuating circumstances of 
prolonged illness or documented severe learning disabilities. 

Online Courses can be offered for credit towards graduation should one of the following 
situations occur: 
 

1) The course is not offered at RRCA. 
2) The student’s schedule cannot be arranged to take the course at RRCA. 
3) The student is attempting to recover credit for graduation. 
4) A junior or senior may take online courses as dual credit provided that the course meets 

the requirements established in the Dual Credit Section of this document. 
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Online courses must be taken from an accredited institution which has been approved by 
administration.  The student must submit an official transcript for the course to receive credit. 
This grade will be added to the student’s transcript, but it will not be included in the GPA or 
numeric average for determining class rank   Seniors must complete online courses at least 15 
days prior to graduation.  The student will incur all costs associated with the course. 

Dual Credit Courses 
 
Students who have completed their 10th grade year may take courses at ACC through their ECS 
(Early College Start) program.  Courses must be selected with the assistance of the Academic 
Advisor and must work in conjunction with the normal school day at RRCA.   
 
RRCA will evaluate a student’s ability to take Dual Credit course based on the following criteria: 

 Completion of RRCA Dual Credit policy form 
 Grades in academic classes at RRCA  
 PSAT College Readiness Benchmarks/TSI Scores 
 Maturity of student 
 Ability for student to take the class without interruption of their RRCA schedule 
 Level of participation in extracurricular activities and the ability to manage an 

extremely heavy workload 
 Ability for student to take courses at ACC campuses 

 
It is highly recommended that an RRCA student have at least a 90 numeric average in academic 
classes in order to take Dual Credit courses.  Dual Credit courses are college level classes and are 
used to enhance the course offerings for students while also giving them the opportunity to gain 
college credit. 
 
General ACC Dual Credit Considerations: 

 Credit earned through dual credit courses may count towards high school requirements if 
the college course fulfills the required curriculum objectives and is approved by RRCA 
Administration.  Although credit will be granted for the course, the grade will not be 
included in the GPA or numeric average for determining class rank.  

 An ACC 3 credit hour course will be awarded .5 credit on the RRCA transcript 
(beginning with the Class of 2019). 

 When enrolled in this program, students and parents must realize that school days, 
holidays and requirements are set through ACC.  Students must fulfill their school work 
and any other obligations directly with ACC.  Parents and/or Administration of RRCA do 
not have the legal right to obtain any information for the students to assist them in their 
classes.  All courses taken, whether they are completed successfully or not, will appear 
on the student’s high school transcript at RRCA.  RRCA is required to send these grades 
on to a student’s prospective universities. 

 Not all colleges/universities accept ACC courses for credit.  It is the student’s and 
parent’s responsibility to investigate which courses will be accepted at potential 
colleges/universities they may attend. 

 
Student Expectations: 

 A senior enrolled in ACC classes who needs those courses to graduate will need to pass 
the ACC classes prior to graduation to remain on their graduation plan and to graduate.  It 
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is recommended that if a student needs a class to graduate that they do not wait until the 
second semester of their senior year to take that class. 

 Students must take ACC courses at RRCA if they are offered on campus. The only 
exception will be if that course doesn’t work  in the student’s schedule.   

 It is the responsibility of the student to bring an unofficial grade report to the school 
office upon completion of the course and an official ACC transcript prior to graduation 
from RRCA. 

 Students must be enrolled in at least 4 courses to be considered a full time RRCA student.  
TAPPS rules state that at least 4 academic classes must be taken on the RRCA campus 
for a student to be eligible to participate in TAPPS events.   Off campus ACC classes will 
count towards RRCA graduation requirements but will not count towards the TAPPS  4 
on campus academic class minimum. 

 Students who take courses at ACC are still required to pay full tuition at RRCA. 
 Students may not withdraw from an ACC class without the consent of the Secondary 

Principal prior to withdrawal.  Once a student withdrawals from an ACC course, the 
privilege to take ACC courses in the future may be suspended. If a student withdraws 
from an ACC course they will be assigned to a RRCA class period. 

 Online courses may only be taken with the approval of RRCA administration.  RRCA is 
not required to provide a location for these courses to be completed.  If a student enrolls 
in an online course, they should work with the Academic Advisor to determine 
appropriate times to complete the coursework. 

 Students must schedule ACC entrance testing outside of school hours.  Please see 
administration if you have a scheduling conflict. 

 ACC classes cannot interfere with RRCA school hours.  
 Students may not miss any RRCA class time to take a test, complete a project, meet with 

a professor or take care of any ACC business. 
 Students are required to sign out to attend ACC classes that are off-campus.  If the off-

campus class is not meeting, the student will be assigned to a study hall if they are 
remaining on the RRCA campus.  Students must be supervised at all times that they are 
present on the RRCA campus. 
 

The process for enrolling and registering at ACC is a multi-step process that must be 
completed by the student.  RRCA administration will help guide the student through the 
process but ultimate responsibility falls to the student.  ACC considers the student to be a 
college student and the parents understand that all communication goes through the 
student.  ACC professors and Admission Counselors will not confer with the parents 
regarding the student’s admission, course schedule, grades or progress at ACC. 

Summer School 

Summer school opportunities are available for credit recovery and may be taken from RRISD, 
GISD, PISD, AISD, or at RRCA, if the course is offered.   The student must incur all costs 
associated with the courses and must submit an official transcript to receive high school credit.  
Summer coursework must have administrative approval prior to enrolling. 
 
Grade Point Average (GPA) and Numeric Average 
  
The student’s grade point  and numeric average is calculated at the end of each semester grading 
period and is published on the student’s transcript.  The averages are derived from all 9th-12th 
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grade core subjects in which a student earned credit while attending Round Rock Christian 
Academy or transferred from an accredited high school. 
 
Determining Class Rank 
  
High School students are ranked by numeric average each year.  This average is computed by the 
school at the end of each semester. 

1) Class rank is not finalized until all work is completed and graded for the year. 
2) Grades earned in Honors and AP courses receive a higher numeric weight in calculations 

of class rank.  Non-academic and dual credit classes are not counted towards class rank. 
3) When a student retakes a course due to a failing grade, the failing average will be a part 

of the student’s cumulative averages as well as the average earned for the repeated 
course. 

 
GRADUATION 
 
If a senior does not meet graduation requirements, he/she will have limited participation in the 
graduation ceremony.  Seniors are required to attend graduation rehearsal.   Seniors are required 
to purchase their own graduation caps, gowns, and invitations.  Administration will provide the 
contact information to the seniors and set up a meeting with a representative from this company. 
The date and time of this meeting for parents and students will be sent via email.   
 
Seniors are also charged a graduation fee (billed in January) to cover the costs associated with 
the commencement ceremony.  Graduation caps may not be decorated and worn during the 
graduation ceremony. 
 
Determination of Valedictorian and Salutatorian 
 
Round Rock Christian Academy names the positions of Valedictorian and Salutatorian based on 
overall Numeric Average.  The announcement of Valedictorian and Salutatorian will be made 
based on the current numeric average in mid-May at least one week prior to graduation.  
However, since the numeric averages may change after exams are completed, the student who 
meets the State of Texas requirements for highest ranking graduate once the grades have been 
finalized will be issued the award from the state. 
  
Students that meet the following criteria will be considered: 
 

 attend RRCA their junior and senior year. 
 complete the Distinguished Graduation Plan and fall in the top 20%. 
 have not been on disciplinary probation during their senior year. 
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RRCA COURSEWORK STANDARDS (SECONDARY) 
 

Graded Projects/Research Papers 
  
Because these assignments are made weeks in advance, they must be turned in by the due date.  
If a student is absent and unable to turn in a project or major assignment, it must be brought to 
school by the parent.  Such work should be turned in prior to the scheduled class, otherwise a 
grade penalty may be assessed.  In some situations, an appeal may be made to administration 
before the project is due. 
  
Late Work 
 
The consequences for late homework are 20% off for the first class meeting day after the 
assignment was due, and a 0 the next day that class is in session.  For example, in a class that 
meets on Monday, Tuesday, and Thursday, if an assignment is due Tuesday, the student may 
bring it on Thursday for 20% off the earned grade. 
 
Teachers may set their own grading criteria with administrative approval.  All teachers will 
distribute in writing their individual grading policies at Crusader orientation.  They will also 
require parent and student signatures for verification of receipt of their policies. 
 
Tests and Quizzes 
 
 Quizzes 

1.      Quizzes may be administered to cover broad or general information and to check if   
       assignments have been read and comprehended. 
2.      Unannounced quizzes should not take more than 10 minutes of class to administer. 
3.      Quizzes should not cover more than 5 days of material. 
4.      Announced quizzes should be posted online. 

 
Tests 
 
Tests will be posted in advance online.  No more than two tests and one quiz can be administered 
on any given day for any student. A rule of thumb used for counting quizzes and tests is two 
quizzes a day equals one test.  
  
A student may request postponement of a quiz or test if the student has been assigned either of 
the following on a given day:  1) three tests or 2) a combination of five or more quizzes and tests.  
The student should discuss the problem with the last assigning teacher prior to the day of the 
tests/quizzes to request other arrangements.  In the case of unresolved difficulties, the student 
may ask for intervention by administration.  However, this request needs to be made prior to 
the day of the test.  Secondary teachers are to keep scheduled tests, quizzes and projects on their 
Canvas calendar. 
 
Middle School Semester Exams 
 

1.     Semester exams are required for all middle school academics. 
2.     The test will count for 10% of the semester grade in middle school. 
3. Middle school semester exams will include cumulative material from the last nine weeks. 
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4.  If a middle school student is taking an advanced level course for high school credit, he/she 
will be expected to complete the semester exam and the exam average is weighted the 
same as a high school course (20%). 

 
For middle school students, the average for each quarter counts 45% and the semester exam 
counts 10% of the semester average.  At the end of the year, the first semester grade is averaged 
with the second semester grade equally. Each semester grade must be above a 60% in order to 
count in the yearly average. If a student’s yearly average is below a 70, the student will be 
required to take summer school for one or both of the semesters.  
 
High School Semester Exams 
  

1. Cumulative semester exams are given in high school. 
2. Semester exams are mandatory in Bible, English, Math, Science, History, and Foreign 

Language. 
3.  Semester exams may be given in elective courses if the teacher desires. 
4. Semester exams will be given a value of 20% of the semester grade. 
5. The following criteria must be met to be considered for exemption from semester exams: 

A) Course average of 90 or above, with no more than 4 absences; or          
B) Course average of 85 – 89, with no more than 3 absences. 
C) Teacher grants permission for exemption. 
(For the purposes of exemption only, college visits and approved school activities will not 
count against attendance limits.) 

6.  Students may not exempt a final exam in the same core subject both semesters. 
7. Students may not exempt from more than two exams in one semester. 
8. With the teacher’s permission, a student who takes an AP Exam in a core subject may 

exempt the course semester exam. 
9. Disciplinary actions such as cheating and plagiarism will affect approval for exam 

exemptions.  Administration reserves the right to determine eligibility for exemption 
in all situations. 

 
For high school students, the average for each quarter counts 40% of the semester grade and the 
semester exam counts 20% of the semester grade.  At the end of the year, the first semester grade 
is averaged with the second semester grade equally. Each semester grade must be above a 60% 
in order to count in the yearly average. If a student’s yearly average is below a 70, the student 
will be required to take summer school for one or both of the semesters.  
 
STUDENT RECORDS 
 
Parents may request to view their child’s educational records through the school office.  A 
student who is 18 may also request to view his educational records.  A member of the 
administration will be present when records are reviewed to assist the parent/student with 
interpreting information contained within them.  If information contained within the student’s 
records is believed to be inaccurate, the student or parent may provide documentation to make 
correction to the permanent record. Parents/students may not remove documents from the 
permanent records. 
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If your child transfers to another school and RRCA receives a request to release your child’s 
records, RRCA will release the records within one week upon notice of withdrawal.  If the 
student is not returning for the next year, RRCA will release records after the closure of the 
current school year.  Extenuating circumstances may require records to be released before the 
close of the school year.  If this is the situation, administration will give the approval to release 
records within one week.  Records will not be released for student’s with past due accounts 
unless a promissory note has been signed and a payment plan has been established. 
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GENERAL INFORMATION 

 
INSTRUCTIONAL TIME 
 
Round Rock Christian Academy operates under the state guidelines in terms of number of annual 
school days, teacher in-service days, and number of hours required per day in an effort to ensure 
equal time allotments for all students. 
  
HOURS OF OPERATION 
  
RRCA is open Monday through Friday.  Morning care begins at 7:30 a.m.  The school offices 
will be open from 7:30 a.m. until 4:30 p.m.   
  
CLASS TIMES 
 
 Early Childhood and PreK Program 8:30 am-2:00 pm 

Kindergarten - Fifth grades 8:15 am-3:25 pm 
Sixth - Twelfth grades 8:15 am-3:45 pm 

                               
It is important that children are picked up ON TIME.  We have strict teacher/student ratios to 
abide by.  Students are not allowed to wait outside the school building without adult supervision.  
Parents will be charged if their children are not picked up promptly.  A late fee of $5.00 per half 
hour, per student will be charged when children are not picked up on time from their regular 
school day.  Parents will pick up their children from the Extended Care program (PK-5th grades) 
or the Hang Time program (6th-12th grades).  A late fee is also charged for students in Extended 
Care who are not picked up at the 6:00 pm designated closing time.  
 
STAFF/CHILD RATIO 
  
Round Rock Christian Academy sets the following guidelines for teacher/student ratios: 
                           

 Preschool 3’s   1:8 
PreKindergarten  1:16  

 Kindergarten   1:18 
 First Grade   1:20 
 Second through Fifth Grade 1:22 
 Secondary Classes  1:24 
 

EARLY RELEASE DAYS 
 
There are scheduled Early Release Days as noted on the school calendar.  Please note we do not 
have extended care or serve lunch on Early Release days.  The following are the staggered 
early release times: 
 

11:30 am  Secondary (6th-12th grade) 
11:45 am  Elementary (K- 5th grade) 
12:00 noon  Early Childhood 
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COMMUNICATION WITH FACULTY AND STAFF 
 
RRCA Faculty and Staff welcome constructive communication from parents at any time.  The 
following guidelines will help direct communication in the most productive way: 
 
School Website (www.rrca-tx.org):  The school calendar, lunch menu, school news, athletic 
practice schedules, and more can all be found on the website.   
 
School-wide Communication:  In addition to the weekly newsletter sent via email, there are 
times that administration will send out school-wide communication via email to RRCA families 
and students.  RRCA also has a system in place to send out emails and/or texts in the event of 
extreme weather, a sudden change in extracurricular activities, or emergency so that we may 
provide brief, informative messages to parents. The school requests that the parents report any 
changes of address, telephone numbers or email addresses to the Student Registrar/Business 
Office. 
 
Teacher Communication:  Each teacher will communicate the best procedure for establishing 
communication at the beginning of the school year.  Teachers prefer to conduct business with 
parents efficiently during the school day.  If you have a quick question for a teacher, you may 
email them using the email addresses listed on the website, and teachers should respond within 
24 hours.  If you desire a phone conversation, please email your child’s teacher or call the school 
offices to ask a teacher to return your phone call.  Teachers will return calls within one business 
day (24 hours).  Concerns involving students and classroom procedures are most appropriately 
directed to the teacher.  Questions concerning school policy should be directed to administration. 
 
Teacher Conferences: If you would like a person to person conference, please make your 
request known in an email or phone call to the teacher or administrator so that a mutually 
acceptable time may be scheduled.  Drop-in conferences before and after school are not 
appropriate.  Teachers and administrators schedule their use of time carefully, and supervisory 
duties are particularly heavy at the beginning and end of the day.  If a conference is required with 
multiple teachers, please contact the administrative office to arrange the conference. 
 
Messages to Students:  The school receptionist is not free to leave the reception area to take 
messages to students.  Urgent messages concerning a change in normal procedures can be 
handled by phoning the administrative offices with a message for the teacher to give to the 
student, provided we have the message early in the day.  High School students may check their 
phones between classes; however, all other students must turn off their cell phones during school 
hours.  Please do not call, text, or use social media to contact your student during regular school 
hours. 
 
SCHOOL DIRECTORY 
  
The school directory is available online and is accessible only to school families through 
FACTS/SIS (RenWeb).  This directory includes the name, address, phone number, and names of 
children of each school family.  It is not to be released to anyone outside the school nor is it to be 
used by anyone in the school for the purpose of distributing circulars or soliciting the school 
families. The only exception to this policy is class lists are given to the preferred provider of 
class rings, senior portraits and graduation supplies for juniors and seniors.  Parents have the 
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option to change their preferences settings within FACTS/SIS (RenWeb) if they choose to NOT 
share any of their family information in the online family directory. 
 
CALENDAR OF EVENTS 
  
The school calendar is distributed at the beginning of the school year and is located on the 
website.  Questions concerning scheduling of events should be directed to the school office.  The 
weekly electronic newsletter contains the most reliable information for revised dates. 
   
HOLIDAYS 
   
The following holidays will be observed:  Labor Day, Columbus Day (No School, 
Parent/Teacher Conference Day), Thanksgiving week, Christmas Holidays, New Year’s Eve, 
New Year’s Day, MLK Day, Presidents’ Day, Spring Break, Good Friday, and Memorial Day.  
Other days may be taken as deemed appropriate by administration.   CHECK THE SCHOOL 
CALENDAR FOR A COMPLETE SCHEDULE OF HOLIDAYS and refer to the website 
and the weekly electronic newsletter for any changes or additions to the calendar. 
    
CELEBRATIONS AND SPECIAL DAYS 
  
Elementary classes have parties on various holidays including Christmas, Valentine’s Day, and 
at the end of school.  Teachers will plan the celebrations but will ask for help from volunteer 
parents. 
 
We realize a child’s birthday is a special occasion at any age.  Parents may provide an 
individually wrapped treat during lunch, recess, or snack time (after coordinating with the 
teacher).  Be sure to check with your child’s teacher for any food allergies in the classroom.  If 
party invitations are being distributed at school, ALL STUDENTS in a class must be included.  
Otherwise, the invitations must be mailed out by the parents (address information can be found 
in the online school directory).   
 
ELECTRONIC DEVICES 
 
Students will have a school-issued Chromebook with which to complete their assignments.   The 
use of the Chromebook is a privilege which can be taken away.  Students must use the school-
issued Chromebook and are not allowed to bring their own device to school, unless approved by 
administration.  There will be consequences if students abuse these privileges.  Please see the 
Technology Acceptable Use Policy and Chromebook Use Policy (in the addendums) for 
complete information regarding device usage on campus. 

PHONE AND CELL PHONE USAGE 

Elementary Students:  Students must get permission from their teacher to come to the Main 
Office to use the school telephone.  Cell phones may not be used during the school day.  Any 
cell phone which is used during the school day will be confiscated.  Confiscated phones will not 
be released until the end of the school day and a $10 fee is paid.  If a student has a persistent 
problem with his/her cell phone they will have other restrictions placed upon them and parents 
will be required to come in and pick up the phone.  We will not ban cell phones from school for 
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safety reasons, but we must insist that cell phones are not used during school hours, including 
lunchtime, in the restrooms, and the pick-up line.   

Middle School Students:  Students must get permission from their teacher to come to the Main 
Office to use the school telephone. When students enter the classroom, students must place their 
cell phone in the cell phone storage bin located in each classroom.  Cell phones must be turned 
off and may not be used during the school day. Any cell phone which is used during the 
school day will be confiscated. Confiscated phones will not be released until the end of the 
school day and a $10 fee is paid.  If a student has a persistent problem with his/her cell phone 
they will have other restrictions placed upon them and parents will be required to come in and 
pick up the phone. We will not ban cell phones from school for safety reasons, but we must insist 
that cell phones are not used during school hours, including lunchtime, in the restrooms, and 
during class changes. 

High School Students:  Students must get permission from their teacher to come to the Main 
Office to use the school telephone. When students enter the classroom, students must turn off 
their phone and place it in the cell phone storage bin located in each classroom.  High school 
students have the privilege of using their cell phone during class changing times and lunchtime.  
For their safety and others, students should not text at the same time they are walking between 
classes.  If a student is using a cell phone during a non-permitted time, the cell phone will be 
confiscated and will not be released until the school day is over and a $10 fee is paid. If a student 
has a persistent problem with his/her cell phone they will have other restrictions placed upon 
them and parents will be required to come in and pick up the phone. 

FIELD TRIPS 
  
RRCA teachers will decide which field trips will complement their academic programs and due 
to liability issues, are responsible for all field trip planning.  Only children with emergency 
information on file will be allowed to go on field trips. 
  
Teachers may request volunteers to drive and chaperone for field trips.  We encourage parents to 
participate whenever possible, and require appropriate dress for parents, students, and guests.  
All students are required to dress according to the school dress code policy. 
 
Parents are encouraged to complete the necessary paperwork to become an approved driver for 
field trips.  Parents who will be driving a school van or transporting students in their personal 
vehicle must complete the driver information packet, which includes an official copy of their 
driving record obtained from the Texas Department of Motor Vehicles.  This information must 
be turned into the office prior to the date of the trip.  
 
In order to maintain the highest Christian standards for which our school stands, there are certain 
guidelines for parents attending field trips: 
  

1. We request that all dress meet our secondary dress code standards. 
2. Please do not wear T-shirts with inappropriate slogans. 
3. Use of tobacco, consumption of alcohol, or vaping are not allowed during the entire field 

trip or school event. 
4. Be especially cognizant of the choice of music you allow the children to listen to while in 

your care.  Choose music which reflects the character of God. 



Parent and Student Handbook  General Information 
2021-22 

27 

  
The budgeted monies allocated for field trips may not be used for class parties, group 
celebrations, or party favors.  The field trip budget is for educational purposes only and may be 
used for class or school-wide programs such as guest chapel presentations, guest authors, and 
theatrical presentations.  
 
PETS/ANIMALS 
 
Due to health and safety concerns, pets should not be brought to the RRCA campus 
without permission.  At various times, there will be RRCA-sponsored events which may 
involve live animals, and prior notification will be given to those students involved. 
 
PRAYER MEETINGS 
  
Parents in Prayer:  Parents of students at RRCA meet each week to pray for specific school 
needs.  All parents are invited to participate.  Contact the school office for more information. 
 
SCHOOL PICTURES 
 
During the fall individual student pictures are taken for yearbook, and in the spring there are 
individual pictures for elementary students and for those interested in secondary.  These are 
available for purchase through the photographer.  For students in athletics, team and individual 
pictures are scheduled and available for purchase as well. 
 
SNACKS/LUNCH/FOOD ITEMS  
  

 Students may bring a sack lunch or order from the contracted lunch provider.  
 Both hot lunch and snack bar items can be purchased online in advance.  The minimum 

order of $9.00 can include multiple lunches in the same order. 
 Microwave use is not allowed for preschool or elementary students. 
 When parents drop off a lunch for a child, it should be left in the main school office with 

the child’s name and grade clearly written on the lunch.   
 If the lunch is not delivered by the parent in a timely manner, OR if a student forgets 

his/her lunch, the student will need to purchase a lunch from the contracted lunch 
provider and the parent’s account will be billed. 

 Food and beverages are not to be consumed in the classroom except at designated 
times. 

 Healthy snacks are provided for the Early Childhood and Aftercare programs.  
 Please ensure that your child’s medical information clearly indicates any food 

allergies he/she may have. 
 
VISITORS 
 
Parent visitation is encouraged, but we ask that prior arrangements be made with administration 
if you wish to visit a class.  Please respect the learning environment by limiting interruptions 
and following proper procedures.  Parents and guardians will need to submit a pre-visit 
notification any time another individual (guest) will visit their child on campus.  Using the online 
form, you may grant permission for a one time visit or for the entire school year.  The 
notification form can be found in FACTS/SIS (RenWeb) under School Information -> Resource 
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Documents -> campus visitors.  All visitors are required to check in at the main school office for 
a visitor’s badge before visiting any room, student, or teacher.    
 
YEARBOOK 
  
Memories of the school year are captured in the RRCA yearbook.  RRCA takes pride in 
publishing a quality full-color yearbook which is partially subsidized by the sale of 
advertisements.  Yearbooks are available for purchase at a reduced rate for elementary and 
secondary students.  
 
FINANCIAL GIFTS TO THE SCHOOL 
 
The Annual Fund enables RRCA to improve and expand academic and spiritual programs, offer 
scholarships to those in need, upgrade facilities, and attract and retain a talented faculty.  The 
Building Future Leaders campaign began in 2016 to raise funds for the construction of new 
campus facilities.  Families and businesses are encouraged to contribute to the campaign so that 
financial progress can be made towards Phase 2 of the facility, which includes a gymnasium and 
cafeteria/multi-purpose room. 
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HEALTH CARE POLICIES AND HEALTH CARE RECORDS 
 
Health records are required for admission to Round Rock Christian Academy.  The State of 
Texas mandates that a complete immunization record be on file for each student within 30 days 
of enrollment in order for him/her to attend school.  Round Rock Christian Academy requires 
that your child have a complete medical file by the end of the 30 day grace period.  If the record 
is still not submitted by the end of the 30 day grace period, the student may be asked to stay 
home until all paperwork is complete.  The following forms are required for your child’s medical 
file: 
 

 Complete immunization record 
 Health Statement signed by a parent or a physician’s physical, if requested 
 Health History completed by parent/guardian 
 Medication/First Aid permit completed and signed by parent/guardian 
 Medical Authorization Form 
 All new students age 4 by September 1st through 4th grade must provide proof of Vision 

and Hearing Screening. 
 All new students 5th grade – 12th grade must provide proof of Vision, Hearing, and 

Scoliosis Screening.  If new students are unable to provide proof of the required 
screenings, or would prefer to be screened at RRCA, the screenings will be performed on 
campus in the Fall. 

 
HEALTH CARE POLICIES 
 
Illness:  Students are to be kept home if they are ill.  Please keep your child home if he/she has 
any of the following symptoms: 
 

 Fever (temperature of 100 degrees or more, with or without medication) 
 Vomiting 
 Diarrhea 
 Conjunctivitis (pink-eye) 
 Contagious rash (i.e. impetigo, chicken pox) 
 Lice (may return to school after first treatment) 

 
Your child must be fever-free, without vomiting or diarrhea, for 24 hours before returning to 
school unless a physician’s note indicates otherwise.  Parents/guardians will be notified if a 
student becomes ill at school.   
 
First aid and care for minor injuries and ailments will be provided as described on the online 
medical permission form.   
 
Medications will be administered by the nurse if the parent/guardian completes the appropriate 
form and provides the medication in its original container.  All prescription medications must 
have a current label with the student’s name and dosage instructions.  All over-the-counter 
medications will be dispensed according to package directions unless a physician’s order 
indicates otherwise.  The only medications provided by RRCA are Tylenol, cough lozenges, and 
Benadryl for emergencies.  All medications must be kept in the nurse’s office and dispensed by 
the nurse with the following exceptions: insulin/glucagon, asthma inhalers, Epi-pens, and 
cough/throat lozenges.  Parents/guardians must complete an “Authorization to Dispense 
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Medication” form acknowledging that the student is capable of self-medicating for 
insulin/glucagon, inhalers, and Epi-pens.  A physician’s signature may also be required if 
circumstances warrant.  It is a violation of school policy for students to have any medications 
on their person other than the exceptions listed above.  Please note that if a student gives or 
offers medication to another student, it will be considered a serious discipline infraction and 
appropriate consequences will follow. 
 
Lice infestations discovered at school require that the student be sent home and allowed to 
return after the first treatment is administered.  Parents will be required to perform daily head 
checks and nit removal; and to treat again in 7 – 10 days per package directions.  For persistent 
cases of lice, a more conservative approach may be taken (such as a “no-nit” policy).  RRCA 
would greatly appreciate notification if a parent/guardian finds evidence of an infestation on a 
student or sibling/family member. 
 
STATE REQUIRED SCREENINGS 
 
RRCA abides by the State of Texas requirements for health screenings.  Students age 4 by 
September 1st, Kindergarten, 1st, 3rd, 5th, and 7th grades will have Vision and Hearing screenings.  
Students in 5th and 8th grades will have scoliosis screenings.  All new students must provide these 
screenings with their health records or the screenings will be done at RRCA. 
 
IMMUNIZATION RECORDS 
 
All students must have a complete immunization record (per state requirements) on file within 
30 days of enrollment.  If a parent does not want to immunize their child for reasons of 
conscience, it is the parents’ responsibility to apply to the State of Texas for a “Reasons of 
Conscience” Exemption form and provide the completed form to RRCA.  The form must be 
notarized and updated every 2 years (or the time table required by the state). 

 
MEDICAL INSURANCE FOR STUDENTS 
  
Medical treatment for injuries will be the responsibility of the parents.  The law requires that all 
students be covered under a health care plan.  Parents of students participating in any of the 
sports programs must sign a waiver of responsibility before that student will be allowed to 
participate.  RRCA provides a supplemental accidental insurance plan for students in the event of 
injury while at school or at a school-sponsored function.  More information is available 
regarding this plan upon request. 
 
CONCUSSION POLICY FOR ALL EXTRA-CURRICULAR ACTIVITIES 
 
The academic management of a student with a concussion will be on a case by case basis. In all 
cases, school administration will err on the side of caution.  If a medical professional places the 
student on concussion protocol, an individualized plan will be set up by administration.  Students 
who are placed on modified attendance by a medical professional will be required to follow the 
specifics of the individualized plan.  During recovery, rest is key.  Some normal daily and school 
activities that may cause concussion symptoms to reappear or get worse are:   
 
 exercising 
 attending school events that can be loud (pep rallies, sporting events, fine arts events) 
 driving a vehicle 
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 playing video games 
 using a cell phone 
 concentrating / studying 
 working on a computer 
 reading for extended periods. 

 
Students who return to school after a concussion may need some or all of the following 
accommodations: 
 
 spend fewer hours at school 
 take rests breaks 
 be provided extra help and time to complete schoolwork 
 spend less continuous time reading and writing 
 limit screen time (computer, tv, cell phone use).   

 
The individualized plan will include the level of participation and attendance permitted at any 
school activities (academic or extracurricular) until such time as the student is able to resume a 
normal full academic load with no recurring side effects.  Secondary students may need to 
coordinate with the academic advisor when they return as they may need additional 
accommodations. 
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GENERAL POLICIES AND PROCEDURES 

 
ARRIVAL AND DISMISSAL PROCEDURES 

 
MORNING ROUTINES 
 
Morning Drop-off:    Supervised morning care for all preschool and elementary students begins 
at 7:45 am each morning.  All preschool and young elementary students must be accompanied by 
a parent and signed in at the morning care classroom.  Preschool parents should refer to the Early 
Childhood Handbook for complete instructions on arrival / dismissal procedures. 
 
Elementary Students:  Elementary students may be dropped off in front of the main building 
any time after 7:45 am.  Elementary students will wait in their assigned morning care rooms 
until they are released to go to the classrooms at the 8:05 am bell.  Students may not wait 
unattended in classrooms or hallways.  Drop-off time is not the appropriate time to speak with 
your child’s teacher.  Please schedule a conference with your child’s teacher by emailing the 
teacher. 
 
Secondary:  Secondary students can be dropped off after 7:45 am to gather in the courtyard 
outside the library (between the two buildings).  Secondary students will be released to the 
classrooms at 8:05 am.  Students may not wait unattended in hallways or classrooms.  On bad 
weather days, secondary students are allowed to wait in designated classrooms. 
 
Warning:  Please use extreme caution in the parking lot.  Be aware that children and cars 
are moving constantly in and out of parking spaces.  Parking lot speed should be no more 
than 10 miles an hour.  Cell phone use is prohibited while operating a vehicle. 
 
DISMISSAL ROUTINES 
 
Kindergarten through 5th grade and PK aftercare students will dismiss through a drive through 
pick-up line at 3:25 pm.  Dismissal procedures and specific driving routes will be available at 
Crusader Orientation in the parent packet.  The parent packet will include a sign to display in the 
car window.  Dismissal time is not the time to talk with your child’s teacher.  Please allow our 
teachers to give their full attention to their drop-off duties for the safety of our children.   
 
Secondary students will dismiss from their classrooms to the parking lot at 3:45 pm.  Student 
drivers need to drive carefully and follow the established traffic flow pattern during dismissal or 
their driving privileges will be removed.  Secondary students must be picked up by 4:05 pm 
unless arrangements have been made and approved by administration. 
 
AUTHORIZATION TO PICK UP CHILDREN 
  
The school office must be notified in writing if anyone other than the parents or a previously 
authorized person is to pick up your child.  Otherwise, your child will not be released.  They will 
be required to report to the appropriate office to be cleared for pick-up approval.  Names of those 
authorized to pick up children should be listed in FACTS/SIS (RenWeb) under the Emergency 
Contacts section.  
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PERMISSION TO LEAVE SCHOOL 
  
Parents wishing to take their children from school anytime during the school day should email or 
phone the appropriate attendance clerk advising of the reason and time of early dismissal. For 
safety and security, please sign your child out in the school office before you leave and sign them 
back in when they return. 
  
Students who attend off-campus classes or seniors who leave campus for lunch are expected to 
follow all RRCA rules for behavior and safety while they are off-campus.  Discipline will be 
administered to students who are in violation of the off-campus policy and off-campus privileges 
could be revoked.  If a student leaves school without permission, he/she will be counted as 
truant, resulting in a suspension.   Note:  Secondary students who drive must also have written 
parental approval and must follow sign-out procedures before leaving campus.  
  
EXTENDED CARE SERVICES 
 
RRCA offers afternoon Extended Care services to PK through Secondary students for a fee.   

 Early Childhood Extended Care: 2:00 pm – 3:25 pm 
Late Afternoon Care:   3:25 pm – 6:00 pm 
Hang Time (Secondary students): 4:00 pm – 6:00 pm  
 

ATTENDANCE POLICY 
 (Please read carefully for compliance is crucial) 

  
Regular attendance is vital to the student’s success in school.  Good attendance promotes 
learning without interruption.  All parents are asked to use good judgment and not allow 
their child to be absent unless it is absolutely necessary.  Please schedule family trips 
during the summer break and other school holidays. 
 
The Texas Education Code 21.032 requires students to be in attendance for 90% of the 
instructional days. Failure to meet this attendance requirement, regardless of whether or not the 
absences are excused, will necessitate that student may be retained in his/her current grade level 
the following year. An elementary student who is absent more than 18 days in a school year will 
not meet the minimum attendance required by law.  Attendance for secondary students is taken 
by period and therefore students must be in attendance 90% of the instructional time in all 
subjects.  Secondary instructional time is counted by semester; thus nine absences per subject per 
semester is the maximum allowance. 
 
When your child is absent from school for any reason, please call the school office (512-255-
4491), or email attendance@rrca-tx.org.   For attendance records, students returning after an 
absence must supply either a written note or an email from the parent to document the 
reason for the absence.  If an Elementary student is absent for 3 hours during the school day, it 
will be counted as a half-day absence.  Secondary attendance is taken per period; a student is 
considered absent if they miss more than half of the class period. 
   
The only excusable reasons for absences are: 

Documented illness  Pre-approved absences  Bereavement    
Approved college visits  Documented medical appointments  Approved school activities 
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Any absence not characterized by the above criteria, including hair appointments, shopping 
afternoons, personal errands, “signing out because we're not doing anything" excuse and 
attending athletic events without approval will be termed unexcused.  The student will 
receive a zero on all tests missed and assignments due during an unexcused absence. 
  
Excessive absences, regardless if excused or unexcused, continue to be a concern to the 
administration and faculty.  To be in compliance with the state attendance law, students who 
miss more than the allotted days by TEA must attend Saturday school or make up hours after 
school to fulfill attendance requirements.  A fee will be charged for any attendance make up 
hours.  Excessive absences may be reported to the proper law enforcement authority, if deemed 
necessary.  Students who have five or more unexcused absences in any one grading period 
may be subject to dismissal from RRCA. 
 
In addition, elementary parents should check with their child’s teacher(s) at the beginning of the 
school year for a class schedule and try to schedule medical and dental appointments away from 
academic times (during specials, lunch, or after school).  Notify teachers at the beginning of the 
day of any appointments in order to minimize class disruptions. 
 
TARDINESS 
 
A tardy is recorded when a student is not in his/her assigned place when a class begins.  Three 
tardies will result in 1 unexcused absence.  Students who arrive to class after the morning tardy 
bell rings are considered tardy.  We strongly advise that the students arrive a few minutes early 
so that they are at their desks and ready to begin work when the bell rings.  Excessive tardies 
may result in disciplinary action. 

 
In order to help students get to class as quickly as possible, students who arrive before 8:40 am 
do not have to stop at the Main Office check-in desk for a tardy slip.  Teachers will be 
electronically recording these unexcused tardies (TU), and noting the time the student arrived at 
the classroom.  After 8:40 am, students will come to the main office to get a pass to class.   
 
Students who arrive late due to an appointment or with any documentation requesting their tardy 
be excused should check in at office and the office staff will collect tardy/absence excuse notes 
and record the information electronically.  
 
PRE-APPROVED ABSENCES 
 
At times it is necessary to miss school for certain events such as funerals, college visits, 
surgeries, and events beyond your control.  These “pre-approved absences” will count as 
excused absences; however, a student must meet the minimum state attendance laws.  To gain 
approval, one must adhere to the following procedure: 
  

1)  Fill out a Pre-Notification of Absence form (available in the Main Office) at least one 
week in advance and turn it in to the school office. 

2) The elementary parent or secondary student will take the form to the appropriate 
teacher(s) for assignments. 

3) The student will complete and turn in all assignments on the day he/she returns.  Any 
assignments not turned in that day will have points deducted for returned work. 
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4) All pre-scheduled tests will be taken on the day of return.  All tests scheduled during 
the absence must be taken within 3 days of return. 

 
NOTE:  During the last two weeks of the school year, before major school holidays, or during 
any week in which a series of exams is being administered, permission will not be granted for 
students to be absent other than for illness or family emergencies. Unauthorized absences 
will result in a significant grade penalty unless an appeal is granted due to extenuating 
circumstances.  Secondary Parents: Please do not schedule family/mission trips during exam 
week.  Exams may not be taken early to accommodate travel plans.   
 
High school juniors are allowed three pre-approved trips for college visits and high school 
seniors may take two pre-approved trips for college visits. 
 
LATE RETURN FROM AWAY GAMES 
 
The Athletic Department and head coaches take into consideration time and travel for away 
games. It is our intent to have teams back at a reasonable time; however, there are times when 
teams will return back to school late due to various circumstances.  In the event that a team 
returns after midnight, the Athletic Director will determine the delayed start time for school the 
next day and will communicate that to the athletes.  Head coaches should/will plan ahead to have 
food ordered so that it can be picked up on the way out after the game for players to eat on the 
bus (ex:  pizza, sub sandwiches) when there is a late game time and/or the distance traveled to 
game pushes arrival time back to school. 
 
LOSS OF CREDIT 
 
Secondary students may lose credit for class(es) if they do not meet the State of Texas minimum 
attendance requirements.  They may not miss more than nine class hours per semester of an 
academic course in order to receive credit.  All absences, excused and unexcused, are considered 
in the nine class hours. Unexcused tardies are also included in the count of absences.  Three 
unexcused tardies is equivalent to one class absence. 
 
EVENING PROGRAMS AND EVENTS 
 
Students must be in attendance for one at least half of the day to participate in any after 
school extra-curricular events or programs.  This includes athletic games and practices, 
drama, debate, cheer, dance, and choir presentations and practices.  Students who leave campus 
for an illness may not come back for an extra-curricular event that day. 
  
EARLY DISMISSAL FROM CLASS 
 
While it is not always possible, parents are asked to make all appointments, including medical 
and dental, outside of school hours.  If a student must be dismissed early, the parent should send 
or email a note of explanation to the teacher the morning of the appointment.  A student who 
must leave before the close of the school day for any reason must be signed out at the school 
office.      
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INCLEMENT WEATHER 
 
It may be necessary to close, dismiss early, or delay the start of school due to ice, snow, or other 
inclement weather.  We inform families of school closings via Parent Alert, social media, and 
email.  We will monitor the announcements made by RRISD and other surrounding school 
districts when making decisions for closing or modifying school hours due to inclement 
weather or dangerous road conditions.  RRCA has families from many different areas, so 
decisions must be made for the safety of all families.  Always use your best judgement when 
determining if it is safe to travel from your home to school. 
 
CHILD PROTECTION POLICY 
  
When a school employee knows of or suspects abuse or neglect of a RRCA student, they are 
required by law to report it to the appropriate authorities.  The school has a duty to report the 
knowledge or suspicion to the appropriate state agency, such as Children’s Protective Service 
(CPS).  This is the case whether the suspected abuse or neglect occurs on or off the school 
premises.   
  
CUSTODIAL AND NON-CUSTODIAL PARENTS 
 
RRCA will require a copy of the divorce decree to determine which parties can make educational 
decisions, have permission to attend on-campus activities, and have financial responsibility.  The 
school will not resist or interfere with a non-custodial parent’s involvement in school-related 
affairs or access to the parent’s child or the child’s records unless the school is presented with a 
court document restricting such involvement or access.  The school will not otherwise choose 
sides between parents. 
 
It is not the responsibility of RRCA to keep track of which parent has custody and will be 
picking up their student on which day of the week.  Parents who share custody of a student need 
to come to a resolution between themselves on who will pay for additional fees, emergency 
lunch tickets, and extra-curricular activities (Fine Arts, Athletics, camps, etc.) 
 
A non-custodial parent may not take custody of a child or remove the child from school premises 
unless the non-custodial parent presents a written court order or a notarized written authorization 
signed by the custodial parent permitting such custody. 
 
If the actions of parents, custodial or non-custodial, become disruptive to the operations of the 
school, the school has the right to restrict access by such parents and to take other necessary 
action. 
 

RRCA will only accept consent for school related activities from the custodial parent, unless the 
authority to grant consent is given to the non-custodial parent by a court order. 
 
Both parents, whether married, separated, or divorced, have access to the educational records of 
a student who is a minor or a dependent.  A parent whose rights have been legally terminated 
will be denied access to the records of the school if the school has been given a copy of the court 
order terminating these rights. 
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SECONDARY STUDENT DRIVING POLICY 
  
The privilege of driving to school is restricted to students who hold a valid Texas driver’s license 
and proof of insurance.  Students will be required to register their vehicles with the office by 
providing proof of insurance and signing, along with their parents, the RRCA Student Driver 
Agreement.  A student will be issued a parking permit only after these requirements have 
been met.  Students are not permitted to go to their vehicles during the course of the school 
day without permission from administration.   By 8 am, students need to leave their cars and 
enter the school facility.   Students are not permitted to sit in their cars at lunch. 
  
Students must observe the campus speed limit of 10 mph and must properly park only in the 
assigned student parking space.  Students whose driving is observed to be hazardous and/or 
irresponsible will lose the privilege of driving on campus for a temporary or permanent duration.  
Students must not participate in any type of activity resulting in racing, excessive noise, blaring 
music or dangerous maneuvers, including standing or sitting on the outside of moving vehicles. 
 
SENIOR LUNCH PRIVILEGE  
 
Seniors have the privilege of off-campus lunch; however, they must return to class on time.  As 
with any privilege, it requires responsibility.  Only high school seniors have this privilege.  The 
Secondary Principal will review specific procedures for this privilege with the seniors. 
   
VISITORS AT LUNCH 
 
RRCA is a closed campus.  Parents and guardians will need to submit a pre-visit notification any 
time an guest will visit their child on campus.  Using the online form, you may grant permission 
for a one time visit or for the entire school year.  The notification form can be found in 
FACTS/SIS (RenWeb) under School Information -> Resource Documents -> campus visitors.  
All visitors are required to check in for a visitor’s badge before visiting any room, student, or 
teacher.    
 
Students should not invite friends to our campus as they are not allowed to be in the classrooms 
or the lunchroom without advance approval.  If you have a special request, please speak with an 
administrator well in advance for permission to invite a guest. 
    
TEXTBOOKS and LIBRARY BOOKS 
  
Round Rock Christian Academy may assign Ebooks or textbooks to our students.  Textbooks are 
the property of Round Rock Christian Academy and are issued to students at the beginning of the 
school year.  Each student is responsible for all items that have been assigned to them such as 
textbooks and novels.  During the last week of the spring semester, books will be checked in and 
the student’s record cleared.  In the event physical textbooks or novels are lost or damaged, the 
student will be charged with the replacement cost. 
  
Library fines are assessed for late books.  If library books are lost or fines due, they must be paid 
for in order for the student’s book record to be cleared.  If there are delinquent charges which 
have not been paid when the school year ends, the final report card may be held until all book 
records are cleared. 
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POSTERS, PLAQUES, OR DISPLAY BOARDS 
 
Wording on all posters, plaques, or display boards to be displayed on the school property must be 
approved by administration prior to posting.  Any literature/letters distributed on school premises 
must be approved by administration prior to distribution.   
 
SOCIAL MEDIA 
 
Any students who use social media to engage or interact with others must keep in mind that as a 
student, they are a representative of our school.   Students must ensure that their posts, messages, 
content, and pictures are appropriate and meet the standards of faith and conduct required by 
Round Rock Christian Academy. 
 
BOUNDARIES AND OFF-LIMIT AREAS  
 
Students should remain within the confines of the new facility, and are not to go behind any 
buildings, portables, or unauthorized areas.   All church facilities, offices, and equipment are off 
limits unless special authorization is given.  Secondary students should not go to their cars 
between classes unless they are leaving for an off campus class, appointment, or senior lunch 
privilege. 
 
PERSONAL PROPERTY 
 
Perhaps one of the biggest problems at school is returning lost items to their rightful owners.  It 
is strongly recommended that you label your child’s clothes and items brought to school, such as 
lunch boxes, coats, sweaters, backpacks, water bottles, etc.  Items left in lost and found are 
donated monthly to local charities. 
 
DAMAGE TO SCHOOL PROPERTY 
  
RRCA students should take pride in the care of the school property, realizing that the appearance 
of the building and grounds is a credit or discredit to them and to the Lord.  Any student found to 
have intentionally, knowingly, and recklessly damaged school property shall be required to 
compensate the school for the full extent of the damage and will be subject to disciplinary 
measures. Students who accidently damage school property will also be responsible to pay for  
damages. 
 
CRISIS RESPONSE PLAN 
 
RRCA has a separate handbook to handle any crisis situation in our school. Specific procedures 
are in place for the administration and faculty to follow to keep our campus as safe and secure as 
possible in the event of an emergency situation.  You may ask to view a copy of this handbook, 
if desired. 
 
DISCIPLINE 
 
There is a separate addendum to this handbook that explains our discipline philosophy and policy 
in detail.    
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VOLUNTEER POLICY 
 
The impact that volunteers make upon RRCA is phenomenal, and we welcome and appreciate 
your time and support.  For the safety of our students and to be compliant with accreditation 
standards, we require that volunteers who are on campus and have direct contact with children 
have completed the criminal background check process.  Volunteers are also required to sign in 
and receive a name badge and sign out in the school office upon completion of the visit.  The 
Parent Support Team encourages parents to volunteer as a great way to engage with the Crusader 
family.   
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STUDENT ACTIVITIES 

  
The Student Activities programs at RRCA exist to provide opportunities for students to realize 
and build upon their talents and abilities, grow in their faith, and gain important leadership and 
organizational skills.  Statistics show that overall success in school is closely related to a 
student’s involvement in school activities. 
  
Fellowship of Christian Athletes Awards Banquet TAPPS Competitions 
Athletics Spiritual Emphasis Week  ACSI Competitions 
Junior/Senior Prom  Fine Arts Events NHS, NEHS, NJHS, and NAHS 
Student Council    Homecoming Events      Speech and Debate  
Mission Trips PSIA Competitions          Service Club  
  
RRCA TRADITIONS FOR STUDENT ACTIVITIES 
 
The parents and students of the following classes/organizations are assigned to be responsible 
for the following events: 
   

Juniors:  Plan, organize, and pay for Junior/Senior Prom 
Sophomores: Assist with setup and cleanup for Commencement Ceremony 
Freshman:  Assist with setup and cleanup for Secondary Awards Banquet 
Student Council: Plan and assist with Homecoming/Spirit Week, Winter Formal and   

mission projects 
NHS:  Plan service projects throughout the year 

 

Fundraising efforts occur each high school year as classes prepare to host and pay for 
Junior/Senior Prom their Junior year.   Each class will work with Administration so they know 
what the approved fundraisers are for each grade level.   The timing of each fundraiser during the 
school year must be coordinated with the Development Office. 
 
Following established tradition, the senior class may work with Administration to select a gift 
that would benefit the students and faculty of RRCA.   
 
NATIONAL HONOR SOCIETY 
 
The object of this chapter shall be to create enthusiasm for scholarship, to stimulate a desire to 
render service, to promote leadership, and to encourage the development of character in the 
students of Round Rock Christian Academy.  Membership is both an honor and a responsibility.  
Once selected, these students are expected to continue to demonstrate the qualities of 
scholarship, service, leadership, and character.   
 

To be eligible for selection to RRCA’s chapter, students must meet the following requirements: 
 

1) Must be a RRCA student for at least one full semester. 
2) Have a grade level classification of sophomore, junior, or senior. 
3) Have a GPA of at least 3.5. 
4) Should be pursuing the Distinguished Graduation Plan. 
5) Student should submit a thorough application documenting service. 
6) Student’s character and discipline records should reflect a worthy candidate. 
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While the above criteria are necessary for all applicants, it does not guarantee acceptance into 
RRCA’s national chapter.  The faculty selection committee will make the final decision based on 
a rubric system; however, the students and parents have the right to know how they scored 
overall in each area.  Students may make a formal written appeal within 48 hours after 
notification.  Students transferring in from other chapters of the National Honor Society need to 
see the NHS sponsor for entry requirements. 
 

Alternative Induction Requirements 
 

To be eligible for selection to RRCA’s chapter students must meet the following requirements: 
 

1) Must be a RRCA student for at least one full semester. 
2) Have a grade level classification of sophomore, junior, or senior. 
3) Have a GPA of at least 3.8. 
4) Should be pursuing the Recommended Graduation Plan.  
5) Student should submit a thorough application documenting service. 
6) Student’s character and discipline records should reflect a worthy candidate. 

While the above criteria are necessary for all applicants, it does not guarantee acceptance into 
RRCA’s national chapter. The faculty selection committee will make the final decision based on 
a rubric system; however, the students and parents have a right to know how they scored overall 
in each area.  Students may make a formal written appeal within 48 hours after notification. 
Students transferring in from other chapters of National Honor Society need to see the NHS 
sponsor for entry requirements. 
 
NATIONAL ELEMENTARY HONOR SOCIETY 
 
National Elementary Honor Society (NEHS) applications and membership begins with 4th and 
5th grade students.   Listed below are the steps in the qualification and application process: 
 

1) The student must be on the Crusader Excellence Honor Roll every quarter for their 
current grade level and the previous year’s grade level.  In other words, two years of 
honor roll history are considered.  If a 4th grader is applying, both the 4th grade (current 
year) and 3rd grade honor rolls are considered.  If a 5th grade student applies, both the 5th 
grade (current year) and the 4th grade honor rolls are considered.  If the current quarter is 
not over, the student’s current grades are taken into account. 

2) The student must be in good standing regarding their behavior and conduct (check with 
classroom teachers and if necessary, the Elementary Principal). 

3) If a student meets the first two criteria, the student is qualified to apply and will receive a 
letter of eligibility to apply. 

4) Students must turn in the application by the due date and time specified.   
5) The application must have at least 10 total qualifying entries in the sections of co-

curricular activities, leadership, service, community, and recognition/awards.  The 
completed application must include a qualifying handwritten essay on a separate sheet of 
paper on how the principles of academic excellence, leadership, service, citizenship, and 
outstanding character traits apply to the applicant. 

6) When all of these criteria have been met, the student is invited to become a member of 
NEHS. 
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NATIONAL JUNIOR HONOR SOCIETY 
 
Students who are currently in 7th or 8th grade are considered for membership in National Junior 
Honor Society (NJHS).  Listed below are the steps in the qualification and application process: 
  

1) The student must have a 90% or higher grade average for 6th, 7th and 8th grade (up to their 
currently enrolled grade level) with no grade lower than an 85. 

2) The student must be in good standing regarding their behavior and conduct (demerits 
report will be run by Administration). 

3) If a student meets the first two criteria, the student is qualified to apply and will receive a 
letter of eligibility to apply. 

4) Students must turn in the application by the due date and time specified. 
5) There must be at least 20 total qualifying entries on the application in the sections of: co-

curricular activities, leadership, service, community, and recognition/award.  The 
completed application must include a qualifying handwritten essay on a separate sheet of 
paper on how the principles of academic excellence, leadership, service, citizenship, and 
outstanding character traits apply to the applicant. 

6) When all of these criteria have been met, the student is invited to become a member of 
NJHS. 
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PROBLEM SOLVING AND RESOLUTION 

 
“And if your brother sins, go and reprove him in private; if he listens to you, you have 
won your brother. But if he does not listen to you, take one or two with you, so that by the 
mouth two or three witnesses every fact may be confirmed.” Matthew 18:15-16 

 
When complaints arise, the principles and procedures of Matthew 18 are to be followed by 
everyone involved.  The goal of this policy is to communicate effectively when problems arise 
and to handle complaints directly with the person involved at the lowest organizational level 
possible in a prompt, fair, and courteous manner.  This is not for the purpose of avoiding or 
delaying communication but to keep the lines of communication open according to the biblical 
principles found in Matthew 18:15-16.  There may be personal or professional matters of 
concern you have regarding an individual in the school.  Even in these cases, the principle of 
direct communication with the individual is still important. 
 

• Unity of the spirit is important among school relationships, so that we can enjoy God’s 
power and presence at work in the RRCA family. 

• Discuss issues privately and discreetly on a one-to-one level only with those directly 
involved in the situation. 

• Speak honestly and in a loving manner and draw conclusions only on what you have 
directly seen and heard, not relying on second-hand information or gossip. 

• Attempt to work out a solution with the individual, escalating the situation to the next 
level of authority (principal, Head of School, then Education Committee) only if the 
matter is not resolved. 

• Approach a situation with personal motives and attitudes in check in hopes of restoration, 
not accusation. 

• Seek counsel from a neutral party with caution, protecting anonymity and not for the 
purpose of bolstering support for one’s own viewpoint. 

• Encourage others to seek reconciliation by going to the person that has offended them 
since the goal is unity of all believers. 
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PARENT SUPPORT TEAM (PST) 

Mission Statement 

The PST seeks to serve God by helping to meet the need of RRCA staff and families.  

Bible Verse 
Each one should use whatever gift he has received to serve others, faithfully administering God's grace in 
its various forms.  1 Peter 4:10 

Round Rock Christian Academy is fortunate to have excellent parent participation from a large 
number of parents who volunteer their time each year to be homeroom parents, go on field trips, 
help in the library and lunchroom, just to name a few.  We are enabled to do many more things 
because of their help, and they greatly enrich the total school program.   

Officers are made up of parents or guardians of current RRCA students.  PST members can be 
parents, guardians, staff members, and grandparents at RRCA.  Officers are nominated and 
elected by the PST in May, and no dues are charged to be in the PST.  The PST sponsors many 
events throughout the year and provides volunteers for fundraising events such as the Spring 
Annual Fund event, Jog-A-Thon, and CrusaderFest. 

President:  The President presides over all officer and PST meetings and assists in assigning chairs for all 
PST activities.  The President is in charge of creating the meeting agendas and running the meetings.  The 
President is also responsible for sending out the meeting minutes and activities in order to keep the 
families informed on the progress and upcoming volunteer opportunities at RRCA.  The President sends 
out the invitations to the PST sponsored events.   

Vice-President:  The Vice-President presides over officer and PST meetings when the President is not 
present.  The Vice-President is also in charge of all the homeroom parents and homeroom information.  

Treasurer:  The Treasurer works with the RRCA Financial Manager to create the annual PST budget and 
presents the monthly financials to the PST members.  The Treasurer is also responsible for maintaining 
the budget and keeping the PST within the budget.  

Secretary:  The Secretary is responsible for taking minutes at each PST meeting.  The Secretary is also 
responsible for preparing the meeting minutes for the President to send out to all RRCA families 
following each meeting.   

PST Sponsored Events: 

New Family Breakfast 
Grandparent’s Day 
Muffins with Mom 
Donuts with Dad 
Teacher Appreciation Week 
Teacher Treats  
Teacher Lunches   
CrusaderFest 
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ROUND ROCK CHRISTIAN ACADEMY 
Discipline Handbook 

  
The ideal way to help a child receive the best possible education is to develop a partnership 
between parents and teachers.  A true partnership implies agreement concerning disciplinary 
procedures.  The goal of the RRCA faculty is to discipline in love with the support of parents and 
in accordance with the following principles. 
  

1. The responsibility and authority to discipline comes from God.  Ephesians 6: 1-4 

2. Because of His love for us, we are able to love His children.  I John 4:16 

3. Parents are ultimately responsible to see to it that their children are properly trained and 
educated.  Christian parents delegate some of their responsibility for and authority over 
their children to RRCA teachers who have similar Christian world and life views.  
Proverbs 3:11-12, 22:6, 23:13-14 and 29:15. 

4. Positive discipline is designed to reward a child intrinsically or extrinsically for doing 
what is right. Proverbs 10:6, 29:18   Negative discipline is designed to show a child his 
sinful attitude and/or behavior, acquaint him with what is right according to a Christian 
world view, and encourage him to be a God-pleaser.  Galatians 3:19-24. 

  
Round Rock Christian Academy’s faculty classroom management has been customized to meet 
the specific needs of RRCA and is compatible with Christian principles of child discipline. 
  
At the heart of this discipline strategy are two simple truths: 
  

1. The teacher has a right to teach in a calm, orderly, and non-distracting classroom 
environment. 

2. Students have the right to learn in a calm, orderly, and non-distracting classroom 
environment. 

  
Generally, when a teacher disciplines a student, he/she: 
  
 expresses his/her responsibility to establish a classroom environment that optimizes 

learning. 
 determines appropriate behavior of students. 
 informs students of positive consequences for appropriate behavior and negative 

consequences for inappropriate behavior. 
 administers both positive and negative consequences consistently. 
 uses specific Scriptures that are appropriate to the offense and deals with the problem in a 

manner that reaches the student’s heart. 
 requests the assistance of administration only as a last resort. 
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No single strategy of discipline solves all behavior, attitude, and schoolwork related problems of 
students.  In addition to the schools discipline strategy, the following discipline strategies are 
used: 
  
Students are to be self-controlled. 
  
A student observed violating a campus standard while not under the direct supervision of a 
specific teacher may be given correction by any teacher.  Demerits will accrue and a consistent 
graduated plan of consequences will be implemented in accordance with the school-wide 
discipline plan. 
   
Students are to be courteous and respectful to others, good stewards of property and safe to be 
around. 
  
Students with a history of inappropriate behavior incidents, who repeatedly distract classroom 
learning, or who are blatant and/or willful in disobedience may be assigned consequences such 
as Saturday detentions, in-school, or out of school suspension.  This type of repeated 
misbehavior will be documented and will become a part of the child’s discipline record for the 
year.  The administration, in its sole discretion, may place a student on Disciplinary Probation 
for a period of time, which may include removing a student from participating in or attending 
extra-curricular events.  The conditions of Disciplinary Probation Plan of Action Contract 
will be documented in writing and sent to the parents within 72 hours.  
  
Students are to do their best. 
  
A student may be placed on probation when a teacher and an administrator identify a problem 
that so significantly hinders the academic success of a student that dis-enrollment will be 
considered unless there is improvement. An improvement plan will be initiated by 
administration.  The contract is short term, defines measurable and observable expected 
outcomes, and documents positive consequences for contract compliance and negative 
consequences for non-compliance.   
  
Students are to exemplify Christ. 
 
A student whose behavior or attitude evidences mockery (Proverbs 22:10) may be expelled.  
The administrator is authorized to expel a student who is willful in disobedience, defiance, or 
violent.  A pattern of profanity, cheating, dress code violations, fighting, immoral acts, 
excessive absences or tardies, blatant disrespect, and disregard of the public laws of the 
community, state, or country, are grounds for expulsion.  Expulsion may also occur when there is 
evidence of a lack of partnership between home and school and when it becomes apparent that 
the student or parent is out of harmony with the spirit of the Academy.   
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Elementary Classroom Management Policy 
 

Minor Behaviors 
 
Preschool and Kindergarten teachers primarily manage their classrooms with a climate of mutual 
respect, positive reinforcement, and loving relationships, as small children generally want to 
please their teacher.  Our 1st-5th grade teams will communicate the school and class rules to the 
students.  Parents will receive a copy of these rules. Elementary classes will use a visualized 
discipline system with a graduated plan of consequences.  Every teacher will also have a positive 
reinforcement component in their classroom management system which will reward both 
corporately and individually.  
 
Students begin each day with a clean slate. However, all of us are born with a sin nature, and 
redemptive right choices must be taught and consistently reinforced.  Discipline should be 
redemptive yet give children the opportunity to make amends for their mistakes and correct their 
behaviors.  If a student continually chooses a wrong behavior after correction, the teacher will 
privately discuss the concern with the child. The student can correct their behavior and move 
forward.  Students are given the opportunity to ask and receive forgiveness and return to the 
classroom with a clean slate. If there is a pattern of poor choices, the teacher should be in 
communication with parents.  Parent conferences will be held to reach a positive resolution and 
to address behaviors that cannot be resolved with the graduated plan of consequences. In some 
cases, the department principal may be called to temporarily remove a child, especially if, the 
behavior is harmful to others or hinders learning and instruction. Parents will be notified when 
their child is sent to the department principal. We value the partnership between home and 
school and will communicate clearly to parents any behavior concerns regarding their child.  
 
Major Behaviors 
 
If a student exhibits extreme behaviors (fighting, cursing, hitting, disrespecting a classmate or 
teacher) or other serious behaviors, they will be sent immediately to the department principal and 
parents will be called. The department principal will determine the most appropriate 
consequence which may include In-School Suspension or removal from the school for the day. 
In school suspensions will be instituted at the discretion of the principal. Parents are responsible 
for the cost of ISS.  
 

Secondary Classroom Management Policy 
 

Minor Behaviors 
 
The demerit system is used as a tool to help Secondary students make good decisions in the 
classroom.  Demerits are reported by teachers and are tracked cumulatively for each nine weeks.  
Parents and students have the ability to see demerits in RenWeb.  RRCA exercises a Redemptive 
Approach to discipline.  Students begin each nine-week grading period with a “clean slate” and 
previous demerits are not carried over to the next nine week grading period. 
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When a student reaches 5 demerits within a 9 week period, an email should be sent to the parents 
and secondary administration.  Secondary administration will track and assign Lunch, Morning 
and Saturday Detentions. 
 

5 Cumulative Demerits =  1 Lunch Detention 
3 Lunch Detentions =  1 Morning Detention 
3 Morning Detentions =  1 Saturday Detention 
 

 
Per Nine Weeks Period: 
 

1. Lunch Detention is assigned after student has received 5 demerits total.  Assigned 
during the students lunch period. 

2. Morning Detention is assigned after 3 lunch detentions have been served. Assigned 
from 7:30 am – 8:00 am on a school day. 

3. Saturday Detention is assigned after 3 morning detentions have been served. Assigned 
on a Saturday and cost $25. 

 
Note:  There may be some infractions that do not follow this three step plan but are 
serious enough for a lunch, morning, and/or Saturday detention to be assigned as 
deemed appropriate by administration. 

 
 Saturday Detentions are automatically assigned for the following infractions: 
 

1. Inappropriate language. 

2. Chewing gum on campus during the school day. 

 
Major Behaviors 
 
If a student should exhibit an extreme behavior that is contrary to RRCA’s core values and/or  is 
highly disruptive to the learning environment, the student should be sent to the secondary 
principal.  The teacher needs to send some form of communication to the principal detailing the 
student’s behavior.  The secondary principal will determine the most appropriate consequence 
for the incident.  In-School Suspension (ISS) may be instituted at the discretion of 
administration for repeated or serious behavior issues (i.e. plagiarism, cheating, defiance, etc.).  
Parents are responsible for the cost of ISS.  

 
PUBLIC DISPLAYS OF AFFECTION 
 
It is important that we maintain a respectful atmosphere on the campus for all ages of students.  
Therefore, public display of affection between secondary students of the opposite sex is very 
limited.  Brief side hugs are appropriate but must not be disruptive to the environment. 
PDA is not appropriate in the parking lot, at athletic games, field trips, fine art events, and the 
lunchroom area.  PDA is not appropriate for Elementary or Middle School students. 
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OFF-CAMPUS BEHAVIOR 
  
The Academy recognizes and seeks to support parental authority in all situations.  It should be 
noted, however, that any student whose off-campus behavior results in a detrimental attitude 
toward the testimony of Christ and the reputation of the Academy may be subject to dismissal for 
his actions or may be refused admission for the following school year.  Administration strongly 
suggests that students be cautious of inappropriate activity on social networking sites, emails and 
through text messaging.  All of these activities may lead to school issued consequences. 
 
STUDENT CONDUCT COVENANT 
  
The biblical and philosophical goal of Round Rock Christian Academy is to develop students 
into mature, Christ-like individuals who will be able to exhibit a Christ-like life.  Therefore, this 
involves the school’s understanding and belief of what qualities and characteristics exemplify a 
Christ-like life.  Even though parents may personally believe differently, while enrolled at Round 
Rock Christian Academy, all students are expected to exhibit the qualities of Christ-like life 
espoused and taught by the school and to refrain from certain activities or behavior.  
 
Secondary students are required to read, agree to, and sign a conduct covenant that addresses the 
school’s expectations in the areas of Spiritual Life and Accountability, Academic Integrity, 
and Social Integrity.  If a student is unable to abide by the standards of this covenant, he or she 
will be out of harmony with our fundamental principles, a situation that may lead to his or her 
dismissal. 
 
Students, families, faculty, and staff are required to read, sign and abide by the following 
Biblical Morality Policy. 
 

 
BIBLICAL MORALITY POLICY 

 
Round Rock Christian Academy’s biblical goal is to work in conjunction with the home to mold 
students to be Christ-like.  Therefore, this involves the school’s understanding and belief of what 
qualities or characteristics exemplify a Christ-like life.  The school reserves the right, within its 
sole discretion, to refuse admission of an applicant or to discontinue enrollment of a student if 
the atmosphere or conduct within a particular home or activities of the student are counter to or 
are in opposition to the biblical lifestyle the school teaches.   
 
SCHOOL VIOLENCE 
  
RRCA believes that students as well as the faculty and staff have the right to attend school and 
school-related activities free from all threats or acts of violence. The administration considers 
threats or acts of violence to be extremely serious and will not tolerate threats made even in 
jest. If a threat is made to a student or teacher, the student may be immediately suspended while 
the administration investigates the credibility of the report. In serious situations, especially if a 
weapon (real or toy) is involved, the school is required to report any violent threat or action to 
the appropriate authorities.  In verified incidents, the student may be expelled.  Due to school 
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violence in our society today, these incidents, regardless if they are just threats, must be taken 
seriously and disciplined appropriately.          
  
SEARCH AND SEIZURE 
  
School officials have the right to search students or conduct a random search when there are 
reasonable grounds for suspecting that the search will reveal evidence that the student has 
violated or is violating either the law or the rules of the school.  Searches may be conducted of 
student property, including automobiles, purses, backpacks, pockets, lockers, and desks when at 
school or at school-related activities.  The search may be conducted without the student’s or 
parents’ permission, if deemed necessary.  
 
SEXUAL HARASSMENT 
  
RRCA believes that every student has the right to attend school and school-related activities free 
from all forms of discrimination on the basis of sex, including sexual harassment.   The 
administration considers sexual harassment of students to be serious and will consider the full 
range of disciplinary options, including expulsion, according to the nature of the offense.  All 
students are expected to treat one another courteously with respect for the other person’s 
feelings, to avoid any behaviors known to be offensive, and to stop these behaviors when asked 
or told to stop.  All students are prohibited from engaging in offensive verbal or physical conduct 
of a sexual nature.  This prohibition applies whether the conduct is by word, gesture, or any other 
intimidating sexual conduct. 
 
In keeping with the school’s responsibility to provide a safe environment for all students, the 
board has established the following policy regarding the issue of “sexting.”  Sexting is the act of 
sending, receiving, or forwarding sexually explicit or suggestive messages, photos, or images via 
cell phone, computer, or other digital device.  Students engaged in such activities are subject to 
state laws and school discipline.  The school considers sending, sharing, possessing, or even 
viewing pictures, text messages, or e-mails that contain a sexual message or image a violation of 
this policy, one that will result in school consequences up to and including expulsion, and in the 
notification of local law enforcement.  Students are required to report any such activities to a 
teacher or school administrator. 
 
Round Rock Christian Academy does reserve the right to evaluate situations regarding student 
issues of morality and participation in illegal activities on a case-by-case basis A redemptive 
approach may be considered if a student and his/her family exhibit repentant and humble hearts 
and if administration determines that continued enrollment is in the best interest of the student 
and the RRCA student body. 
 
Possible requirements for continued enrollment may include, but are not limited to, the 
statements listed below.  The student: 
 

1. is willing to meet with pastoral counsel on a regularly scheduled basis. 
2. has parents who are cooperative with RRCA and supportive of its expectations. 
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3. is willing to meet with RRCA’s faculty member on a regular basis for a specified number 
of weeks or months in which the faculty member will require specific items for 
accountability. 

4. is willing to sign a contract with RRCA requiring specific elements of cooperation of  the 
student and parents.  This agreement can be cancelled at any time by RRCA if the 
elements of the agreement are not fulfilled.  Failure to meet the conditions of this 
agreement may result in suspension or termination of enrollment. 

5. is willing to undergo necessary testing or ongoing random testing with results sent to the 
school if requested by RRCA administration. 

6. is willing to provide legal disclosure as needed and requested by RRCA administration. 
7. is willing to be homeschooled for a specified period of time in which the student 

completes lessons assigned by RRCA faculty and lessons, are returned for grading and 
academic credit if deemed necessary by school administration. 

8. is willing to pay an additional fee assessed to the family to compensate RRCA faculty for 
their time to assist with items three and seven above.  

9. is willing to agree that RRCA may set limitations regarding student requests and 
privileges. 

10. is willing to agree that RRCA may require a physician, counselor, attorney, or legal 
authority’s opinion regarding continued attendance at RRCA.  If continued attendance is 
not advised, the RRCA administration will provide guidance that will assist the student 
and parents with further education. 

 
*Re-enrollment, probationary periods, graduation status, and participation in commencement 
exercises will also be considered on a case-by-case basis.  
     
In some situations, there may not be hard evidence that a student is involved in the above 
infractions.  However, it is the responsibility of the school to inform the parents of all reported 
incidents.  The school reserves the right to expel a student even in the case of an unsubstantiated, 
but credible report.  If there is reasonable belief that a student has been involved in any of the 
infractions in this major category, we are accountable to God, the parents, and the students of our 
school to uphold the standards set forth in God’s word.  The student would be considered out of 
harmony with the school’s philosophy and, therefore, could be expelled. 
 
ZERO TOLERANCE 
 
If a student is placed on behavior probation with a redemptive plan of action for an infraction of 
the student covenant, they are on automatic zero tolerance for the period of probation.  If the 
student chooses to continue to violate the student covenant, they may be removed from school 
immediately.   
 
EXPULSION POLICIES AND PROCEDURES 
  
Round Rock Christian Academy reserves the right to expel a student if it becomes apparent that 
we will not be able to meet the needs of the student.  If the student’s or the parents’ behavior is 
out of harmony with the spirit of the Academy and is disruptive to the learning environment or 
detrimental to the reputation of the school, the administrator has been given the authority to 
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begin proceedings for expulsion immediately. In most situations, parents will be given 
notification with a withdrawal date set, but in some severe instances, expulsion may be 
immediate. A letter will follow to confirm the dismissal and a record of expulsion will become a 
part of the student’s permanent record. 
 
Students expelled or dismissed for disciplinary reasons may not attend extra-curricular 
events sponsored by the Academy and may not be on school grounds during the semester of 
dismissal.  At the end of the semester, the student may make an appeal to attend campus 
activities.  
 
DUE PROCESS 
 
Parents may appeal the expulsion of their child.  An appeal request letter must be received by the 
school board within 48 hours. The chairman of the school board will notify the members and 
they will decide if they will hear the appeal. 
  
If a decision is made to hear the appeal, a date will be set within 72 hours from the receipt of the 
written request. The student and parents may be allowed to testify before the board. 
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Cheating, Plagiarism and Collusion 
 
Cheating demonstrates a lack of integrity and character that is inconsistent with the goals and 
values of Round Rock Christian Academy.  Cheating is acting dishonestly or unfairly in order to 
gain an advantage.  You are cheating if you do any of the following or an action similar: 
 

1. Copy another person’s test/assignment. 
2. Allow student (s) to copy your work or exchange assignment, including electronically 

cutting, pasting, copying, and/or sharing documents online. 
3. Share answers to test/quizzes/and homework assignments. 
4. Have someone do your assignments. 
5. Steal/take photographs of exams. 
6. Photocopy, fax, email, text, or in any way duplicate assignments that are turned in. 
7. Use any form of memory aid during tests or quizzes without the expressed permission 

of the instructor. 
8. Use electronic device or other means to translate an assignment from one language 

into another language and submitting it as an original translation. 
9. Use electronic device to distribute answers to tests, quizzes, and/or assignments. 

 
Plagiarism is the practice of taking someone else’s work or ideas and passing them off as one’s 
own.  You commit plagiarism if you do any of the following: 
  

1. Fail to acknowledge the source of any information in your paper which is not either 
common knowledge or personal knowledge. 

2. Fail to acknowledge direct quotation either by using quotation marks (short passages) 
or indention (longer passages). 

3. Too closely paraphrase the original words of your source. 
4.   Borrow the ideas, examples, or structure of your source without acknowledging it.  
5. Take, buy, or receive a paper written by someone else and present it as your own. 
6. Use one paper for two different courses, or re-use a paper previously submitted for 

credit without prior approval of both instructors.  
  

Collusion occurs when two or more parties agree to defraud, deceive, or mislead others to gain 
an advantage.  You commit collusion if you do any of the following: 

  
1. You allow someone else to write your paper. 
2. You write a paper together with another student who has the same assignment, and 

both papers are identical in part, paraphrase one another, or are substantially similar 
in ideas, examples, or structure.  

 
I have read and understand the above information regarding cheating, plagiarism, and collusion.  
I understand that I am subject to disciplinary action if I participate in any of the above actions. 
 
Student Printed Name: ___________________________ Date: __________________ 
 
Student Signature:  ___________________________ 
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Round Rock Christian Academy Online Learning Honor Code 
 

8 Finally, brothers, whatever is true, whatever is honorable, whatever is just, whatever is pure, whatever 
is lovely, whatever is commendable, if there is any excellence, if there is anything worthy of praise, think 
about these things. Philippians 4:8 English Standard Version (ESV) 
 
In the event that RRCA has to implement virtual (online) learning, the goal of Round Rock Christian 
Academy is to provide quality Christian education which continues to equip students to be academically 
prepared for the next level of learning.   Students, parents and faculty are expected to adhere to the rules 
and regulations of the Honor Code in order to foster and maintain an academic environment of intellectual 
honesty and individual responsibility. 
 

Honor Code 
Students are responsible for: 

 Accepting the responsibility to learn 
 Prioritizing academic work and family responsibilities 
 Completing assignments in a timely manner 
 Acting with complete integrity and honesty in completing assignments, projects, assessments, etc. 

 
Students are prohibited from: 

 Pressuring someone to provide answers to assignments, projects, assessments, etc. 
 Using unauthorized tools (electronic devices, textbooks, notes, etc.) to complete assignments/assessments 
 Allowing another person to complete the assignment/assessment for you and submitting the work as your 

own 
 Copying answers from another student  

 
Parents are responsible for: 

 Providing appropriate filters on computers 
 Being physically present to supervise assessments with integrity 
 Assist in helping students manage a daily online learning schedule 

 
Faculty are responsible for: 

 Teaching content level objectives 
 Posting daily video lessons  
 Providing engaging learning opportunities 
 Offering weekly help classes and daily office hours to assist students 
 Maintaining student relationships through regular academic feedback, class check-ins and individual check-

ins 
 
Violation to the Honor Conduct is subject to consequences after administrative review. 
 
I have read and understand my responsibilities to adhere to Round Rock Christian Academy’s Online 
Learning Honor Code. 
 
______________________________________   ____________________ 
Student Signature        Date 
 
_____________________________________   _____________________ 
Parent Signature       Date 
 

(Adapted from: South County High School, Fairfax County Public Schools, Fairfax, Virginia) 
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ROUND    RRCA Student Conduct Covenant 
6th-12th Grade 

 
Round Rock Christian Academy is a school founded and centered upon the Lordship of Jesus Christ.  The 
purpose of this covenant is to ensure that you are in agreement with who we are and what we expect from 
all of our students.  Our fundamental expectation is that each student strives to embrace and daily live out 
the characteristics and virtues of Christ, through the power of the Holy Spirit. 
  

Spiritual Life and Accountability 
We strive to provide opportunities in which students can grow in their walk with Jesus Christ.  Our 
expectation is that in order to grow, they must have a personal relationship with Jesus Christ.  One way 
we help the students mature is through chapel services.  At this time, students come together to worship 
the Lord and learn from His Word.  We also require that students complete a Bible course each year as 
part of the overall general education requirements.  In addition, we strongly encourage students to be 
involved in a local church, where they can become a part of the worship, fellowship, Bible studies, and 
accountability groups. 
  
Academic Integrity 
We are commanded to love God with our mind, so study and preparation are acts of worship that demand 
our very best.  This means attending all classes and completing assignments on time, showing respect for 
the thoughts and feelings of other students, and extending common courtesy and respect to the teachers.  
Any act of academic dishonesty, including cheating or plagiarism, is unacceptable at RRCA because it 
violates our shared values as Christians and the fundamental search for truth common to all education.  
Such acts could lead to dismissal. 
  
Social Integrity 
RRCA students acknowledge that their bodies are temples of Christ, and therefore, are expected to abstain 
from the use of alcoholic beverages, illegal drugs (including marijuana, prescription and over the counter 
medications used in inappropriate ways), or tobacco in any form on or off campus.   Students will also 
avoid participating in, supporting, or condoning sexual immorality or being unable to support the moral 
principles of the school.   Participation in such behaviors may lead to dismissal.  Body piercing and 
tattoos are not allowed on campus or at school related activities.  Students should refrain from using any 
profane language and use good judgment when choosing dress, entertainment and the way in which off 
campus time is spent.  There are some entertainment venues that may not be considered a violation of the 
student covenant as long as parents attend with their students.  RRCA reserves the right to consider these 
choices on a case by case situation.  Violent, inappropriate, discriminating or degrading acts toward 
another person or thing will not be tolerated.   
  
At RRCA, we seek to be a light in Round Rock and other communities in which our students live and 
travel.  We believe our students will make wise choices regarding the above, whether on or off campus.  
By signing this covenant, students acknowledge and agree to live by these standards and those outlined in 
the student handbook. 
  

Having read the above, I make a covenant to live by the expectations of Round Rock Christian 
Academy.  Failure to sign this covenant or to abide by it will result in RRCA considering the student to 
be out of harmony with our fundamental principles and, therefore, may lead to dismissal. 
  

_________________________ ____________________________ __________________ 
Please print student name  Student Signature   Date 

_________________________ ____________________________ __________________ 
Please print parent name   Parent Signature   Date 
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ROUND ROCK CHRISTIAN ACADEMY 
DRESS CODE HANDBOOK 

  
PHILOSOPHY 

It is our desire at Round Rock Christian Academy to do all things pleasing to the Lord and in 
a manner that will honor Him.  We recognize, of course, that true Christianity is a matter of 
the heart and not the outward appearance.  However, it is true that our appearance is 
important.  “The Lord looks on the heart…man looks on the outward appearance.” 1 Samuel 
16:7.  Our clothing and the way we wear it should represent a desire to please God and honor 
Him.  
  
Studies have shown that dress does influence a student’s behavior, self-image, and 
performance.  We want to encourage students to develop an attitude about their appearance 
that shows not only self-respect and esteem, but also respect and reverence to the Father.  
Dress codes, a common requirement in many schools and businesses, encourage students to 
dress in a clean, neat, and modest fashion and often result in the student building self-respect 
and clear gender identity.  Since our desire is for students to base their decisions about dress 
on Godly principles, our dress code allows the flexibility of choice rather than a set uniform.  
Students are expected to know what is acceptable or ask before they wear anything 
questionable.  The final decision on what is acceptable dress is the responsibility of the 
administration.   
  
GENERAL CLOTHING GUIDELINES 

Student clothing must meet the standard of being conservative, neat, clean, pressed, and 
modest. Clothes that are faded, dirty, torn, distressed, extreme, immodest, baggy, tight, or 
otherwise present a disheveled appearance are not permitted.  Clothing should meet the 
following standards: Honors God, promotes modesty, is professional, functional, is safe and 
is not a distraction.     
  
HOURS OF ENFORCEMENT 

The dress code will be observed during the time students are on campus for school as well as 
during extracurricular activities.  Administration is granted the right to interpret the dress 
code on a day-to-day operational basis.    
 
AFTER SCHOOL AND/OR SCHOOL SPONSORED EVENTS 

Appropriate dress is expected at all school sponsored events and on campus after school 
hours.  Overtly inappropriate dress will be handled on an individual basis with students and 
their parents. 
 
 
 
HAIR POLICY 
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For boys, the minimum acceptable standard for haircuts will be as follows:  the hair is no 
longer than a traditional T-shirt collar in back and the sides of the hair may be no longer than 
the jawline.   Bangs may not extend past eyebrows in front.  “Man buns” and “Pony Tails” 
are not allowed.  Decorative hair accessories, which include but are not limited to headbands, 
are not allowed; however, exceptions may be made for safety reasons during athletics.  No 
extremes in style or color are allowed, which will be determined by Administration.  No 
facial hair is allowed for 8th-12th grades, and persistent offenders will be charged for the use 
of a razor and shaving cream. 
  
For girls, hair should be clean and groomed in traditional styles and colors. No extremes in 
style or color are allowed, which will be determined by Administration.  Hair accessories 
should not be a distraction to the learning environment.    
  
COSMETICS 

Extreme fashion in any area of dress will not be permitted because our desire is to help 
students understand that bringing attention to themselves is a pride issue that could cause 
themselves or a brother to stumble.  Young ladies in 6th-12th grades may wear cosmetics to 
enhance the natural skin tones.  Make-up, including nail polish, is to be applied at home and 
not at any time during the day at school.  Cosmetics are not permitted in lower and upper 
elementary grades. 
  
TATTOOS OR BODY PIERCING 

There should be no extremes, such as nose rings, lip rings, navel rings, gauges, or tongue 
rings, etc. on boys or girls. Earrings are not permitted for boys.  If any piece of jewelry 
becomes a distraction in the class, the student will remove it.  Tattoos of any kind (permanent 
or temporary) are not allowed at school.  Face painting is permitted for special occasions 
(i.e., spirit day, fall festival, etc.) 
 

DRESS CODE STANDARDS FOR GRADE LEVELS 
  

EARLY CHILDHOOD AND KINDERGARTEN 

Daily Wear 
Children at this grade level may come to school comfortably dressed in washable play 
clothes.  Shoes and socks must be worn on PE days, preferably athletic type shoes.  Open-
backed or slip-on shoes are not allowed.  If students wear sandals, there must be a strap 
around the heel.  Please, NO flip-flops.  Students are permitted to wear shorts and skorts.  It 
is strongly suggested that young girls wear shorts under dresses and skirts for P.E. and 
outside play.  Wind suits are also permitted.  Complete independence in dressing is a goal 
our students are encouraged to achieve.  Fastenings they can manage themselves are 
encouraged.  Provide jackets for cool mornings and afternoons.  Coats, jackets, sweaters, 
caps, and other clothing likely to be lost or misplaced should be clearly marked with the 
child’s name.  Fad clothes that are saggy, torn, ripped, frayed, or distressed are not allowed.   
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For Early Childhood students, parents need to furnish a change of clothes to be kept in the 
child’s backpack. 
  
Chapel Dress 
The navy school shirt or the navy RRCA school sweatshirt is required for chapel with khaki 
bottoms. A red, white, or blue long sleeve shirt may be worn under the navy school shirt 
during cold weather. 
  
Field Trips 
The navy school shirt is required for field trips with khaki bottoms.  A long sleeve red, white, 
or navy shirt may be worn under the school shirt during cold weather. 
  

ELEMENTARY (GRADES 1ST - 5TH) 

Daily Wear 
Acceptable wear for elementary students include dresses and skirts (which are no more than 
2” above the knee), jeans, and appropriate length shorts or skorts, appropriate T-shirts, 
collared shirts, and blouses.  For example, shorts cannot be shorter than the tip of the 
fingertips, and leggings may not be worn under shorts to make up for shorts that are not 
appropriate in length.  A collared shirt is not limited to polo-style shirts--a nice long sleeve or 
short sleeve shirt with a distinctive collar is appropriate.  Overalls are also permitted but 
must be neat (not oversized, no frayed bottoms) with shoulder straps in the appropriate place 
and an appropriate blouse or shirt underneath.  Halter-tops, bare mid-riff shirts, spaghetti 
straps, and sheer blouses are NOT permitted.  For 2nd through 5th grades, leggings or tights 
may only be worn combined with skirts or dresses that meet the 2” rule.  T-shirts with 
inappropriate slogans as well as muscle shirts are NOT permitted.  Fad clothes that are 
saggy, torn, ripped, frayed, or distressed are not allowed.  Shorts/pants with lettering on the 
backside are not allowed.  Clothing is not allowed that has characters that may be violent or 
inappropriate in nature that would be in contradiction with school values.  Students may not 
wear oversized shirts as jackets. Closed toed shoes must be worn on PE days, preferably 
athletic type shoes.  Open-backed or slip-on shoes are not allowed.  If students wear sandals, 
there must have a strap around the heel.  Please, NO flip-flops.   

** Young girls must wear shorts under dresses and skirts for P.E. and outside play. 
 
Chapel Dress 
The navy school shirt is required for chapel on Mondays with khaki bottoms.  On cold 
weather days, students may wear a red, white, or blue long sleeve under the school shirt; or a 
red, white, or blue cardigan sweater over the school shirt.  Flip-flops or soccer sandals are 
not appropriate for chapel dress.  
 
 
 

SECONDARY (GRADES 6TH – 12TH) 

Daily Wear: 
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Young ladies may wear split-skirts, skirts, skorts, and dresses, all of which are no more than 
2” above the knee. Leggings or tights may be worn with skirts or dresses that meet the 2” 
rule.   Fish net tights are not to be worn to school.  Loose fitting shorts may be worn but must 
not be more than 4” above the knee.  Slacks and jeans that are too tight, too baggy, too low 
on the hips, ragged, distressed, torn or frayed are not acceptable.   Pajamas type pants are not 
permitted.  Clothing with slogans or characters that are violent or inappropriate in nature 
that would be in contradiction with school values are not allowed.   Secular band clothing is 
not permitted.  Blouses or shirts must not show visible cleavage.  No spaghetti straps or tank 
tops are allowed or shirts that expose the back, shoulders or midriff.   Sleeveless shirts which 
come to the edge of the shoulders are permitted.  The bare mid-riff must not be shown at any 
time.  Sweatpants, compression shorts, or yoga pants are not permitted, but athletic pants and 
joggers are acceptable.  Students are not allowed to wear hats, hoodies, or beanies in the 
classroom.  
  
Young men must wear short or long sleeved collared shirts or appropriate T-shirts with 
slacks, jeans, or shorts.  Athletic pants/suits are acceptable as long as they are worn with a 
shirt under the jacket.  Pajama pants are not permitted.  Shorts must not be more than 4” 
above or below the knee.  Belts are preferred but not required.  All shirts with long tails or 
shirts that are below mid-hip must be tucked in.  Clothing with slogans or characters that 
are violent or inappropriate in nature that would be in contradiction with school values are 
not allowed.   Secular band clothing is not permitted.  Pants that are too tight, too baggy, too 
low on the hips, ragged, distressed, torn or frayed are not acceptable.  Students are not 
allowed to wear hats, hoodies, or beanies in the classroom.  
 
Students who are inappropriately dressed will first be asked to contact a parent to 
immediately bring a change of clothes.  If a parent is not available, the school will issue a 
change of clothes for a charge.  Students with consistent dress code offenses may be issued 
additional consequences. 
 
Students will be allowed to wear appropriate sized T-shirts with appropriate logos/slogans to 
school.  Inappropriate slogans or secular bands are NOT allowed.   
 
Physical Education/Athletics 
Students will be issued a school shirt and shorts to be worn during PE and Athletics.   An 
addendum will be provided with more information regarding PE/Athletics wear. 
 
Inclement/Cold Weather Days 
 
Students need to make sure they have a raincoat or umbrella if rain is predicted for the day.  
On cold days, please make sure your child has a sweater or coat for outside play.  Blankets 
are not allowed in place of a coat or sweater for cold weather days. 
  
 
Chapel Dress Code for Secondary Students 
 

Permitted for Young ladies 
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Skirts or dresses (meet the 2” rule) 
Shorts that meet the 4” rule and are not athletic or worn out 
Slacks, pants, or jeans in good condition 
Collared shirt, buttoned up shirt or blouse 

 
Permitted for Gentlemen 

Shorts that are not athletic or worn out 
Slacks, pants or jeans in good condition 
Collared or button-up shirt 

 
Not Permitted for Anyone on Chapel Days 

Athletic shorts or well-worn blue jean shorts 
T-shirts 
Flip-flops/soccer sandals (slides) 

  
MINOR DRESS CODE OFFENSES 

  
The graduated consequences in a semester are as follows: 
  

1)  Dress code demerit and will be required to change into the administrator’s 
selected shirt for the day. 

2)     Detention 
3)     Saturday Detention 

 
MAJOR DRESS CODE OFFENSES 

  
For a blatant immodest, extreme, or inappropriate dress code violation, the student will be 
suspended for the remainder of the day and will receive a zero for assignments or tests 
missed on that day.   
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EASY REFERENCE SHOPPING GUIDE 
Please refer to handbook for specific dress code information. 

  

ELEMENTARY 
PERMITTED NOT PERMITTED 

Jeans  Spaghetti straps, sheer tops, halter tops 
Slacks  Sheer blouses  
Overalls  Ragged, frayed, torn, distressed, over-sized clothing 
T-shirts Clothing with inappropriate slogans 
Coordinated sweatsuits Muscle shirts 
Dresses and skirts (2” rule) Shorts or pants with lettering on backside 
Shorts / Skorts (appropriate length) Full military fatigues 
Camouflage Tank tops 
Sleeveless shirts (which cover the entire 
shoulder) 

2nd - 5th grade:  Leggings (unless worn with 
appropriate length skirt/dress) 

  

SECONDARY 

PERMITTED NOT PERMITTED 
Blouses  Body piercing or tattoos 
Dresses (2” rule) Clothing that is overly baggy or tight 
Jeans Earrings (boys) 
Open backed or slip on shoes Shower shoes/soccer sandals (slides) 
Overalls Leggings and/or jeggings combined with a dress or 

skirt that is too short  
Shorts (4” rule) Low riding pants 
Skirts/Skorts (2” rule)  Low neck or off the shoulder blouses 
Slacks Over-sized clothing 
Sleeveless blouse (must cover entire 
shoulder) 

Pants that are too long 

Split-skirts/Skorts (2” rule)  Ragged, frayed, torn, distressed jeans/clothing 
Sweaters Shirts too short to be tucked in 
Camouflage Full military fatigues 
Windsuits (no breakaways) Spaghetti straps, sheer, halter, or tank tops 
T-Shirts Sunglasses or caps inside the classroom 
Collared shirts* Shirts with inappropriate slogans and/or secular 

bands 
Opaque leggings with skirts or dresses 
that meet the 2” rule 

Pants with lettering across the backside 

 Athletic pants/joggers Sweatpants, yoga pants, compression shorts and 
pants 

Sweat pants (only with severe cold 
weather with administration approval) 

Extremes determined by Administration 

*Collared shirts are not limited to polo-style shirts. A nice long sleeve or short sleeve shirt with a distinctive 
collar is appropriate. 
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o Personal devices must be charged prior to school and run on battery power while 
at school. Charging of devices will not be permitted at RRCA. 

o Lost, Stolen, or Damaged Devices:  Each user is responsible for his/her own 
personal device and should use it responsibly and appropriately.  Round Rock 
Christian Academy takes no responsibility for stolen, lost, or damaged devices, 
including lost or corrupted data on those devices.   

Technology Usage Guidelines 

1.  Students are to use on campus internet access for strictly academic purposes. Examples of 
websites or images that may not be viewed at RRCA include but are not limited to the 
following: 

 recreational use of sites such as Twitter, Facebook, YouTube, Pandora, etc. 
 gaming or gambling sites  
 pornographic or otherwise sexually explicit sites 
 sites promoting “how to” documents encouraging violence or illegal acts 
 sites that promote racism or hate speech 

 
2.  Students may not use technological tools with malicious intent, for example, to bully or 

harass others, including creating false accounts to embarrass, harass, or intimidate others.  
Students may not knowingly post information that could cause damage or the danger of 
disruption to RRCA or any other organization or person.  

3.  All students must respect the privacy of others. Any attempt to access private electronic 
files, phone, or email messages is considered theft. 

4.  Students may not in any way vandalize equipment or software that belongs to RRCA or 
any other organization to which RRCA has access. Examples of unacceptable behavior 
include but are not limited to the following: 

 damaging, hacking, or destroying networks, computer hardware or software 
 physical abuse to equipment 
 the creation or intentional use of malicious programs  
 

5. If damage occurs to any RRCA technology equipment, devices, or software, whether 
accidently or with intent, the damage should be reported to a teacher or administrator.  
Students should not attempt to self-repair or troubleshoot technology problems.  Students 
or responsible party may be held accountable for the cost of repairing devices or 
equipment. 

 
6.  Students who are issued an RRCA email are expected to check and read their RRCA 

email daily. Faculty and administrators use email to communicate with students and for 
official notices.  

7. Students may never share their RRCA email password with anyone else. Stolen or lost 
passwords can create significant problems for the student and for the school. 
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8.  Students may not transmit, retrieve or store communications of an obscene, 
discriminatory, offensive or harassing nature or containing derogatory, disrespectful, or 
inflammatory language. 

9.  Students may not use RRCA technological systems for any purpose that is illegal and/or 
violates school rules. 

10. Students may not misuse RRCA or personal distribution lists or discussion groups for 
sending irrelevant messages.  

11.  Students may not use RRCA technology systems or devices for private gain or any 
commercial purpose. 

12.  Students must adhere to the license agreements for installing/copying software that is 
purchased by the school. 

 
Student Agreement and Compliance 

 
I accept and agree to abide by the guidelines and rules in the RRCA Acceptable Usage Policy for 
Technology.  I realize that the use of technology at RRCA is a privilege, not a right.  I accept that 
inappropriate behavior may lead to penalties including revoking my use of technology, 
disciplinary action, and/or expulsion from school.  I will be a good steward of computer 
equipment, and I will not tamper with hardware, software, or desktop configurations.   
 
I agree not to participate in the transfer or viewing of inappropriate or illegal materials through 
the RRCA internet connection.  I understand that in some cases the transfer of such material may 
result in legal action against me.   
 
Printed Student Name: _____________________________  Date:__________________  
 
Student Signature:  _____________________________ 
 
 
 

Adapted from John Burroughs school 
http://jburroughs.org/accepable‐use‐policy 
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 Students  are  responsible  for  bringing  completely  charged  Chromebooks  for  use 
each day. 

 
  Carrying Chromebooks 

 Transport Chromebooks with care. 
 Chromebook lids should always be closed and tightly secured when moving. 
 Never  move  a  Chromebook  by  lifting  from  the  screen.    Always  support  a 

Chromebook from its bottom with the lid closed. 
 The  case  is  required  to  be  on  the  Chromebook  at  all  times,  especially  when 

transporting the Chromebook to and from school and from classroom to classroom. 
 
  Screen Care 
  Chromebook  screens  can  be  easily  damaged!    The  screens  are  particularly  sensitive  to 
  damage from excessive pressure on the screen. 

 Do not lean or put pressure on the top of the Chromebook when it is closed. 
 Do not store the Chromebook with the screen in open position. 
 Do not place anything near the Chromebook that could put pressure on the screen. 
 Do not place anything on the keyboard before closing the lid. (pens, pencils, papers) 
 Do not poke the screen with anything that will mark or scratch the screen surface. 
 Do not place the device near magnets or anything with a high electric current. 
 Dust  the  screen with  a  soft,  dry microfiber  cloth  or  anti‐static  cloth.    If  a more 

thorough  cleaning  is  required, use a  clean, water dampened microfiber  cloth.   Do 
not use any type of cleaning solvent on your Chromebook. 

 
  Using Your Chromebook at School 

 Chromebooks are intended for use at school each day. 
 Students  must  be  responsible  to  bring  their  Chromebook  to  all  classes,  unless 

specifically advised not to do so by their class teacher. 
 Students must adhere to teacher expectations and rules for Chromebook use in the 

classroom. 
 
  Chromebooks Left at Home 

 If  students  leave  their  Chromebook  at  home,  they  will  be  allowed  to  call  their 
parent/guardian to bring it to school.  This should occur before the school day starts, 
between classes or at lunch time to reduce distractions during the school day. 

 Students who do not have their Chromebook at school must comply with teacher‐
specific procedures for completion of assignments. 

 Repeat violations of this policy could result in disciplinary action. 
 
  Chromebooks Needing Repair 

 Chromebooks needing repair will need to be taken to the office.   
 Students and families should never attempt to fix a broken Chromebook nor should 

they have anyone else attempt to fix their Chromebook.  This will void the warranty 
and negate the purchased insurance. 
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 A  loaner  Chromebooks  may  be  issued  if  available  to  the  student  when  their 
Chromebook is out for repair. 

 Students using  loaner Chromebooks will be  responsible  for  any damages  incurred 
while in their possession.  Additional fees may be assessed for damages to or loss of 
a loaner unit. 

 
  Charging Chromebooks 

 Chromebooks must be brought to school each day fully charged. 
 Students need to charge their Chromebooks each evening. 
 The classrooms are not equipped for Chromebook charging. 

 
  Passwords and Background Images 

 Take care to protect your password.  Do not share your password. 
 Password resets can be requested by submitting a trouble ticket. 
 Inappropriate media may not be used as a screensaver or background. 
 Information/pictures  referencing  guns,  weapons,  pornographic  materials, 

inappropriate  language,  alcohol,  drug,  or  anything  else  deemed  inappropriate  by 
RRCA staff will result in disciplinary action. 

   
  Audio Restrictions 

 Sound must be muted at all times unless permission is obtained from the teacher for 
instructional purposes. 

 Headphones may be used for educational purposes at the discretion of the teacher.  
Students should bring their own headphones/earbuds for personal use. 

 
  Printing from your Chromebook 

 RRCA  encourages  digital  transfer  of  information  by  sharing  and/or  emailing  papers, 
information, assignments etc. to teachers. 

 Printing to RRCA network printers is available. 

  Account Access 

 Students will only be able to login using their *@rrcastudents.com account. 
 To ensure  the safety of  their Google account, students must  log out of  their Chromebook 

when it is not in use.   Students should also log out of their Google account on other devices 
when not in use. 

 Students  should  not  be  in  guest mode  or  you  will  not  be  able  to  access  your  Chrome 
extensions or apps. 

 Account  login  information can be supplied  to a student by  the staff. The staff can do  this 
directly or the student can request login information using the help desk system. 

  At Home Use and Internet Access 

 The use of Chromebooks at home is encouraged. 
 Chromebook care at home is just as important as in school.  Please refer to the care 

section. 
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 Transport your Chromebook in the case provided at all times. 
 Students  are  allowed  to  set  up  access  to  home  wireless  networks  on  their 

Chromebooks.    This  will  assist  students  with  the  ability  to  access  and  retrieve 
educational  content  used  in  classes  and/or  complete  assignments  with  the 
Chromebook successfully. 

 Student mays also set up home printing capabilities for their Chromebook.  This will 
require  a wireless  printer  and  proper  settings  on  the  Chromebook  using  Google 
Cloud Print. 
 

  Managing and Saving Digital Work with a Chromebook 

 Google Apps  for  Education  is  a  suite  of  products which  includes Gmail,  calendar, 
sites,  word  processing,  presentations,  drawings,  spreadsheets,  forms,  etc.  that 
allows  students  to  create different  types of online documents,  collaborate  in  real 
time with other people, and store documents, as well as other files, in the cloud. 

 With a wireless Internet connection, you can access your documents and files from 
any Chromebook or device, anywhere, at any time. 

 All items will be stored online in the Google Cloud environment. 
 Please note  that  the school will not back up your data  for you.    It  is  the student’s 

responsibility to ensure that their work  is backed up and therefore not  lost due to 
mechanical failure or accidental deletion. 

 Prior  to  leaving  the  school, or  graduating,  students may want  to  transfer data  to 
their personal Gmail account. 

 Since  all  of  the  student’s  work  will  be  saved  to  Google  Drive,  Chromebook 
malfunctions are not an acceptable excuse for not submitting work. 

 
Operating System of Your Chromebook 
 
Chromebooks  run  a modified  version of  the Chrome browser.  It  connects  to web  resources, 
apps, and extensions provided on the internet. It does not run Microsoft/Windows application 
software or Mac application software. 
   
  Updating your Chromebook  

 When  a Chromebook  starts up,  it updates  itself  automatically,  so  it has  the most 
recent version of the Chrome operation system. 

   
  Virus Protection & Additional Software 

 The  Chromebook  is  built with  layers  of  protection  against malware  and  security 
attacks. 

 Files are stored in the cloud, so there’s no need to worry about lost homework. 
 
  Acceptable Use Guidelines 
    The school’s Acceptable Use Policy applies to all student use of Chromebook devices. 
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  Google Apps for Education Account 
Google Apps for Education accounts (including Gmail) will be given to all students in the 
private  RRCA  Google  Apps  for  Education  domain.  The  only  identifiable  information 
provided to Google will be the student’s name and the school provided email address. 
This is necessary to permit students with access to a Chromebook and additionally give 
students the ability to participate in communication with peers and staff for educational 
use. 
 

  Consequences 

 The  student,  in whose  name  a  system  account  and/or  Chromebook  hardware  is 
issued, will be responsible at all times for its appropriate use. 

 Non‐compliance with the policies of this document will result in disciplinary action. 
 Electronic  mail,  network  usage,  and  all  stored  files  shall  not  be  considered 

confidential and may be monitored at any time by designated school staff to ensure 
the appropriate use.  

 
Protecting and Storing Your Chromebook  
  Chromebook Identification 

Student Chromebooks will be labeled in the manner specified by the school.  Chromebooks 
can be identified in several ways: 

 Record of school asset tag and serial number 
 Individual user account name and password 
 MAC address of the Chromebook 

 
  Account Security 

 Students  are  required  to  use  their  *@rrcastudents.com  domain  user  ID  and 
password  to  protect  their  accounts  and  are  required  to  keep  that  password 
confidential. 

 
  Storing Your Chromebook 

 Use of the case is encouraged to prevent damage. 
 Nothing should be placed on top of the Chromebook. 
 Students are encouraged  to  take  their Chromebooks home every day after school, 

regardless of whether or not they are needed for homework and charging purposes. 
 Chromebooks should not be stored  in a student’s vehicle at school or at home  for 

security and to prevent temperature related issues. 
 Under no circumstances should Chromebooks be left in an unsupervised area. 

 
Repairing and Replacing Your Chromebook 
Students should submit Chromebooks that need repair, with the protective case, to the office 
staff. The office should be notified of any damage or issue to a student’s Chromebook. 
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  Claims 

 All  insurance  claims must  be  reported  to  and  processed  by  RRCA.    Students  or 
parents  must  provide  a  report  in  instances  of  theft,  vandalism  or  fire‐related 
damage.  (Theft and Vandalism require a police report.) 

 
  Legal Property 

 Students  need  to  comply  with  trademark  and  copyright  laws  and  all  license 
agreements.  Ignorance of the law is not a defense.  If you are unsure, ask a teacher 
or your parent. 

 Plagiarism is a violation of the student code of conduct.  The student should cite all 
sources used, whether quoted or summarized.   This  includes all forms of media on 
the Internet, such as graphics, movies, music and text.  Please refer to the complete 
Cheating/Plagiarism Policy located in the Student Discipline Handbook. 

 
 
Policy adapted from Chadron Public Schools, Frelinghuysen Middle School and Northland Pines School District. 
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ROUND ROCK CHRISTIAN ACADEMY 
Chaperone Guidelines for Volunteers 

 
The purpose of a field trip or school sponsored activity is to enrich a student’s education.  All school sponsored 
events, educational field trips, and other school sponsored student travel must be adequately supervised and 
chaperoned.  Round Rock Christian Academy authorizes the use of chaperones during activities, functions and 
events organized by  the school.   Clearly,  the safety of students  is  the primary concern.   For  this reason,  the 
following guidelines have been developed outlining the responsibilities of the sponsor and chaperones, and all 
persons fulfilling those roles must sign and date this form to indicate their agreement with these guidelines. 

Trip Sponsor 

As approved by administration, an RRCA employee will be designated as sponsor, and other staff members or 
parents will be designated as chaperones.   The sponsor  is responsible for  informing the accompanying adults 
of their duties and responsibilities.    

Chaperone Ratios 

The sponsor,  in cooperation with school  leadership, will determine  the number of chaperones needed.   The 
general chaperone to student ratio for an overnight trip is 1:7 for 6th‐8th grade and 1:8 for 9th‐12th grade. 

Chaperone Pre‐Approval 

All chaperones must completely fill out the Round Rock Christian Academy Volunteer Application before the 
scheduled field trip and are subject to criminal background checks.  Chaperones must be approved in advance 
by Administration. 

If driving, the chaperone must complete the Volunteer Driving Application form (annually).   If driving a RRCA 
bus, the driver must watch the 15 passenger bus driving safety video.  These forms and links can be found on 
our website:  https://www.rrca‐tx.org/news‐events/parent‐forms . 

General Responsibilities 

1. Be a positive role model by conducting yourself in a professional manner at all times. 
2. All  chaperones  recognize  that  the  designated  sponsor  is  ultimately  responsible  for  all  students.  

His/her directions must be followed by both students and chaperones. Chaperones are to be used only 
in an auxiliary capacity under the direction and supervision of a RRCA employee and may not be used 
as a substitute for an employee. 

3. Chaperones are volunteers and not considered employees of the school for any purpose.  Chaperones 
are not compensated for their services and receive no employment or other rights with the school as a 
result of their service. 

4. Chaperones should know the specific duties expected for the trip/event.  Their role is that of a watcher 
and facilitator.  Chaperones are to comply with all laws, school policies, rules and regulations. 

5. Understand that students must be kept under direct adult supervision at all times.  Chaperones are to 
report issues of concern immediately to the sponsor.   

6. Chaperones are “on duty” the entire time they are away from the school campus and must be willing 
to adhere to the guidelines. Chaperones must assume a full‐time commitment to their responsibility 
and must follow these guidelines for the entire trip, function or event. 

7. Each chaperone should know the trip itinerary and have it available at all times.  Chaperones may not 
deviate  from  the established  itinerary without explicit direction  from  the RRCA sponsor.   At no  time 
should a student travel without a chaperone, nor should a chaperone take a student(s) anywhere that 
is not included on the trip itinerary without permission of the RRCA designated sponsor. 
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8. Chaperones  shall  not  possess,  consume,  use,  or  distribute  alcohol,  tobacco,  electronic  cigarettes, 
vaping, or drugs at any time while acting as a chaperone. 

9. Understand  that  any  sensitive  information  that  you  may  learn  about  a  student  must  be  kept 
confidential. 

Monitoring Student Behavior 

1. Chaperones will be assigned to specific students to monitor on the trip. 
2. Chaperones  should  know  and  enforce  all  trip  rules  for  students,  including  dress  code,  curfew,  and 

conduct rules for the trip.  These rules will be enforced at all times.  Be consistent in dealing with the 
students.  Do not “bend” the rules. 

3. Monitor  the  students  to make  certain  they  are  safe  and  that  they  are  following  the  rules.   Make 
instructions and corrections as needed in a firm but courteous manner.  If a student fails to comply, is 
disrespectful, or is involved in a serious infraction of the rules, notify the sponsor immediately.   

4. Report any problems, especially related to medical needs, to school personnel immediately. 
5. Students may  bring  cell  phones,  but  they must  be  turned  off  at  any  time  the  chaperones  deem  a 

situation inappropriate for cell phone use (i.e. museums, tour, devotions).  Failure to do so will result 
in the confiscation of the phone for the remainder of the trip.  Sponsors, chaperones, or coaches may 
restrict cell phone use during travel times. 

6. Chaperones realize that they are not acting as a parent on the trip and that their children are required 
to abide by all rules put in place by the RRCA supervisor in charge.  Plan for your child to be treated as 
any other. 

Overnight Trips 

Prior to departure, the primary sponsor will arrange with the hotel management to block access  in rooms to 
inappropriate  television  channels,  charging  additional  expenses  to  the  hotel  room,  and  wireless  internet 
access. 

For  trips  involving 6th‐8th grades, a chaperone will oversee either one single or  two adjoining  rooms, one of 
which  the  chaperone will  sleep  in.     The  connecting door will  remain open  at all  times.    Students must be 
escorted or monitored by an adult when departing from or returning to their hotel room. 

For trips involving 9th‐12th grades, the following guidelines will be in effect: 

 A night/morning curfew will be clearly announced  to all students.   During  this  time, students are  to 
remain in their hotel rooms. 

 Selected chaperones may monitor the hallways. 

 Chaperones will verify that students are in their assigned rooms at the established curfew time. 

 The primary leader will be given a key for each student room. 

 

I understand the requirements to be a chaperone for Round Rock Christian Academy.  I have read, understand, 
and agree to abide by the above guidelines.  I hereby release Round Rock Christian Academy from any damage 
or liability in connection with, or resulting from, my services as a volunteer chaperone. 

 

_______________________________    _______________     ________________________________ 
Printed Name              Date                  Signature 
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Field Trip and Overnight Student Trips Policy 
 

Student Expectations and Rules 
 
Field trips and overnight student trips are a sponsored school function; therefore all rules, regulations, 
and policies of Round Rock Christian Academy are  in effect. For the remainder of this policy the term 
“trip” will refer to both field trips and overnight trips.  
 

Conduct 
 
You are representing your family, your team, your school, and your community on trips.  Students WILL 
NOT conduct themselves in a manner that reflects negatively on the reputation or identity of the school.  
Extracurricular  activities  and  trips  are  a  privilege,  not  a  right.  Inappropriate  behavior  of  any  type  as 
deemed by the coach/ school sponsor will not be tolerated.   Students are subject to the authority of the 
coach  or  school  supervisor  and  chaperones  at  all  times.  If  the  student  has  any  concerns  about  the 
behavior  of  fellow  students,  they  are  duty  bound  to  bring  these  concerns  to  the  supervisor  and/or 
chaperone.   
 
Disruptive  actions  on  your  part may  not  only  lead  to  serious  consequences  for  you,  but  for  your 
classmates as well. 
 
The following forms of behavior will not be tolerated at any time on the trip.  

 Smoking (including cigarettes, electronic cigarettes, marijuana, etc.) 

 Drinking alcohol, use of drugs or illegal substances or their possession 

 Any form of harassment or horseplay (see harassment policy) 

 Leaving the group unexcused  

 Missing curfew 

 Having members of the opposite sex in your room (or you in their room) 

 Vandalism‐damage to property 

 Fighting‐verbal and/or physical 

 Tardiness to team meetings, departure times, etc. 

 Use of profanity or inappropriate/abusive language 

 Disrespect toward staff, chaperones, other students, and other people in general 

 Any other behavior deemed inappropriate by RRCA Administration. 
 

Consequences 
 
Any violation of the rules may result in suspension or expulsion from school and possible dismissal from 
the extracurricular  activity.   Major  infractions will  result  in  the  student being  sent home on  the  first 
available flight (or appropriate transportation) at the parent’s expense with no refund for any remaining 
portion of the trip.  Any additional expenses, such as a chaperone’s time/transportation, will be charged 
to the student/parent.  Disciplinary action will be determined upon the student’s return to school.  
 

Baggage 
 
All  luggage, purses, and carry‐on bags may be  inspected at any time prior or during the trip.   Students 
found in violation of the school rules will not be allowed to participate in the trip. 
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Dress 
 
Your personal appearance and your actions represent not only you, but the school and community. The 
RRCA dress code is in effect in school sponsored overnight trips.  Clothing should be modest at all times 
and  neat  in  appearance.    It  is  the  student’s  responsibility  to  remember  all  athletic  uniforms  and 
equipment needed for the activity.   If water activities are part of the trip, swimsuits are to be modest.   
Ladies may wear a one‐piece swim suit or a dark colored T‐shirt over a two‐piece swimsuit.  Gentleman 
should wear appropriate  length swim trunk (no fitted swim trunks or speedos).     Appropriate swimsuit 
cover‐ups should be worn to and from the water activity/swimming pool.   
 

Curfew 
 
A curfew time will be announced daily and may change according to the activities and events of the day. 
All students are to be in their rooms and ready for bed by the announced time.   
 

Hotel Courtesy and Safety 
 

 Respect other people who are also staying the hotel. 

 Do not slam doors or talk loudly in the hallways. 

 TV/Music volume will be kept at a soft volume as not to disturb other guests. 

 Damage/misuse/vandalism  of  hotel  property.    Any  damage  or  destruction  to  hotel  or  other 
property will become  the  financial  responsibility of  the person or persons  involved.  If no one 
person assumes responsibility or blame, an equal financial factor will be assessed to all persons 
involved as set by the hotel management and approved by the proper school personnel.  
 

Room Inspection 
 
Room  inspection may  take place at any  time by  the  school  sponsor/chaperone.   At no  time  should a 
student enter a  room of  the opposite  sex.   The primary  sponsor/chaperone will have  keys  to all  the 
rooms.   
 

Student Medication 
 
Any  medication  that  must  be  administered  during  the  trip,  either  over  the  counter  or  prescribed 
medicine,  requires  parental  consent  to  be  given.    The  student must  check  in  the medication  to  the 
school sponsor, and required medication must be in a properly labeled container.   
 

Common Sense and RRCA Student Code of Conduct 
 
Common sense should be your guide.  Do not let yourself and/or your team/club get caught up in stupid 
pranks.   What  you may  perceive  to  be one  small moment of  glory may  cost  you,  as well  as others, 
unnecessary grief.  Remember to stop and think before you act!  If the student has any concerns about 
this policy and/or the behavior of fellow students, they are duty bound to bring these concerns to the 
supervisor and/or chaperone.   
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Round Rock Christian Academy 
Field Trip and Overnight Student Trips Contract 

 

School  field  trips  and  overnight  trips  are  a  unique  experience  that  Round  Rock  Christian 
Academy  provides  for  its  students.  To  avoid  possible miscommunication,  the  Field  Trip  and 
Overnight Student Trips Policy is attached.   The policy clearly explains the behavior expected of 
those participating in trips.  The attached policy must be followed.  
 
My parents/guardians and  I have  read and understand  the  Field Trip and Overnight  Student 
Trips Student Expectations and Rules policy. 
 
 
I, We  ________________________________________  (Parents/Legal Guardians),  understand 
the Policy and realize the consequences as stated and will encourage my/our child to abide by 
the stated Policy. 
 
Parent Signature:  _____________________________________  Date _______________ 
 
 
 
 
I,  __________________________________________________  (Student),  understand  the 
Policy and agree  to  fully comply with  it.    I  realize  that  failure  to comply with  the Policy may 
carry the consequences as stated.  
 
Student Signature: ____________________________________    Date _______________ 
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Bullying 
 
Bullying, cyber-bullying, and social aggression will be dealt with using the same framework as that 
cited for harassment.  The definition of bullying is as follows:  Bullying means any intentional 
written, electronic, verbal, or physical act or actions against another person that will have the effect 
of: 

 Placing a person in reasonable fear of substantial harm to his or her emotional or physical 
well-being or substantial damage to his or her property; 

 Creating a hostile, threatening, humiliating, or abusive educational environment due to the 
pervasiveness or persistence of actions or due to a power differential between the bully and 
the target; 

 Interfering with a student or staff member having a safe school environment that is 
necessary to facilitate educational performance, opportunities, or benefits; 

 Perpetuating bullying by enticing, soliciting, or coercing an individual or group;  
embarrassing or causing emotional, psychological, or physical harm to another person. 
 

Three questions that will assist in determining if a behavior is considered bullying: 
 

1. Is it repeated, persistent, and/or pervasive? 
2. Was there an intentional display of force, intimidation, or humiliation, real or perceived? 
3. What is the level of disruption in the orderly operation of the classroom and/or school 

environment? 
 
Hazing 
 
No student, teacher, administrator or other school district employee, contractor or volunteer shall 
permit, condone, encourage, or engage in hazing.  This policy applies to hazing behavior that 
occurs on or off school property and during or after school hours.  Hazing means committing an act 
against a student, or coercing a student into committing an act, that creates a substantial risk of 
harm to a person, in order for the student to be initiated into or affiliated with a student 
organization, or for any other purpose.  
 
Sexual Harassment 
 
Sexual harassment is contrary to biblical teaching, violates federal law, and will not be tolerated at 
RRCA.  Sexual harassment includes making unwelcome sexual advances, engaging in improper 
physical contact, unwelcomed touching, making improper sexual comments, having or sharing 
pornographic material, or otherwise creating an intimidating, hostile, or offensive environment.  
Students shall not harass others through conduct or communication of a sexual nature.   
 
If a student has concerns about the nature of any conduct or physical contact by a fellow student or 
by a member of the public, the student is encouraged to report this conduct to RRCA 
Administration as well as discuss this concern with their parent or guardian.   Any student who 
becomes a victim of sexual harassment should immediately report the incident to the principal, 
Head of School, Athletic Director, and/or parent/guardian.   School authorities will investigate all 
such reports immediately.   
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Harassment Reporting Procedures 
 
Any person who believes he or she has been the victim of any of the forms of harassment listed 
above or any person with knowledge or belief of harassment shall report the alleged acts 
immediately to a RRCA Administrator (Head of School, Principal, or Athletic Director). 
 
The school is required by law to report any incidents of child abuse to the appropriate state 
agencies.   
 
RRCA Administration Action 
 
Upon receipt of a complaint or report of harassment, RRCA Administration shall undertake or 
authorize an investigation.  RRCA Administration may take immediate steps, at its discretion, to 
protect the complainant, reporter, students or others pending completion of the investigation. 
 
Upon completion of the investigation, RRCA Administration will take appropriate disciplinary 
action.  Such action may include, but is not limited to, a warning, suspension, or expulsion.  
Administration will appropriately discipline prohibited behavior and deter others from harassment 
behaviors.  Administration will take appropriate action against any student, teacher, administrator 
or other employee of the school district, or any contractor or volunteer who retaliates against 
anyone who makes a good faith report of harassment. 
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Likewise, students who excel academically, and need to be challenged intellectually beyond the 
classroom, have the option to enroll in RRCA’s Discovery Advanced Program.   This is a “pull-out” 
program for Elementary students who have outstanding academic performance in the classroom and have 
been identified through standardized test scores as having a high aptitude for learning. 
 
Social, Emotional, and Spiritual Needs 
 
RRCA is a ministry for families.  The school community is an extended family.  When one member is 
hurting, many members are affected.  Should a student exhibit signs of social or emotional distress, the 
teacher will partner with the parents to develop a plan of action, which may include a referral to the 
school counselor.  The counselor is able to observe the student in the classroom and/or meet with the 
student to evaluate the student's current needs and resources.  The counselor may assist the student 
with strategies to address the concern, help the student strengthen or develop coping skills, and provide 
feedback to the student, family, teachers or principal to assist the student.  Based on the student's needs, 
the counselor may recommend outside counseling or mental health care.  
 
When necessary, the parents, teacher, and principal will meet to discuss the most productive ways to 
support the child at school.  Sometimes, despite everyone’s concerted efforts, the child will not display 
expected outcomes in a desired timeframe, and the principal will meet with the parents again to refer the 
family to outside counseling.  The first line of defense for distraught children is their local church.  Often, 
there is counseling available for children and families within the church at a free or low cost.  With the 
family’s permission, the school will work with the pastoral staff of the church that the family attends.   
When home, school, and church are working together to reach the same targeted goals in support of a 
child, the best outcome is possible.  RRCA students have also successfully utilized several counseling 
resources including Starry Counseling of Round Rock, the Timothy Center in Austin, Abundant Life 
Counseling in Austin, as well as others.  It is our goal to embrace children and support parents with every 
resource possible in order to bring their children back to emotional health and stability.   
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