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GENERAL SCHOOL PROCEDURES 
 

A. MORNING ARRIVAL 

 

Classes begin at 8:00 a.m.  Students should arrive no earlier than 7:30 a.m. and report to the gym.  Students may go 

to their lockers at the 7:45 bell. 

 

B. AFTER SCHOOL 

 

High School students are dismissed at the end of 8
th

 period at 3:35.  The classrooms and locker areas are to be 

cleared by 3:45.  Students must leave the building or participate in a sponsored activity. 

 

C. CARE OF PERSONAL PROPERTY 

 

PCA is not responsible for lost or stolen personal property items.  We regret that we would have any students here 

who would take things that do not belong to them but such is the world in which we live.  We encourage students to 

bring nothing to school that we do not require them to bring and to keep money and valuable possessions under their 

personal supervision at all times or locked in their locker. 

 

D. TELEPHONE USAGE AND STUDENT MESSAGES 

 

Students are not to be called to the telephone except in extreme emergencies.  A phone will be provided in the office 

for students to use in the event of an emergency or cancellation of games where the student needs to notify a parent. 

 

E. AUTOMOBILE POLICY 

 

Students who drive automobiles to school are to park them in the designated student areas.  Parking stickers MUST 

be purchased and displayed on the left rear window in order for student to park on the property.  Classes 10-12 will 

be assigned a parking area.  Disciplinary action will be taken against students who park in non-student or other 

improper areas.  See map for designated parking areas. 

 

Other than lunch or leaving at the end of the school day, students may not return to their cars without a pass or leave 

the building.  Car radios and stereos should not be loud enough to attract attention.  Failure to comply with the 

automobile polices may result in the loss of driving privileges.  Parking and driving is a privilege not a right and can 

be taken away for unsafe driving practices. 

 

Vehicles (student or otherwise) are vulnerable to being towed when found parked in handicapped spaces without 

the proper permit or in areas on the property that have not been designated as available for parking. 

 

F. VISITATION 

 

Parents and visitors are to check in at the receptionist and are not to enter the instructional area without permission.  

Students from other schools are not to come into the school during the school day unless there is intent to enroll at 

PCA. 

 

G.  TECHNOLOGY 

 

PCA recognizes the importance of technology in the educational process.  Students’ rights and responsibilities will 

be spelled out in the “Acceptable Use Agreement” that all students and parents must sign on the first week at school.  

PCA also has an Electronic Communication Device (ECD) agreement statement that must be read and signed by 

student and parent. 
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H. LUNCH RULES 

 

1. Students in grade 10-12 may go off campus for lunch on a daily basis provided that the student has met 

behavior requirements for the privilege. 

2. There is no off campus lunch opportunity for students in grades 6 through 9 except in the company of their 

parent.  In order for a 6 - 9 grade student to go to lunch with parents and take another student to lunch, they 

must have permission in writing from the other student’s parents. 

3. Roll will be taken twice at lunch for 9
th

 graders and for those who have lost the privilege.  The 

administrative rover will check roll during activity period in D Hall and the gym.  During the lunch period, 

roll will be taken in the tutorial room, the gym and lunch room.  Students in other rooms that are supervised 

are responsible for making sure that they are reported to the front counter. 

 

I. SECURITY 

 

We strive to maintain a safe environment for your children.  After 7:45, we require all visitors, parents, and 

volunteers to the school to sign in with the receptionist and receive a visitor badge.  This enables the administrative 

and teaching staff to monitor all individuals coming on to our campus, keeping our students, your children, as secure 

as possible. 

 

J. TEXTBOOK CARE 

 

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

the school and are turned in at the end of the year and then reissued the following year.  Students will be charged for 

textbooks that have been issued to them then lost or damaged.  The administration determines the level of fines for 

damaged books and the cost of a textbook that needs to be replaced.  It is the student’s responsibility to keep the 

book covered throughout the year and be able to turn it in at the end with minimal damage. 

 

K. GRIEVANCES 

 

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

Matthew 18 (which lays out the principle of chain of command), to at first take up the matter with the individual 

involved.  In cases where the issue is with the teacher, to the greatest extent possible, the student or parent should 

come to an administrator only after attempting to resolve the issue with the teacher.  If resolution is not possible at 

the parent/teacher level, the parent may request a meeting with the secondary principal with the teacher present.  If 

deemed necessary and appropriate, the secondary principal, student, teacher, and parent will all meet together.  
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STUDENT HEALTH 
 
A. IMMUNIZATION POLICY 

 

Section 2.09 of the Texas Education Code requires that all children entering, attending, and/or transferring to public 

schools be fully immunized against specific vaccine-preventable diseases. 

 

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

the immunization status of each student admitted.  Parents/guardians are responsible for ensuring that their child 

receives all required immunizations in a timely manner.  Each child’s immunization record must be kept current 

while the child remains in school.  The Texas Department of Health monitors each school to ensure compliance with 

this legislation.  All submitted documents of immunizations must show the day, month, and year when each 

immunization was received.  A physician or public health personnel with signature or stamp must validate it.  These 

records are viewed and maintained by the first aid personnel. 

 
B. ILLNESS OR INJURY AT SCHOOL 

 

Our goal is to provide a safe and healthy environment for your child.  When your child is sent to the First Aid 

Station with symptoms of an illness, your child’s temperature is taken and symptoms are noted.  If your child has a 

temperature or symptoms that require that you be notified, you will be called immediately.  If injuries or symptoms 

are too severe, the First Aid Station will call 911 and alert the parents and the appropriate administrator. 

 

Please note that if a child is suspected of a communicable disease, the parents will be called to pick up the child at 

the First Aid Station.  Once the child is well and fever-free or symptom-free, he/she may return to school. 

 

Vision, Hearing, Scoliosis screenings are conducted for various grade levels throughout the year by licensed 

personnel. 

 

C. MEDICATION POLICY 

 

Only those medications that are essential during school hours will be given during the school day.  The medication 

may be given by a medically untrained designate of the administrator.  Students are not to share medication with 

another student.  All medication must be sent in the original container and must be properly labeled. 
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ATTENDANCE POLICIES 
 

Academic achievement is directly related to school attendance.  The accepted standard for attendance at PCA is for 

students to be present and punctual ninety percent of the time.  The responsibility of regular and punctual attendance 

has a direct relationship to the privileges of Free/Spirit Dress, Exam Exemption (Spring Semester only) and issuance 

of the TEA driving form. 

 

A. EXCUSED  ABSENCES 

 

Any absence that is documented by the parent for a legitimate reason or by an administrator for a non-emergency 

condition is an excused absence.  This includes but is not limited to: family trips, illnesses, doctor/dental 

appointments, personal business, college visits, etc.  NOTE: excused absences count against the ninety percent 

standard.  The documentation needs to be supplied at the time of the absence or within 24 hours of returning to class.  

If you are taking a family trip, the school will need a note a week in advance. 

 
B. UNEXCUSED  ABSENCES 

 

Any absence that cannot be documented by the parent for a legitimate reason or by an administrator is an unexcused 

absence.  NOTE: unexcused absences count against the ninety percent standard and require disciplinary action.  

Examples of absences that would fall in this category: over sleeping, shopping, grooming appointments, a tardy that 

is over 20 minutes. 

 

C. MEDICAL  EMERGENCY 

 

Any absence that can be documented by a medical professional as a hospital stay, treatment in an emergency room, 

or as a result of a physician’s directive to stay home will not be counted against the ninety percent standard 

(medically approved absence). 

 

D. APPROVED ABSENCE 

 

Any absence that can be documented as occurring due to participation in school events will not be counted against 

the ninety percent standard.  In addition, the appropriate principal can approve family trips but this permission must 

be sought at least a week before the trip (the education value will be a consideration). 

 

E. ABSENCES FROM DUAL CREDIT AND AP COURSES 

 

Dual credit courses require regular class attendance.  Absences for any reason over 7 per semester will result in no 

credit for the course.  No refunds will be given.  There are no exemptions for Dual Credit or AP courses.  AP 

students are required to take either the AP exam or the course exam in the Spring Semester. 

 

F. REPORTING ABSENCES 

 

When students are absent, they must bring a note detailing the reason for the absence or a parent call the school 

office before 8:30 a.m. and report the absence via the voice mail system (460-3315 ext. 1000).  The voice mail 

message is considered the same as sending a note.  The phone call and message must be made by the 

parent/guardian.  Should the student return to school without a note or phone call from the parent, the absence will 

be considered as “unexcused” and result in a d-hall.  Failure to bring a note within 24  

hours when the student returns to school will result in the absence remaining unexcused.  The note or voicemail 

should contain an explanation for the absence. 

 

G. EXCUSED TARDIES 

 

Any tardy for a legitimate reason that is documented by a parent or an administrator.  Examples of acceptable tardies 

would include traffic, construction, illness, doctor/dental visits, inclement weather, etc.   Students will have one 

“transportation excuse” per semester. 
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NOTE: Excused tardies will be counted against the ninety percent standard at a 3:1 ratio (every three tardies-

excused or unexcused to a class counts as one absence).  This will affect exam exemption.  This ratio will be will be 

in effect for the whole year. 

At 10 absences per class per semester the student will lose credit for the class pending an administrative 

review. 

 

H. UNEXCUSED TARDIES 

 

Any tardy that cannot be documented by a parent or an administrator.  Unexcused tardies to any class (any period) 

will result in the student serving one detention per unexcused tardy.  After 20 minutes the tardy will be counted as 

an unexcused absence.  Examples in this category: an alarm not going off, Starbucks line, caught a stoplight, etc. 

 

I. PERMITS TO LEAVE SCHOOL-EARLY/SIGNING OUT 

 

Students knowing in advance that they are to leave school for an appointment must have either a written request 

signed by the parent or the parent must sign them out.  Students whose schedule allows them to leave early do not 

need to sign out.  Failure to sign out will result in 1 d-hall. 

 

Students who are ill must obtain a pass from their teacher to the receptionist.  At that point, the receptionist or an 

administrator will decide if a visit to the First Aid Station is needed.  Students who are sent to the elementary 

campus to the First Aid Station will check out and be picked up from there. 

 

J. SIGNING  IN 

 

Students who have been absent the previous day must sign in at the receptionist counter and get an admit slip to 

present in classes missed the previous day.  Those arriving late need to go immediately to class.  The parent by a 

note or voicemail has 24 hours to contact the receptionist to make the tardy excused. 

 
K.  MISSION TRIPS 

 

A tradition of secondary life at PCA is Trip Week (Sunday, May 22
nd

 to Thursday, May 26
th

).  During this week, 6
th

 

graders will be provided a variety of service and learning activities in Arlington, as well as a field day.  Seventh and 

eighth graders will travel to New Braunfels (Sunday through Wednesday) for a retreat with class bonding activities.  

Ninth through twelfth grade students will get to go on short term mission trips which graduate from regional to 

national to international in scope.  We consider these trips a very important component to the educational process at 

PCA.  Ninth through eleventh grade students who do not go on the mission trips will be expected to get 18 hours of 

documented community service during that time. 
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THE ACADEMIC PROGRAM 
 

A. POLICIES CONCERNING ASSIGNMENTS AND TESTS 

 

1. Regular Homework  
It is the responsibility of all students to complete all homework.  Failure to complete or turn in homework, quiz or 

tests, will result in a lowered grade.  If a student arrives late to school, it is the student’s responsibility to check with 

previous teachers and turn in any homework due that day and get the homework assignment for the following day.  

Parents can access assignments through RenWeb. 

 

2. Advance Assignments Prior to Family Trips  
There are no policies that require a PCA teacher to provide assignments in advance for students who will be missing 

school for family trips. 

 

        3.  Make-Up Work 

¶ Assignments, homework, and tests can be made up; direct instruction, labs and reviews cannot. 

¶ Upon returning to school after an excused absence, the student is responsible to obtain make-up work.   

¶ The student will have the same number of days to make up work as the number of days absent for excused 

or approved absences.  This does not apply to tests. 

¶ Any work assigned before the absence, is due on the day of the student return. 

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

too ill to attend school. 

 

       4.  Make-Up Tests 

¶ Students who miss a review for a test due to absence are not excused from taking the test at the scheduled 

time. 

¶ Students who are absent the day of a test, but present the next school day must make up the test that day. 

¶ Immediately upon returning to school after an excused or approved absence of two or more days, the 

student is responsible for contacting the teacher to arrange for make-up test(s). 

 

B. PROGRESS REPORTS/REPORT CARDS 

 

Progress reports will go out to the family during the quarter for each class wherein the student’s average is 73 or 

below.  Report cards are made available online at the end of each quarter.  If a family does not have access to a 

computer, a “hard copy” will be mailed home upon parent’s request.  Parents have access to their child’s grades 

throughout the quarter through RenWeb. 

 

C. TUTORIALS 

 

Any student who has a 73 or below in a core class receiving a progress report or report card will be assigned to 

tutorial two days a week for three weeks. They are to remain in tutorials for the entire cycle even if their grade is 

brought up to passing.  Students who need to take a make-up test or quiz or just need a place to study can go to 

tutorial also.  HS tutorials meet the second half of the lunch period. 

Math and Science will be on Mondays and Wednesdays 

English and Social Studies meet on Tuesdays and Thursdays  

Others on Friday.   

                                                                                        

D. PROMOTION AND RETENTION 

 

Students in the 6
th

 – 8
th

 grade must pass the “core” courses (English, History, Math and Science).  Students who fail 

for the year one or more “core” courses must make up enough courses in a recognized summer school program to 

meet the requirement.  Otherwise, that student must repeat the grade level again.   

                                                                                          



10 

 

Independent study projects may be assigned for the student (under parental supervision) to make-up failed Bible 

course or elective.  Students who fail one or more classes, core or elective, will be subject to a quarterly status 

review (see section entitled “Quarterly Status Review”). 

 

All summer courses must be approved through the Guidance Office prior to registering for the course. 

 

E. ADDRESSING FAILING SEMESTER GRADES 

 

High school students (grades 9-12) earn ½ credit for each semester course in which they received a passing grade.  

These credits count toward promotion to the next higher grade as well as graduation. Students who fail courses 

required for graduation must make them up. 

 

A one semester course with a grade of 69 or below – The semester must be repeated or made up in summer school 

or an accredited/approved independent study program if the course is being taken to satisfy course/credit 

requirements for graduation. 

 

Students who fail one or more classes for the quarter or semester will be subject to a quarterly status review (see 

section entitled “Quarterly Status Review”). 

 

Two failing semester grades are a basis for removal from the school. 

A first semester grade of 60-69 – Students whose second semester grade is sufficiently high enough to bring the 

yearly grade (the average of both semesters) by linking  to a 70 or above will be given full credit for the course.  

When a course is linked, the two semesters will be averaged together and the semester grades will be changed to 

reflect the average of the two. 

 

Note: Our intent is to reward improvement.  Students, therefore, who pass the first semester but fail the second, will 

not have this option. 

 

The semester grade of 59 or below – The semester must be repeated or made up in summer school or an 

accredited/approved independent study program.  No linking is possible. 

 

A student who withdraws from a class after the quarter grading period will be given a Withdraw Failing (WF) on 

their transcript. 

 

F. HONOR ROLL 

 

Student must have an academic grade of 90 or above for each subject to be eligible for the Honor Roll. 

 

G. VALEDICTORIAN AND SALUTATORIAN 

 

The senior with the highest cumulative grade point average (GPA) upon completion of the third quarter of the 

senior year will be recognized as the class valedictorian for graduation purposes.  The senior with the second highest 

cumulative GPA will be designated as the class salutatorian.   

When final grades are posted with the end of the school year, final class rank will be established and the number one 

academically ranked student will be determined.  

In order for a student to be eligible to be recognized as valedictorian or salutatorian, the student must have attended 

PCA since the beginning of the fall semester in the junior year.  This same policy applies to eligibility on the 

homecoming court and senior class officers. 

 

H. CALCULATION OF TRANSFER COURSES IN A STUDENT’S GPA 

 

Transfer courses will be computed according to the Grade Point policies of PCA with weights given to the 

corresponding level of courses.  Home school courses will not be calculated in a student’s GPA unless verified by an 

accredited educational institution. 
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I. CALCULATION OF GPA FOR FINE ARTS CREDITS 

 

Students who have a GPA in excess of 12.0 may enroll in a regular level, elective fine arts class beyond the required 

one year of fine arts.  The student may request to have the course count for credit and receive a numeric grade, but 

not have the course calculated in the student’s cumulative GPA.  If a student’s GPA falls below 12.0 at a later date, 

students may not choose to have the course recomputed to count in their GPA. 

 

J. MINIMUM GRADUATION REQUIREMENTS FOR STUDENTS GRADUATING IN 2011 AND 

THEREAFTER 

 
Bible 4 credits or 1 credit for each attending PCA 

English 4 credits 

Mathematics 4 credits (required:  Algebra I, Algebra II, and Geometry) 

Fine Arts 1 credit 

Foreign Language 3 credits (same language) 

Physical Education 1 credit 

Science 4 credits (required:  Biology and Chemistry) 

Social Studies 4 credits (required:  World Geography, World History, US History, Economics, 

Government) 

 

GRADE POINT AVERAGE CALCULATION 

Grade Numerical Value Regular Honors AP/Pre-AP/Dual Credit 

A+ 97-100 12 13.5 15 

A 93-96 11 12.5 14 

A- 90-92 10 11.5 13 

B+ 87-89 9 10.5 12 

B 83-86 8 9.5 11 

B- 80-82 7 7 10 

C+ 77-79 6 6 9 

C 73-76 7 5 8 

C- 70-72 4 4 7 

F Below 70 0 0 0 

 

All PE classes will be on a pass/fail basis and will not be calculated in a student’s cumulative GPA.   

Honors points will be given at the semester only. 

 

K. REGISTRATION CRITERIA FOR PRE-AP, AP AND DUAL CREDIT COURSES 

In order to request a Pre-AP, AP or Dual Credit Class, a student must: 

¶ Earn a minimum semester average of 80 in a Pre-AP, AP or Dual Credit class or 

¶ Earn a minimum average of 90 in an honors or regular class 

 

In addition to the minimum grade averages stated above, Dual Credit English, Religion and Math classes require: 

¶ Qualifying score on the Accuplacer Test 

¶ Previous teacher recommendation 

 

If a student fails to meet the grade requirement, a review can be requested based on the following criteria: 

¶ Standardized test scores (PSAT, PLAN, ACT, SAT and Stanford Achievement tests) 

¶ A pattern of improvement 

¶ Teacher recommendation verifying diligent study habits, thorough completion of work and understanding 

of material. 
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L. CRITERIA TO REMAIN IN HONORS, PRE-AP, AP OR DUAL CREDIT  

 

In order to remain in an Honors, Pre-AP or AP class, a student must have a minimum of an 80 average and no more 

than 2 incomplete, late or unfinished assignments/daily quizzes in a quarter.  Students will be reviewed at the 

midpoint and completion of each grading period. 

 

Any student failing to have achieved an 80 in the first 6 weeks will be moved to an alternative class.  Please be 

aware that if a student needs to be moved, it may dramatically alter the student’s schedule and may prevent a 

student from taking another course that he/she has selected. 

 

If a student is moved from a Pre-AP or AP class, he or she will not return to the Pre-AP or AP class for the 

remainder of the academic year. 

 

Honors points are only awarded at the semester upon completion of the honors course.  No honors points will be 

awarded or numeric grades adjusted for students who are in an honors course for only a portion of the semester. 

 

M. STUDENT TRANSCRIPTS 

A transcript details a student’s complete academic record in high school.  Students will need official transcripts to go 

along with college and scholarship applications.  The transcript will be accompanied by a PCA school profile which 

highlights our programs, grading system, GPA (Grade Point Average) calculation, distinguished awards, and test 

scores.  Transcript requests must be made with the Guidance Office at least 48 hours in advance.  Test scores (ACT, 

SAT) will not be included on the transcripts but must be requested from the test agency. 

 

N. DROP/ADD POLICY 

After the first four weeks of the semester, classes may not be dropped without a WF designation nor can new classes 

be added or substituted. 
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PHILOSOPHY OF DISCIPLINE 
 

We view all of our students as representing Christ and PCA whether they are on or off campus, in school or non-

school activities.  The discipline policies outlined in this handbook will be enforced in both arenas. 

 

PLEASE NOTE THAT THE ENROLLMENT CONTRACT OF PCA RESERVES THE RIGHT TO 

DISMISS A STUDENT FROM THE SCHOOL IF DEEMED THE APPROPRIATE ACTION IN THE BEST 

INTEREST OF THE OTHER STUDENTS AND STAFF OF PCA. 

 

LACK OF SUPPORT FROM THE PARENTS IN WORKING WITH A STUDENT MAY RESULT IN THE 

DISMISSAL OF THE STUDENT FROM THE SCHOOL, REGARDLESS OF WHETHER OR NOT 

DETENTION POINTS HAVE BEEN ACCUMULATED. 

 

A. BASIC RULES FOR STUDENTS 

1. Students are expected to attend all assemblies, chapels & classes on time and arrive and leave in an orderly 

manner. 

2. Students are not to use, create, write, distribute, or possess profane, suggestive, indecent, or obscene 

language, literature, writing, pictures, web sites or text messaging. 

3. Running in school is prohibited, as well as loud yelling, screaming etc. 

4. Electronic games, CD/MP3 players, IPODs, and other non-academic articles used for entertainment are not 

to be brought to school except when special permission is given. 

5. Sale or distribution of papers, objects or any substance that has not been authorized is prohibited. 

6. Equipment brought to school must be secured in a locker or designated area before school starts. 

7. Use, possession, distribution and/or sale of alcohol, all tobacco products, drugs and weapons are prohibited 

whether students are on or off campus and at school related or non-school related functions. 

8. Boy/girl relationships are not to be “physical’ in nature.  Public displays of affection (PDA) such as hand 

holding, kissing, etc. are not permitted before, during, and after school, at school sponsored events, and at 

off campus lunch. 

9. Dance behavior will be established for each dance that the school sponsors, with the guidelines following 

the above policies. 

10. Chewing gum is not allowed in any of the buildings. 

11. Students must have a hall pass to leave the classroom and go to another area of the building or the campus. 

12. Comply with directives from staff members the first time they are asked or told to do something. 

13. Harassment/bullying – sexual, racial, ethnic, etc. will not be tolerated.  Jokes, innuendo, gestures, etc. are 

not acceptable. 

14. Accidental damage to school property must be reported immediately to a school staff member. 

 

B. ELECTRONIC EQUIPMENT 

 

Electronic equipment used for entertainment (IPods, MP3 players, etc.)  are not to be used during the school day on 

the school campus.  The school staff would have no oversight in the type of music and security for the device is also 

a concern.  Any items found that violate this policy will be taken up and brought to the principal’s office and a $5 

fine charged for its return. 

 

 

C. DISCIPLINE REFERRALS AND FINES 

 

1. Discipline Referrals will be assigned at the discretion of the teachers and administrators in order to 

maintain a learning environment that is secure and free from disruption. 

2. Detention time will be served during the activity portion of the lunch period and is to be served on the day 

the d-hall slip is received. 

3. If a student has tutorial, they will need to serve both tutorial and d-hall during the lunch period.  The 

student must arrange for their lunch to be delivered which can be eaten during tutorial. 
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4. For minor offenses (appearance, uniform, gum) there will be a fine assessed ($1 for first offense, $2 for 

second up to $5) paid at the receptionist counter.  After 5 repeats of the same offense, 1 D Hall will be 

issued, in addition to the fine, then 2 for the same next offense, etc. 

5. Unpaid fines and records not cleared at the end of the third week of each month will result in the student 

being assigned Saturday School. 

 

D. SATURDAY SCHOOL 

 

Students who accumulate 10 or more detention points in any one quarter or who are in violation of a level two 

offense will be required to attend Saturday School. 

1. Saturday School will meet from 8:00-12:00 once a month. 

2. Students will be charged $20 

3. Students will be involved in classroom as well community service activities here at PCA. 

4. If an unavoidable conflict exists, the student must see the proper principal to reschedule and prevent further 

disciplinary action. 

 

E. IN SCHOOL SUSPENSION 

 

Students will be assigned to In School Suspension (ISS) for major rule (level 3 or 4), excessive detention totals or 

failure to attend Saturday School.  This is one step away from removal from school.  This will be served in the 

office with no contact with students and teachers; the student must also bring their lunch to school.  There will be no 

participation in extracurricular activities during the term of ISS. 

 

F. OFF  CAMPUS  CONDUCT 

 

Our students are responsible for representing PCA in a positive light at all times.  Actions on or off campus, during 

school hours and outside school time that reflect poorly on the student and therefore PCA may lead to disciplinary 

actions, including dismissal. 

 

G. SCHOOL PRIVILEGES 

 

PCA expects a lot from the students who make up our school family.  With few exceptions our students work hard 

and represent our school very well.  Therefore, one of the distinctives of PCA is our desire to provide our students 

with opportunities (privileges) that enhance morale.  Privileges can be forfeited for discipline or attendance levels. 

 

1. Free or Spirit Dress 

2. Off Campus Lunch 

3. Attendance at on-campus or off-campus extracurricular events and functions 

4. Mission trips 

5. Senior Free Dress Quarter 

6. Student Council 

7. National Honor Society 

8. Fellowship of Christian Athletes 

9. School dances including Prom 

10. Homecoming/Spirit week activities 

11. Class Officers 

12. Academic Competitions 

13. Fine Arts Competitions/performances 

14. Athletic Competitions 

15. Cheerleading and Dance Competitions/performances 

16. Commencement Exercises 

 

It is important to note here that participation in everything we have listed above is considered by the school to be a 

privilege as opposed to a “right”.  Students who have d-halls they have not served, who have excessive detentions, 

who accrue multiple absences or who are on probation will find their list of available privileges becoming limited. 
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H. REFERRAL CATEGORIES AND CONSEQUENCES 

 

Each of the infractions below is listed by their category and number of detention points.  THE ADMINISTRATION 

HAS DISCERETIONARY AUTHORITY TO ADMINISTER REFERRALS FOR INFRACTIONS NOT LISTED 

AS DEEMED APPROPRIATE OR NECESSARY.  Warnings are not a prerequisite to receiving a referral.  The 

handbook itself is considered a warning. 

 

We view all of our students as representing Christ and PCA whether they are on or off campus, in school or 

non-school activities.  The discipline policies outlined in this handbook will be enforced in both arenas. 

 

 Level 1 
       A referral from this level results in 1 detention point.  The initial violation is 1 point;  

       repeated violation  after 5 will be three points; repeat violations after 8 will be 5 points. 

 

1. Unexcused or undocumented tardy to any class 

2. No hall pass or being in a location not accounted for by the hall pass 

3. Failure to “sign out” when leaving early 

4. Failure to bring needed classroom materials 

5. Rude or discourteous behavior to another student 

6. Littering 

7. Exercising a privilege for which the student is not eligible 

8. Excessive talking 

9. Use of unauthorized parking areas or spaces 

10. Being in an unauthorized, unsupervised area of the facility. 

11. Failure to attend D Hall or required tutorial. 

 

Level 2 

       A referral from this level results in 5 detention points and requires Saturday School. 

 

1. Disrupting the classroom 

2. Excessive repetition of level 1 offenses 

3. Lying, forging documents 

4. Hazing, racial insensitivity, bullying  – 1
st
  offense 

5. Profanity/Vulgarity – 1
st
 offense (includes texting, MySpace, etc.) 

6. Carrying or possession of any object construed as a possible weapon,  

       but not listed as such in state penal codes – 1
st
 offense 

7. Fighting – 1
st
 offense 

8. Harassment (verbal or written abuse of another student) 

9. Minor vandalism, damage or alteration of school property – 1
st
 offense 

10. Leaving campus without permission; includes off campus lunch 

11. Skipping one class 

12. Failure to report an accident that results in damage to personal or school property 

13. Cheating on regular classwork/minor tests/quizzes 

14. Cell phone violation – 2
nd

 offense 

15. Public display of affection (PDA) 

16. Disrespect or discourteous behavior to, or regarding, an adult authority 

17. Reckless driving on campus 
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  Level 3 

      A referral from this level will result in 10 detention points and a minimum of 3 days in  

      In School Suspension. 

 

1. Hazing other students, harassment, bullying – 2
nd

 offense 

2. Cheating on a major test or plagiarizing a major essay 

3. Profanity or vulgarity – 2
nd

 or more offense 

4. Fighting – 2
nd

 or more offense 

5. Minor vandalism, damage or alteration to school property – 2
nd

 or more offense 

6. Causing injury by reckless actions – 2
nd

 or more offense 

7. Carrying or possessing any object construed as a possible weapon, but not listed as such in the state penal 

code – 2
nd

 or more 

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

9. Sacrilegious/Irreverence – 2
nd

 offense or more 

10. Public display of affection (PDA) – 2
nd

 offense 

11. Serious infraction of the “Acceptable Use Contract for Computers” 

12. Skipping three or more classes during the school day. 

 

Level 4 

A referral from this level will result in a minimum of 20 detention points.  Any of the offenses below may result in 

immediate expulsion from school.  PCA has a zero-tolerance policy for drugs and weapons and will not allow even 

jokes concerning such things.  Having a weapon on campus will result in the authorities being notified immediately.  

Possession and/or acting under the influence of illegal drugs, and/or the selling/solicitation of others to sell illegal 

drugs will mean immediate contact of the proper authorities and immediate expulsion from PCA.  Violation of a 

level 4 offense will result in the student being on Home Bound status until an administrative review is held with the 

student and parents. 

 

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

2. Possession, providing for others, or being under the influence of alcohol, all tobacco products, inhalants, or 

other illegal substances, on or off campus, school or non-school related activities, school or non-school 

hours/days. 

3. Abuse of non-prescription (over the counter) medications and substances. 

4. Jokes, comments, and/or statements indicating a student’s involvement in alcohol, all tobacco products, 

inhalants, other illegal substances. 

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

6. Serious/repeated minor vandalism, damage or alteration to school property. 

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

 offense 

8. Profanity directed towards, or about, a faculty or staff member 

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

10. Cheating/plagiarism on major assignments/test – the major assignment/test – second offense 

11. Injury to another person by a purposeful act 

12. Repeated hazing or bullying another student 

13. Any action that threatens the security of the PCA computer system. 

14. The accumulation of 20 or more points in any one semester 

 

 

I. DEGREES OF CONSIDERATION 

 

In determining the consequences of the offenses, consideration will be given to:  

       First Degree - Did the offending student report the offense to a person in authority before being sought 

       Second Degree - Once confronted with the offense, was the student forthcoming with the truth 

       Third Degree – Once confronted with the offense, student was not forthcoming with responsibility and  

                                 others had to be brought in to determine the truth 
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J. LOSS OF PRIVILEGES 

 

Students who have been absent (excused or unexcused) from any class or classes for more than ten percent of the 

scheduled class time for that quarter will not be eligible for free dress or spirit dress. 

 

Students who accrue twenty year detention points in a semester are automatically ineligible to participate in the 

following school privileges and opportunities 

1. Free dress, spirit dress 

2. Off Campus lunch 

3. Extracurricular activities (athletics, fine arts) 

4. Dances 

 

Students who accrue thirty year-to-date detention points are automatically ineligible to participate in the following 

school privileges and opportunities. 

1. Free dress, spirit dress 

2. School dances 

3. Trip week – up to the leader 

4. Off campus lunch 

 

Students who have 20 detention points in a semester are ineligible to participate in any activities outside the 

classroom for the remainder of the semester.  For this purpose, this total will start all over in the new 

semester.   

 

Students who accrue forty year-to-date detention points are removed from school pending an administrative 

review.  Such students are automatically ineligible to enroll for the succeeding school year. 

 

K. DISCIPLINE COMMITTEE 

 

The Discipline Committee is made up of teachers and administrators who will meet each week to determine the 

status of level 1 and 2 offenses.  This group may request a meeting with parents and students if tardies, absences or 

D Halls reach an excessive level and begin to affect the educational process. 

 

L. ADMINISTRATIVE REVIEW 

 

An Administrative Review may be called when a student has excessive absences, two or more falling semester 

grades, 20 or more D Hall points in a semester or a level 3 or 4 offense.  The parents and child will meet with the 

appropriate principal, a member of the discipline committee and one other administrator in order to determine the 

consequences of the student's actions. 
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DRESS AND APPEARANCE 
 

The dress code for PCA has two goals: modesty and minimal distraction.  Whether it is a uniform or a “free dress” 

day, our desire is to provide reasonable parameters for our students.  Students who are in violation of the dress code 

will be given an opportunity to correct the dress.  If it cannot be corrected, the administration reserves the right to 

have the student sent home. 

 

A. KID TO KID AND SPORTSWEAR WORLD 

 

PCA is under contract with Kid to Kid and Sportswear World of Arlington (athletic clothing) for the uniform items.  

Parker uniform components may be worn for this year only.  All polos and outer wear must have the distinctive PCA 

logo. 

 

B. WHEN (AND WHERE) DOES THE DRESS CODE APPLY? 

 

1. All home and away sporting events 

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

3. When present at a school-related event, on or off campus 

4. Athletic, dance and cheer practices 

 

Obviously, we do not require the uniform at sporting events, evening assemblies, musicals, banquets and such.  We 

do, however, require that student attire for such times and events be consistent with the “Free Dress” guidelines that 

are a part of the dress code. 

 

C. STUDENT DRESS 

 

Clothing should not be so tight as to be immodest.  Likewise, skirts, dresses, and shorts should not be so short as to 

be immodest or have slits.  Boys are expected to wear shirts and slacks or shorts that are not immodestly tight, cut, 

or slit and must be pulled up on the hips and worn with a belt. 

 

Students will be required to tuck in all uniform shirts.  Girl’s dresses and skirt lengths must be no shorter than the 

top of knee.  Shorts and skorts 2” above the top of the knee.  Underwear must be worn and must not show or be 

visible through the clothing.  Long sleeve underwear under short sleeve shirts is not allowed.  Socks must be solid 

and coordinate with uniform.  Undershirts (short sleeve or long sleeve) must be white, black or gray.  

 

Students in school and class may wear sweatshirts/sweater from Kid to Kid or PCA organizations.  No long sleeved 

t-shirts or hooded sweatshirt will be allowed, including PCA apparel. 

¶ When wearing a sweatshirt, the collar of the uniform shirt must be visible 

¶ No rolling or cuffing of shorts and skirts is allowed.  Belts must be worn if loops are present.  

¶ Belts are to be worn and must not be made in such a way to draw attention. 

¶ Any jackets worn during the school day must be from Kid to Kid or a PCA organization. 

 

1.  Shoes 

 

Shoes may be tennis or leather shoes.  Sandals are allowed with a strap on the back; flip flops and slides are not 

allowed.  Sandals may be worn without socks.  Any boots must be worn inside pants.  Shoes with wheels are not 

allowed.  Shoes and sandals must coordinate with uniform.  Socks must be worn and coordinate with uniform. 

Tights and leggings may be worn with uniform skirts or shorts (must be black, white, gray or navy). 

 

2.  Hair 
 

PCA reserves the right to require a student to: get a haircut, change a style, or change a color, if in the judgment of 

the secondary principal the student’s choice of same has created a distraction.  The principal will make final 

judgment on hairstyles and colors.  Students who come to school with unacceptable hairstyles and colors will be sent 

home until the hair is corrected or parents have met with the principal. 
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Girls and boys hair should be conservative and not controversial.  Hair should be combed, clean and well groomed.  

Boys – long hairstyles and ponytails are not allowed, no razor cuts using less than a #1.  Facial hair is not 

acceptable.  Sideburns should be trimmed and neat and no longer than the bottom of the ear.  When combed straight 

down, hair should not cover the earlobe, top of the eyes or be past the collar on the back.  Girls – may not shave any 

portion of their head.  Hair painting/glittering is not allowed. 

 

3.  Practice Wear requirements 

 

Sportswear World items reserved for PCA as “athletic shirt; athletic shorts” are required practice wear for students 

in grades 6-12. 

 

4.  Makeup and jewelry 

 

Boys may not wear earrings or spacers of any sort.  Girls may not wear excessive earrings in ears.  Other than the 

earrings for girls, there is to be no body piercing of any other kind. 

 

White face makeup or excessive eye makeup are not permitted.  Nail polish and lipstick may not be brown, black, or 

any other color that lends itself to a “gothic” look. 

 

Tattoos are not permitted unless they are temporary and for the express purpose of either school spirit, school 

carnival, or special programs. 

 

D. FREE DRESS REQUIREMENTS 

 

On special occasions or for special reasons the school principal may announce free dress days.  The free dress 

standards apply on these days. 

 

1. All blue jeans pants and shorts must be hemmed not tattered or frayed or have tears or holes. 

2. No pajama items or house shoes.  No wind shorts, athletic shorts, spandex shorts, cut off jean shorts, swim 

suits, sweat pants, baggy/saggy shorts/pants, combat boots, chains, bare midriffs, crop tops, tube tops, 

biking shorts, boxer shorts. 

3. All shorts and skirts, and dresses must reach three inches above the knee. 

4. Shirts and blouses must be modest and long enough that when hands are above the head, no skin shows; for 

girls, straps on blouses must be at least 2”. 

5. No vulgar, violent, new age, anti-Christian, heavy metal/punk, and offensive/sexual slogans/pictures on 

clothing worn at school or school activities. 

6. T-shirts with singers/groups on them are not allowed. 

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

8.  Shirts, including t-shirts, that are completely squared off on the bottom may be worn untucked.  Excessive 

length will not be allowed. 

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

10. No flip flops or slides 

11. No apparel that represents/promotes another high school. 

 

E. FRIDAY - SPIRIT DRESS DAYS 

 

Spirit Dress occurs on Fridays when shirts, sweatshirts, hoodies, etc. are worn which prominently display PCA, 

Pantego, Panthers, etc.  Pant options include blue jeans, blue jean shorts or uniform pants.  On pep rally days, 

shirts must be school colors.  During the school day the spirit dress shirt is to be visible.  Teachers may use very neat 

“Spirit Dress” on field trips. 
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TECHNOLOGY USE POLICY 
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Computer Technology Use Agreement 

 

Pantego Christian Academy (PCA) is pleased to make access to computer technology, 
connectivity to the Internet and other networks, use of software programs and 
peripherals (henceforth also referred to collectively as “the system”, “network” or 
“technology resources”) available to students. The Internet or World Wide Web (WWW) 
is the worldwide network that provides various means of accessing significant 
educational materials and opportunities via a connected computing device. 
In order for PCA to be able to continue to make these technology resources and 
connectivity available, all students must take responsibility for appropriate and lawful 
use of this system.  Students must understand that one student’s misuse of the network 
and/or the Internet connection may jeopardize the ability of all students to enjoy such 
access.  While PCA’s teachers and other staff will make reasonable efforts to supervise 
student use of computers, network use and Internet access, they must have student 
cooperation in exercising and promoting responsible use of these resources. 
In order to maintain and encourage appropriate and effective use of computer 
technology and connectivity, PCA has defined a set of RULES FOR COMPUTER AND 
NETWORK USE and an ACCEPTABLE USE AND INTERNET SAFETY POLICY 
(henceforth referred to as COMPUTER RULES and AUP respectively). 
 

SCOPE OF COVERAGE FOR ALL TECHNOLOGY POLICIES 
Policies, guidelines and rules described in this guide refer to all computing devices 
(including but not limited to computers, handhelds or PDAs, MP3 players, portable 
memory storage devices, calculators with interfacing capability, cell phones, digital 
cameras, etc.), technology infrastructure, associated peripheral devices and/or 
software: 

¶ Owned by, leased by and/or on loan to PCA.  

¶ Owned by, leased by and/or on loan from or to any third party engaged in 

providing services for PCA.  

¶ Any computing or telecommunication devices owned by, in the possession of, or 

being used by students and/or faculty that are operated on the campus of PCA or 

connected to any equipment at any PCA facility by means of direct connection, 

telephone line or other common carrier or any type of connection including both 

hardwired, fiber, infrared and/or wireless. 

¶ Any online services provided to students, staff and/or parents, including but not 

limited to DyKnow, that are accessed from school or any outside locations.  

 
PERSONAL RESPONSIBILITY 

Students agree to not only follow the rules in this policy, but agree to report any misuse 
of any computer system to the person their Principal or the Director of Technology.  
Misuse means any violations of this policy or any other use that is not included in the 
policy, but has the effect of harming another or his or her property. 
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INTERNET SAFETY 
Individual Responsibility.  Users/parents/guardians are advised that use of any network 
includes the potential for accessing web sites with inappropriate materials. While PCA 
actively limits the access to objectionable sites through the use of a content filter, it is 
impossible for any filter to eliminate access to all potentially objectionable sites.  
Therefore, it is the responsibility of all users to attempt to avoid these sites through 
prudent use of the Internet. If a student accidentally accesses one of these sites, they 
should immediately exit from that site and/or notify a staff member.  If a student finds 
that other users are visiting offensive or harmful sites, they should report such use to 
the proper authorities.  
Practice Personal Safety. Do not reveal personal information such as your full name, 
home address, phone or credit card numbers or other information, which might allow a 
person to locate you.  Do not arrange a face-to-face meeting with someone you “meet” 
on the Internet without your parent’s permission. Avoid the use of web sites that allow 
you to share such private information about you, your family and/or friends with others.  
Learn Tips for Safe Use of the Internet. Parents are encouraged to visit with their 
students sites that are designed to teach safe Internet use.  See resources provided at 
the end of the policies.  

 
PRIVACY 

PCA reserves the right to monitor, inspect, copy, review and/or store at any time and 
without prior notice any and all results of usage of computers, network and/or Internet 
access and any and all information transmitted or received in connection with such 
usage.  All such information shall be and remain the property of PCA and users shall 
have no expectation of privacy regarding such materials. 

 
FAILURE TO FOLLOW POLICY 

Use of the computer network and Internet is a privilege, not a right. Policy violators shall 
be dealt with following established student discipline guidelines. PCA also reserves the 
right to limit, temporarily or permanently, use of computer resources, or a subset of 
these resources, by any student involved in an infraction that involves the use of 
computer resources. Any infractions that fall under the provisions of the Texas and 
Federal Criminal Codes will be referred to the appropriate law enforcement agencies. 

 
WARRANTIES 

PCA makes no warranties of any kind, either express or implied, in connection with its 
provision of access to and use of its computer networks and the Internet provided under 
this policy.  Pantego Christian Academy will not be responsible for any damages you 
suffer including loss of data.  The School will not be responsible for the accuracy or 
quality of information obtained through this Internet connection.   

 
POLICY UPDATES 

Due to the rapidly changing nature of technology, updates to this policy will be sent out 
as needed and these updates will supersede or amend the rules as stated within any 
prior printed document. 
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STUDENT NETWORK AND INTERNET 
ACCEPTABLE USE AND SAFETY POLICY 

 

Advances in telecommunications and other related technologies have fundamentally altered the 

ways in which information is accessed, communicated, and transferred in our society. Such 

changes are driving the need for educators to adapt their means and methods of instruction, 

and the way they approach student learning, to harness and utilize the vast, diverse, and unique 

resources available on the Internet. PCA is pleased to provide Internet services to its students. 

PCA’s Internet system has a limited educational purpose. PCA’s Internet system has not been 

established as a public access service or a public forum, therefore, PCA has the right to place 

restrictions on its use to assure that use of the its Internet system is in accord with its limited 

educational purpose. Student use of the PCA’s computers, network and Internet services 

("Network") will be governed by this policy and the related administrative guidelines, and the 

Student Handbook. Users have a limited privacy expectation in the content of their personal files 

and records of their online activity while on the Network, 

PCA encourages students to utilize the Internet in order to promote educational excellence by 

providing them with the opportunity to develop the resource sharing, innovation, and 

communication skills and tools that are essential to both life and work. 

The Internet is a global information and communication network that provides an incredible 

opportunity to bring previously unimaginable education and information resources to our 

students. The Internet connects computers and users at PCA with computers and users 

worldwide. Through the Internet, students and staff can access upΆtoΆdate, highly relevant 

information that will enhance their learning and the education process. Further, the Internet 

provides students and staff with the opportunity to communicate with other people from 

throughout the world. Access to such an incredible quantity of information and resources brings 

with it, however, certain unique challenges. 

First, and foremost, PCA may not be able to technologically limit access to certain sites and 

services through its Internet connection to only those that have been authorized for the purpose 

of instruction, study and research related to the curriculum. Unlike in the past when educators 

and community members had the opportunity to review and screen written materials to assess 

their appropriateness for supporting and enriching the curriculum according to adopted 

guidelines and reasonable selection criteria (taking into account the varied instructional needs, 

learning styles, abilities, and developmental levels of the students who would be exposed to 

them), access to the Internet, because it serves as a gateway to any publicly available file 

server in the world, will open classrooms and students to electronic information resources which 

have not been screened by educators for use by students of various ages. 

PCA has implemented the use of a Technology Protection Measure, which is a specific 

technology that will protect against (e.g., filter or block) access to material considered 

inappropriate for students to access. The Technology Protection Measure may not be disabled 

at any time that students may be using the Network. PCA may temporarily or permanently 

unblock access to sites containing appropriate material, if access to such sites has been 
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inappropriately blocked by the Technology Protection Measure. The determination of whether 

material is appropriate or inappropriate shall be based on the content of the material and the 

intended use of the material, not on the protection actions of the Technology Protection 

Measure. 

PCA utilizes software and/or hardware to monitor online activity of students to restrict access to 

child pornography and other material that is obscene, objectionable, inappropriate and/or 

harmful to minors. Nevertheless, parents/guardians are advised that a determined user may be 

able to gain access to services on the Internet that PCA has not authorized for educational 

purposes. In fact, it is impossible to guarantee students will not gain access through the Internet 

to information and communications that they and/or their parents/guardians may find 

inappropriate, offensive, objectionable or controversial. Parents/Guardians assume risks by 

consenting to allow their child to participate in the use of the Internet. Parents/Guardians of 

minors are responsible for setting and conveying the standards that their children should follow 

when using the Internet. 

Students and faculty members are responsible for good behavior on PCA’s computers/network 

and the Internet just as they are in classrooms, school hallways, and other school premises and 

school sponsored events. Communications on the Internet are often public in nature. General 

school rules for behavior and communication apply. PCA does not sanction any use of the 

Internet that is not authorized by or conducted strictly in compliance with this policy and its 

accompanying guidelines. Users who disregard this policy and its accompanying guidelines may 

have their use privileges suspended or revoked, and disciplinary action taken against them. 

Users granted access to the Internet through PCA’s computers assume personal responsibility 

and liability, both civil and criminal, for uses of the Internet not authorized by this policy and its 

accompanying guidelines. 

ACCEPT - PCA Appropriate Use Policy 

I have read the Appropriate Use Policy. I agree to follow the rules contained in this Policy. I 
understand that violation of the rules will result in severe disciplinary measures.  

User Name (please print) __________________________________________  

Incoming Grade ____________  Date _____________________  

User Signature ___________________________________________________  

As the parent or legal guardian of the student signing above, I have read this Appropriate Use 

Policy and grant permission for my son/daughter to access the Internet. I understand that PCA’s 

computing resources are designed for educational purposes. I also understand that it is 

impossible for PCA to restrict access to all controversial materials and I will not hold them 

responsible for materials acquired on the Internet. I understand that individuals and families may 

be held liable for violations. Furthermore, I accept full responsibility for supervision if and when 

my child’s use is not in a school setting.  

Parent Name (please print)          

Parent Signature ____________________________________________________  

Date _____________________   
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Rules for Computer & Network Use 
 
Do - Follow all rules in the "Acceptable Use and Internet Safety Policy". 

Do - Ask a staff member for assistance when unsure of how to do something or you have a 

problem. 

Do - Remember computer use is a privilege and not a right, violation of rules or disruptive 

behavior will result in loss of computer privileges and/or other disciplinary action. 

Do not - install or use ANY software on PCA computers including, but not limited to, games, 

chat clients, email clients, instant messaging, and other non-authorized applications or utilities, 

without the expressed permission of the teacher and the Technology Department. Downloading 

of software from the Internet is permitted only for software that falls within the scope of a class 

assignment and only with explicit permission by the class instructor and the Technology 

Department. 

Do not** - Change system settings, control panels settings, log-in settings, passwords, 

preference files, user settings, IP addresses, *.ini or *.reg files, etc. Do not add, remove or 

change any desktop icons, background colors or graphics. 

Do not** - Change Internet Browser settings (i.e. Internet Explorer, FireFox etc.), change home 

page install any type of "plug-in", "toolbars" or other browser add-on (such as Hunt Bar, Gator, 

Yahoo Tool Bar, etc.). Do not add or remove any Internet bookmarks/favorites unless instructed 

by your Teacher 

Do not - Unplug cables or open computer cases, mice, keyboards, monitors or other 

peripherals. 

Do not* - Have any food, beverage, candy, make-up, white out, other liquids or chemicals near 

computers. 

Do not - Force disks or CDs into or out of drives or place foreign objects in drives. Do not put 

damaged disks into a drive. If a disk become stuck in the drive ask a teacher for assistance. Do 

not attempt to pull jammed disks out of a drive. 

Do not - Visit inappropriate Internet sites.  If you accidentally encounter an inappropriate site, 

immediately leave that page or exit web browser program. 

Do not**- Download files from the Internet to the computer's Hard Drive or Network Drives. Do 

not download, upload or share music, audio or video files. 

Do not - Attempt to learn other's passwords, "steal" passwords", use any type of password or 

keystroke intercepting program or device, share your password with other users or attempt to 

turn off or circumvent any district security software. 
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Do not - Use any "hacking" software, attempt to access restricted computers or files, upload a 

worm, virus, Trojan, "time bomb" or any other harmful form of programming, bypass proxy 

servers or filters, install any type of server, aliasing/spoofing, peer-to-peer networking or remote-

control software (including but not limited to: "Napster like programs", KaZaA, Grokster, 

Limewire, FTPservers, BackOrifice, PCAnywhere, VNC, etc.). Do not download and/or install 

any type of Adware, Spyware or Malware. Possession of and/or distribution of any of the above 

software tools designed to facilitate any of the above actions will also be considered an offense. 

Do not - Waste paper and toner by printing the same page multiple times (be patient printing 

often takes a few minutes, especially across the network), printing excessive Internet web 

pages (print only the page(s) needed or copy information you need, paste it into a word 

processing program then edit, save on disk and/or print as needed), etc. 

Do not - Bring viruses, spyware or other malware to our computers. Use only approved disks or 

memory drives. Don't share your disks with others. Always remove all disks before turning on or 

rebooting computers. If you must use disks from school at home, install and use a current virus 

detection program on your computer. 

Do not - Send Messages across the network utilizing Novell, Windows, Instant Messenger or 

any other program. Do not install any type of messaging software on any computer. 

Do not - "Roughhouse", run or throw objects near computers. 

Do not - Violate any other building or classroom student rules during the use of computer 

technology. 

 ** These rules do not always, as written, apply to students who have an assigned tablet 

computer in the 1:1 Tablet Program.  However, all such changes are at the student’s risk as 

discussed in the Tablet Accountability Agreement.  
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