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Statement of Nondiscrimination 

Creative Learning Academy is committed to the policy that all persons shall have equal access to apply for admission and employment without 

regard to personal characteristics not related to ability, performance, or qualifications as determined by school policy or by state or federal 

authorities. It is the policy of CLA to maintain an academic and work environment free of discrimination, including harassment. Creative Learning 

Academy does not discriminate on the basis of race, color, religion, citizenship, national or ethnic origin, gender, or sexual orientation. This 

commitment is part of a larger commitment to developing a safe and supportive climate for all members of the CLA community. CLA recognizes that 

a non-discriminatory environment complements a commitment to academic inquiry and intellectual and personal growth. 
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INTRODUCTION 
Creative Learning Academy is a pre-primary through eighth grade independent, co-educational day school. It is 

organized into three academic divisions: Pre-primary (Ages 3-5), Lower School (Grades K-5), and Middle School (Grades 

6-8).Creative Learning Academy was established in 1972 as the Montessori Learning Center at Temple Beth El. In 1975 

the school’s name was changed to Creative Learning Center and in 1978 CLC moved to the facility on Hyde Park Road. By 

1980 the school included Grades Pre-primary through Eighth and by 1983 the Florida Council of Independent Schools 

and the Florida Kindergarten Council granted accreditation to CLC. In 2003 Creative Learning Center became Creative 

Learning Academy. In 2011, CLA received accreditation from the Southern Association of Colleges and Schools Council on 

Accreditation and School Improvement (SACS-CASI). CLA is the only secular, independent school in northwest Florida 

accredited by SACS-CASI, FCIS, and FKC. 

Mission 

Creative Learning Academy nurtures and strengthens each child’s foundation of academic excellence, creativity, 

independence, and integrity in a culturally enriched community. 

Philosophy 

Creative Learning Academy’s philosophy is to give students a wide variety of academic, artistic, and athletic 

opportunities in a supportive and diverse community grounded in the values of honesty, acceptance, respect, 

responsibility, and trust. Our program and partnership among students, parents, and faculty will empower our students 

to be well rounded, lifelong learners who will become confident citizens eager to engage in a pluralistic and ever 

changing world.  

Vision and Guiding Principles 

Our vision is to enable students to achieve academic excellence in preparation for higher education and to instill in them 

a strong sense of morality, values, and social responsibility. Creative Learning Academy seeks to create an atmosphere 

that is conducive to learning and to develop in every student a sense of respect and responsibility. Our Guiding 

Principles serve as the foundation for how we live our lives at Creative Learning Academy. These principles are explained 

in greater detail below. 

 

❖ I do nothing to harm myself or others. This principle means that not only do we not physically hurt other 

people, but also that we do not hurt their feelings. In addition, we avoid situations that could get us in trouble or 

tempt us to say or do things we might later regret. 

❖ I am responsible for my behavior. This principle means that we hold ourselves accountable for our behavior. 

When we make a mistake, we admit it fully. To really live this guiding principle means that we take responsibility 

for our mistakes before others come to us. For example, if a student accidentally breaks something, he or she 

should tell their teacher before the teacher seeks out the student. Living this guiding principle helps students 

build a reputation of integrity. 

❖ I take pride in myself and in my work. This principle tells us to always do and be our best. It reminds us to ask 

ourselves, “Will doing this make me proud?” before we do it.  

❖ I leave it better than I found it. This principle tells us to take that extra step so that the next person who comes 

along has it even better than we did. Some examples are to pick up a piece of trash on the floor or to say 

something nice to someone. 
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❖ We are each other’s keepers. This is probably the toughest guiding principle. It means that we watch out for 

each other and help each other. It means that we hold each other accountable and that we push each other to 

be our best. If someone is doing something that will harm him or her or someone else, we need to first remind 

him or her and tell an adult if it is not resolved. It also means that we put the welfare of the other person ahead 

of our concern that they will be angry with us for saying something.  

Honor Code 

The honor code is a social contract, meaning all of us are connected to and affected by the actions of our peers. As 

members of the Creative Learning Academy community, we acknowledge that our individual actions and attitudes affect 

the wellbeing of others as well as the school as a whole. We strive to foster the ideals of honesty and integrity both in 

ourselves and in others. A culture of learning flourishes upon a solid foundation of personal and academic integrity, 

made up of honesty, trust, fairness, respect, and responsibility, which we will do our best to achieve.  

Objectives 

● To provide each student with outstanding academic skills 

● To provide for the intellectual, social, physical, and emotional development of the student 

● To provide an educational environment which adapts itself to individual needs and encourages the development 

of creative, self-motivated students 

● To encourage the development of responsible, productive citizens who are conscious of their role in a global 

society 

● To function as an integral part of the educational system within the community 

● To employ professional, creative teachers who are committed to the mission of the school 

 

All of these objectives are implemented through the basic curriculum, enrichment programs, and materials. Emphasis is 

placed on the development of the student as a whole person.  

CLA and Religion 

It is the policy of Creative Learning Academy that activities of the school shall not infringe upon the religious beliefs of 

any child or family in the school. Our school is open to children of all religions, races, and cultural backgrounds. We are 

not affiliated with any religion, and there is no formal religious instruction at our school. Our philosophy is that religion is 

a personal matter and is something left for each family to pursue or not pursue in their own manner. Our children are 

provided with an opportunity to learn from each other and to learn about and respect the special holidays of their 

friends. Special care is given, however, to ensure that no child is made to feel uncomfortable because his or her beliefs 

are different or because he or she feels pressure to participate in activities contrary to religious teachings or beliefs in 

the family. The focus of in-school activities related to religion are of a cultural and educational nature. 

Governance 
The Board of Trustees is a self-perpetuating entity charged with the strategic, long-term protection and strengthening of 

the financial, physical, and programmatic assets of the institution. It is comprised of parents and community members 

elected by the Board on the basis of their ability and commitment to further the mission of the school. The Board of 

Trustees focuses on viability related actions on behalf of the next generation of students.  
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The sole employee of the Board of Trustees is the Head of School. The Head of School is responsible for the day-to-day 

management and administration of the school. This includes but is not limited to academic programming, financial 

management, operational oversight, and personnel matters.  

 

The Head of School serves as a non-voting member of the Board. Each Board member is elected for a period of three 

years and may serve up to two terms. Teachers, staff, parents, and community members may serve on standing or ad 

hoc Committees of the Board by invitation of the Committee on Trustees or Board President.  

 

Board Committees: 

● Executive Committee: is comprised of the President, Vice President, Past-President, the Officers and the chair of 

each committee and functions as a long-range planning committee to set goals and objectives for the school in 

advancement of the strategic plan. 

● Committee on Trustees: identifies, profiles, and nominates prospective members, as well as educates and 

evaluates the Board as a whole. 

● Finance Committee: develops the details of a strategic financial plan, develops and recommends to the full 

Board an annual operating budget in advancement of the strategic plan. 

● Head Support and Evaluation Committee: This support team ensures the Head’s ability to learn and develop as 

the school’s leader ensuring increasing effectiveness both of the Head and of the school and continues strategic 

motion of the school’s plan. 

● Advancement Committee: develops the details of an overall external affairs and institutional advancement 

framework consistent with the strategic plan.  

Accreditations & Affiliations 

Creative Learning Academy is accredited by the Southern Association of Colleges and Schools, Florida Council of 

Independent Schools, and the Florida Kindergarten Council. The school is also an associate member of the American 

Montessori Society and a member of the Educational Records Bureau.  
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GENERAL SCHOOL POLICIES & INFORMATION 

School Hours 

School hours are from 8:00 a.m. - 3:00 p.m. for Grades K-8 and 8:30 a.m. - 2:30 p.m. for students in the preprimary 

program. Students are considered tardy if he or she arrives after 8:00 a.m. The teacher should mark the student tardy. If 

a student arrives on campus after 8:05 a.m., parents must escort the student to the office, sign in, and receive a tardy 

slip before reporting to class. 

Before and After School Care  

Students arriving between 7:20 – 7:50 a.m. should be escorted by a parent to the gymnasium. Students will be 

supervised by an adult and must remain in the gym. There is no fee for this service. Students should not arrive on 

campus prior to 7:20 a.m. unless under specific circumstances where special arrangements have been made with a 

supervising teacher. From 7:50 - 8:20 a.m. preprimary students will dismiss to the playground with instructional 

assistants, weather permitting. During inclement weather, these students will remain in the gymnasium with the 

instructional assistants.  

 

The after school care is provided for children on full school days until 6:00 p.m. There is no after school care on early 

release days. This enrichment program offers exciting activities for students as well as monitored homework time for 

older students. Students should bring an extra snack if they are planning to stay in the after school care. The current fee 

for this service is $8 per hour with a one hour minimum and maximum of $24 per day. This fee will be billed by the 

minute for actual time used. Parents who do not arrive by 6:00 p.m. will be charged a late pick-up fee of $25. All fees will 

be added to your TADS account on a monthly basis. 

 

Various specialized after school clubs are offered (e.g. dance, art, Lego club, fitness, and music). Clubs are published by 

quarter and require an additional fee, which will be added to your TADS account.  

Arrival and Dismissal Procedures 
Both parking lots are reserved for faculty and staff from 7:00 a.m. until 3:30 p.m. daily. Please use the car line to drop off 

and pick up student(s). As cars enter the driveway, adult helpers will assist students out of and into their vehicles during 

peak arrival periods. It is the responsibility of the parent to ensure students are properly buckled in car seats or seat 

belts. 

● Do not drop-off unescorted children on Hyde Park Road or pull into the gym parking lot to drop-off or pick-up 

children. 

● Children are to walk only on the sidewalks. Students may not walk through or across parking lots. Students 

needing to cross Hyde Park Road must cross at the crosswalk under adult supervision. 

● Please do not park along the school side of Hyde Park Road during the morning and afternoon car line periods.  

● Cellular phone use is prohibited while in the drop-off and pick-up line or while transporting students on field 

trips. Please devote your full attention to safe driving while on campus or in the presence of students.  

● All drivers are expected to obey all traffic laws.  

● If your student is not yet ready for pickup, please exit the circle in turn and re-enter from Hyde Park Road to 

avoid blocking the flow of traffic.  

● Parents should not pull around cars in front of them for any reason. 
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Arrival Information 
Each morning, the east gate access control begins at 7:20 a.m. for students who attend Early Care in the gymnasium. Any 
student who arrives on campus without a pre-arranged teacher appointment must attend Early Care. Car line begins at 
7:50 a.m. through the center gates in the courtyard. Students who arrive before 7:50 a.m. must enter through the east 
gate and go to the gymnasium or wait in the car until faculty are in place for car line at 7:50 a.m. 

Parents who use carline must enter into the driveway in front of the school traveling west to east through the parking 
lot. In the parking lot, parents should pull all the way to the front before their child is allowed to exit the vehicle. Parents 
should remain in the car at all times and allow staff to help the students out of the car. Each student will enter through 
the center gate and go directly to their classrooms or locker. Preprimary faculty will be available during morning carline 
to help students get into their classrooms from the courtyard. 

Parents of lower school and middle school students who choose to park and walk in must use the east gate from 7:50 - 
8:00 a.m. Parents of preprimary students may use the west gate so long as a teacher is staffing the entry. Any K-8 
student who arrives at school after 8:05 a.m. must use the east gate to come to the office with a parent to be signed in. 
Students may not walk in on their own. 

Dismissal Information 
Student Dismissal Forms are sent home at the beginning of each year to designate the “normal” way that students will 
leave school each day. The form contains four options - Carline, Walk-up, After School Care and Walk / Bike. Only 
students in fifth grade and higher are allowed to walk or bike from school.  Any changes to the “normal” procedure must 
be submitted in writing to the teacher at the beginning of the school day. Emergency or last-minute changes should be 
communicated to the office no later than 2:00 p.m.  

The preprimary program ends each day at 2:30 p.m. If a preprimary student has an older sibling whose parent utilizes 
car line or walk up at 3:00 p.m., the preprimary student may remain in the classroom with preprimary faculty until the 
older students dismiss. 

Students are dismissed from class at 3:00 p.m. with carline beginning several minutes after 3:00. In order to allow time 
for Middle School students to return to their lockers, Middle School parents are encouraged to arrive after 3:05 p.m. 

Students are not permitted to leave campus with anyone other than a parent, guardian, or persons listed on the 

authorized pick-up list (parents should update their authorized pick up list in TADS).  Parents must complete a 

walker/bike rider form for students to leave campus unsupervised. Forms should be submitted to the homeroom 

teacher and subsequently filed in the main office. Students who walk or ride bikes to and from school should be 

instructed by parents to use safety equipment, follow general traffic precautions, and obey traffic laws. 

Car Line Dismissal Procedures 
Each family will be issued three placards with their last name to place in the windshield of their car. When parents enter 
the car line, a faculty member will use a two way radio to call the name of the student. When student names are called, 
they walk to the gate where another faculty member will direct them to their car. Students are not allowed to pass 
through the gate until the cars are stopped and they are directed to do so by a faculty member. 

Parents must stay in their cars and allow faculty to help the children into the car. Children in carline must be able to 
buckle their own seat belts or safety seat harness. If a child is unable to buckle their own seat belt or safety seat harness, 
parents must plan to pick up their child from the walk-up area.  

Preprimary Car Line is open from 2:30-2:45 p.m. Students will gather with a preprimary teacher on the cement area just 
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inside the center courtyard gates. A second teacher will be available outside the gate to help students into the cars. 
Children who are not picked up from preprimary carline by 2:45 p.m. will go to After School Care. Billing for After School 
Care will begin at 2:30 p.m. 

Lower School and Middle School car line is from 3:00-3:15 p.m. Parents are encouraged to wait until after 2:45 p.m. to 
enter the school parking lot. This is to allow the preprimary pick up process to conclude.  Children who are not picked up 
from carline by 3:15 p.m. will go to After School Care. Billing for After School Care will begin at 3:00 p.m. 

Walk-up Procedures 
Parents who elect to walk up to the campus during dismissal must pick preprimary students from the west gate near the 

St. Paul parking lot and lower school and middle students up from the east gate near the gym. In both cases, students 

must wait inside the fenced area until their parent is present and student is directed to leave by the faculty member on 

duty. For preprimary siblings using walk up,  the older students must go to the younger student and wait in the area 

designated for siblings.  

Walkers / Bikers Procedures 
Bikers and Walkers (5th grade or above) must have written permission form on file in the office. When a Student 
Dismissal Form indicates that students will walk or bike home from school, a permission form must be obtained from the 
parent in advance. Students who walk or bike from school must leave from the east gate and check out with the faculty 
member on duty. Students will not be allowed to leave campus in thunder, lightning, severe weather or other situations 
that may endanger the student. Walkers / Bikers who are not permitted to leave campus will be directed to the front 
office for parent notification.  

Attendance  

A student’s academic progress is directly impacted by school attendance. Students are expected to be in school during 

service learning days, standardized testing week, and half days. In order that students receive the full benefit of the 

educational opportunities offered by Creative Learning Academy, no student should be absent more than five days per 

quarter from any class.  

 

1. Absence Procedure: In the event of an absence, parents should notify the student’s homeroom teacher via 

email. When returning from an extended period for health reasons, students are required to bring a physician's 

note documenting their ability to return to regular physical activity. In all absences, missed work will be given to 

the student upon the student’s return to school. Parents may pick up missed work in the office by 3:00 p.m. 

after student has missed one full school day. 

2. Reasons for Absence: School absences should be reserved for personal illness, death of a relative, established 

religious holiday, emergencies, and for educational purposes or other justifiable reasons. 

3. Pre-Arranged Absences: Family vacations that result in absence from school are strongly discouraged during the 

school year. Creative Learning Academy strongly encourages families to plan their vacations to coincide with 

school holidays. If a student will miss school due to a family vacation or activity, his or her parents must notify 

teachers one week prior to the absence. The student(s) will be given make up work upon their return. The 

student(s) are responsible for completing missed work or projects. The number of days allowed to make up the 

work equals the number of days absent. Any variances are at the discretion of the teacher.  

4. Athletic Eligibility: For athletic participation or participation in co-curricular activities, a student must be present 

the entire school day, unless a doctor's excuse is provided.  
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Early Dismissal Days 

Throughout the year, several early-dismissal days are scheduled at 11:30 a.m. These are scheduled often at the 

beginning of an extended school holiday or for a parent-teacher conference day. These are required school days and 

attendance is expected.  After school care is not available on early dismissal days unless otherwise specified.  

 

Leaving Early 

For planned early dismissals, parents should send written notification or email the homeroom teacher. State the date, 

time, and reason the student needs to leave school early. Students must be signed out by an authorized person before 

leaving campus. If the student returns to school (after appointment), the authorized person must escort the student to 

the office to sign back in.  

Make-up Work 

Students will be given the same number of days to complete and turn in work as the number of days missed due to 

illness. If the student was present for all classroom presentations prior to the test, and is only absent the day of the test, 

the test should be taken the day the student returns. The teachers will determine the timeline for make-up work, 

quizzes, and tests based on the length of absence, the reason for the absence, and the unique circumstances that may 

be presented. If a student is kept at home for an extended time but is able to do work, parents should contact the 

appropriate teacher to arrange for assignment updates. 

 

Please remember that CLA is an academically rigorous program and classroom time can never truly be made up. From 

time to time, assignments may include an in-class assessment portion of the total grade. If a student is not in class 

during that assignment, points may be deducted from the in-class work.  If your child has difficulty completing the 

assignment, he or she should set up a time to meet with the teacher and receive additional instruction. If the student 

does not approach the teacher regarding make-up work, the assumption is extra instruction is not necessary. Again, 

because it is difficult to make up missed instruction and work, we encourage families to try and plan vacations around 

the school calendar. 
 

Additional Middle School Guidelines 

By 3:00 p.m. on the day after your child is absent for a full day, CLA Middle School teachers will deliver missed work to 

the office. The work will be available only after your child has been absent for a full school day allowing the teachers a 

24 hour timeline to gather missed assignments. When your child is absent for multiple days, the work will be in the 

office by 3:00 p.m. for each day after a full 24 hours has passed for the day your child was absent. 

 

The work will remain in the office until either picked up by the parent by 3:30 p.m. or the student upon return to school. 

Continue to check the student management system for homework assignments, but any missed worksheets necessary 

for homework or assignments from class time will be included in the work delivered to the office. Students will be given 

the same number of days to complete and turn in work as the number of days missed due to illness. 

 

When an absence is planned, work assigned or given out before the absence must be completed and turned in on the 

dates requested by each teacher in order to receive full credit. Work that is not assigned or given out before a planned 
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absence must be completed in a timely manner. Each individual teacher must be consulted. Tests missed due to planned 

absences must be made up in a timely manner.  

 

School Preparation 

Students are expected to come to school prepared for the day. At the beginning of the year, parents will complete a 

form designating the regular way that a student will be dismissed at the end of the school day. A note must be given to 

the teacher if the student is NOT going to their regular, pre-arranged after school activity, or go directly to car line. Items 

will not be delivered to students during classes. Items which are forgotten and dropped off at the office will be 

delivered to the homeroom teacher with lunches. Please understand this is intended to limit class disruption as well 

as teach students personal responsibility.  

 

Parents should not text or email messages which apply to that same day to teachers during the school day, as 

teachers are busy with instruction and these messages may go unnoticed. If a parent must get a message to his or her 

child during the school day, a call should be placed to the school office and relayed through the Administrative Assistant. 

Tuition & Student Management System (TADS) 

Creative Learning Academy utilizes TADS Tuition and Student Management System to provide on-line parent access to 

information regarding tuition payments, attendance, grades, homework, calendars, school directory, and more.  Parents 

who are on a monthly payment agreement are required to pay a yearly fee of $45 to use the system. TADS does not 

charge a service fee to parents who pay in full. This charge is assessed once per school year / household. All 

school-related expenses will be billed through the TADS system and all payments must be made through their online 

payment portal or by check sent directly to TADS. Discrepancies in billing or collections should be directed to the school 

Business Office. Requests for refunds for overpayment or payments in error may take up to 30 days. 

Communication 

In keeping with the goals, objectives, and philosophy of Creative Learning Academy, school personnel are available and 

open to meet with students and parents. When a question or concern arises, the first communication should be with the 

person most directly concerned and most able to provide a response. Questions and concerns should start with the 

teacher involved. If this does not result in a satisfactory conclusion, an administrator or the Head of School may be 

consulted.  Telephone calls to members of the faculty and/or administration should be made through the school office 

(850-432-1768). Parents and/or students should not call teachers or other staff members at their homes unless given 

permission by the individual teacher.  

Parent Conferences 

A relationship built on regular communication between the school and parents/guardians is essential for the success of 

our students. Formal parent / teacher conferences are scheduled in the Fall and Spring. Parents are encouraged to 

contact their child’s teacher should they have concerns about academic performance or behavior. Conferences with 

teachers must occur prior to meetings with administrators or the Head of School. Academic and behavior concerns can 

be sensitive in nature and are always confidential. For that reason, we encourage parents to avoid such discussions 

during social functions, car line, and class activities. In the case of divorced parents, it is in the best interest of the child 

for both parents to simultaneously attend the teacher conference whenever possible.  
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Contact Information 

Parents are to promptly notify the school and update their family profile in TADS if there are any changes to their 

contact information or emergency contact information. This information is used to effectively communicate with 

families or to communicate in emergency situations. Creative Learning Academy utilizes a parent alert system tied to the 

information in TADS as a means of communicating with our families in case of an emergency or for informational 

purposes. It is vitally important that any changes to contact information are made in a timely manner. All parents will be 

considered as eligible to receive all school communication until advised otherwise.  

Telephone and Messages  

Students may use the telephones in the front office, but must have been sent there by a school employee and ask 

permission to use the school phone in the office.  
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ACADEMIC INFORMATION 
At Creative Learning Academy, students learn the critical skills necessary to succeed in an increasingly global world. 

Through a personalized approach to student learning, our academically challenging program supports the development 

of critical thinking skills, communication, and collaboration. Students learn to take risks, work cooperatively, and make 

good choices. 

  

Our core curriculum includes language arts, writing, math, social studies, science, Spanish, and technology instruction. 

Standards are clearly articulated at each grade level and build a solid content base in each academic subject. Experiential 

hands-on projects and trips are woven into all content areas to enhance and extend learning. 

  

The enrichment programs at Creative Learning Academy help students to develop creative expression and appreciation 

as well as maintain a healthy lifestyle. Students participate in vocal and instrumental music, dance, drama, visual art, and 

physical education classes. 

  

Our program emphasizes warm relationships and small classes where students develop a strong sense of identity and 

self-reliance. Enhanced by our Guiding Principles, community and respect is promoted at all grade levels. Using an 

approach to teach empathy and “walking in another’s shoes,” our students begin to understand that they are global 

citizens and can reach out to help others outside of their classroom walls.  

Homework 

At CLA homework is introduced in kindergarten and is considered an integral part of the academic program through 

eighth grade. Third through eighth grade students are required to use student planners, which should be checked by 

teachers and parents on a daily basis. Some subjects lend themselves to more homework than others. Parents are 

encouraged to take an active interest, supervise, and assist as necessary. Students are expected to do their own work at 

all times. Students who routinely fail to do homework cannot expect to pass their course work.  

 

The purpose of homework is to enrich and reinforce skills taught in the classroom. Homework generally falls into three 

areas: practice (to reinforce and master skills), preparation (ensures students are ready for class), and extension (to 

apply skills in a different context.) Homework also builds student responsibility, perseverance, time management, 

self-confidence, and feeling of accomplishment. It develops and recognizes students’ diverse talents and skills that may 

not be taught in school. Homework also develops a sense of ownership which creates a person relationship between the 

student and the content. 

 

Homework should enhance understanding and learning. If your child has difficulty with homework, please notify the 

teacher as soon as possible so the teacher can provide assistance and support for the students.  

Field Trips  

Creative Learning Academy teachers believe that students benefit by participating in special activities that utilize parent 

and community resources, stimulate creative expression, and develop school spirit. These activities provide social and 

cultural experiences that enhance students’ learning and are an integral part of our educational program. Acceptable 

behavior is required for participation. Students who exhibit discipline or behavior problems may be prohibited from 

participation in field trips and other activities. Please remember that even though a student may not be on campus 

during a field trip, he or she is representing our school and his or her classmates.  
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All teacher plans for field trips are presented in writing to school administrators for approval and recorded on the 

school calendar. As part of the enrollment contract, parents are asked to provide standard permission for field trips. 

Parents will be notified of specific field trip plans and dates. Unless otherwise noted, students must wear the 

designated uniform on all field trips.  

 

An integral part of the CLA Middle School curriculum is the overnight field trips that are planned on a yearly basis. These 

trips serve a specific purpose in the appropriate age level program, and all students are expected to attend. If a 

child/family decides not to attend one of the overnight field trips, then the child will not attend school during the time the 

class is away from the CLA campus and will be counted as absent from school.  

 

Transportation is coordinated by the teacher and normally includes volunteer parent drivers. School policy regarding 

field trips requires that all drivers provide a copy of their driver’s license and proof of insurance to be kept in the office in 

addition to any other field trip forms. This information must be on file with the office and updated annually. Teachers 

will provide a list of field trip policies and responsibilities. Parents are asked to remember they are also representing our 

school when on field trips. Faculty and staff are not permitted to drive CLA students on field trips. Booster seats and 

child restraint devices must be provided by the parent and used by the parent driver. Parents who are chaperoning a 

field trip may not bring younger siblings. Any variations to the this policy must be approved by the Head of School.  

Report Cards 

Report cards are issued each nine weeks for all grades except for preprimary which receives written reports at the end 

of each semester. All report cards, except for preprimary, will be sent home each nine weeks. In addition to the report 

cards, teachers will send home class newsletters, contact parents by phone or email, and schedule conferences to keep 

parents informed. Parents should monitor the school calendar to be aware of report card dates and conference times. 

Final grades and standardized test scores are mailed at the end of school year when all financial obligations have been 

met. 

Preprimary 

Report cards are issued twice a year for students in preprimary. In conjunction with parent/teacher conferences, which 

are held throughout the year, these standards-based report cards give a clear picture of the students’ development. 

Lower School  

Report cards will be sent home with students in Grades K-5 at the end of each quarter. These standards-based report 

cards are generated from CLA’s curriculum. Along with attention to specific standards, students will receive comments 

from each teacher based on a variety of formal and informal assessments along with observations to determine final 

grades. Grades K-2 will not receive a numerical grade. Grades 3-5 will receive a numerical grade as well as the standards 

evaluation for each subject. Parents must sign and return confirmation that report cards were received and reviewed.  

Middle School  

Students will receive a report card at the end of each quarter. Students will bring report cards home and parents are 

encouraged review the report card with their child(ren). Parents are required to sign acknowledgement of report card 

receipt. Each quarter will count equally when determining the final grade for class. In addition to numerical grades, 

students will receive comments from each teacher about his/her academic growth. Middle school students failing two or 

more subjects for the year may be retained at grade level. For elective classes, grades are posted for only the quarter 

the student is enrolled in that class.  
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Grading Scale 
Standards Key: 

4 = Exceeds the Standard (Above Grade Level Expectation) 

3 = Meets the Standard (Developing Appropriately) 

2 = Approaches the Standard (Beginning to Develop) 

1 = Does not yet meet the Standard (Needs to Develop) 

NE = Not Evaluated at this Time 

 

Numerical Grading Scale:  

A = 90 - 100 (Excellent)   

B = 80 - 89 (Very Good)   

C = 70 - 79 (Average) 

D = 60 - 69 (Below Average) 

F = Below 60 (Failing)  

8th Grade Recognition 

Valedictorian - The valedictorian is the eighth grade student with the highest numerical average in Grades 6-8. Transfer 

grades do not count toward the honor. The valedictorian must have attended Creative Learning Academy Schools for 

two complete years. 

 

Eighth Grade Academic Awards - Each year this award is given in each subject area to the eighth grade student who 

maintains a high grade point average and exhibits exceptional interest and participation in the subject area.  

 

Lifers - Students who attend Creative Learning Academy every year, Kindergarten through eighth grade are recognized at 

Graduation. 

 

Pillar Awards - The four pillars - Character, Knowledge, Innovation and Leadership were established in creating a Portrait 

of a Graduate. This portrait was created to establish what our mission looks like in terms of student outcomes. This 

portrait will capture the values that we strive to instill in our students. The pillar awards to be given at graduation are 

intended to recognize the student who embodies each of the principles represented. 

Academic Records  

Grades, standardized test scores, and other school records are considered confidential information. They are made 

available only to the student, the student’s family, school personnel, and approved educational institutions. By making a 

request to the appropriate administrator, parents/guardians may see the individual student’s records. Please provide a 

24-hour notice for all records requests. Both parents have equal access to a student’s records unless a court order 

prohibiting access is on file with the school. Final grades and standardized test scores are mailed at the end of school 

year when all financial obligations have been met. 

 

Student records are private and confidential and without consent of the parents/guardians, persons other than the 

school staff are not allowed to see any personally identifiable records. There are exceptions in the case of emergency 

situations or legal investigations.  
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Official transcripts will be provided to educational institutions at no cost and must be properly authorized by the 

student’s parent. Most schools will only accept transcripts sent directly from our school office. When a student enters 

another school, records or copies of records will be sent to that school after signed request by guardians and all 

financial obligations have been met.  

Textbooks 

Textbooks and student workbooks are provided by the school and issued to K-8 students as part of the regular tuition 

rate. Parents are financially responsible for lost or damaged textbooks. The replacement books will become property of 

CLA and refunds will not be issued if the lost book is later found. Records and report cards will be held until all books are 

located or fines are fulfilled.  

Standardized Assessment 

Creative Learning Academy follows the best practices recommended by the National Association of Independent 

Schools and advocates a mix of assessments that combine standardized testing; formative assessments and holistic 

assessments of student performance. This more comprehensive approach captures a student’s academic growth over 

time. Along with informal classroom assessment, standardized measures are also used throughout the year. 

 

The Children’s Progress Academic Assessment (CPAA) is a computer-based adaptive skills assessment that is utilized by 

CLA for students in Preprimary through the second grade. Students are tested a minimum of three times per year on 

early literacy and mathematics skills.  Through the CPAA, we are able to better understand readiness for learning for 

each student and how we can better meet the learning needs of each student.  

 

The Comprehensive Testing Program (CTP) is administered to students in Grades 3-8. The CTP is a rigorous assessment 

for high achieving students in areas such as reading, listening, vocabulary, writing, and mathematics. Verbal and 

quantitative reasoning subtests are included. The CTP helps compare content specific, curriculum- based performance 

to the more conceptual knowledge base found in reasoning tests. 

 

WrAP is administered in Grades 3-8 and is a direct measure of student writing ability. WrAP asks students to respond to 

a writing prompt in two timed writing sessions administered over consecutive days—closely replicating the natural 

writing process of drafting, revising, and completing a final version. Unlike other instruments that provide only holistic 

scoring indices, WrAP is scored both holistically and analytically, to provide teachers detailed feedback and an objective 

lens with which to examine student writing samples.  

 

Students in Grades 6-8 participate in the National Spanish Examinations which are an online, standardized assessment 

tools given voluntarily throughout the United States to measure performance (interpretive communication) and 

achievement of students who are studying Spanish as a second language. It serves as a motivational contest to recognize 

student achievement in the study of Spanish and to stimulate further interest in the teaching and learning of Spanish. 

 

Testing dates are published on the school calendar, and children are required to be at school on those days. Results of 

these tests are available to parents, teachers and administrators. If parents have questions about test results, teachers 

and administrators are available to discuss any concerns. 
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MEDIA CENTER & TECHNOLOGY GUIDELINES 

Media Center 

The CLA Media Center is open to students and parents before, during and after school as a book lending library and 

computer research center. Contact media specialist during school hours to ensure availability outside of scheduled class 

time. CLA uses the Follett Destiny Library Manager for tracking and managing media center resources. The system allows 

faculty, parents and students  to access thorough, real-time information on inventory and media assets. Additionally, 

students may access the system at any time to search for books, check due dates and explore other books that may be 

of interest to them.  Parents are financially responsible for lost or damaged library books. The replacement books will 

become property of CLA and refunds will not be issued if the lost book is later found. Replacement costs will be 

automatically added to your TADS account.  

Computer and Internet Acceptable Use  

CLA’s computers and Internet access provides students with access to a world of information. To help make technology 

time safe and productive, all students, parents, and school personnel are required to sign CLA’s Acceptable Use Policy.  

● Students may not access someone else’s network folder. Students are to respect the need for this 

security/confidentiality and are to make no efforts to bypass security systems and to gain access to information 

that they do not have a right to see.  

● Students may not give out personal information (name, address, phone number, etc.) over the Internet unless 

directly supervised by a teacher. The Internet is to be used for doing scholarly research and for obtaining needed 

information. The Internet offers access to information that is inappropriate. It is expected that students and 

school personnel will not access information of this sort. 

● Students may not violate copyright laws. If there are any questions about what constitutes a violation, the 

student should ask a faculty member. The simplest rule to follow is that software that was not purchased should 

not be installed on a computer. 

● Students should use discretion when printing. Students should not print multiple copies, especially on color 

printers. Students must always document information obtained through research on the Internet and used in 

academic work. Since some material is unique to the Internet and can disappear overnight, documentation 

might necessitate the printing of a hard copy. 

● Academic computer games may be played only with the teacher’s permission.  

● No software may be installed on any school computer without the express permission of the technology 

department. 

● Any files, links, or jump drives should be shared cautiously. Files can spread harmful viruses. 

● Computers may not be used to make sound recordings without the consent of all those who are being recorded. 

Electronic and Mobile Devices 

Students are strongly encouraged to leave cell phones at home. For students who bring phones to school, CLA requires 

that phones are checked into the front office at the beginning of each day. Should a teacher design a lesson requires the 

use of a cell phone, students will be notified in advance and permitted to use the phone in that class only. Phones must 

be picked up from school personnel at the end of each day.  If a student is observed with a cell phone on campus 

between classes or during class, the phone will be confiscated and brought to the office at a convenient time for the 

teacher. On the first offense, a student will be able to pick it up from the office at the end of the day. A second offense 
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will require parent pick up of the phone. 

 

Technology is an important educational tool, and CLA allows the use of approved devices at school for learning purposes 

under the supervision of a teacher.  

 

Students may not use devices to access social media, nor to place or receives calls or text messages unless directed by a 

teacher or administrator. Parents must call the school for any emergency situation so that the office staff may contact 

the student and relay the information.  

 

The use of cameras (including phone cameras) is strictly forbidden in private areas, such as locker rooms, bathrooms, 

dressing areas, or any part of classrooms or offices. As with receiving calls or text messages, students may not use 

phones to take pictures unless it is approved by a school employee. 

 

Students violating this policy will face disciplinary procedures. CLA will not assume responsibility for lost, stolen, or 

damaged personal electronic devices. 

 

Privacy and Child Protection 

Creative Learning Academy is in compliance with the Children’s Internet Protection Act (CIPA) and has installed 

technology protection measures for all computers in the school corporation. A technology protection measure is in 

place that blocks or filters Internet access. This filter protects against access by adults and minors to visual depictions 

that are obscene, child pornography, or — with respect to use of computers with Internet access by minors — harmful 

to minors. The content filter does monitor the online activities of minors and may be reviewed when deemed 

necessary. 

 

For students under the age of 13, the Children’s Online Privacy Protection Act (COPPA) requires additional parental 

permission for educational software tools. Parents wishing to deny access to these educational tools must do so in 

writing to the Head of School indicating their child should be denied access to these tools. Examples of these tools may 

include, but are not limited to, Destiny, Google Apps for Education, MobyMax, IXL,  wikis, blogs, etc... 
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HEALTH, SAFETY & SECURITY 
Providing a safe school environment is of vital importance as part of the educational process at Creative Learning 

Academy.  

Administration of Medication 

According to state and county mandatory guidelines, no medications may be dispensed to any student unless the parent 

as provided the medication in the original container along with a completed authorization for administering the 

medication. Medications should be placed in a Ziploc bag marked with the student’s name and the authorization form 

enclosed. A member of the school staff must administer all student medication. Under no circumstances should students 

carry and administer their own medications. 

 

The following guidelines must be observed in order to comply with state regulations: 

● The form entitled “Authorization for Administration of Non-Prescription Medication” is required for school 

personnel to administer acetaminophen (e.g., Tylenol), calcium carbonate (e.g., Tums), or ibuprofen (e.g., Advil). 

No other over-the-counter medications can be administered without a physician’s authorization. This form must 

be completed in its entirety and signed by the parent/guardian. Copies of this form are available at the front 

desk. Medication must be supplied by the parent in its original container and marked with the student’s name. 

The school does not supply over-the-counter medications.  

● The form entitled “Authorization for Administration of Prescription Medication” (9400-HES-005A) is required for 

school personnel to administer prescription medications or over-the-counter medications not discussed in 

number 1 above. The form must be filled out by the child’s physician and signed by the parent. A separate 

authorization form must be filled out for EACH medication administered. Notify the office directly of any 

medication changes, including discontinued medications. Discontinued medication must be picked up by parent 

within one week after the stop date. Unclaimed medication will be destroyed one week after the stop date or at 

the close of business on the last day of school.  

● Renewal of Authorization for Medication: 

○ Prescription medication for a chronic/long-term condition is valid for one school year. 

○ Prescription medication for a short-term condition is limited to the duration of the specific illness only. 

○ Any change in medication instructions requires a new Medication Authorization Form and medication 

container. 

○ All medications must be in the original labeled container (Tylenol, Advil, etc.) Prescription medication 

must be supplied in the original container labeled by the pharmacist. The label must be consistent with 

the medication authorization form (dosage, time, etc.) 

○ When a student is able to medicate himself or herself (according to physician’s statement), school 

personnel will store the medication and generally supervise the student’s self-medication unless 

authorized to carry by physician. 

Allergies 

Student allergies must be documented and protocols designed to avoid exposure must be defined. Parents of students 

with life-threatening allergies must provide the school with emergency medications, proper forms for its administration, 

and a written medical treatment protocol for their student for addressing allergy-related events. The front office will 

maintain the medication and will distribute information to teachers and administrators as needed. It is important that 

parents educate their child about managing his/her allergy at school, including, but not limited to, identifying safe foods 
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and  recognizing  signs of an allergic reaction. Parents of students with severe food allergies or multiple food allergies are 

required to provide meals and snacks for their children as we cannot guarantee the ingredients used by lunch vendors or 

other parents. Parents may provide their child's teacher with a supply of safe snacks to reduce the likelihood of 

accidental exposure. 

 

Emergency Management 

Creative Learning Academy utilizes a parent alert system in order to communicate emergency situations such as school 

closing, evacuation, etc. It is important that your contact information is kept up to date in the TADS Management 

System. Generally, we follow the closure policies of the Escambia County School District. 

 

The Emergency Procedures Guide is available in every office and classroom, and serves to guide employees in their 

response to a wide range of emergencies. Fire, severe weather, lockdown, and evacuation drills are conducted 

throughout the school year. The school’s emergency plan is regularly reviewed and revised by the school administrators 

to practice and evaluate simulated emergency situations. The school requires regular training of employees in CPR 

certification, first aid, bloodborne pathogen, and preventing and recognizing child abuse. School employees are required 

to complete and file incident reports for any accidents that take place on school grounds.  First Aid kits are available in 

each building and kits are made available to teachers for use on field trips. 

Head Lice Management 

If head lice are identified, a student will not be allowed to remain at school. Because of the difficult nature of eliminating 

head lice and nits, a student’s hair must be 100% lice and nit free before returning to school. 

 

In order to help us prevent the spread of lice, please examine your child’s hair on a regular basis. If you find evidence of 

either head lice or nits, please consult your pharmacist or physician; a special shampoo is required to eliminate a case of 

lice. It is critical that the school know if the parent identified head lice at home, so that corresponding class or grade 

level students can be checked at school. In the event that head lice are identified, school officials will perform regular 

checks of children’s hair and inform all parents. 

Health Forms  

Each student must have a birth certificate, a School Entry Exam form (DH 3040) completed by their physician as well as, 

one of the following forms showing either proof of immunization or exemption: 

 

● Preprimary - Temporary Medical Exemption (Department of Health Form 680 - Part B)  

● K-12 - Certificate of Immunization (Department of Health Form 680) excluding 7th Grade requirements 

● K & 7th Grade - Certificate of Immunization Supplement for K & 7th Grade (Department of Health Form 680 - Part 

A-2) 

● Permanent Medical Exemption (Department of Health Form 680 - Part C) 

● Religious Exemption from Immunization (Department of Health Form 681) 

● Parents are urged to consult their physician to ensure that medical requirements are in order. 

 

Immunization requirements are as follows: 

● five doses of diphtheria, tetanus, pertussis 

● four doses of polio vaccine 

● two doses of measles vaccine 
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● one dose of mumps vaccine 

● one dose of rubella vaccine 

● ChickenPox vaccine 

● (K5 students must also have a 2nd ChickenPox vaccination) 

 

Students entering seventh grade are required to have completed the following: 

● hepatitis B vaccination series 

● a second measles vaccination 

● a tetanus-diphtheria booster 

 

Inclement Weather 

Despite the many advantages of an open campus, health and safety must be a top priority in the event of inclement or 

extreme weather. Students should plan their school attire with consideration to the temperature and weather 

conditions. In the case of inclement weather during school hours, students may be directed to stay in their current 

classroom until it is safe to travel from building to building. Generally, this occurs only in the event of severe 

thunderstorms, torrential rain, or lightning. On days when inclement or freezing weather is a possibility, students 

should bring proper outerwear (jacket, sweatshirt, hat, raincoat) to school. Students will be expected to participate in 

outdoor activities unless the wind chill factor is below 40 degrees fahrenheit or the heat index is above 95 degrees 

fahrenheit.  

Lockers 

Middle school students are assigned a locker in the locker rooms to keep personal belongings during the day. Lockers are 

the property of CLA and may be checked at any time by administration. Students may not enter another student’s 

lockers without permission. 

 

Student Illness / Medical Conditions 

Creative Learning Academy is an educational institution and as such makes no assertions that it is a medical provider. 

Parents have a continuing obligation to make us aware of any significant medical or psychological treatments, 

conditions, or ailments that affect the student. School personnel will make all reasonable efforts to meet the needs of 

each and must have full cooperation regarding medical and psychological conditions to aid in these efforts. Should the 

school determine, in its sole discretion, that it is unable to provide the necessary educational services, medical services, 

facilities or equipment to accommodate the student’s medical or psychological needs, the school may terminate the 

enrollment agreement. A student whose emotional or medical condition is disruptive to the normal educational process 

may be asked to leave school until the condition is no longer deemed to be potentially disruptive. 

 

Students may not come to school with a fever and are required to remain home until fever free without the use of fever 

reducing medications for 24 hours. Students may not come to school if they are showing cold or flu like symptoms 

including excessive sneezing, coughing, or mucous discharge. Students with gastrointestinal distress must be symptom 

free for 24 hours before returning to school. 

 

Fever is defined as a temperature of 100.4 degrees or more. Symptoms which might not include fever, but should fall in 

the category of remaining at home include vomiting and diarrhea. A child with yellow or green discharge coming from 

the nose or ears should remain at home, as should a child with a severe cold or hacking or deep cough. In the case of 

mononucleosis, pink eye, chickenpox, measles, shingles and strep infections (throat or skin), a doctor’s note stating 
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that the child is out of the contagious period is required before the student can return to school. 

 

If a child has been diagnosed by a physician with a potentially contagious condition such as flu, parents are asked to 

notify the school as soon as possible. General notification will be distributed to students who are potentially exposed. 

The school will make every effort to protect the identity and the right of privacy of all individuals when it receives 

information from any source; however, the school must exercise prudence for the health and well-being of the school 

community. 

 

Parents of students who become sick at school will be notified. Students must be picked up as soon as possible after 

receiving notification from the school office. In the event that we are unable to reach a parent regarding illness or an 

accident, emergency contacts will be notified. 

 

In the case of an emergency, in the discretion of administration, a student may be taken to the nearest emergency 

room before the parent can travel to the school.  All due care will be taken to keep the parent informed during this 

decision-making period, but the student’s medical needs will take priority. 

Visitors on Campus 

All visiting parents, guests and volunteers must report to the administration building, sign in at the office and wear an 

assigned visitor’s badge. All visitors to the school are to produce a Photo ID, to be signed in, and authorized by a school 

staff member before being permitted to access to any buildings. The staff member shall give the visitor a Visitor Badge 

to wear and the staff member is authorized to obtain and hold the visitor’s Photo ID until the visitor leaves. When the 

visitor is ready to depart, he/she returns to the Front Office and the exchange is then reversed  - the visitor badge is 

handed in and the Photo ID  that was held in the Office is returned to the departing visitor. This policy is intended to 

help ensure that access to the school / students is only available to appropriate guests. Children who live in Escambia 

County and the surrounding areas may visit only when in the admissions process and cleared through the Director of 

Admissions. For children who reside outside the local area, requests for visits may be scheduled but must be approved 

with a school administrator. 

 

Other General Guidelines and Information 

● Pets are only allowed on campus when approved in advance for classroom studies and/or sharing. An adult must 

accompany all pets and clean-up any waste. 

● Bicycles, skateboards, scooters, and rollerblades are not permitted on campus sidewalks and drives.  

● Posted playground rules must be followed at all times. 

● Chewing gum is not allowed on campus. 

● Students must walk on campus between buildings. 

● Parents are required to submit all documents pertaining to custody and/or parental rights.  
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STUDENT SUPPORT PROCESS 
The Student Support Process at CLA positively addresses the academic, behavioral and interpersonal challenges that are 

characteristic of students at each developmental phase. Teachers, administrators, and parents work together to seek 

solutions that result in academic achievement and social inclusion. Student support is based on the school’s guiding 

principles, the honor code, and fair and natural consequences. 

 

In order to meet the individual needs of each student, changes in the delivery and/or content of the curriculum may be 

necessary. Accommodations will be determined after the student has had psychological or psychoeducational testing 

and the school has received a detailed report. In each case, school administrators will work with parents and teachers to 

define accommodations or modifications based on the recommendations from the report. Individual plans and a copy of 

the testing results will be kept in confidential files and released only to parents. 

 

Through differentiated instruction, ongoing training for teachers and individualized plans for students with academic 

testing on file, we endeavor to meet the needs of each student. Parents are encouraged to keep their student at CLA for 

all instruction. However, parents may opt to pull students from class for outside programs, if the need is documented. 

Students will remain responsible for tests and work missed from their regular classes at CLA. 

Honor Code 

As members of the Creative Learning Academy community, we acknowledge that our individual actions and attitudes 

affect the wellbeing of others as well as the school as a whole. We strive to foster the ideals of honesty and integrity 

both in ourselves and in others. A culture of learning flourishes upon a solid foundation of personal and academic 

integrity, made up of honesty, trust, fairness, respect, and responsibility, which we will do our best to achieve.  

 

Possible Honor Code violations include, but are not limited to: 

● Lying 

● Cheating or plagiarism 

● Unapproved or undocumented absence from class 

● Theft or damage to school property, including electronic files and databases 

● Leaving school grounds during the school day or during school-sponsored events without permission 

● Inappropriate physical contact or fighting 

● Disobedience/disrespect 

● Inappropriate language 

● Possession of pornography 

● Obscene language or gestures 

● Substance abuse or possession of a controlled substance 

● Stealing or willfully damaging others’ personal property 

● Tampering with locks or lockers 

● Concealed weapons, dangerous objects, including razor blades and knives, or dangerous materials 

● Threatening, intimidating, or harassing another student or staff member 

● Violation of Acceptable Use Policy for electronic devices 

● Repeated infractions 
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Academic Support 

Students who need academic support are encouraged to ask teachers for additional help. One-on-one time may be 

scheduled with a teacher at a mutually convenient time. Students should attempt the assigned work and should ask for 

help immediately if he or she is confused or uncertain. By attempting to complete the work, teachers are better able to 

pinpoint areas of confusion.  

Academic Honesty 

Students are expected to do their own work on all homework, classwork, and tests and to understand that plagiarism 

will not be accepted. The following examples are provided to clarify for students, teachers, and the school community, 

actions that are considered violations of the honor code as it relates to academic work. This is not meant to be an 

exhaustive list, but examples of common infractions. 

● Copying homework from a classmate 

● Seeking an unfair advantage by asking fellow students, “What is on the test?”  

● Cheating on tests through various forms such as looking at someone else’s paper or using unauthorized sources 

● Plagiarism 

Academic Probation  

After considerable efforts at remediation and intervention, a student may be placed on academic probation. 

Under these circumstances, the student may be required to attend after school help, seek outside tutoring or other 

educational support. Each situation is unique and will be evaluated based on the individual needs of the student. A 

student with this status at the end of the school year may be retained at grade level or, in some cases, may not be able 

to return to CLA. The entire Student Support Process is conducted as a team approach and will include teachers, parents 

and administrators at each level.  

Consequences for Honor Code Violations 

Discipline is administered with respect to the rights of the student being disciplined and is meant to be instructive rather 

than merely punitive. Consequences will vary given the circumstances and the individual’s conduct record. It is the 

philosophy of Creative Learning Academy that the consequences be timely, objective, and appropriate to the offense 

and based upon clear communication between the school, students, and parents. To experience social and emotional 

growth, we expect that students will make mistakes and experience failure while at Creative Learning Academy. We also 

expect students to take responsibility for their mistakes so that parents, teachers and students can work together to 

learn from failure. In all cases, parents will be notified and consulted on the consequences and plan for correcting 

behavior. 

 

Consequences might include, but are not limited to, the following: 

 

● Reprimand – The student and parent is given formal notice that the behavior has violated the Honor Code.  

● Loss of privileges – The student may lose the opportunity to represent the school on an athletic team, student 

government or represent the school in any extracurricular activity or official function including field trips.  

● Education Requirements – A student may be required to complete a specified educational sanction related to 

the violation committed. Such educational requirements may include completion of an essay, supported 

discussion with other students, or counseling. 
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● Restitution - The student may be required to repair or pay for loss or damages to school property. Payment shall 

be limited to the actual cost of the repair or replacement. 

● School Service - Students may be asked to complete an on-campus duty for a particular teacher or staff member 

during or after school. 

● Disciplinary Probation - Disciplinary probation is a serious step taken when a student, who after parent contact 

and teacher and/or staff initiated disciplinary measures, continues to exhibit unacceptable behavior at Creative 

Learning Academy. The procedures used in the disciplinary probation process are as follows: 

○ A conference is called with the parents, student, teacher and/or staff member and Head of School to 

discuss areas of behavioral change necessary for the child to remain at school 

○ A time frame for compliance is set 

○ A contract or action plan is developed 

○ Contract is monitored for compliance 

At the end of the pre-set timeframe, the student is either removed from disciplinary probation or is subject to 

further disciplinary action. A student on disciplinary probation will not be eligible to participate in extracurricular 

activities including sports, field trips, or other events. 

● Suspension  - A student may be placed on suspension for serious misconduct, on campus or off campus, or for 

continued misconduct after having been placed on disciplinary probation. Absence as a result of suspension is 

considered unexcused, and missed class work may not be made up. Students on suspension may not participate 

in any extracurricular activities, including the graduation ceremony, during the week of suspension.  

● Expulsion - A student may be expelled from CLA for misconduct of a very serious nature calling for immediate 

dismissal without suspension or for a repetition of conduct for which the pupil has been suspended one or more 

times. Expulsion, the permanent termination of a pupil’s enrollment, is a sanction that will be invoked rarely and 

only as a last resort for clear and serious cause. Expulsion does not remove the parent from financial obligation 

as agreed upon in the enrollment contract.  

Harassment Policy 

Creative Learning Academy seeks to provide an educational environment where everyone is treated with respect and 

dignity. Any form or harassment (or bullying) will not be tolerated.  Harassment is defined by CLA as behavior toward 

another that is targeted and repeated. Unacceptable conduct that is severe, pervasive, and deliberate becomes 

harassment when an individual is repeatedly subjected to treatment that is hostile, offensive, or intimidating. 

Harassment may include language, drawings, gestures, or other behavior referring to race, creed, color, gender, or 

sexual orientation. Harassment of any member of our school community by any other member is prohibited and will not 

be tolerated.  

Reporting  

Students who witness, are the target of, or have credible information that harassment has taken place are strongly 

encouraged to report all incidents to a staff member. Written and oral reports shall be considered official reports. 

Reports may be made anonymously, but formal disciplinary action may not be based solely on an anonymous report. 

  

All other members of the school community, including parents/legal guardians, volunteers, and visitors are encouraged 

to report any action at school that may be a violation of this policy. Individuals making reports in good faith to the 

appropriate school official are immune from a cause of action for damages arising out of the reporting itself or any 

failure to remedy the reported incident. 

  

All school employees are required to immediately intervene when witness to a harassment incident and to report 

alleged behaviors to the appropriate school administrator. The school will promptly and reasonably investigate 
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allegations of harassment with a focus on: fact finding; intervention strategies; protecting students from additional 

harassment and retaliation; and disciplinary action, with the goal of stopping the reported behavior from recurring. 

Consequences may range from positive behavioral interventions up to and including suspension, expulsion and / or 

reports to law enforcement officials. 

Guidance 

Training to develop the knowledge, attitude, and skills necessary for maintaining a positive school environment is an 

important step in preventing and recognizing harassment. Through character education exercises, teachers will work 

with students to build trust and assure them of their right to a safe learning environment. Students will be taught 

strategies for meeting their needs and resolving their disputes without resorting to inappropriate behavior toward 

other students. Students will be trained in conflict resolution and peer mediation to encourage fellow students to 

resolve conflicts productively. 

Personal Learning Profile 
Each student in Grades K-8 have a Personal Learning Profile which is an at-a-glance document for teachers to better 

understand student’s ability, achievement and learning style. Information gathered from a variety of assessments and 

observations will help teachers differentiate instruction for each child. This year-to-year compilation of information will 

help parents better understand their child as a student and work with the teacher to set individualized learning goals 

and objectives each year. Over the course of their education, students begin to take ownership of their learning setting 

personal learning goals and reflecting on their accomplishments. 

 

A Personal Learning Profile is a document that is unique to CLA and is not the equivalent of an Individualized Educational 

Plan (IEP) that is a typical intervention instrument used for students with learning exceptionalities in a public school. 

While CLA will strive to meet the needs of each student, the school is not equipped to serve students with moderate to 

severe emotional, behavioral or academic challenges. 
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STUDENT LIFE  

Dress Code 

The dress code for Creative Learning Academy is designed to allow students to move about and interact without 

restriction. Students should dress in a manner which provides for the safety of the student and allows him or her to fully 

participate in regular school life. Students are expected to comply with the spirit of the dress code. CLA reserves the 

right to require a student to change clothes that are not considered appropriate. The administration reserves the right to 

address any issues not included in its code if the need arises. Students should arrive at school well- groomed in clean, 

neat, and appropriate attire. The dress code is in effect as long as a student is on campus unless he or she changes to 

appropriate clothes for sports, which should be done in designated areas. Students are expected to be in appropriate 

dress on all field trips.  

 

The following are dress code guidelines: 

● Provocative or revealing dress is prohibited. 

● Skirts and shorts must be long enough to cover the wearer modestly at all times. They should not be tight or in 

any way restrict movement or activity. Shorts and skirts may not be shorter than the end of the middle fingertip. 

● Undergarments must not be visible at any time. 

● Tank top shoulder straps must be at least three inches in width unless worn under appropriate garments. 

Spaghetti straps and low cut tops are not acceptable. 

● Blouses or t-shirts must be long enough to cover the midsection of the body when the arms are extended 

straight out to the side. 

● Tennis or running shoes are required for physical education. Sensible shoes are encouraged at all other times. 

Students may not wear open-toed shoes, slingbacks, flip flops, or wheelies. 

● Ball caps and other hats are not permitted indoors, except for health reasons or when announced for a special 

occasion. 

● Clothing may not contain slogans or graphics that include the use of alcohol, drugs, tobacco, weapons or use 

negative, inappropriate or offensive language. 

● Body piercing other than ears is prohibited. Earrings and other jewelry must be safe for physical activity. 

● P. E. uniforms are required of all 6th, 7th and 8th grade students. PE uniforms may be purchased through Lands’ 

End. 

● A navy blue CLA polo shirt and khaki pants, shorts, or skirt are required field trip attire unless otherwise noted. 

CLA attire may be purchased through Lands’ End or the school resale shop. 

● Students should have appropriate outerwear for weather conditions. 

 

Students who come to school dressed inappropriately will be required to notify their parents to request a change of 

clothing. Students will not be permitted to attend classes in inappropriate clothing.  

Student Council  

Student-led elections are held to determine officers and representatives of the Student Council. Specific guidelines for 

campaigns will be sent home and are to be strictly followed. Students in grades 6-8 are invited to run for class 

representative. The Student Council assists the administration in scheduling and planning student activities and are 

expected to execute responsibility within their elected roles.  Council members should serve as an example of our 

Guiding Principles and Honor Code at all times. 
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Athletic Participation 

CLA participates a variety of athletic teams through the Catholic Youth Sports League (CYSL) and in other school- 

supported opportunities. These generally include volleyball (5-8), track and field (3-8), flag football (3-6), tennis (3-8), 

swimming (3-8) and basketball (3-8). All athletic programs are sponsored/coached by teachers or parent volunteers and 

all adult participants must adhere to school policies and submit to a background screening and required training. 

Athletic conduct which brings dishonor to the team or the school will not be tolerated and may result in further 

sanctions from the school administration, suspension from contests, from the team, or from the school. 

 

Parents are expected to conduct themselves in a dignified manner at school-related sporting events. Positive support of 

CLA teams is our goal in attending these events. As role models for all students and athletes, parents are requested to 

refrain from negative behaviors (booing, name-calling, arguing with referees, etc.) at school-related sporting events. 

 

Fees for participation vary with the sport and will be billed to parents along with the cost of uniforms, supplies and 

equipment.  Practice is scheduled after school and parents are responsible for providing transportation to and from 

practice and games.  Students who remain after school until a scheduled practice time must register with the after 

school program. Students may not register for co-curricular activities unless they are in good standing both academically 

and financially. 

Bathroom Independence 

All students are required to be bathroom independent upon enrollment at Creative Learning Academy. Students must 

be able to go to the bathroom alone, clean and dress themselves afterward. Teachers may escort children to the 

bathroom, verbally instruct child and assist in fastening clothes or washing hands. Students in preprimary and 

kindergarten should have a change of clothes at school in the event of an accident. 

Snacks & Lunch 

CLA does not have an on-campus cafeteria and does not prepare food. Students may opt to bring a lunch from home or 

order using the designated vendor-provided lunch service. In the interest of time and safety, students will not be 

allowed to heat food in the microwave at CLA. We encourage parents to provide healthy, well-balanced meals and 

drinks. Students may not have sodas or other carbonated beverages, and may not eat or drink anything other than water 

during class without permission from a teacher.  

 

Parents are asked to provide a nutritious snack each day. Sweets are strongly discouraged. Preprimary students are 

provided a snack by a parent each day according to a snack schedule furnished to preprimary parents by the teachers. 

The schedule also suggests appropriate nutritious snacks. Preprimary students with specific food allergies are 

encouraged to bring their own snacks.  

 

CLA is contracted with Campus Cuisine to provide lunch options from local restaurants. Campus Cuisine’s online 

ordering process provides many flexible options. Orders may be placed up until 11:00 a.m. the day before, and may be 

pre-ordered weekly, monthly, or by semester. Changes and cancellations may also be made online. The website is: 

www.campuscuisine.net and the access code for CLA is lunch101. 
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Lost & Found 

Labeling coats, jackets, umbrellas, etc. assists with retrieval if items are misplaced. Any found items should be placed in 

the designated lost and found bin in the gym. Lost and found clean-out dates will be included in the Monday Minute and 

classroom newsletters. Lost textbooks will be returned to teachers. Items not claimed after a month will be donated to 

charity.  

Student Parties  

Parents desiring to bring refreshments for individual birthdays must schedule this with the classroom teacher in 

advance. The refreshments should be simple and easy to handle, without undue complication in serving and cleaning up. 

The time of refreshment must be confined to break time, lunch period, or coordinated with the teacher. Birthday 

refreshments must be limited to a simple snack and may not include games, party favors, decorations, collections, etc... 

 

Please do not send party invitations to school unless all students in the class are included. With our small classes, it is 

especially important to be considerate of the feelings of others regarding off campus celebrations and gatherings. 

Likewise, unless all students in the class are included, please do not arrange group transportation after school for parties 

or other social occasions. 
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Parent Association & School Support 

Parent Association 

The Parent Association (PA) is an integral part of the life of Creative Learning Academy whose purpose is to create and 

support a strong sense of community, offer volunteer support, and to promote relationships among our school 

constituents. As the primary resource for parent involvement at CLA, the PA coordinates volunteer activities, organizes 

and supports fundraising initiatives and events, and actively promotes the mission of the school.  All CLA parents are 

members of the Parents’ Association and are encouraged to become an active participant in the life of the school. 

Whether it is a one-time activity or serving on a standing committee, there are plenty of opportunities to volunteer time 

and talent to the CLA community.  

Room Parents 

Each grade level is represented by a Room Parent who also serves as the Parent Association Representative and 

Chairperson for that grade level initiatives and events. Room Parents are expected to attend monthly Parent 

Association Meetings and disseminate pertinent information to other parents. 

 

Responsibilities may vary with the specific needs of the homeroom teacher and vary by teacher, grade level and division. 

Generally, Room Parent responsibilities include: 

● Attending monthly Parent Association Meeting 

● Coordinating class parties in partnership with the teacher 

● Assisting with field trip arrangements as requested by teacher 

● Coordinating Parent Association sponsored projects and activities requiring class involvement 

● Communicating PA information to the classroom teacher 

● Coordinating and promoting class annual fund participation 

 

Room Parents should neither promote nor solicit parents for funds for group gifts for the teacher. If parents would like 

to provide a teacher gift, it should be given as an individual. Teachers are not permitted to accept cash gifts from 

parents or students. 

Giving to CLA 
While the major expenses associated with running the school are covered by the operating budget, CLA relies on the 

generosity of parents, grandparents, alumni, faculty and community members to support initiatives not covered by the 

regular operating budget. 

 

These initiatives are defined prior to the beginning of the annual giving campaign and are published for the school 

community. We strive for 100% participation from parents, trustees, faculty, and staff. Creative Learning Academy is a 

not-for-profit corporation and is tax-exempt under Internal Revenue Code 501 (c)(3) and 100% of your tax-deductible 

donation directly supports the school.  
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